/ W) CosL) Premium Report

Monthly Reports for
Optional Group Life Insurance

Step 1: Navigate to OGLI Premium
Report screen

After login, the portal will open to your Employer Profile screen. On the Site Menu,
click OGLI Premium Report.

emploerPROFILE

B messsgs Board .
Page Instructions

B Organization Detals
[ Record displayed |

O Erofie
O Remittance Requests Ovganization Details
B Remittance Histony Wwork Phone Ea
N Ermal AFess
0 rvaices Courty | Harper
O Employees Frca MM D01 1
B Arrus Repoming Priar amitation Diate | 10151992
O File ks Primary Agdress | 302 N Botkan 52, AmCa, Harmas, ST000260
b i
B Fie Statuz
G Payrol Detsil Baric s —— =
&) Dowrioad J Totsl
g Ferr Mk [Lunit Accomnt Typs hoceimd B Bouiing e Lecatien lis
o Ry Womsoamol Bl O rackng 100 1011 (L2
Acjustment L
B Cemncation 3
B Errolmert
B Errolmert
=Rl

B OGL Corversge

B 05U Premium Report Detsl

Step 2: Look up OGLI report

Enter the coverage month and year, then click the Search button. One line of detail
will appear (Report ID, Coverage Month, Coverage Year, etc). You can open this
report one of two ways. Click the box next to the Report ID and then click the Open
button, or click on the Report ID humber (bold and underlined). Either method will

open the report.
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Once the report is open, you will see two panels of information.

1. Report Summary (the “totals” page of the report)

2. Other Details (an alphabetical listing of employees with OGLI coverage)

You will work through this list to review and validate each record. All
employees are listed on one continuous page. Scroll down the page to find

the record you are looking for.

Step 3: Open employee OGLI report detail

Records may be opened one at a time by clicking the box next to the employee’s
SSN and clicking the Open button. Open only the records that require a change to

the generated data.

Coverage Month - 12
Coverage Year : 2007

Mumber of FDC Employees I:l
Total Compensation of Emplayees : |$0.00

First Day Coverage Contribution _
Amount LI

Total Premium Due: $39.80
Total Arrearage: $0.00
Total Refunds: $0.00

Total Premium Calculated : $39.80

Total Premium Repaorted : |$0.00

Difference : $39.80

Report Status © Valid Subrmitted : []
Cnmments“ ‘
Other Details

Premium Details Errors Transactions Error Summary
I - o PR el it
/ 7ITT03 000-06-6061 Mary K Balhoa 44 $5.20 $5.20 Generated
[ \727704 000-56-7891 Sharolyn K James a6 $4.20 $4.20 Generated
[/ 727705 000457891 Jycy L Srnith [<01] $9.35 $49.35 Generated

After checking all the records you wish to view, click the Open button. The first

employee record will appear.
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Step 4. Enter employee information

pPREMIUM REPORT DETAIL MAINTENANCE
Page Instructions

Meg 1D : T [ Record displayed, pleasse make changes and prass save ) iC

[ Save And valdate ][ Refresh ][ Save And Mot | [ Premtum Repent
Report Summany
Cowerage Maonth : 12 Cowerage Year : 2007
Total Pramium Due © 3980 Total Presmium Reported @ $0.00

Repiet SiEtus | walil

Report Detail
SSH . DO0-06-E061 Hame  D00-06-8061 Bakoa | Mary
Age 44
Coverage Amount 350,000 00
Premivm Amount Due: $£5.20
Premium Amaun Reporled | | #5220

Transachon Type | Generabed » Transacton Date

Tarmination measEon bl

Comments

Most data is pre-populated. Enter any changes and click the Save And Validate
button to save the employee record and stay on this record.

Click the Save And Next button to save this record and navigate to the next record.
You can also hit the Enter key on your keyboard to go to the next employee record.

Once the last record has been opened, only the Save And Validate button will appear.
(Not the Save and Next button). Click the Premium Report button or Return in the
blue bar at top of the screen to return to your original OGLI detail listing all your
employees.

