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Welcome!

This guide is a comprehensive walkthrough of retiree insurance deduction
processing in MyTRS as allowed under M.G.L. Chapter 32 and M.G.L.
Chapter 32B.

Samples of real reporting scenarios, which employers encounter while
maintaining insurance information in MyTRS, are used in this guide. If you
have a reporting need or situation not captured in this manual, please
contact our insurance coordinator at insuranceupdates@trb.state.ma.us.

To access instructions specifically related to reporting active employee
information, see our Deduction Reporting in MyTRS guide.

The MyTRS application will receive periodic updates; some will be
noticeable, while others will be database-related and not visible to users.
As MyTRS evolves to improve the user experience and remain compliant
with technology and data security standards, we will announce future
functional changes to employers and update our guides online.

Visit our website at mass.gov/mtrs
The Employer section of our website offers in-depth information on all
aspects of the MTRS, including:
= Employer procedures and resources (member eligibility, regular
compensation, etc.)
= Current guides and training videos for MyTRS
= Forms (retirement and refund applications, payment submittal
forms, etc.)

Main Office
500 Rutherford Avenue, Suite 210
— Charlestown, MA 02129-1628
MASSACHUSETLS TEACHERS’ . _ _
i Ry Phone: 617-679-MTRS (6877)

. } Fax: 617-679-1661
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Chapter 1—Log in / Navigation / Employer Information
Log in to MyTRS
1. Go to www.mass.gov/mtrs.

2. Click Employers.

MTRS Proudly serving Massachusetts educators since 1914
J Massachusetts Teachers’

vernewenr sisren  Retirement System

Members Retirees Employers Forms

Suggestion: If not saved already, we recommend saving this page as a favorite in your
browser’s favorite bar.

3. Click MyTRS Employer sign in.

Contrast 82 @ ® Llayout 2 " Font @ @ F 9 & Membersignin  About Contact Q
Proudly serving Massachusetts educ ators since 1914
MTRSJ Massachusetts Teachers’ Home Members Retirees Forms
siemenr sren - Retirement System
\
»
2 — o

[ Mo

Q MyTRS Employer sign in ‘ Online training and guides ‘ News and email archive

ESS error reporting form

4. Enter username (not case-sensitive) and password (case-sensitive).

EMPLOYER SELF-SERVICE

@
Fon emame

Reset Password
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5. Two factor authentication (TFA) will require you to receive a security code to login.
Select your preferred delivery method (if multiple options exist for your account) and
click Next.

Two Factor Authentication

Choose Delivery Method ot Vesificat

select & defivery method to receive a verification code

Met

@ Email - By e@Schools Anary ma.us

s
g

6. MyTRS will send a message as shown.

March 8, 2024

Dear Wadger Byrd,

Your requested MyTRS verification code is: 168495

The verification code will expire in 15 minutes.

This email is system-generated, please do not reply directly.

If you did not request a verification code far MyTRS, contact us by phone at 617-679-6877.

7. Enter the verification code you received and click Confirm.

Two Factor Authentication
Choase Delery Method Enter Verification Code
werification code has been sent 1o the selected delivery method which will be valid for 15 minutes. Please enter the code below,
Resend Code
Cancel Previous Confirm

If you are copying and pasting the code from the email you received, double click on the
code to highlight it before copying it (if you manually highlight it, an extra space will be
included with the code when you paste it in MyTRS and will prevent you from logging in).
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8. Once the correct code is entered, the TFA login is complete, and the Home page displays.
Note: For more information or support on Two-Factor Authentication (TFA), please see
the Employers online training and guides page of our website.

Wedcome Wadger

A Home

B3 Employer Information
B Pay andar

£ import

[ Deduction Reports

§ EFTEPayments

@ insurance Rates

Employer 15
ployer Repor

| would like to...

|

-

L1

Generate Retiree Earnings Limit Calculater »
Imaort a Deduction Report File >
import and process a Deduction Report File

Register an Employee >

Make a Payment >

Wigw Betiree Insurance Selections »
Review indhidual retiree insurance selection

Bun a Report »
flun Fetiree insurance Deduction

MTRS Website »

=]

Site Policy »

23 tive bus ocess benefits

Periodically, on Friday e

ERROR reporting: Use this foem to report any MyTRS technical issues you may experience, >

ESS error reporting - MTRS (state. ma us)

Vitech Systems Sub LLC 2021, All rights reser
©  Contacis > ech Systems Sub LLC 2021, Al rights reserved
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Home Page Navigation

1. Left navigation menu—This menu has links that take you to the main pages. From these
links you can access additional related links.

A Home
1 would like to...
B3 Employer Information

Payroll Calenda " " P
&) Payroll Calendar s Generate Retiee Earnings Limit Galculater >

£ Import History

-

Impart a Deduction Report File >

[ Deduction Reports vt - Do ot il

$ EFT&Payments
o Register an Employee >

2% Employee

Retiree In:

s Make a Payment >
Make 8 one time payment

Wigw Betiree Insurance Selections »
M Employer Reports Review individual retiree insurance selection:

¥
| R oo G SR SRS OSR S GREET T P
& MIRS Website > =]

Site Policy »

Wedcome Wadger

Wy TRE Asosume Samings Loy

fw

News
ACCESS: » 01/02/2024
2 ach month, employers and members lose MyTRS a0 rocess benedits
P edown MyTRS without natice, please p
ERROR reporting: Use this form to repon any MyTES technical issues you may experience, » 03/00/2023
ESS ermor reporting - MTRS (state.ma us)
[+ Contact Us » Viech Systems Sub LLC 2021, All rights reserved,

a. This menu can be minimized by clicking the < at the bottom of the menu.

b. To expand the menu again, click > at the bottom of the menu.

i 9007 - AVIARY PUBLIC SCHOOLS

Welcome Wadger

H
I would like to...

