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Reconciliation of Life Benefits 



Section #:  BEN 155


	Description
	This process describes the steps necessary to reconcile life benefits deductions with employee enrollment using the Payroll Deduction Register (BORR022) and the Comprehensive Benefits Report (BORR025).  The reconciled amount will be remitted to CIGNA along with a copy of the summary reports from BORR025. 

	Conditions
	· Employees are currently enrolled in basic life and possibly dependent life and/or supplemental life. 

· All payrolls have been processed for the month, including the retiree payroll.

· The Payroll Deduction Register (BORR022) has been run for the current month.

· The Refresh Benefit Snapshot (BEN100A) process must be run before the Comprehensive Benefits Report.

· The Comprehensive Benefits Report (BORR025) has been run for the current month. 

· NOTE: The Payroll Deduction Register, the Refresh Benefit Snapshot, and the Comprehensive Benefits Report processes must all be run using the same date in the appropriate Date field on the appropriate process page.  Use the last day of the current month as the date in all three processes.

· The Comprehensive Benefits Report has been adjusted for any salary rate changes during the current month. 

· Example: Salary rate changes in October will cause the deductions to be different than the calculated premiums on the Comprehensive Benefits Report.

· HR and Payroll must work together so that each department is aware of changes made to benefits each month.  

	Source Documents
	· Employee benefit enrollment records

· Payroll Deduction Register (BORR022)

· Comprehensive Benefits Report (BORR025)

	Output Information
	Accounts Payable Request

	Procedure

Run the reports

	Path
	Board of Regents, BOR Payroll, Payroll Processing, Payroll Deduction Register

· Enter an existing or add a new Run Control ID to access the page.

	Step 1
	Page: Payroll Deduction Register

· Report Request Parameters group box

· Enter the Reporting Period End Date for the month to be reconciled.

· NOTE: Use the last day of the current month.

· This report will include all deductions taken during the reporting period sorted by Deduction Code. 

· This report can also process up to ten deduction codes as specified on the page.  For example, to receive a report with only the life benefit deductions, click the Check to select run for specific deduction codes check box ON and enter all life, supplemental life, and dependent life deduction codes in the Enter up to 10 deduction Codes group box fields.

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Click on OK to run the process, which returns you to the Payroll Deduction Register page. 

· Click on the Process Monitor link to display the Process List page. Verify that the report processed successfully.

· Click on the Details link to display the Process Details page.

· Click on the View Log/Trace link to display the View Log/Trace page.

· Click on the Trace File link to review the sqr results.

· Click on the borr022.pdf link to review the report.

· Review the sqr and report.

	Path
	Benefits, Interface with Providers, Refresh Benefit Snapshot

· Enter an existing or add a new Run Control ID to access the page.

	Step 2
	Page: Run Snapshot

· Enter the As Of Date for the month to be reconciled.

· NOTE: Use the last day of the current month, the same date as in Step 1 for the Payroll Deduction Register.

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Click on OK to run the process, which returns you to the Run Snapshot page. 

· Click on the Process Monitor link to display the Process List page. Verify that the process completed successfully.

	Path
	Board of Regents, BOR Benefits, Benefits Maintenance, Comprehensive Benefits Report

· Enter an existing or add a new Run Control ID to access the page.

	Step 3
	Page:  Comprehensive Benefits Report

· Report Request Parameters group box

· Enter the Month End Date for the month to be reconciled.

· NOTE: Use the last day of the current month, the same date as in Steps 1 and 2 for the Payroll Deduction Register and the Refresh Benefit Snapshot process.

· Click Create Table? ON.  This will create the BORR025 Temporary Table.  

· Click Create Report? ON. 

· NOTE: The Create Table option must be run before, or can be run at the same time as, the Create Report option is run.

· Summary Type group box

· Select Summary by Benefit Plan. 

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Click on OK to run the process, which returns you to the Comprehensive Benefits Report page. 

· Click on the Process Monitor link to display the Process List page. Verify that the report processed successfully.

· Click on the Details link to display the Process Details page.

· Click on the View Log/Trace link to display the View Log/Trace page.

· Click on the Trace File link to review the sqr results.

· Click on the borr025.pdf link to review the report.

· Review the sqr and report.


	Procedure

Reconcile the reports

	Step 4
	· Reconcile the Payroll Deduction Register with the Comprehensive Benefits Report. 

· Verify that employees have a deduction on the Payroll Deduction Register for all benefits in which the employee is enrolled per the Comprehensive Benefits report.  Verify that the deduction has been calculated correctly.

· Use any discrepancies between the two reports as reconciling items.  Correct any enrollment errors discovered during the reconciliation of the two reports.  Send payroll any one-time deductions or refunds discovered during the reconciliation to be included in the next biweekly and/or monthly payroll processes.  These reconciling items will be used again in the next month’s reconciliation, but with the opposite “sign”.

· After the Payroll Deduction Register and the Comprehensive Benefits Report are reconciled, request the accounts payable check to CIGNA for the reconciled amount.

· Include the summary pages from the Comprehensive Benefits Report with the remittance to CIGNA.

	General Information
	· Any discrepancies between the Payroll Deduction Register and the Comprehensive Benefits Report are usually in the Payroll Deduction Register in the form of overrides, refunds, or arrears.

· A discrepancy can occur if an enrollment error has been made.

	Known Issues
	The January through May deductions for faculty are increased to include benefit premiums for June and July.
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