Step 5: Termination

Current Month Terminations

Terminations that occurred in the current month of the OGLI report being processed
(August termination, August report). The fields that need to be changed are
Transaction Type, Transaction Date and Termination Reason.

Example: Employee’s last day on payroll is 08-15-08. Open the employee’s detail
record. Change Transaction Type to “Termination.” Enter 08-15-08 in the Transaction
Date field. In the Termination Reason field, select the appropriate reason. Click the
Save and Validate button.

Prior Month Terminations

Terminations that occurred in a month before the coverage month of the OGLI report
you are processing (July termination, August report). The fields you need to change
are Transaction Type, Transaction Date and Termination Reason.

Example: Employee’s last day on payroll is 07-21-08. Open the employee’s detail
record. Change Premium Amount Reported to $0.00. Enter 07-21-08 in the
Transaction Date field. Select a reason in the Termination Reason pull down menu.

Step 6: Refund

Occurs when an OGLI premium is deducted in error.
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Example: Employee retires effective 7-1-08 and the last day on payroll is 6-30-08.
The employee has an OGLI premium deducted for July 2008. On the OGLI Premium
Report Maintenance screen go to the panel labeled Other Details.

Enter the employee’s SSN in the text box labeled SSN and click the New button.

Total Compensation of Employees © |$0.00 Total Premium Reported © | $0.00
First Day Coverage Contribution _ . .
amourt - 139-00 Difference : $39.80
Report Status | Valid Submitted ; []
Comments : ‘ ‘

ili‘?em\um Details | 5 | Transactions Error Summary
N
e ) (oo )

O oot ssi name M Lastname age ZOLEe e Reperted T Tyme
[ 727703 000-06-6061 Mary K Balboa 44 $450,000.00 §a.20 $5.20 Generated
[0 727704 000-56-7891 Sharakn K James 56 $10,00000 F4.20 $4.20 Generated
[0 727705 000-457891 Jyudy L Smith B0 15,000.00 $9.35 $9.35 Gererated

A new OGLI Premium Report Detail Maintenance record will appear.
In the Premium Amount Reported field enter the monthly premium as a negative

amount. Change Transaction Type to “Refund.” Enter the Coverage Month and
Coverage Year to be refunded. Add reason for refund in the ‘Comments’ box.

p/IPREMIUM REPORT DETAIL MAINTENANCE
Page Instructions

[ Record displayed |
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Report Detail

SaN | D00-06=E061 Mame | (00066061 Balbos | Mary
Age 44
Coverage Amaunt $50,000.00
Premium Amount e $5 20

Fremium Amount 7 m
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The field labeled Termination Reason should be left blank and the Transaction Date
should default to the current date. Click the Save and Validate button.

Step 7: Arrearage

Occurs when an OGLI premium was not deducted and should have been.
Example: Employee returns to payroll from a leave after the payroll has been

processed for that month. On the OGLI Premium Report Maintenance screen go to
the panel labeled Other Details. Enter the employee’s SSN in the text box labeled
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SSN and click the New button. A new OGLI Premium Report Detail Maintenance
record will appear.

The Premium Amount Reported and the Premium Amount Due should be pre-
populated. Change the Transaction Type to “Arrearage.” Enter Coverage Month and
Coverage Year for the arrearage. Add reason for arrearage in the ‘Comments’ box.

Termination Reason should be left blank and the Transaction Date should default to
the current date. Click the Save and Validate button.

Step 8: Adding a record

If an employee does not appear on the report and your office has verified with KPERS
that employee does have OGLI coverage, you will need to add a record.

On the OGLI Premium Report Maintenance screen go to the panel labeled Other
Details. Enter the employee’s SSN in the text box labeled SSN and click the New
button.

eIPREMIUM REPORT MAINTEMAMNCE
Page Instructions

Meg 1D : 7 [ Record displayed, please make shanges and press save |

[ Sawe and vaadate || Retesh |

Coverage Manth - 12
Coverage Yesr : 2007

Humber of FOC Employass
Total Compensation of Employees - 000
First Dary Coverage Contribution wm
Araunt

Report Status ; Vakd

Tatal Premium Due: $33 80
Tiotal Arrezrage; 50,00
Tatal Rifunds: $0.00

Tobal Premium Caliulated | $39.00
Taotal Premium Reported | |$0.00
Ceference | $39 80

Suamitted | []
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A new OGLI Premium Report Detail Maintenance record will appear. If the employee
currently has OGLI coverage, data will be pre-populated. Verify the data for accuracy.
Click the Save and Validate button.