5]
=] 5 Generate Betires Earnings Limit Calculator »
MR e
$
a o
e
[+]

$
o
m

:=  iew Retiree Insurance Selections »

Run.a Report »
m fun Retiree Insurance Deduction Hisiory, Pemding Envoll

&  MIBSWebsite > B sitePolicy »

mbers

employers and

5 50 we can process benefins. Penodically, on

5 without notice, please pl

ERRORA reporting: Use this form to repoet any MyTRS technical issues you may experience, »

ESS error reporting - MTRS (state.ma us)

©  Contactis >

& Vitech Systems Sub LLC 2021, Al rights

03/09/2023
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2. Twould like to... menu—This quick links menu takes you to some of the most
frequently accessed pages within MyTRS.

{ ’_'I{y [ 9007 - AVIARY PUBLIC SCHOOLS

*
B | would like to... News
a8 * Generate Retires Earnings Limit Caloulator > 02120
= Rutwree Esmings Limit Calcslslor 010272024
*
- nefins. Penodically, on
o + Imnort & Deduction Repcdt File >
$
Regéster an Emi . ERROA reporting: Wse this foem to report any MyTRS technical issues you may experience. » 03/09/2023
- a fleg/ster an employes with your organizatics ESS emor reporting - MTRS (state.ma us)
[+]
s Make a Payment >
@ Make & one lime payment
m
:=  iew Retiree Insurance Selections »
Run.aRepert »
B R s
®  MIRS Website > B sitePolicy > ©  Contactls > & Vitech Systems Sub LLC 2021, All rights reserved

3. News section—In this section, you will find updates and news about system down time
on warrant days. Be sure to check this section when you login to stay informed of any
relevant announcements.

" I{y [ 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger

WAYTRS Accouen Semings  Logoat
*
B | would like to... News
a8 * Generate Retires Earnings Limit Caloulator > . :
= fortivea Eamings Limit Calcilelor ACCESS; > /022024
*
- 2 tive v ; can process benefits. Periodically, on
o ¢  Imworia Deduction Repor File > g5 at 6pm, we withoist natice, please plan acooedin
$
Regéster an Emi . ERROA reporting: Wse this foem to report any MyTRS technical issues you may experience. » 03/09/2023
- a fleg/ster an employes with your organizatics ESS emor reporting - MTRS (state.ma us)
[+]
s Make a Payment >
o Make & ane lime payment
m
:=  iew Retiree Insurance Selections »
Run.a Report »
®  MIRS Website > B sitePolicy > ©  Contactls > & Vitech Systems Sub LLC 2021, All rights reserved
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4. Bottom Navigation—The links at the bottom of the page take you to various pages on
the main MTRS website.

'TRS [ 9007 - AVIARY PUBLIC SCHOOLS

L]
| would like to... News
B
8 3 Generate Retires Earnings Limit Caloulator > -
= etioes Eamings Lim Calculstor 2024
+
- nefins. Penodically, on
o + Imnort & Deduction Repcdt File >
$ i }
Regéster an Employee > ERROR reporting: Use this form to teport any MyTRS technical issues you may experience, 03/00/2023
2 o fheniater an empioyee with youf oroantATion ESS errof reparting - MTRS (state.ma.us)
[+]
s Make a Payment >
@ Make & one lime payment
m
:=  iew Retiree Insurance Selections »
RunaReport »
®  MIRS Website > B sitePolicy » ©  Contactls > & Vitech Systems Sub LLC 2021, All rights reserved I

5. Header Navigation—The header shows your Contact Name, links to your MyTRS
account settings and the logout button.

ws >
Welcome Wadger 2
MyTRS Account Settings  Logout

D MyTRS Account Settings

News About

ACCESS: » 01/02/2024

2-3 consecutive business days each month, employers and members lose MyTRS access so we can process benefits.
Periodically, on Friday evenings at 6pm, we takedown MyTRS without notice, please plan accordingly.

ERROR reporting: Use this form to report any MyTRS technical issues you may experience. > 03/09/2023

ESS error reporting - MTRS (state.ma.us)
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a. MyTRS Account Settings—This is where you reset your password, security
questions and email.

