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A New Way Forward
DOAS Flexible Benefits Premium Tool 
Training Participant Guide
June 2023
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This training session is about the new Flexible Benefits Payment tool that is rolling out to Manual/Hybrid entities this month.
Flexible Benefits is intended to provide value to our employees when they are recruited and to retain them. It provides Dental insurance to our retirees. Alight provides the online portal and maintains program rules in the system. Alight also provides COBRA and Direct Billing services for employees on leave of absence or have terminated employment. The Department of Administrative Services, the State Accounting Office, and the benefit vendors, work with Alight to manage and support the program. 
Alight (aka GaBreeze) is the “system of record” for the Flexible Benefits program. Based on January 1, 2023, coverage data, the annual premium total was $135,226,560. Your assistance is needed to ensure the program is compliant and data is maintained accurately. 
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This training will cover the following topics:

· Overview of the new tool
· What is changing and why?
· Deep dive of the new online tool: Flexible Benefits Premium
· Reports in the tool
· Your role
· Timeline and support
· Questions and discussion
· Wrap-up and next steps
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During this session, our goal is to equip and empower you to start using the new payment tool. 
Notice the tag line, “A new way forward.” We selected it because this new tool is designed to simplify your workload and make the payment process faster and easier.
This training is designed to support all roles involved in monthly invoice processing, payment, and reconciliation including:

· HR Directors
· Benefits Coordinators
· Payroll Representatives
· Accounts Payable Fiscal Representatives, and
· Chief Financial Officers
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The change management strategy we developed to help you adopt the new Flexible Benefit Premium tool has six phases: 

1. We started by assessing the needs of our participating entities, who will be the primary stakeholders in this effort.
2. We also focused on aligning and informing key leaders, so they are comfortable serving as advocates for the new tool.
3. The third and fourth phases of our change management strategy are closely related. 
· Phase 3 centers around our commitment to communicating clearly – so entities can learn the benefits and expected impact of the new tool. At the same time, we want to demonstrate empathy. Change can be hard, even when it is for the better. 
· Phase 4 focuses on building capability by helping impacted entities get comfortable using the new tool, making sure you understand what is expected and helping you develop the necessary skills. Today’s training is a key component of Phase 4.
4. Effective change management also requires that we provide impacted entities with ongoing support – by meeting you where you are in the learning/adoption process.
5. The final component of our change management strategy is to track results and measure the effectiveness of our efforts. 
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During this section, we will quickly recap what’s changing and why. 
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As you know, the Georgia Department of Administrative Services (DOAS), Human Resources Administration (HRA) division is dedicated to providing HR and talent management solutions that empower state entity HR and business leaders to manage their workforce in an effective and efficient manner. 
One of the most critical services we provide is the administration of the State of Georgia Flexible Benefits Program, including: 
· Dental Insurance,
· Vision Insurance,
· Life and AD&D Insurance,
· STD and LTD (Short-Term Disability and Long-Term Disability),
· Critical Illness Insurance,
· Long Term Care Insurance,
· Legal Plans, and 
· Flexible Spending Accounts for Health Care and Dependent Care.
The visual on the right of the slide illustrates how the monthly process works, and how it will need to work going forward.
Currently, participating manual/hybrid state entities send Flexible Benefit premiums to DOAS Finance each month. This process will be changing in June when the payments will need to be sent to Alight Solutions.​
DOAS Finance uses these premiums to pay the Flexible Benefit vendors’ premiums based on reports from Alight. ​
Because this process is complex and time-consuming, DOAS and Alight have partnered to improve the process through a more streamlined and efficient online tool. 
Question to consider: What key roles handle this process for your Entity? What are their responsibilities?
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To address these challenges and simplify your work effort, we have partnered with the GaBreeze Benefits System administrator, Alight Solutions, to develop a new online tool that will replace this process. 
This tool will provide us with a system that provides clear, concise invoicing data for premium payments, as well as reporting that supports timely and accurate payment processing and reconciliation.
It was developed specifically for DOAS and you, our participating entities.
More importantly, it is designed to simplify payment processing and collection – providing you with easy, online access to clear and concise statements, invoices and reports.
And here’s the best news: The new tool is rolling out to all participating manual/hybrid entities now. You will start using the tool for upcoming invoices starting in June.
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In this section, we will take a closer look at the new tool. 

We will start by reviewing the key features using screen shots.
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Going forward, you will use the Flexible Benefits Premium tool to view your remaining outstanding premium amount to make applicable payments. 

All authorized users will access the new online tool through the UPoint GaBreeze site at www.GaBreeze.ga.gov (under the Administrative Tools section).  

You will need your User ID and password to authenticate into the site. 

If you do not remember your credentials, select the Forgot User ID or Password link under the Log On button. Then follow the prompts to reset your credentials.  If you need to reset your credentials, if you have a cell phone number online in the portal, you can receive a one-time code to update your password. 

Otherwise, your password will be sent you via the US Postal Service.  

If you are new to the site, select the New User link, also under the Log On button, and then follow the prompts to set up your credentials.