If you receive “Error 1672 — Member's employment history does not match with
premium data,” KPERS needs a KPERS-1 form. At the top of the page, you should
see a KPERS-1 button. Click the KPERS-1 button and the system will take you to the
KPERS-1 form. Complete the necessary information, fix any errors and click the Save
button. Once all errors are resolved a Submit to KPERS button will appear. Clicking
Submit sends the KPERS-1 information to KPERS.

Click Return in the blue bar at the top of the screen. It will take you back to the OGLI
Premium Report Detail Maintenance screen. If the error message still appears, you
will need to click the Refresh button to see if the error goes away.

Once error is removed you can click Return or click the Premium Report button to

return to your employee listing. All records that were created due to refund, arrearage
and adding a new record will appear at the bottom of the listing.
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Step 9: Review totals and submit report

The totals for the report appear on the OGLI Premium Report Maintenance screen in
the top section labeled Report Summary.

og/iPREMIUM REPORT MAINTENANCE
Page Instructions

Msg ID : 7 [ Record displayed, please make changes and press save ]

Refresh

ELaae Total Premium Due: $39.80
Coverage Year: 2007 Total Arrearage: $0.00
Total Refunds: $0.00

MWumber of FOC Employees:| | Total Premium Calculated : $39.50
Total Compensation of Employees © [$0.00 Tatal Premiurn Reported : |$0.00
First Day Coverage Contribution _
amount : 13000 Difference : $33.60
Report Status : valid Submitted : []

cComments : ‘

Total Premium Due: Premium amount for the report when generated before any
changes.

Total Arrearage: Amount of all arrearage payments that were added to this report.
Total Refunds: Amount of all refund payments that were added to this report.

Total Premium Calculated: The system calculates this amount by adjusting the
generated amount with all changes.

Total Premium Reported: Enter this amount based on all changes made to the
report. Also, this is the amount that should match your OGLI payroll remittance for the
same month.

Difference: A figure will appear if the calculated and reported premiums do not
match.

Report Status: If no errors exist the status is “Valid” and a Submit to KPERS button
should appear. If the status is “Review,” there are errors that need to be corrected. An
employee record may have an error or the report total may have an error.

Employee Record Error: On the OGLI Premium Report Maintenance screen under
Other Details, click Transactions Error Summary. Click on the ID number to bring
up the employee record with the error.

rumber of FOC Employees Total Fremium Caloulated | $33.80
Total Compensation of Employees - 000 Total Premium Reported ;| $0.00
Firsl Dary Conrage Contribution
Amaunt $0.00 Dirterence | §39.80
Report Status - Wald Suomitted : ]
Comments
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Report Totals Error: On the OGLI Premium Report Maintenance screen under the
Report Summary check that you have entered the report totals. You cannot submit
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1 W1 OGLI Coverage

your report if the Total Premium Calculated and Total Premium Reported amounts do
not match. The Difference field must equal zero.

Comments: You can add comments to explain why a report total may differ from a
remittance amount.

First Day Coverage: Only employers that have affiliated for this coverage will have
this information appear on the OGLI report.

Number of FDC Employees: Enter the number of employees who are still
completing their year of service during the report month.

Total Compensation of Employees: This amount should equal the total gross
salaries for first day coverage employees.

First Day Coverage Contribution Amount: This amount is calculated by taking the
compensation times the insurance rate (currently 1.0%).

When all errors have been resolved a Submit button will appear. Click Submit to
send your report to KPERS. If the button does not appear on the OGLI Premium
Report Maintenance screen, your report is not ready to submit.

