Title: Retro HCA Refund Activity

Retro Health Care Authority Refund Activity PA30

Purpose

Use this process when retro activity has occurred due to changes with employees
Health Care Benefits.

Trigger

A HCA retro activity action may cause monetary changes to an employee’s master data
regarding medical and dental.

Prerequisites

HCA will notify an agency when a request to change a dental or medical plan is
processed to ensure time for manual intervention if necessary.

“Your HCA Dental or Medical retro activity requested is being processed. Your
payroll/benefits processor may be required to manually adjust your refund for employee
portion (EE) using wage type (WT) 2983 and employer portion (ER) using WT 2550 in
HRMS. If an adjustment is required in HRMS your contact will receive an e-mail
notification from the HCA accounting office. “

A HCA template including the employee name, months affected social security number
and the amount of the total action that will not be refunded to the employee /employer will
be e-mailed to the agency contact.

If your notifications are not being received by the correct office in your agency you will
need to notify HCA and ask for a contact change of their contact database.

Procedure

@ If you receive an e-mail template that states that a change has occurred retroactively for an
employee and that they should only be refunded a certain portion you will need to go into
HRMS and process a wage type to control the amount the employee will receive. If this
wage type is not posted after HCA processes their refund the employee will receive all
monies from the time period not just the 90 days allowable by statute.

0 The 2983 WT (Health Adjustment Pre-Tax) must always be processed in the same pay
period that the HCA has posted the retro action. If you have received your e-mail from
HCA you will need to process this wage type to ensure correct posting.

@ Run a payroll simulation on the employee affected by the HCA action to determine a
baseline for his pay. Then follow the process below.
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—=" Maintain HR Master Data PA30

1. Click the £ F 2O .

2. Click the gray box to the left of ‘!—!‘ """""""""""""""" ! Infotype 0015

3. Click O (Create).

—

== Create Additional Payments to process the adjustment of the Employee Portion of
the HCA refund.

4. Complete the following fields:

a. Wage Type — 2983 (Health Adjustment Pre-Tax) Employee portion (EE)

b. Amount - Enter total (employee only) dollar amount that HCA has said they
will not return to the agency so that HRMS can stop that amount from being
refunded.

c. Date of Origin — Last day of current pay period (HCA actions are usually
processed on the 25" payroll)

d. Assignment Number - Enter text to identify what payment is for as a note

5. Click @ (Enter) to validate the information. (Do this until prompted to save)

]
6. Click

—

(Save) to save.

== Create Additional Payments now you will need to make the adjustment for the
Employer portion. (ER)

7. Complete the following fields:

a. Wage Type — 2550 Employer portion (ER)

b. Amount - Enter total (Employer portion) dollar amount that HCA has said
they will not return to the agency so that HRMS can stop that amount from
being refunded from HRMS.

c. Date of Origin — Last day of current pay period (HCA actions are usually
processed on the 25" payroll)

d. Assignment Number - Enter text to identify what payment is for as a note

8. Click @ (Enter) to validate the information. (Do this until prompted to save)

L
9. Click (Save) to save.
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: Run a new payroll simulation on the employee and you will be able to see the wage type
activity and verify that the dollar amount is correct.

Note:

If aretro action is completed prior to cut-off without notification the employee
will receive an overpayment that will then need to be processed.

Reconciliation Note:

These wage types will affect monies in GL 5181. Notes regarding all use of these wage
types in the assignment field or notes can help the reconciliation process for your agency.

Ex: Employee notifies HCA of a divorce two years ago. He realizes his ex-wife is still
on his policy. HCA will correct by back dating the records however the employee / and
agency will only be eligible for 90 days worth of premium.

HRMS however will refund back to the effective date unless the agency adjusts to the 90 day
manually. Simply stated this will overpay the employee and underpay the GL5181

26. Send an e-mail to your HCA reconciliation desk with the following details:
Employee’s Name and Personnel No:
GL affected: 5181
W.T. 2983 Health Adjustment Pre-tax (EE) Amounts: $ .
W.T. 2550 Health Adjustment (ER) Amount: $ .

Details regarding the adjustment.

This adjustment process is only to be used when refunds from HCA should not or will not
be completely refunded. This is not to be used for any other purpose.

@ Health Care Authority is required to address the entire timeframe
affected by an action due to insurance liability and claims accuracy.

That is the purpose of processing their action for the entire amount.
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