Finally, please note that the User ID and password are the identification credentials used to access their personal accounts and not the User ID used to access the normal GaBreeze Employer Portal.
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Once you are logged into the GaBreeze site you can access the Flexible Benefits Premium tool via the top drop-down menu.  
Entity users who have been granted access to the tool will see an Administrative Tools drop-down on the far left, at the top of the page.  
Selecting this drop-down will route the entity user to a page which will link  directly to the Flexible Benefits Premium tool.  
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After you select the Administrative Tools drop-down, you will see this page. The words Flexible Benefits Premium are a direct link to the tool.  
In addition, a new Administrative Tools Summary button appears. This is where Alight will be storing access to multiple tools, including the Flexible Benefits Premium. 
Clicking on this button will take you to the Tools Summary page.  
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The Flexible Benefits Premium tile can also be clicked on this page and will route the entity user directly into the Flexible Benefits Premium tool.  
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This dashboard is the first screen you will see after you access the new tool. 

It provides an easy, at-a-glance view of the payment process. 

The light blue bar at the top shows the invoice date as well what makes up the current amount due, specifically: 

· The new invoice premium,
· The new invoice adjustments, and 
· Any past due amounts. 

This section of the dashboard also shows the invoice/statement date and the payment due date. 

The section under the blue bar shows the current statement amount due, the payment received for the current statement, and the total outstanding amount.

You can use the dark blue buttons to download the invoice, view statement details, download participant details, or pay. 

The Payments Received section allows you to view your most recent payment.
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On the right side of the dashboard, you will see a tracker that helps you keep track of where you are in the payment process. 

You will also find a help and support button that connects you to additional resources.
 
The bottom section of the dashboard allows you to view payments received as well as a premium summary. 

You may also hover over the third bar to see the graphic legend.
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The tool allows you to easily view past due amounts from the Invoice Date light blue section at the top of the page.
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The Invoice Date section also shows any overpayments for the prior month.





Slide 17

[image: ]

The four blue navigation buttons are another important feature of the dashboard.

These buttons are designed to guide you through the four key invoice processing steps each month:

· Downloading the invoice
· Viewing statement details
· Downloading a file with participant details, and
· Paying the invoice. 
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When you select the Download Invoice button from the dashboard, the tool will open your most recent invoice.

It is important to check the invoice to confirm the following information for each month:

· Covered plans, 
· Number of participants, and 
· Amounts due.

The new invoice total is shown at the bottom of the invoice. 

Please pay the amount in full. 

If any eligibility and/or HR updates are needed, please make them in your HR/Payroll system.
 
Manual entities will use the Employer Website tool for updates to Alight.
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Be sure to follow the instructions provided when you pay your invoice.
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When you select the View Statement Details button, you will link to the Statement Details page that is shown here.
You can use the three blue navigation buttons to download your invoice, download a file with participant details or pay. 
This page also provides a summary of the total outstanding premiums, as well as a Summary by Coverage Month section with details about:
· Previous statement amounts, 
· Payments received, 
· Past due amounts, 
· New invoice premiums and new invoice adjustments, and 
· The total outstanding amount. 
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Here is a screen shot of the additional information you’ll see as you scroll through the statement screen.
Use the blue buttons to choose the month you want to view.
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After you select the Download participant details button, the tool will download a report in a CSV file with details of each participant’s plan options, the premium amounts and administrative fees.

Review this file to confirm the number of participants covered since that is what determines the premium amounts due.
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Here is the screen that appears when you select the Pay now button from the dashboard. This initial screen is the same whether your entity pays by ePayment, Direct Deposit or Check – with one exception that will be covered later.

Start by reviewing  the details for each Coverage Month.

· Coverage Months correspond to the actual coverage of your employees. However, Coverage Months premiums are not always calculated in the actual month of coverage. This is because retroactive enrollments (such as a birth of a child enrolled in coverage after birth) can adjust previous months coverage. 
· Therefore, in each invoice you will likely see nearly all your premiums in the current Coverage Month, but you may also see adjustments to previous Coverage Months. 
· Adjustments can be both positive (additional money due) or negative (credits against other premiums due).

The next step is to review the pay details for the current amount due. 

When you have completed that step, hit Confirm Amount to authorize your payment via ePayment, ACH or check (depending on your entity). Note that this is not the last step in the confirmation process. It simply takes you to the NEXT steps in the payment/confirmation process.

If you are not ready to confirm and pay, you can select Save as draft before you leave the page. 

Please note, If the amount Confirmed is not the exact same amount Alight Received, the issue will appear on Alight’s Unallocated Report. Alight reviews this report daily and will delete the Confirmed amount in the tool if the amounts do not match. The entity will need to enter a new Confirmed Amount. These are manual processes, and entities need to ensure that after they receive their monthly invoices, that the appropriate amounts are Confirmed and Paid timely, and for the Reconciliation process that the Alight and Payroll reports are reviewed, so the appropriate updates can be made to the HR/Payroll system and/or Alight’s Employer Website.

Refer to the FAQs for help on how to enter payment data.

This screen is the same for all 3 payment methods just mentioned. However, the next steps and screens differ by payment method. As a result, there is a different message at the bottom of this screen with specific information about next steps for each payment method.