To change your password, security questions and answers, and/or e-mad address, click the apprapeiate bution below, Then, enter the required information in the pop-up. Click Save after making all your changes to update your account se

MyTRS Account Settings Reset Password  Reset Security Questions  Reset Email
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Employer Information

The Employer Information page displays:

1. Employer code and name

2. Address

3. Phone number

4. Email address

5. MTRS Representative assigned to your employer

6. Contacts for your district

WITTRS
it Rb [E3 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger
A Home
Employer Info
By Employer Information P
SE dar Empisyer Tyce
G007 ® AVIARY PUBLIC SCHODLS sunicapal
£ import Hiss
[ Deduction Repors Address Information Contact Info
§ EFT & Payment:
& Employes Ry .-._1.;;_.:,”. Ciift Rdl US ® (959) 959-9999
HYDE PARK, MA 02136
Retwee bn: ol
u : 8
a deduction
istory .
Additional Information
[ Insurance Rates
Emplayer Reports P —
@ Employer Repor Robert George
Contacts T
Name Contact Role
Byrd, Wadger > Retiree Insurance Coordinator
& MIBS Website > B suePolicy > ©  Comactus > @ Vitech Systems Sub LLC 2021, all rights

This data is for informational purposes only and can only be changed by an MTRS
representative. Contact your Employer Services Representative if any of this information
needs to be updated.
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Chapter 2—Retiree Insurance Guidelines

What to know BEFORE making changes to retiree insurance coverage.

Insurance coverage for retired MTRS members is not provided by the MTRS. Most school
districts offer continued insurance coverage to their retirees or their survivors, and by
request, the MTRS deducts the monthly premiums from the retiree’s retirement allowance.
The premiums are forwarded to the retiree’s former district monthly.

Note: The IRS requires retirees’ insurance premiums to be withheld on an after-tax basis.

Guidelines

1. Access to insurance changes via MyTRS is only available for districts not enrolled in the
GIC-RMT direct billing program.

The MTRS does not maintain an insurance profile with individualized plans and rates
for districts enrolled in the GIC direct billing program; we receive a file from the GIC
indicating the monthly deduction amount.

2. Employers have access to add, change, and cancel individual coverage for retirees
and survivors as well as add new rate periods for insurance plans associated with
their employer. Only the MTRS can add a new plan to an employer. To request a new
plan, please contact the MTRS at insuranceupdates@trb.state.ma.us if you need a new
insurance plan added to your employer.

3. Employers can terminate a plan by adding a stop date. It is VERY important to note
that any member currently having deductions on that plan will have their deductions
stopped with the same end date. Please make sure to always keep a plan open for at
least one retiree payroll during which you expect no retirees to be on the plan so you can
be sure no retirees will have deductions removed in error and fall off your radar.

4. Each month there is a cut-off date, generally mid-month, in which MyTRS access is
blocked as we run the monthly warrants. Entries made after that date will be processed on
the following retiree payroll and will not be reflected until the retiree’s following check.
The date of the retiree payroll is announced each month under News on the Home page.

5. Insurance deductions are taken one month in advance for retirees.

E.g., January 1 insurance premiums are deducted from the retiree’s December 31
pension payment, May 1 insurance premiums are deducted from the retiree’s April 30
pension payment, etc. All entries in MyTRS are based on the coverage period, not when
they will be or were deducted.
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6. New retirees can be setup for insurance deductions as soon as the MTRS has received
and logged their retirement application.

You will be able to enter an Initial Enrollment for a new retiree; however, the system
will not allow you to make any changes after completing the initial enrollment until
the member’s retirement application has been finalized.

If you need to add initial coverage for a member that retired prior to 06/30/2016

or you find that we have accidentally not set up a retiree, please email
insuranceupdates@trb.state.ma.us to request that we enable the retiree’s insurance
account with the subject “Enable Retiree.”

7. How to handle health insurance deductions for employees who are retiring at the end of
the school year:

Is your school district one of the districts that participate in the Group Insurance
Commission’s RMT program? If:

YES, then you should withhold premiums for any partial month and two full
months following the employee’s retirement date, because the GIC begins coverage
on the first day of the third full month of retirement. For example, if the employee is
retiring on 6/30/13, then you should withhold premiums through August 30, 2013.
The employee would then stay with your district’s group insurance program for
July and August, and the GIC will pick up coverage as of September 1st. Likewise,
if the employee is retiring on 7/15/13, then you should withhold premiums through
September 30, 2013; in this case, the employee would stay with your district’s group
insurance program through July, August and September, and the GIC will pick up
coverage as of October 1st.

NO, then you should treat the employee as if he or she would be returning to school
the next year, and withhold his or her premiums as you would normally do from the
employee’s (school) year-end payday or summer pays, so that his or her insurance

is paid up through the month of September. Then, in September, the insurance
coordinator for your city/town/regional district can instruct us to begin insurance
premium withholdings for the new retiree’s October premium; the retiree’s October
insurance premium will be withheld from the retiree’s MTRS retirement payment
that is processed at the end of September.

8. All coverage changes are made on a full-month basis. Partial adjustments are not
available to employers. If you:

a. Enter a start date other than the first day of the month; MyTRS will require you to fix
the coverage effective date.

b. Enter a stop date other than the last day of the month; MyTRS will require you to
enter a proper stop date. When entering a cancel function, MyTRS will require the
coverage end date on the first step.

9. Adding both individual retiree insurance periods or a new price period for the rate of
a plan itself requires that a row be added to the table with the start effective date and
price.
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10.

11.

12.

13.

14.

15.

16.

If you enter new or changed deductions with a backdated effective coverage date,
MyTRS will calculate an adjustment bill or refund called a “rebill” based on the entered
plan rate and effective date.

If you manually billed or refunded your retiree directly, adjust your effective date
accordingly to prevent the system from creating the automatic adjustment.

When entering deductions with retroactive effective dates, check your retiree’s
calculated adjustment refund or bill immediately under Insurance Deduction History to
verify that the “rebill” amount matches your calculation.