EESTRNAENERAMIE S BER BN e}

PREMIUM REPORT MAINTEMANCE
Page Instructions

Msg D - & [ &l changes succasshMy saved |

[ Sam Andvatiate | Rovedy | [ Subme o KPERS |

Coverage Manth | 12 Teal Premivm D $15 45
Coverage Year | 2007 Total arreage. $0.00
Total Refurds, 40,00

Tobal Presnum Calkutated | £15.45

Tofal Premium Repated — §15.45
CiMerence 40 00
Report Status | Vakd Submited . [

commerils

After you submit your report, a “Read Only” message will appear in the upper right
hand corner and the Submitted checkbox will be checked. You cannot make any
further changes to this report.

OGLI Coverage (on the site menu)

| Citizens National Bank Checking 100 1011 144
[ Adjustment

[ Certification

= Enroliments

B

[1 Enroliment
G OGLI

[ OGLI Premium Report
[ OGLI Premium Report Detail

This screen allows you to see if an employee has OGLI coverage. Access the record

by entering the SSN or entering the required information in one of the boxes and click
the Search button. If the employee has OGLI coverage his or her name will appear in
the Search Results panel. Open the record and you will see three tabs.

OGLI Coverage History: Lists the coverage amount, effective date, activity
description and two ID numbers (for KPERS use).
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Pending, Closed or Denied Transactions: Lists amounts that will have one of these
statuses. This tab will be helpful when an employee applies for coverage that must be
underwritten and action is required by the insurance carrier.

OGLI Premium History: Lists all of employee’s premiums for your employer. The
detail is created once a monthly OGLI report has been posted by KPERS.

OGLI Premium Report Detall (on the site menu)

| Citizens National Bank Checking 100 1011 144
[ Adjustment

[ Certification

= Enroliments

B

[ Enroliment
= oGL
[ OGLI Coverage
[ OGLI Premium Report
[ OGLI Premium Report Detail

This screen allows you to search for a previous month’s report by certain details.

You can also search for an employee by SSN. It will bring up detail records for that
person from all past reports for your employer.

Paper Forms Still Required

OGLI Enrollment Form: Employee completes this form to apply for or increase OGLI
coverage and submits to Minnesota Life Insurance Company.

KPERS-79 Form: Employee and designated agent complete this form to reduce or
cancel OGLI coverage and submit to KPERS.

KPERS-79C Form: Employee and designated agent complete this form to continue
OGLI coverage based on certain criteria and submit to KPERS.

Conversion and Election of Portable Term Life Forms: Employee and designated

agent complete one of these forms to continue OGLI coverage once the employee is
no longer eligible under the group plan. Form should be submitted to KPERS.
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Appendix A: Transaction Errors for Employers

1671 — Termination date is after the coverage start date from other employer.
Contact KPERS.

1672 — Employment history does not match premium data.
Complete a KPERS-1 for employee.

1673 — Termination reason is required.
Select termination reason from drop down list.

1674 — OGLI coverage is being terminated.
Member is employed with an employer not affiliated with OGLI.

1675 — OGLI coverage is being reviewed.

Member has or had OGLI coverage and KPERS will review status to
determine if previous coverage can continue, or if member has to enroll for
new coverage.

1676 — Previous OGLI coverage is not terminated.
Timing issue with posting reports. Previous employer’s report has not been
posted yet.

1677 — Transaction type can only be termination when premium amount
reported is $0.

Verify data to see if the premium amount is correct and change the
transaction type.

1678 — A termination date is required.
Enter the termination date in the Transaction Date field.

1679 — Invalid transaction date.
Transaction date can not be later than last day of the current report month.

1680 — Premium amount reported should be $0 when transaction type is
termination and transaction date is before premium report month.

1681 — SSN required.
Enter the SSN in the proper field.

1682 — SSN not found in OGLI records.
Verify SSN and contact KPERS for new enrollment.

1683 — Comments required for transaction type “Arrearage” or “Refund.”
Enter reason for these transaction types.

1684 — Comments cannot exceed 500 characters.

1685 — A valid OGLI record for member is not found with the employer.
Contact KPERS.
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