Note: This example shows a Past Due amount from the prior month of $5,903.48. This Past Due amount is ADDED to the Total Outstanding Amount on this screen.
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· Now let’s take a closer look at what the process looks like for manual and hybrid entities.
· In this example, the entity has a current month outstanding amount of $118,035.19. 
· That amount consists of a past due balance of $78,606.67 and a new invoice amount of $39,428.52.  
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· Clicking on the Pay Now button brings us to the Confirm Payment Amount.  
· In this example the entity will be making a partial payment. 
· When you get to the Confirm Payment page it shows the amounts due by Coverage Month, this is based on the Premiums for each month of coverage.  
· The tool autofills the Your Payment or Credit column based on the premiums and/or adjustments for each month of coverage.  
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· In this example the entity has $100,000 on hand to make a payment. 
· Because the entity cannot make the full $118,035.19 amount due at this time, the entity then updates the amount in the respective coverage months to get to a payment amount of $100,000. Therefore, the amount being paid for the most recent coverage month needs to be reduced by $18,035.19 by manually entering $21,393.33 in the current coverage month for May 2023. The amounts for the months below the current coverage month remain the same as displayed in the Total Outstanding Amount column for each prior month.  
· As you can see, the Tool adjusted the amounts on the right side of the screen to show that my new total payment is $100,000 matching the amount I plan to Confirm and then pay to Alight.  
· The tool also shows that I still have a balance remaining of $18,035.19 after I make this payment.  I then have to click on Confirm Amount via the blue button.  
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· I then see the amounts being paid on the Payment Summary page.  
· Again, this matches the $100,000 I am paying partially.  
· To formally confirm this amount, I’ll click on Submit & Proceed to Payment.  
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· Here is the Payment Confirmation page.
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· Returning to the Dashboard for reference, you can see the $100,000 has been Confirmed and that the remaining balance exists.  
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· In this example, the entity in question has a current month outstanding amount of $32,143.66.  
· That amount consists of a past due balance of $0.00, adjustments of $789.51 and new invoice premiums of $32,933.17.
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· Clicking on the Pay Now button brings us to the Confirm Payment Amount.  
· Here, the entity will be making an overpayment.  
· On the Confirm Payment page, the tool shows the amounts due by Coverage Month, this is based on the Premiums for each month of coverage.  The tool autofills the Your Payment or Credit column based on the premiums and/or adjustments for each month of coverage.  
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· In this example, the entity has $35,000 on hand to make a payment.  
· This is greater than the current total outstanding amount, but within the threshold of allowable overpayments.  
· The entity then updates the amount in the respective coverage months to get to a payment amount of $35,000.  In this example the entity increased the amount being paid for the most recent coverage month by $2,856.34 by manually entering $35,789.51.    
· The Tool adjusted the amounts on the right side of the screen to show that my new total payment is $35,000 matching the amount the entity would like to Confirm and then Pay to Alight.  
· The tool also shows that after this I will have a negative balance of $2,856.34 thus highlighting an overpayment was made.  I then have to Confirm Amount via the blue button.  
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· I then see the amounts being paid on the Payment Summary page.  
· This matches the $35,000 the entity is paying.  The entity will click on Submit & Proceed to Payment to formally confirm this amount.  
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· In this example the entity is an ePayment entity.  On this page the entity is making the ePayment request to allow Alight to take this $35,000 payment from our accounts.  
· The user must be an entity approved ePayment requestor to proceed.
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· In this test environment example, we cannot proceed to make an ePayment, but below is the Dashboard sample of another entity that overpaid.  
· You can see the negative remaining balance showing they overpaid which will carry over to the next invoice.  
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Participating entities need to choose one of these forms of payment.

· ePayment – A preferred option that replaces ePas for Manual/Hybrid entities.
· ACH Direct Deposit
· Check

Some entities with balances prior to going live (in June) will use ePas to pay DOAS Finance for those payments. 

We’ll cover the payment steps for each form of payment next. 
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This screen shot is identical to the one we just viewed with one exception: Instead of showing a Past Due amount for the prior month, it shows a Past Overpayment amount.

As you can see, the Past Overpayment is SUBTRACTED from the Total Outstanding Amount. 

Note: The message in the tan box at the bottom of the screen varies by payment method. This example shows the message for Entities that pay by ACH Direct Deposit. If your Entity uses a different payment method, you will see a different message.
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All entities can make overpayments if they so desire.
 
However, there is a limitation on how much they can overpay.

That limit is no more than 25% of total outstanding balance for the current cycle.

An entity that attempts to pay more than the limit will see the Overpayment Edit shown on this screen shot.
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If you are paying by ePayment, you will see this message at the bottom of the Pay Now Screen. Please review before you select Confirm Amount.
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You will see this Payment Summary Screen after you select Pay Now.

Review the summary for each month and select Submit & Proceed to ePayment.
  
For entities that are paying via ePayment, the authorization to formally submit the payment will be limited to the AP Fiscal Representative and Chief Financial Officer at the entity.
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Here is the screen that appears after Submit & Proceed to ePayment is selected.