Rebills are designed to calculate the difference between what the retiree’s deductions
were and what the deductions should have been. You will only see a rebill for months
that have already been deducted; the current month’s bill will not appear until our
retiree payroll has been processed.

Rebills are reviewed daily by the MTRS and you may be contacted regarding any
questionable rebill adjustments.

If you make a valid retroactive insurance change that generates a rebill of $500 or
more, you are required to email insuranceupdates@trb.state.ma.us notifying us of the
adjustment; otherwise the rebill may be voided by the MTRS.

If you delete a plan coverage row, MyTRS will automatically create a rebill to refund
all the historical payments associated to the date range pertaining to the coverage row
deleted.

Only delete a plan coverage row if you need to:

a. Replace the existing row with a different plan with the same start date, or

b. Remove the coverage for a deduction added in error.

When making a change to an account for a member with more than one medical plan,
please pay special attention to which section you are updating to avoid accidentally

changing the wrong plan (Med 1, Med 2 or Med 3).

In the event a retiree or their spouse dies, please end their coverage accordingly as of the
last day of the month in which the party died.

Please notify insuranceupdates@trb.state.ma.us with the date of death, when possible,
and we will do the same.

If the deceased has a survivor who receives a survivor benefit, or their own MTRS
benefit, deductions for that survivor must be setup to be withdrawn from the survivor’s

benefit as an Initial enrollment as the deceased’s benefit will be stopped.

The order of deductions from a retiree’s check do not relate to a retiree or their spouse/
dependents.

The MTRS reserves the right to change or cancel any deduction.
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Chapter 3—Processing Individual Retiree Insurance

Processing Individual Deductions
MyTRS provides towns direct access to setup, change, correct or cancel deductions if they
provide insurance for their retirees. Deductions are processed monthly as part of our retiree

payroll. Retiree insurance coverage changes can be entered in real time, proactively or
retroactively as needed.

Processing Options
1. Initial enrollment— Allows a user to setup a retiree’s initial insurance coverage options.
Once a retiree has had their first insurance deduction, this function cannot be used to

add or change coverage plans or dates (use Change Enrollment).

2. Change enrollment— Allows a user to switch health plans, add additional coverage or
delete current options.

3. Correct enrollment— Allows a user to correct only enrollment effective dates when no
other changes are needed.

4. Cancel enrollment— Allows a user to stop participation in a plan in cases where a
replacement option is not selected.

Insurance Deduction Categories

1. Medical —This is the retiree’s primary medical insurance deduction.

2. Second Medical —This allows the retiree to have multiple medical options deducted at the
same time. This is typically used when a retiree’s spouse or dependent is covered under
the employer’s insurance plan requiring a second deduction. There is no significance to

the order in which deductions are listed.

3. Third Medical —This works the same way as second medical but allows for a third
coverage option. This field is seldom used.

4. Dental —Insurance for dental coverage only.
5. Vision—Insurance for vision coverage only.
6. Life—Life insurance, usually a group policy offering retirees minimum coverage.

7. Optional Life—Supplemental life insurance that employers may offer to retirees who
wish to have coverage above the minimal coverage.

Notes:

®  When listing coverage in the Medical, Second Medical and Third Medical fields, there is no significance to the order, but
some coverage options haven’t been made available as second and third medical options (to minimize annual rate
maintenance). If a new option is needed in either the Second Medical or Third Medical field that isn’t available in your
menu, please email insuranceupdates@trb.state.ma.us and we can add it in for you.

®  You can only choose one plan option under each section; you can only select one plan under Medical and one plan
under Second Medical, etc.
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Chapter 4—Initial Enrollments

Note: When adding coverage to a new retiree that is not yet in pay status, an alert message
will be displayed stating that the deduction amount is greater than 50% of the retiree’s
benefit (their benefit is $0 until they enter pay status). This is only allowable when setting
up Initial coverage. Changed or corrected enrollments over 50% of the retiree’s benefit will
be blocked.

Initial Enrollment

To set up insurance deductions for the first time for a retiree or survivor, use the following
steps.

1. Click Retiree Insurance Selections from the Left navigation menu on the Home page.

Walcome Wadger

Iwould like to...
B3 Employer information
) Payrofl Calendar Generate Retiree Earnings Limit Calculator > ——
S0 We Can process benefits.
Import a Deduction Repodt File > i
feporti ¢ this | repor T S5UEE YOU M srience, 03/049/2023
Reotsiar an Employes > ERROR reperting: Use this fotm o report any MyTRS technical sues you may experience.
Register an emplopee with your oiganization ESS error reporting - MTRS (state. ma us)
Make s Payment >
@ Insurance Rates
View Retisee Insurance Selections »
M8 Employer Reports Review indiagual tetines inaufsnce selettions
Bun a Repart >
& MIRS Website > B sitePolicy > ©  ContactUs > Witech Systemns Sub LLC 2021. All rights reserved

2. Click Add/ Change Coverage.

Welcome Wadger

A Home

AddrChange Coverage =
B Employer Information [Food

B Payroll Calendar
1 import History
[ Deduction Reports

$ EFT&Paymens

- oo Roster
ee Ir e

£ Inswranc eduction
ory

a0 » e Rates

M Employer Reports
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3. Enter the retiree’s name (last, first), MTRS member number or Social Security number
(SSN) in the search field and press Enter on your keyboard or the search button. In this
example, we're using the fictional name: Deb Dove.

