Reports in S
Employee Navigator P employe

Run Reports with Confidence!




Logging In

,, __ Go to www.EmployeeNavigator.com
“““““““““ ~ and click Login
. Returning Users: Login with the

username and password you selected
previously.

» If you forgot your password, contact
your Inszone Insurance Account
Manager to have it reset!




Running Reports in Employee Navigator

— — -
~ Employee Navigator Report Types: ey

change or remove fields

from the output of any

1. Ad-Hoc; Build, save and share reports with others other report types.
that have access to the Reports menu.

2. General Reports AKA Static | Demographic: Static
Employee Demographic reports.

3. Carrier & Benefit Reports AKA Static | Benefits:
static Benefit Enrollment reports.

4. Enrollment Status; 5tatic reports monitoring the
status of each type of enrollment event: New Hire,
Newly Eligible and Open Enrollment.

5. Change History: Static change reports identifying
changes made to Navigator,

6. Audit Reports: Static audit reports monitoring data
Balidity impacting Demographic Data and Benefit
ata.
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Ad Hoc Reports

Row-Based Report

Column-Based Report Ad-Hoc Reports
that can be
designed, each
allowing for

b A R different output

Cafeteria Report

Payroll Deductions Report

Voluntary and Group Life and AD&D Report

Retirement Report

Saved Report Templates
Saved reports are available
Manage Saved Report Templates via this hyperlink, and this
takes you to the ability to
Favorites share specific reports

[Love] Marketing Medical Census Report

Ad-Hoc Reports that have

Love] NavExport -
[Love] NavExpor been marked 'favorite’

| Ad Hoc Reports

With Ad Hoc Reports, you caly;
1. Pesign Report Output

7. save Designed Reports

3. Manage 5aved Reporls
4

Favorite saved Reports



.’’’ Tip:
o 2 7 + Ad Hoc Reports allow
Row-Based Report ‘5'5’"4;»*‘ Designing Ad Hoc Reports Row-Based you t fitr th output

focus on only those

positive elections OR

Column-Based Report _ There are tundamentally 2 different types of Ad Hoc enterselections that,
i o e e

Row-Based Report © P those that never
: 2 enrolled.
» Filters also allow you

Row-Based Report: One row per employee, per benefit. It to focus on only

specific benefits,

dependents are added they will also have one row per Sulayirast B,
. epartments,
dependent per benefit. Divisions, Offices,
Business Units or Job
Classifications (as well
as several other
available criteria)
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Row-Based Report

Tip:
* Available Columns

’ Desioning Ad Hoc Reports Column-Based include any benefits

offered EXCEPT
Cafeteria or HSA Plans.

Column-Based Report _____ __ Theve are fundamentally 7 different types of Ad Hoc + Column-Based reports
5 Revorts: also allow similar but
2 7777 p 2 not the same filtering

Found 3 as the Row-Based
report.

Column-Based Report; One row per employee with

columns across tor each benefit. If dependents are added
they will also have one row per dependent with a column
tor each benefit,



Z

Tip:
* Records put into
How to Run an Ad Hoc Repo rt Navigator between two
o & et Optons dates will extract only
— 1-Fields Dropdown allowsYou 10y oo s, | PV o s % those records that
Qommmmn T st FIELDS; Select from Employee (Demographic) and were entered into
—_ e : 3 - Checking this box includes i i { Employee NaVigatOr
e gt Entollments (Benefit Elections) in the drop down. e P e
Whatto excude: and up to the To date.

oo FIELD LIST; Click the checkbox to Pick the fields for your + Employees COVERED
" EXCLUDE from the output Decined, between two dates will

ekl OLILDUL. The order in Wh]:Ch you pick them is the order of select everyone with
2 The boses you check wil appear on the output P the output from left to r]ght. an election record that

from left to right in the order you select each field. is in effect during the

Z Z 7 Z ime-period ch 5
FIELDS WITH FILTERS: Selected fields with a ‘filter image’ 23}}?‘7}'3{, employee
1o the right of the field name, will allow you to filter the L
SRt e bt e s output by the various values available in each field.

Row-Based Report @

- Select if your output should be
Gender ideriity Detan Current enrollments (Default also
oo = Current) or Open Enroliments,

Limit enrollments based on dates:

this time period you
will see multiple

7 - Enroliments covered between these two dates. ang . .

DEPENDENTS: Check box if you wish to have Dependents s
8- Any Filterable fields will appear here and B added to the output. the last/most current
clicking SHOW will give you the nppuﬂumtyﬁ Class record. If you want
to restrict the output as needed.

only the last/most

current record, do not
use this date criteria.

o —
FILTERABLE off
HELDS B Class

Py

o




Z

G

7

S T WHAT TO EXCLUDE:

- ick Employee Demographic Data OR
Save the Report P :
ﬁ = Repo J— Enrollment Data OR both! o |[Dopendent

| How to Run an Ad Hoc Report

bDeclined Enrollments; Employees that declined coverage

3 - Checking this box includes
dependents in the output

Inziuse oependens

Ended Enrollments; Employees whose coverage ended
prior 1o today

Whatto exclude:

4 - Each checkbox here will
EXCLUDE from the output Declined,
Ended or those Not Enrolled

Not Enrolled: Employees that do not have an election record
omiara e ot ettt MRSt WHAT TYPE OF ENROLLMENT:

- Select if your output should be
Current enrollments (Default also
= Current) or Open Enroliments,

Current Year Enroliments: Enrollment data in the Current Table

Limit enrollments based on dates:

o Open Enrollments; Available during the Open Enrollment
Beriod

VESS USED BUT AVAILABLE:
Records put into Navigator between specific dates

7-Enrollments covered between these two dates.