The AP Fiscal Representative or Chief Financial Officer will need to enter the amount they want to pay and indicate the bank account the payment should be taken from.

Their final step is to select Confirm & Pay to authorize payment.




Slide 42

[image: ]

This Payment Confirmation screen will appear after the ePayment is authorized. 

The entity’s AP Fiscal Representative or Chief Financial Officer should review and then select Print as a PDF to obtain a copy for your entity’s records.
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If you are paying by Direct Deposit, you will see this message at the bottom of the Pay Now Screen. Please review before you select Confirm Amount.
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Here is the Payment Summary Screen that appears for entities that pay by Direct Deposit. 

Review the summary and then select Submit & Proceed to Payment to begin the payment process. 
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After you begin the payment process, you will see this screen, which contains details about any Past Due amounts, Past Overpayment amounts and your Total Outstanding Amount due.
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After you begin the payment process, you will see this Payment Confirmation Screen. 

Check to make sure the status is Processing.

Select Print as PDF to obtain a copy of this page for your records.
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This screen shows what you will see when your payment has processed.
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If your entity pays by check, you will see this message at the bottom of your Pay Now screen.

Review this message before you select Confirm Amount.
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After you confirm your payment amount on the prior screen, you will see this Payment Summary screen. You need to complete two steps to process your payment:
First, select the Print as PDF button to download and print the payment statement/coupon that must be included with your check payment.
· The statement has instructions on where and by when to mail the check. It also includes prepopulated information that facilitates the processing of the check at the Alight/Citi lockbox. 
· A manufactured number included on the statement is keyed along with the check. 
· Alight Solutions then uses this number to associate the check payment with the correct entity.
Second, after you have downloaded and printed the statement, select Confirm Payment to complete the online process.
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Now we’ll discuss invoices and statements.

The Invoices & Statements link at the top of the dashboard takes you to a page where you can view current statements and download invoices.

Your entity receives both an invoice and statement.
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The invoice can be downloaded from the site as a PDF and shared within your entity for financial approval and routing. 

Your invoice includes new premiums and new adjustments that have been calculated in the current billing cycle.
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Your monthly statement can be viewed online and shows the same details of new premiums and new adjustments included in your invoice. 
In addition, your statement shows payments received since your last invoice/statement.
It also shows any remaining past due balances if any previous invoices were not paid in full when the statement was created.
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The next link in the top navigation takes you to the Payments page, where you can view the payment date, amount paid, payment method and status. 
From the Payments page, you can select the View Details link to reach the Payment Details page. 
Once you reach the Payment Details page, you can view the payment date, amount paid, payment method and status. 
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Select More and then Help & Support to:

· Get help with questions and support
· Review list of frequently asked questions, or FAQs
· And more!
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The More menu contains a link to the Premiums by Coverage Months summary page.
After you review the information on this screen, select View Details to proceed. 
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In addition to providing payment details, the View Details page also shows the number of participants and method of payment.

You can also download participant details from this page.
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Entities are expected to pay the amounts deducted from payroll or invoiced. Those who do not pay the invoice amount will be considered past due.

The financial payment tool will allow entities to pay amounts less or more than what's invoiced; however, if you pay less than the amount invoiced, the below scenarios will still be treated as delinquent/past due:

· Eligibility timing differences – eligibility changed after an invoices' premiums were calculated vs. when payments are submitted.
· Employer eligibility errors – eligibility updates that were not sent to Alight as expected.
· Enrollment timing differences or errors – enrollment processed after an 'invoices' premiums were calculated vs. when payments are submitted or participants who missed enrollments or enrolled in an unintended option.
· The entity did not remit the appropriate deductions from payroll to cover employees' premiums. 

For the first three situations, entities are expected to submit participant data updates. 
Automated Hybrid entities, should work with their HR/Payroll teams to make any necessary updates.

Hybrid entities should work with their HR/Payroll teams to make any necessary updates.
Manual entities must use the Employer Website tool to update participant details. This tool is available at http://digital.alight.com/gabreezeemployer/.

Questions to consider: Who will compare the payroll deduction reports to the benefit premium reports? Who will confirm the payments in the tool? Who will ensure the payment is confirmed in the tool prior to the payment being paid to Alight? When will the payroll and benefit reports be compared?
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In this section, you will learn more about reports within the tool.
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Select More and then Reports to view a screen that lists all available reports, including:
· Entity Premium Billing Detail
· Entity Premium Billing Summary
· Reconciliation Report
You will see a short description of each report as well as a link to the actual report. 
Note:
• Entity Premium Billing Detail   =    FLX Financial Manager Detail Report 
• Entity Premium Billing Summary   =   FLX Financial Manager Summary Report
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To create the Reconciliation Report:

· Entity needs to interface HR/Payroll data with Alight.

The entity provides Alight with the payroll benefit deduction totals by month, not by pay period.

· Alight uses the data to create the report.
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Alight released the new Reconciliation Report in May for TeamWorks Payroll entities. Manual/Hybrid entities, will need to work with Alight to provide payroll data and test the new report.