Please select the mermiber that this enroliment is for

Member Name S5M Status

ALBATROSSES, AMY W AAFTD Retired

ANHINGA, ALICE XIOCXK-2138 Active

BLACKBIRD, BARBARA XIOERN-5174 Retired

BLUE JAY, BONNIE R840 1 Retired
BUDGERIGAR, HELEN HNNITIA Deceased
BULFINCH, BETTY XXH-XH-B133 Active
CASSAWARIES, CHRIS HHH-MN-5932 Retired
CUCKOOS, DIANE WX N-ABEE Retired
DOVE.DERE AL TEOE Inactive
FALCON, FRANK HIHHNN-A464 Retired

GOLDFINCH, JENNA WHH-A-BTRL Deceased

00000000 O0O0Ole

GREBE, GABE XI-XX-6807 0 Deceased

a
w
2
=

If your search returns multiple members, select the correct one from the list provided.

4. Select the radio button next to the correct member then click Next.

Select Member

Please select the mermber that this enrclment is for

Q. Dave, Deb
Member Name 55N

@ DOVE.DEBE XXXH-XX-THEE Inactive

Your retiree will appear as “Inactive” until they are officially in pay status. If you are able
to add coverage to a retiree while they are Inactive, the MTRS has enabled that possibility
because we determined the member will qualify for a benefit and so you can add their
coverage early and hopefully the first time you attempt to do so.
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5. Click Initial Enrollment.

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

BNITIAL ENROLLMENT

Event Details

The following fields will appear:
Event Date—Pre-filled with today’s date.

Coverage Start Date—Pre-filled with today’s date but MUST be changed to the correct start
date of the coverage.

This date MUST be changed the correct start date, the first day of the month for Initial,
Change and Correct coverage or the last day of the month for Cancelling coverage. Failure
to enter a correct date or an attempt to use a date prior to your retiree’s retirement date, will
result in the following error.

Retiree Enrollment

© Eror

Invalid Coverage Start Date.

Select Member Select Event Select Coverages Coverage Details Review & Confirm

»
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a. Once the date is fixed, click Next.

INITIAL ENROLLMENT

Event Details

Event Date*
03/08/2024 =

Coverage Start Date*
01/01/2024 G
‘ Cancel | Previous ‘

The coverage start date cannot precede your retiree’s first coverage eligibility date which is
the first day, of the first month, after the date of retirement.

Select the radio button next to the correct plan under each section on the Select Coverages
page. To add additional coverage, you will need to scroll down to the other deduction
coverage sections to make your selection. Then click Next.

£

(o]
o]
O
®
o ¢
o]

Reminder: You can only choose one plan option under each section, you can only
select one plan under Medical and one plan under Second Medical, etc.

If you accidentally select an option under one of the categories and the retiree does not
actually have that type of coverage at all, you will need to click Previous to clear the
selection.
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7. Check the Coverage Start Date for each type of coverage on the Coverage Details page.
Make changes as needed, then click Next.

Note: It is especially important to select all options for Initial Coverage in one sitting as
MyTRS will prevent you from changing these selections after leaving the wizard if your
retiree isn’t in pay status yet.

Retroactive changes will require you to confirm Yes on this menu to trigger a retroactive
calculation.

A Confirm
You have selected an effective date that is not the
current month. Please verify.

Yes No
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8. Click Confirm once you have verified the coverage chosen is correct.

A Confirm

The insurance coverage you have entered, including
the rebill, is greater than 50% of your retiree’s gross
monthly benefit. This is prohibited. Please contact
the Employer Services Unit for assistance.

-

Note: When adding coverage to a new retiree that is not yet in pay status, an alert message
will be displayed stating that the deduction amount is greater than 50% of the retiree’s
benefit (their benefit is $0 until they enter pay status). This is only allowable when setting
up Initial coverage. Changed or corrected enrollments over 50% of the retiree’s benefit will
be blocked. To proceed with the coverage added, please click yes.
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9. MyTRS will confirm a rebill has been generated when adding retroactive coverage. You

are responsible for checking that rebill to make sure it calculates accurately. See Chapter
10 for those instructions.

Member Insurance Maintenance

Q, Member Number, Name or SSN

It is imperative that you go to the Insurance Deduction History screen in MyTRS to

make sure the rebill calculated is the amount you expect to be calculated based on the
coverage effective periods.

A Home

B3 Employer Information
2] Payroll Calendar

* Import History

3 Deduction Reports

4 EFT & Payments

% Employes Roster

[E Insurar

M Empl

Welcoma Wadgar g 3
ATRS Rocourt Gettings  Lnget
History T
Firglirpie Moot 55N
— ——
Insurance Transactions . 2 i
gt Fiers
Trans & Transaction Date Activity Date Trans Type Identifier Status Balance
191222310 » 03711/2024 /0172024 Premium Rebill Rebill for 01,/01/2024 - 01/01/2024 Closed &0.00
191207213 » D3/08/2024 01/0/2024 Pramium Rebil A, Bill for 01/01/2024 - 03/31/2024 Open $1.819.44
@ MTRS Website > E Site Policy > o ContactUs » D Viech Systems Sub LLC 2027, ANl rights reserved
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Chapter 5—Change Enrollments

To change an insurance plan for a currently enrolled retiree (e.g., changing from one
medical plan to another), use the following steps:

