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GENERAL

State Health bills the agency at the end of the month based on their record of the employees who are enrolled in the various health care coverage plans as of the 15th of the month.   The total deductions collected from all employees for the month should cover the bill.  
A deduction taken in the current month is payment for coverage in the following month.  This is important when dealing with adjustments for new hires and terminations as the employee’s effective date can require the bill to be adjusted to ensure coverage or remove coverage (see the Handling Adjustments below).

The remittance process involves reconciling the employees’ actual deductions collected with State Health’s estimated amount due.  The bill is based on employee enrollment information as it exists on the State Health database.  Because the enrollment information and the actual deduction amounts are maintained on two separate systems, the two databases may not be in sync with the same employee information.  Therefore, there can be a difference between the billed amount and the total deductions taken in a month.  This is generally due to employee movement in and out of the agency and the timing of that activity.  The Payroll System’s deduction activity is considered to be the most current and adjustments are made to the bill based on that activity.

SCHEDULE

The State Health reports used in this process are available after the close of the last pay period of the month. The reconciliation process should take place immediately upon the reports being available. The remittance is due by the 9th of the month following the report month.  
WEBSITES
This process requires access to:

· View Direct through the Georgia Technology Authority (GTA) Electronic Reporting System website.  To obtain a USERID and password, go to the GTA website (http://ebill2.gagta.com) and click on Learn how to Request a New Recipient User I.D. and Password.  Follow the instructions on the page presented.

· Allotment Request Intranet System (ARIS) through the Office of the Treasury website (www.georgia.gov>Agencies>Treasury and Fiscal Services, Office of>Allotment Request).  
DOCUMENTS

PY4150001 – Deduction Register

The health care deduction pages for the pay period ending the 15th.  The deduction codes all begin with ‘X’ (e.g., XCCOK1, XHDED4, etc).
Monthly Fringe Sheet

See HRPYR-PYR-BAL-20, Fringe Accounting Reconciliation
Allotment Request

Office of the Treasury’s Allotment Request form.
From the GTA website (this is also referred to as View Direct):

SHALLMBR – SHBPMembership Lists – From Billing (14150)

Report 360-H102: Membership List - a list in name sequence of all employees enrolled with health care coverage according to the State Health records. Details include the employee name, social security number and current coverage information.
SHMSBILL – SHBP Location Bills
This is a set of 6 separate reports:

· 360-H141: Transaction List – details employee activity in the current and prior months, if any (e.g., new hire, transfer out, etc)

· 360-H142: Reported Membership Totals – details the previous and current monthly deduction amounts by option choice and coverage.

· 360-H144: Adjustment Worksheet – used to identify employees and their deductions which either positively or negatively impact the current month’s total deduction to be remitted.

· 360-H145: Statement – this is the monthly bill showing the total deduction amount due for the current month.  The previous month’s activity and any carry over amounts are also detailed. The current month’s employer contribution (based on salaries x employer rate) and the amount of employee deductions are reported on this form.

PROCEDURE
Fringe Sheet Reconciliation

Before completing the remittance process, the monthly payroll amounts must be reconciled to the Fringe Sheet.  This process is documented in HRPYR-PYR-BAL-20, Fringe Accounting Reconciliation.
Gather the Documents

	Step
	Activity

	1
	Sign on to Document Direct

	2
	Open PY4150001, Deductions Register and and Print the pages for the health deductions 
· Identify all the page numbers with health deduction codes

· View>Font = 7

· File>Print>Set-up>Landscape>OK

·                >Copies = 1

·                >Pages = click on From button and enter page range
·                >click on OK 

	3
	Sign on to the State Health website: http://ebill2.gagta.com

	4
	Open & print the SHALLMBR – SHBP Membership Lists – From Billing (14150)

· current month 

· 14150 report
Note: Identify the page numbers for the 14150 report and print only those pages.

	5
	Open & print the SHMSBILL – SHBP Location Bills
· Current month

· 14150 report


Reconcile the Membership List
Using the Deductions Register pages, compare the names to the Membership List (360-H102 report).  The Deductions Register and Membership List are not in the same sequence.  The Deductions Register is in order by deduction code and employee name.  The Membership List groups the employees by coverage plan/type abbreviations and then name.  The coverage plan/types are not in alphabetical order.  To complete the employee name comparison, first match the deduction code name on the Deductions Register page to the plan/type in the Current Coverage Type column on the Membership List.  
· Place a check mark on the Membership List next to each name matched.