Note: The Reconciliation Report is an optional report. Entities with 100 or more employees will benefit from receiving the report because the report quickly identifies employees with a difference between their payroll deductions and benefit premium amounts.

The “Difference Amounts” are due to various factors. The Flexible Benefits Reporting Toolkit (FBRT) training that was held in April provided an overview of the common scenarios and the other reports to reference. If you were not able to attend the FBRT training, or watch the video recording, please do so. If you need information about the FBRT training, please send an email to the Flexible Benefits team at flex.emailsupport@doas.ga.gov.
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Now, we want to touch on the project timeline and highlight available resources and support.
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Here is an overview of the implementation timeline.

In Phase 2a, DOAS Finance shared the responsibilities with each TeamWorks entity. Their monthly payments were posted to the tool.

In Phase 2b, each TeamWorks entity received access to use the tool. Phase 2b introduces the new Reconciliation report.

In Phase 3, the Manual/Hybrid entities will begin using the new tool. 
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Here are the processing deadlines for the next few months.

Please note, in order to help Alight allocate your payment correctly, confirm your payment in the tool before you send your payment to Alight. If Alight does not receive your payment by the due date, Alight will send an email reminder. 
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Use these resources if you need help, have questions, or want to provide feedback.

Please note that the FAQs are embedded in the payment tool. There is not a separate document.
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Your Entity is expected to start using this tool after today’s training starting with the June invoice.

In general, you cannot use any other payment methods after today.

To resolve past due amounts owed prior to your implementation of the tool, contact DOAS Finance at Flex.Reconciliations@doas.ga.gov.
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In terms of immediate steps, please take a few minutes to confirm that you can access the Flexible Benefits Premium tool at www.GaBreeze.ga.gov (under the Administrative Tools section)
. 
If you experience technical difficulties, please call Alight at 1-844-967-5533 (located in the Support Tools slide). If you have questions about the tool or this training, contact the Flexible Benefits team at HRA.flexbenefits@doas.ga.gov.
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Review your current Flexible Benefits payment and reconciliation processes.

Determine which of your entity employee(s) will be handling the responsibilities for each role: HR Director, Benefits Coordinator, Payroll Representative, Accounts Payable Representative, and Chief Financial Officer.

If your entity’s authorized contacts to access the tool need to be updated, notify DOAS Flexible Benefits. DOAS will notify Alight.

If your entity’s payment method is changing from your current setup, notify Alight directly.

After you receive the notification from Alight that your invoice is ready in the tool:
1. Access and review the dashboard, invoice and statement.
2. Determine the amount your entity will pay Alight, enter the data, and click “Confirm Amount”.
3. To help Alight allocate your payment correctly, confirm your payment in the tool before you send your payment to Alight. 
4. Reconcile Alight’s premiums to the payroll deductions that were withheld.
5. Update HR/Payroll data in your HR/Payroll system and in Alight’s Employer Website, as needed.
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In summary, I presented all the agenda topics.

You learned about the steps that must be completed each month 1) to make your Flexible Benefits premium payments, and 2) the available tools to reconcile your data.
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G Adminstratve Tools  Flexble Benefts  Financial Heolth  More o ® o

Access the Flexible Benefits Premium tool from the Administrative
Tools Summary page
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Flexible Benefits Premium Dashboard
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Flexible Benefits Premium Dashboard (cont.)
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Flexible Benefits Premium Dashboard (cont.)
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Flexible Benefits Premium Dashboard (cont.)
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Dashboard: Four Navigation Buttons Guide You
to Key Processing Steps

sar030) 2s0n)

Select these
buttons to
complete your
monthly
processing steps

17




image19.PNG
Dashboard: Download Invoice

Click Download Invoice to
download, view, and/or print.

The invoice includes:

= Covered plans

= Number of participants
= Amounts due

= New invoice total

Please pay the amount in full.

Make any necessary eligibility
and/or HR updates in your
HR/Payroll system or in Alight’'s
Employer Website.

e e

[——
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Dashboard: Download Invoice (cont.)

= Follow the instructions for paying your invoice.

Flexible Benents . ;

G%g N Invoice Details for Flexible Benefits
Premium

Past Due or Overpoyment Amount:

In addition to the new premiums and adjustments outlined on this invoice, your Entity has o past due or overpayment amunt for
previous invoiced coverage. Find more info at . Galireeze.90.90v and access your Monthly Statement. Your Monthly Statement

fully outtines both your new invoiced amounts os well as amounts for past due coverage.

Instructions for Confirming and Making a Payment:

1. View this invoice.

2. Obtain odditionoldetal nformation ond supportingreportsfor this invoiceat wn. GaBeeze go.gov.

3. Visit the DOAS Premium Billing and Poyment webite ot . Gaeeze.go.gov and confitm your poyment omount(s) o loter than
027202023,

4. Send Your Payment noloter than 02/22/2023. Your entity pays by ACH Direct Deposi. Afer confirming your payment amount
online following thedirections t send your ACH Direct eposit Payment.