1. Click Retiree Insurance Selections from the Left navigation menu on the Home page.

B3 Employer Information
B Payro

% import History

[ Deduction Reports
§ EFTEPayments

&% Employee

@ Insurance Rates

M Employer Reports

| would like to...

e Generate Retiree Earnings Limit Calculator »

-

Imgart a eduction Repodt File >
impot and process a Deduction Report File

Register an Employee >

Make a Payment >

Wigw Retiree Insurance Selections »

¥
W bt

& MIRS Website > B sitePolcy »

ACCESS: >

ch month, employers and mernber
lorwn MyTRS withous

ERROR reporting: Use this form to report any MyTES technical issues you may experience, 03/00/2023

ESS emor reporting - MTRS (state ma us)

©  Contctus >

Wedcome Wadger

01/02/2024

pcess benefits

Vitech Systems Sub LLC 2021, All rights reserved

2. Enter the retiree’s name (last, first), MTRS member number or Social Security number
(SSN) in the search field and press Enter on your keyboard or click Search to review
what plan(s) your retiree has before making a change.

]

Member Insurance Maintenance

MBS Wetisita > = N

©  Comsaus >

Add/Change Coverage
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3. DPlease review your retiree’s current insurance coverages before making any changes.

Click Add / Change Coverage.

= Membar Insurance Maintenance s T
8 Sowei Bacitad Bata )
SN ‘Member Number
” [onsmcsizs > 144555

KNEXIE1TS

KXXXK-5174 ¥

= EAEKES1TS ¥

EAEXES1TE 144858

KXEXKS1T4 ¥ 144655
KA1 ¥ 144855
me KANXNH1T4 ¥ 144833
XAEKREITE > 184055

EXXXES1T ¥
KXCXE-E174 ¥
KAXXK-S1T4 ¥

MOCXEE1TE 3
KAOEXEE1TE 144455

KXEXE51T4 144635

%) MIES Webte >

B e Policy >

530143

©  Comeius

4. Again, enter the retiree’s name (last, first), MTRS member number or Social Security
number (SSN) in the search field and press Enter on your keyboard or click Search.

If your search returns multiple members, select the correct one from the list provided.
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5. Select the radio button next to the correct member then click Next.

CANCIL ENAOLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

INITIAL ENROLLMENT

Event Details
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The following fields will appear:
Event Date—Pre-filled with today’s date.

Coverage Start Date—Pre-filled with today’s date but MUST be changed to the correct
start date of the coverage.

This date MUST be changed the correct start date, the first day of the month for Initial,
Change and Correct coverage or the last day of the month for Cancelling coverage. Failure
to enter a correct date or try to use a date prior to your retiree’s retirement date, will result
in the following error.

Retiree Enroliment X
@ Error
Invalid Coverage Start Date.
"
Select Member Select Event Select Coverages Coverage Details Review & Confirm

a. Once the date is fixed, click Next .

‘ CHANGE ENROLLMENT CORRECT ENROLLMENT

INITIAL ENROLLMENT

Event Details
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7. Select the radio button next to the NEW plan under each section on the Select Coverages page.

MEDE (MX)

TWO MEDEXS (M2

In this instance the retiree’s First Medical is changing from HMO Blue (HB) to Blue Cross Blue
Shield (BC). The system will automatically stop the HMO Blue (HB) coverage when the Blue

Cross Blue Shield (BC) plan is selected.

8. With the new plan selected, click Next.

Reminder: You can only choose one plan option under each section; you can only
select one plan under Medical and one plan under Second Medical, etc.

If you accidentally select an option under one of the categories and the retiree does not
actually have that type of coverage at all, you will need to click Previous to clear the
selection.
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9. Check the Coverage Start Date for the new plan selected on the Coverage Details page.

The Coverage Start Date is the first day of the coverage month. So, if the coverage starts in
February, the Coverage Start Date should be “02/01/2024.”

Do not delete rows of old coverage. If you delete older coverage by clicking the Delete link
next to the plan, the retiree will automatically be refunded any deductions taken for the time
period associated to that row.

Verify your changes, then click Next.

&

B B BB B B

B B B2 B B2 2 8 8

0}

a. If you are backdating coverage to a month prior to the current month, you will see
the following message:

A Confirm
You have selected an effective date that is not the

current month. Please verify.

b. If the dates are correct, click Yes.
c. If the dates are incorrect or you are not sure, click No.
* Fix the dates if needed and then click Next.

* Click Yes when the above message is displayed again.
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10. On the Review & Confirm page, ensure everything is correct.

The new monthly premium total is shown under New Cost.

The former monthly premium total is shown under Previous Cost.

a. If everything is correct, click Confirm at the bottom of the page.

b. If any changes need to be made to a plan or a start date, click Previous at the bottom
of the page and go back and make edits. Clicking Cancel will close the wizard and
discard the selections you made using the wizard.

c¢. When making pro-active changes to take effect on a future date, the following
message will be displayed.

© No Rebills Generated

d. When making retro-active changes to take effect on a past date, the following
message will be displayed.

@ Rebills generated
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It is imperative that you go to the Insurance Deduction History screen in MyTRS to
make sure the rebill calculated is the amount you expect to be calculated based on the

coverage effective periods.