Custom Filters

8- Any Filterable fields will appear here and

lking SHOW il v you he opportunty Enrollments covered between two dates

to restrict the output as needed.

FILTERABLE E
HELDS

Tip:

Records put into
Navigator between two
dates will extract only
those records that
were entered into
Employee Navigator
on/after the From date
and up to the To date.
Employees COVERED
between two dates will
select everyone with
an election record that
is in effect during the
time-period chosen.
NOTE: If an employee
has a qualified family
status change during
this time period you
will see multiple
records for the
individual - not only
the last/most current
record. If you want
only the last/most
current record, do not
use this date criteria.
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// I How to Save and Share an Ad-Hoc Report

Manage Saved Report Templates V. Fol saved reports, click on Manage 5aved Report
Templates and you will be taken to a page listing all of
your saved reports along with reports that have been
shared with you,

7. Zlicking on the star will result in your report appearing
m your Favorites List!

3. Clicking on the 3 yertical dots to the right of the report
name egives you the ability to share the report with
others that have HR level access.

» Wyou are running a report that has been shared with you,
you cannot change the report. Only the original owner can
change the report.

* You can save the shared report with a different name and
make an chan’ges to the newly saved report which now
belongs to you!

Favorites
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/ Payroll Deduction Report

1. Reports Everyone s Everything as of the effective date
used when running the report,

2. Rollup the dependent Critical lliness and Voluntary
Lite elections into the single total at the employee level
by clicking "Sum dependent costs .

3. W ithe Sum dependent costs’ is not checked, Critical
iness and Yoluntary Life dependent costs will appear on
the report in their own rows.

Punctionality is the same as the Row-Based report!
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New Hire

Certifications

Licenses

Emergency Contacts
Beneficiaries
Dependents
Termination

Single Sign-On Usage

New Hire Report @
Custom Fields

Employees Hired After

| General Reports
AKA: Static | Demographic Reports

» These reports output exactly the type of information the

name implies.

Users cannotl add or remove columns from the output of

these reports.

several reports default to a look-back period of 30 days
which can be overridden by changing the date prior to

clicking Generate.

Use the run-time prompts to focus in on the specific data

that is needed.

Ti

p:

Most Static
Demographic Reports
have RUN TIME
prompts that allow
users to extract only
the data desired..

* If custom fields are

required, users will
need to design an Ad-
Hoc report that fits
their needs.
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Carrier & Benefit Reports
BKA: Static | Benefits Reports

Ti

Yhe most frequently used reports in these two boxes are
highlishted,

» Enrollment Census Report: Reports identifying who
15 covered. This report includes all of the fields
necessary to notify a vendor that coverage needs to
be established.

» Carrier Forms; If setup, you can print out the
specific vendor forms that a carrier would require for
establishing changing or terminating coverage.

» LCarrier Billing Summary / Carrier Billing Employees
By Plan and Carrier Billing Employees with Rates
and Groups: work together to output the total
monthly premium costs required by the vendor.

Particularly helpful when groups are self-billed.

p:

If custom fields are

required, users will
need to design an Ad-
Hoc report that fits
their needs.



Running Reports in Employee Navigator

/// _ Carrier Billing Reports:

.. These reports work together to provide users with the
_ numbers they need 1o pay their monthly premiums for
sell Billed plans.

» Carrier Billing summary; Provides monthly
premium values summarized BY PLAN

» Carrier Billing Employees By Plan; Provides details
Wllth one row per employee with a column for each
plan.

» CLarrier Billing Employees with Rates and Groups:
Provides premium values NOT summarized. Provides
details with one row per employee PER plan.
Employees with multiple plans will appear multiple
times on the report.
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_Enrollment 5tatus Reports;
Static reports 1o monitor each type of enrollment event:

New Hire Newly Eligible and Open Enrollment. The same
type ol reportls) are available tor each enrollment event:

» Lan't start: Employees who can’t start enrollment
because they are missing HRIS required profile fields.

» Mot Started; Employees who are eligible for
enrollment plans but have not started the plan
selection process. Employees who save their Personal
information page in the flow but have not selected
plans remain in this category.

» In Process; Employees who have started their
enrollment qucess be/ selecting plans, but have not
yel signed their enrollment summary.

. Com[)leted: Employees who have completed their
enrollment by signing their enrollment summary.

p:

Are you looking for a
report that provides a
listing of employees
that haven’t
completed their
Beneficiary Data?
Navigator has it! This
is located in the
Incomplete
Supplemental
Information report.
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/// g . Tip: .
Change History Reports 4 Change H]Story ReportS: ) g?/:‘::::i:snggttl;:mally

used for grandfathered

Envoliment Changes 1. Changes to Enrollments; Enrollment changes within a employees where
specitied date range, coverage does not

meet the current plan

2. Payroll Deduction Changes: Output includes the ‘old’ design. Overrides are
2 Z / 2 : locked fi heduled
deduction to be disabled and the ‘new’ deduction to updates, such as age

be Started % reduction, for the

. . Z . / duration of the
yeluntary e Bverts 3. Benefilt Exception Overrides: Overrides added via the enrollment.
N Enrollment Editor,

4, ' Lost Exception Overrides; Active enrollments with
cost exception overrides.

5. Pemographic Changes: Changes to demographic data.
What changed, who changed the record, when the
record changed along with the old and new values.

6. Event Report: Employee changes in defined events.

7. Noluntary Life Events: Chanﬁes to Yoluntary Life
benefits including the date the change was processed.

Event Report
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T—
// | _ Audit Reports:

These are reports that allow users to identify potentially
inaccurate records.