Past Due Amounts Prior to October 2022:
Please be advised that this statement may not reflectall post due bolances or carry over amounts reflected on the Porticipating

Entity’s Flexible Benefits Account. Your statement only reflects New Premiums and Adjustments determined after the
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Dashboard: View Statement Details
Donooord ks Stotemerts Poyments m,«[—“—

Select the
appropriate
blue button to
download your
invoice,
download
participant
details or pay.

L —

Statement Details

View a
summary of
. the total

w000 outstanding

o0

32808

premiums.

View details about:

* Previous statement
amounts

* Payments received

¢ Past due amounts

* New invoice premiums

* New invoice adjustments
* Total outstanding amount
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Dashboard: View Statement Details (cont.)
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Dashboard: Download Participant Details

Select the Download
Participant Details button
to download a report in a
CSV file format with details
of each participant's plan
options, the premium
amounts, and
administrative fees.

ol e .

Premium Billing & Payment Dashboard

ournoon 505 pane

onomnen

2022 ~
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Dashboard: Pay Now Initial Screen
All Payment Methods (Prior Month Past Due)

Review the Pay
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Select Confirm Amountto authorize payment via ePayment,
Direct Depositor check. Select Save as Draft if you are not ready

to confirm. — ]

Important! This is NOT the last step!





image25.PNG
Payment Process for Manual/Hybrid Entities

2

Premium Billing & Payment Dashboard

Invoice Date-04/14/2023
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$118,035.19
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities
(continued)
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Payment Process for Manual/Hybrid Entities

(continued)
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Payment Methods

The payment method options are:
= ePayment

= ACH Direct Deposit

= Check

Some entities with balances prior to going live will use ePas to pay DOAS
Finance for those payments.
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Dashboard: Pay Now Initial Screen
All Payment Methods (Overpayment)
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This message varies based on your Entity’s payment

method.
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Dashboard: Overpayment rules

[ r——

Overpoyment amount owllowed
122] @ e

Confirm Payment Inv-7222000- 0112012023 0/30/2023 Vo Sy s rot oot G
Amount o e oot pramums i cevonce o more than 25% o
Jourexpocted pramum amount o
v caond riiad dedoctionesyour
ity noods o hold ontotha money il
N yournestimeica s craated nd ocdtonol
Pramiuensara o
Post Newlmice L T Pay Detoli:
oo s s . —
Fobevory 2023 000 000 000 e a2 $5,000.00 New Invoice Premiums. 173622
Newimoke
Sowary 03 120000 1000 a0 0o om0 f>0000d e 000
Tt G dem am ek o pasioue 1200000

The tool has been enhanced to allow participating entities to pay more
than the invoice amount. However, entities cannot pay premiums in

advance of more than 25% of the expected premium amount.
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Dashboard: Pay Now Message:
ePayment

a2 to samo om0 amo $10000 NewinwicoPremams $1.12010
priies 1000
Past Due $0.00
o sr00
tour agency pays oy evayment Totapaying $100.00

The amounts above reflect the amounts due as of your last statement. You must confirm the
‘amount that you will pay against your total amount due which includes both new invoiced
premiums and adjustments as well as past due amounts if opplicable.

‘The amounts above here reflect the amounts due as of your last statement. To make a partial
payment select pay partially and confirm the amounts you are paying against each coverage
month you have outstanding. Confirming which coverage amounts you are paying i required in
‘order to track amounts that will remain outstanding.

After vou comolete this steo vou'll be asked to confirm vour bankina information and authorize

r——
SaveAsDratt )

Toto Blance Remaining: $1029.10

T

If your entity pays by ePayment, you will see this message at the
bottom of the Pay Now screen.
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Dashboard: Pay Now Follow-up Screen 1:
ePayment (cont.)

Payment Summary

INV-364-202207-1  08/25/2022

ReteenceNomber IicerSotement ote
Coverage Honth Post ue
July 2022 $000
June 2022 4000
May2022 4000
Total 4000

07/07/2022
Poyment e Dote

Neweic Premims
2173877

000

000

42173877

Previous

Pro Tip: You can print this
summary as a PDF.

$22,141.04

Newlnvoice Adustments.

435028

45199

$40227

$0.00
Your Pyt Amount

TotolOutstanding Amount.

$2173877

$35028

45199

$22141.04

$402.27
TottPoying

Toto Poying

$35028

45199

$40227

—=

Review the Payment Summary screen and then select Submit & Proceed to ePayment.
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Dashboard: Pay Now Follow-up Screen 2:
ePayment (cont.)

Eﬁ’ﬁ: Flexible Benefits Premium Doshboord  Invoices & Statements  Payments  More v

Doshboord | Confim Payment Amount. | Payment Summary / Po
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$402.27
Enter the Totol Paying Today.
amount you
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and from Poyment Method 1 Poyment ethos Amunt 1
which " Account ending 5444 sa0227
accounts.

T @ by clicking ‘Confirm'l authorize Alight and Citito electronically debit the accounts above for the amounts above.