[ 9007 - AVIARY PUBLIC SCHOOLS

History

[ Deduction Reports Insurance Transactions

S EFTE nts
Trans # Transaction Date

=% Emplayee Roster 191207316 >

Retires Insurance 191069170 >

190996764 >
185256206 »

1B5256205 »

179419486 »

179419485 >

179266481 >

174018718 ¥

1TA01R7IT >

1-150f 508

Activity Date
f2024

02115/2024

02N &2024

(2024
12192023
12119/2023

12/19/2023

01/0/2024

1116/2023

= 3

MyTRE Account Beftings  Logost

18 Wadger

K‘XII AX-5174
z T
Expart
Trans Type Status
Premium Rebill Qpen 51.24
Deduction

Disbursement Dedustion Disb Reguest Clused 50.00
Disburgement Deduction Dish Request Closed 50.00
Pri Bl EBILL for §3/01,/2024 - 03/31/2024 Closed 50,00
Disbursement Deduct Dish Request Closed 5000
Dishursement Ded Dish Request cl

Disbursement Deduction Dist Reguest Closed $0.00
Preméum Bil EBILL for G2/01/2024 - 0272972024 Closed 50,00
Disbursement Ded Disb Request Closed

Disbursement Ded Dish Request Closed

Disbursement Deduction Dish Request Closed

Premium Bil EBILL for 01/01/2024 - 01/31/2024 Closed

Disbursement Deduction Disb Request Closed

Disbursament Deduc Disb Requast Closed So.00

Page 1 of 34 ¥ *
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Chapter 6—Replacing one plan for another with the same start date

In cases in which you are entering a new plan for a retiree that replaces an existing plan
with the same start date, you will need to replace the existing row by deleting the old row
during the change process.

1. Click Retiree Insurance Selections from the Left navigation menu on the Home page.

B3 Employer Information
) Payroll Calendar

% import History

[ Deduction Reports

§ EFTEPayments

&% Employee

M Employer Reports

1 would like to...
e Generate Retiree Earnings Limit Calculator »
+* Imaort a Deduction Repodt File >

Register an Employee >

Wigw Retiree Insurance Selections »

»
W R i

& MIRS Website >

B sitePolcy »

Wedcome Wadger

ACCESS: »

01/02/2024

RS acce ocess benefits

ch month, employers and mernber

Petiodica 5 al bpm, we takedown MyTRS withols », please plan ac

ERROR reporting: Use this form to report any MyTRS technical issues you may experience, >

S5 emor reporting - MTRS (state ma us)

WVitech Systems Sub LLC 2021. All rights reserved.

©  Contctus >

2. Enter the retiree’s name (last, first), MTRS member number or Social Security number
(SSN) in the search field and press Enter on your keyboard or Search to review what

plan(s) your retiree has before making a change.

A Home

B3 Employer Information

=] Payroll Calendar

£ impart History
[ Deduction Reports
§ EFTEPayments

&% Employes Rostar

I Employer Reports

D Q,  penguin, pam

wil 2]

MY THS Account Sesnge  Logast

Welcome Wadger

Add/Change Coverage

Q|| search
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3. DPlease review your retiree’s current insurance coverages before making any changes.

Click Add / Change Coverage.

Search: pengusn, pam (3

55N Member Number Member Name Coverage Type Insurance Plan Plan Coverage Start Date Stop Date Premium Amount
oy HOCRA5215 ¥ 23107 Penguin. Pameia H Medical MEDEX (MX) Senlor 01/01/2024 $197.63
[T Deduction Repa KRHXN-5215 3 231917 Penguin, Pemela H Medical MEDEX (MX) Seniar 01/01/2023 12/31/2023 £189.96
EXH-NH-52T5 > 23n7 Penguin, Pamala H Dental NOT APPLICABLE {NA) Individual 070172022 4783
XOCHH5215 > amr Penguin, Pameia H Medical MEDEX (MX) Senlor 01/01/2022 1243142022 $199.96
RaTiros Insiines KHH-XX-5215 » N7 Penguin, Pamela H Dental NOT APPLICABLE {NA) Individusl 54783
Selections KEXHA-5215 > N7 Penguin, Pamela H Medical MEDEX (MX) Senior [ 12317200 $197.71
i ' EXNREG2IE > 27 Penguin, Pameia H Dental NOT APPLICAELE {NA) Ingividual o4/01/2007 06/30r2019 545,00
KRHXN-5215 3 231917 Penguin, Pamela H Medical MEDEX, (MX) Seniar 01/01/2017 12/31/2017 $104.94
XXRMH5215 > N7 Penguin. Pamala H Meadical MEDEX (MX) Senior n/myzneg 12/31/2016 517520
XXX-RA-5215 > 37 Penguin, Pamela H Medical MEDEX (MX) Senior 01/01/2015 12/31/2015 516657
KXN-XX-52185 > a7 Penguin, Pamela H Medical MEDEX (MX) Senior 07/01/2014 12/3nzn4a S160.70
KAN-WX-5215 > N7 Penguin, Pamela H Medical MEDEX (MX) Senior 07042013 06/30/2014 $274.80
EXXAKAE21E » 2107 Penguin, Pamefa H Dental NOT APPLICAELE (NA) Individual 04/01/2013 o3/32nm7 £47.57
@ MIBS fta > B site Policy > ° c 3 0 Vitech Systems Sub LLC 2027, All rights

reserved

4. Again, enter the retiree’s name (last, first), MTRS member number or Social Security
number (SSN) in the search field and press Enter on your keyboard or click Search.