· Highlight employees on the Membership List but not on the Deductions Register

· Highlight employees on Deductions Register but not on the Membership List

Discrepancies between the two reports will occur for various reasons.  When a difference is found, follow the instructions documented in the Handling Adjustments section to correcting the situation. 
Reconcile the Reported Membership Totals

Compare the ‘Deductions Due for This Month’ column amounts on the Reported Membership Totals (Report No 360-H142) to the Deductions Register Month-to-Date amount.  Note the Deductions Register amount and the amount of difference in the margin of the 360-H142.
Handling Adjustments

The process, rules and policy surrounding the Health Plan must be understood in order to address adjustments to the monthly remittance:

1. The deduction is taken only on the 15th of each month.  However, since the policy is to ensure coverage for an employee:

a. a deduction for an individual can be set-up as a one-time deduction on the last pay period of the month or

b. the deduction amount can be added to the remittance amount and then set-up as an one-time additional deduction amount on the pay period ending the 15th in the next month.

2. The deduction is payment for coverage in the next month (e.g. the deduction taken on Sept. 15 is payment for coverage in October)

3. State Health policy directs that a newly hired employee must be have worked for an entire full calendar month in order to begin coverage in the month following being hired.  In other words, the employee must have begun work on the first work day of the month to be covered in the next month.  If the hire date or the employee begins work after the first of the month, coverage does not begin until the second month after the hire/begin work month.  For example, an employee who has a hire date of Oct 1 and begins work on that day will begin coverage in November.  However, an employee with a hire date of Oct. 2 who begins work on that date does not have coverage until December.

4. The PeopleSoft and State Health databases do NOT interface with each other.  Deductions and employee coverage information are updated to each database separately.  This creates discrepancies between the Deductions Register and Membership List when both are not updated in a timely manner (e.g., the deduction is not taken on the 15th, but State Health has update the Membership List; the State Health Membership List has not been updated, but the deduction is taken).
Differences between the Deductions Register and the Membership reports can affect either the current month’s report or the current and next month’s reports depending on the reason for the discrepancy.  Below is a chart detailing the various situations that can cause a difference and their resolutions

	#
	On Member List ?
	On Ded Register?
	Reason & Resolution

	1
	Yes
	No
	The employee is hired and worked on the first day of the month.  State Health is updated, but the deduction is not updated in Payroll until after the 15th.  A one-time override deduction is taken on the final pay cycle of the month.

Current Report Month:
The State Health reports are correct, but the Deductions Register is understated.

1. Add the employee and the deduction amount to the proper page of the Deductions Register with the note ‘One-time deduction on (pay period date)’

2. Be sure the deduction is set-up in General Deductions

3. Do nothing to affect the totals on Lines 7, 8, 9 or 10 of 360-H145 report.  



	2
	Yes
	No
	The employee is terminated or transferred out to another agency effective the 1st of the reporting month, but State Health records are NOT updated.  No deduction was taken because the employee was inactive and received no pay.  
Current Report Month:

The State Health reports are overstated; the Deductions Register is correct.

1. Add the employee to the 360-H144, Adjustment Worksheet with a negative amount in the Deduction Adjustment Amount column.  When brought forward to the 360-145 report, the final amount due will be reduced.
2. Make a note on the 360-142 report in the margin indicating the employee, deduction amount and reason (e.g., term mm/dd/yy or T/F out mm/dd/yy).


	3
	Yes
	No
	The employee is hired and worked on the first day of the month, but the employee is NOT added to the Payroll until after the pay period for the 15th is confirmed.  The first pay period is paid in an off-cycle or in the last pay period of the month, but the deduction is NOT taken.  State Health is updated.  
Current Report Month:
The State Health reports are correct, but the Deductions Register is understated.  The Fringe EE amount is understated by the deduction amount and will not balance to the remitted amount.

1. Add the employee and the deduction amount to the proper page of the Deductions Register with the note ‘One-time deduction on (pay period date)’

2. Do nothing to affect the totals on Lines 7, 8, 9 or 10 of 360-H145 report.  
3. Remit the amount shown as Deduction Due which includes the un-deducted amount to ensure the employee has coverage.
4. Send an e-mail to Accounting indicating that the remittance includes the additional amount.