:

{

Select Confirm & Pay to authorize the payment.
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Dashboard: Pay Now Follow-up Screen 3:
ePayment (cont.)

e@gg Flexible Benefits Premium Dashboard  Involces & Statements  Payments  More v

ount. 1 Poym

Doshboard / Cont

Payment Confirmation
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Reteence Number nvoe/Statement Dot Poyment bus Dote Poyment Dote Poyment Metros YourPayment Aneunt

B payments
© GII24FIEORVE..  Accountending 5444 440227 Processing

$350.28

May 2022 45199

Review the Payment Confirmation information on this screen
and select Print as a PDF to print a file for your records.
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Dashboard: Pay Now Message:
Direct Deposit

ay202 1000 210 1000 a0 $10000

‘Your Agency pays by ACH Direct Deposit

The amounts above reflect the amounts due as of your ast statement. You must confirm the
‘amount that you will pay against your total amount due which includes both new invoiced
premiums and adjustments as well as past due amounts if applicable.

To pay your premiums infullselectsubmit. To make a partil payment select pay portilly and
onfirm the amounts you are paying against each coverage month you have outstanding.
Confirming which coverage amounts you are paying is required n order totrack amounts that
willremain outstanding.

Now ol Pramiums $1.129.10
Hensnts 000
Pastoue $000
Fssireaod $1,120.10
Total Paying $100.00

Totol Bolance Remaining: $1,029.10

If your entity pays by Direct Deposit, you will see this message at
the bottom of the Pay Now screen.
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Dashboard: Pay Now Follow-up Screen 1:
Direct Deposit (cont.)
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| Review this Payment Summary Screen and select Submit &
Proceed to Payment when you are ready to initiate payment.
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Dashboard: Pay Now Follow-up Screen 2:
Direct Deposit (cont.)

Flexible Benefits

; Payment Summory
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Review this follow-up screen for additional details about Past Due
amounts, Past Overpayment amounts and the Total Outstanding
Amount due.
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Dashboard: Pay Now Follow-up Screen 3:
Direct Deposit (cont.)

B el Benetis rekan

When you see
the Payment
Confirmation
Screen, make
sure the status is
“Processing.”

P e——— [—é__

Select “Print
as a PDF” to
obtain a copy
of this page
for your
records
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Dashboard: Pay Now Follow-up Screen 4:
Direct Deposit (cont.)
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Dashboard: Pay Now Message:
Check Payment

s W wamn W wme si000 [E—— s12010
Nowimoko
Adjustments. $0.00
Pt ov 4000
rr—
= $1.12010
Toatpoyig $100.00
Your Agency pays by Check

The amounts above reflect the amounts due as of your last statement. You must confirm the
‘amount that you will pay against your total amount due which includes both new invoiced.
premiums and adjustments as well as past due amountsif applicable.

(savensorart ) (R

o pay your premiums nfullslectsubmit. To make a partiol payment slect pay prtilly and ot Bloce Remain: $1079.10
confm the amounts you e paying against each coverage menth you hove dutstanding.

‘Confirming which coverage amount you e paying s requied in order o rackomounts that

‘will remain outstanding. ((Showtess

N

If your entity pays by check, you will see this message at the
bottom of the Pay Now screen.
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Dashboard: Pay Now Follow-up Screen 1:
Check Payment (cont.)

G%: Flexible Benefits Premium Dashiboard  Involces & Statements  Payments  More v

Dashboard / Confim Payment Amoort

Select Print as PDF to download and
Payment Summary print the Payment Statement that —»
must be included with your check.

INV-6922000-202207-1 08/25/2022 07/07/2022 $1,129.10 $0.00 $100.00
Reteenceumber Invokestatement Date Payment DveDate Statement Amaunt Your Payment At Totot Poying
Corerage Honth PostDue Newlnvoice remiums New nveice Adustments Totol Outstonding Amount. Totol Poying
July 2022 $000 $1.129.10 $000 $112910 $10000
Total $0.00 $1,129.10 $0.00 $1129.10 $10000
Previous )

Choose Confirm Payment to
complete the online process.
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Invoices & Statements

GiBzge Flnble senchs premms

Invoices & Statements 2022 v
Bekcetumr oottt Pt e et s | Towtoustndog s s
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After selecting Invoices & Statements

from the top navigation, view the current
statements and download invoices as shown
on this screenshot.

Invoices can be downloaded from the Dashboard and the Invoices &
Statements selections.

50




image52.PNG
Invoices & Statements: Downloaded Invoice

el [ et Invoice Details for Flexible Benefts

Invoice
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Invoices & Statements: Downloaded Statement

Statement
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Payments

[T [ ——

Payments
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Payment Details
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In Payment Details, view the payment date, amount paid,
payment method, and status.
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Help and Support

GiBe i et e [RNU— Wym«ns

Help & Support

- & B = =]
et s cumon i [ i comtecmeme coe ——

Frequently Asked Questions

[RTS R RR———— >

2 When e poymens 2

Select More and then Help & Support to:
e ——

* Get help with questions and support

4 Howshoutthe ok dtds o my iy cPoymes b vtes?

* Review list of frequently asked questions

* And more!
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Premiums by Coverage Months

Gé%: Flexible Benefits Premium Doshboord  Invoices & Satements  Payments  More v |

Premiums by Coverage Months

e Toot Amaunt BolonceAmount stos
Fobruory 2023 701 000 pod
Jomuory 2023 46335053 6335053 000 pod

Select Premiums by Coverage Months
from the More drop down to view this
summary.

Choose View Details to review payment
details for each month.
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Coverage Months—View Details

Fltle Bnetts romium [ ——
The Coverage Month &

screen shows: e
Coverage Month - February 2023
* Payment details sanie0t saneon 1000 pata

* Number of
participants

* Method of payment

5 Activities

Payment Detoits
[e— [— p— st s .
P s esre—

Use the blue button to
Download Participant
Details.
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image58.PNG
Partial Payments

Past due or overpayment scenarios:
= Eligibility timing differences
= Employer eligibility errors
= Enrollmenttiming differences or errors
= Entity did not remit the appropriate deductions

Participant data updates required for the first three situations listed above:

= Update data in your HR/Payroll system or in Alight's Employer Website, as
needed.

Question to discuss:

How will your current processes need to change when the new
tool is available? Who will be involved with these changes?
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Flexible Benefits Premium Tool
Reports
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Reports

G%: Flexible Benefits Premium

Reports

Reponte [—
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Entty Premiom Biing Sumary Reportshows summary et deta of i o Enttlevet et by plon nct prtcpont.
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Select More and then Reports to view:

= Entity Premium Billing Detail
= Entity Premium Billing Summary
= Reconciliation Report
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Reports

L

Gé?’@e Flexible Benefits Premium Dashboord  Invoices & Statements Payments  More

Reports
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Creating the Reconciliation Report:
= Entity needs to interface HR/Payroll data with Alight.

- Entity provides Alight with the payroll benefit deduction totals by
month, not by pay period.

= Alight uses the data to create the report.
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Reconciliation Report Sample

= The “Difference Amounts” are due to various factors.
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Implementation Plan
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Implementation Timeline
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Processing Deadlines:
May through September 2023

May ly August September
Invoice and
Statement Ready
for Your Review May 16 June 15 July 17 August 15 September 15
Payment
Confirmation May 19 June 21 July 20 August 18 September 20
Date
Payment Due
Date May 23 June 23 July 24 August 22 September 22
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Support Tools

Topic

= Frequently asked questions section ofthe payment

tool

Comments and feedback about the tool

Questions not found in the FAQ document
Problems accessing the tool or other defects

Questions about premiums amounts due
Questions about available reports

DOAS Web Page

Where to go

GaBreeze.ga.gov> More > Help &
Support

HRA Email box:
flex.emailsupport@doas.ga.gov

Alight Flexible Benefits Premium
Service Center at
1-844-967-5533

Link: https://doas.ga.gov/human-
resources-
administration/employee-benefits-
information/flexible-benefits-
premium-tool

Path: www.doas.ga.gov > human
resources administration > flexible
benefits information > flexible
benefits premium tool
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Questions and Discussion
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Wrap-up and Next Steps
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Your Role

= Begin using the tool for review of invoice, reports and payments.
= |In general, you cannot use any other method after this point.

= To resolve past due amounts owed prior to your implementation of the tool, contact
DOAS Finance at Flex.Reconciliations@doas.ga.gov.
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Next Steps

= Confirm that you can access the Flexible Benefits Premium tool at
www.GaBreeze.ga.gov (under the Administrative Tools section) using your user
ID and password.

= Path: GaBreeze > Administrative Tools > Administrative Tools Summary >
Flexible Benefits Premium > Select and Confirm Entity

= View frequently asked questions about the tool and how to use it.

® Once you're in the tool, select More, then Help & Support in the top
navigation to access the FAQs.

= Visit the Flexible Benefits Premium tool web page to learn more:

https://doas.ga.gov/human-resources-administration/employee-benefits-
information/flexible-benefits-premium-tool
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Next Steps (continued)

= Review your current Flexible Benefits payment and reconciliation processes.

= Determine which of your entity employee(s)will be handling the responsibilities for each role: HR
Director, Benefits Coordinator, Payroll Representative, Accounts Payable Representative, and
Chief Financial Officer.

= Ifyour entity's authorized contacts need to be updated, notify DOAS Flexible Benefits. DOAS will
notify Alight.

= Ifyour entity's payment method is changing from your current setup, notify Alight directly.
= Afteryou receive the notification from Alight that your invoice is ready in the tool:

1.
2.

3.

Accessand review the dashboard, invoice and statement.

Determine the amount your entity will pay Alight, enter the data, and click “Confirm
Amount”.

To help Alight allocate your payment correctly, confirm your payment in the tool before you
send your payment to Alight.

Reconcile Alight's premiums to the payroll deductions that were withheld.

Update HR/Payroll data in your HR/Payroll system and/or in Alight's Employer Website, as
needed.
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Summary

= Overview of the new tool

= What is changing and why?

= Deep dive of the new online tool: Flexible Benefits Premium
= Reports in the tool

= Your role

= Timeline and support

= Questions and discussion

= Wrap-up and next steps
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Georgia

Thank you

Human Resources Administration
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