Next Report Month:
1. Update the employee’s General Deduction panel with the monthly deduction amount before confirm for the 15th.
2. Include a one-time deduction ADDITIONAL amount for the pay period amount on the pay period ending the 15th to collect the amount that should have been deducted in the prior month. 
3. The Deductions Register will include this amount in the employee’s entry.  Reduce the Register total by this amount when comparing it to the Membership Total as the Membership Total will not include the additional amount.
4. Do NOT make any adjustment to the 360-145 Deductions Due totals
5. Reduce the total actually remitted by additional amount because it was remitted in the prior month.


	4
	No
	No
	The employee is hired and worked on the first day of the month.  Neither State Health nor the deduction has been updated and the deduction is not collected during the month.
Current month:  

1. Add the employee to the 360-H144, Adjustment Worksheet report as New Coverage.  This will allow the amount to be included in the current month’s bill and remittance and the employee to be covered. 
2. Remit the amount shown as Deduction Due which includes the un-deducted amount to ensure the employee has coverage.

3. Send an e-mail to Accounting indicating that the remittance includes the additional amount.

Next month: 

1. Update State Health 

2. Update the employee’s General Deduction panel with the monthly deduction amount before confirm for the 15th.

3. Include a one-time deduction ADDITIONAL amount for the pay period amount on the pay period ending the 15th to collect the amount that should have been deducted in the prior month. 

4. The Deductions Register will include this amount in the employee’s entry.  Reduce the Register total by this amount when comparing it to the Membership Total as the Membership Total will not include the additional amount.

5. The Fringe EE total includes the additional amount.  Reduce this amount by the additional amount collected to balance to the report.  Remit the balanced amount.



Complete and Pay the Bill
	Step
	Activity

	1
	Adjustment Worksheet: Sum the amounts in the Deduction Adjustment Amount column and enter the total in the ‘Net Amount’ block

	2 
	Complete the Statement (360-H145)
a. Enter the Net Amount from the Adjustment Worksheet to Line 8

b. Calculate Lines 9 and 10

c. Calculate  the amounts in the Contribution Calculation section

              -  Total Personal Services = Employer Total from Fringe Sheet divided by the figure detailed in the    

                                                          Employer Rate block

              -  Amount Due for Contribution = Total Personal Services amount X Employer Rate

   d.   Enter the Employee Total from the Fringe Sheet to the Amount To Be Applied to Deduction column
   e.   Enter the Employer Total from the Fringe Sheet to the Amount to be Applied to Contribution column

   f.   Sign on the Prepared By line

	3
	Sign on to the Office of the Treasury ARIS website

	4
	Select Add a Transaction

	5
	Prepare a Request for Contribution Amount
a. Transaction Type = Health Insurance

b. Budget Unit = A

c. Transaction Amount = Amount to be Applied to Contribution (total)

d. Transaction Classification = C

	6
	Review the Request and Submit

	7
	SAVE AS mm-dd Contrib Remit in the State Health folder for the current year (mm-dd = pay period end date)

	8
	Print 2 copies

	9
	Select Add a Transaction

	10
	Prepare a Request for Deduction Amount

a. Transaction Type = Health Insurance
b. Budget Unit = A
c. Transaction Amount = Amount to be Applied to Deduction (total)
d. Transaction Classification = D

	11
	Review the Request and Submit

	12
	SAVE AS mm-dd Ded Remit in the State Health folder for the current year (mm-dd = pay period end date)

	13
	Print 2 copies

	14
	Assemble the report as follows:

   Statement (360-H145)

   Adjustment Worksheet (360-H144)

   Membership List (360-H102)

   Deduction Register (PY4150001)

   Transaction List (360-H141)

   Reported Membership Totals (360-H142)

   Retroactive Reported Adjustments (360-H143)

   Contact List Update (360-H146)

	15
	Make a copy of the assembled report

	16
	Attach a copy of the Allotment Requests to the report copy and File in the State Health folder

	17
	Mail the assembled report original to address on the Statement (360-H145)

	18
	Deliver 1 copy of each of the Allotment Requests to Accounting
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