Retiree Enroliment

Select Member

Please select the member that this enroliment is for

Q. Penguin, Pam| q ©  Ssearch

Member Name 55N Member Number Status
ALBATROSSES, AMY XNA-MH-4579 192667 Retired
ANHINGA, ALICE XXN-XX-2138 951700 Active
BLACKBIRD, BARBARA AXH-AN-51T4 144655 Retired
BLUE JAY, BONNIE NNHNN-2844 211699 Retired
BUDGERIGAR, HELEN XHA-RH-3T14 136979 Deceased
BULFINCH, BETTY XXA-MM-E133 950349 Active
CASSAWARIES, CHRIS XXX-XX-5932 126245 Aitired
CUCKOOS, DIANE XXH-NN-4B86 343773 Retired
DOVE DEBE HXU-XX-7668 956333 Inactive

FALCON, FRANK KHARH 4464 247600 Retired

o
O]
0]
o
o
o
O
0]
o
o
o

GOLDFINCH, JENNA XXA-MN-BT44 78314 Deceased

If your search returns multiple members, select the correct one from the list provided.
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5. Select the radio button next to the correct member then click Next.

Sebect Member

Please select the member that this enroliment is for

Q, Penguin, Pam

Member Name 55N Member Number

@  PENGUIN, PAMELA H XXK-XX-5215 231917

Cancel

6. Click Change Enrollment.

Retiree Enroliment

Select Member Select Event

EEXN0052T5 z 7 Change Enroliment

Please select the event that is triggering this enroliment.

CANCEL ENROLLMENT CHANGE ENROLLMENT

INITIAL ENROLLMENT

Event Details

© | search
Status

Retired

CORRECT ENROLLMENT

Llidinim m
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The following fields will appear:
Event Date—Pre-filled with today’s date.

Coverage Start Date—Pre-filled with today’s date but MUST be changed to the correct
start date of the coverage.

This date MUST be changed the correct start date, the first day of the month for Initial,
Change and Correct coverage or the last day of the month for Cancelling coverage. Failure
to enter a correct date or try to use a date prior to your retiree’s retirement date, will result
in the following error.

Retiree Enrollment X

© Eror

Invalid Coverage Start Date.

Select Member Select Event Select Coverages Coverage Details Review & Confirm

7. Once the date is fixed, click Next.

Retiree Enroliment X
Step 2: Select Event

Member Name SSN Member Number Evem
Penguin, Pamela H XXX-XX-5215 231917 Change Enrollment

Please select the event that is triggering this enroliment.

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

INITIAL ENROLLMENT

Event Details

Event Date*

03/12/2024

Coverage Start Date*

01/01/258 X -

‘ Cancel | Previous ‘
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8. Select the radio button next to the NEW plan under each section on the Select Coverages
page. In this example, the retiree switched from Medex to Aetna.

With the new plan selected, click Next.

Retiree Enroliment
S 1 COvErages

= o
AXLANAT1S Change Ensollment

Select the Pian and Plan Coverage from the oplions below.

Medical
Insurance Carrier Insurance Plan Plan Coverage Premium

BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Survivor 51750
BLUE CROSS BLUE SHIELD HMOD BLUE (HE) Survivor $660.00
BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Family 5044 38

BLUE CROSS BLUE SHIELD HMO BLUE (HB) Family $886.33

BLUE CROSS BLUE SHIELD HMO BLUE (HB) Individual 533074
MEDEX HEALTH MEDEX {MX) Seniar $197.63

MEDEX HEALTH TWO MEDEX'S (MX2) Senior 539524

o
o
o
o
(O BLUE CROSS BLUE SHIELD ELUE CROSS - BLUE SHIELD (8C) Individual $406,36
o
o
o
o

TUFTS HEALTH TUFTS(T) Seniar S0

(@) AETNA AETHA MEDICARE PLAN (AMP) Senlor 5

Second Medical

Cancel Previous

Reminder: You can only choose one plan option under each section; you can only
select one plan under Medical and one plan under Second Medical, etc.

If you accidentally select an option under one of the categories and the retiree does not
actually have that type of coverage at all, you will need to click Previous to clear the
selection.
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9. Click Delete next to the plan you are replacing.

Retiree Enroliment

Select Member Select Event Select Coverages Coverage Detads

5N
WO SS

nd slop dates for your enroliment selec

Medical
Actions Carrier / Plan / Coverage Option Coverage Start Date
AETHNAMAETHA ARE PLAN (AMF!
01/01/2024
01/01/2024
MEDEX HEALTH/MEDEX |
01/01/2023 12/31/2023
01/01/2022 12/31/2022

MEDEX HEALTH/ME!

Delete S St 01/01/2018 12/31/2021

MEDEX HEALT

Detete ik 01/01/2017 12/31/2017

i . MEDEX HEALTH/MEDEX, MKy
Delete 101/2016 12ni2me

Cancel Previous m

10. Verify the old plan row has been removed, click Next.

@ e o 4]

Select Member Select Event Select Covernges Coverage Details

Pamela H XNUNN-5215

Pleaze choose the appropeiate stan and stop dates for your enroliment selections

Medical
Actions

Delete 3 ! 12/31/2023

MEDEN HEALTHIMEDEY, (X}

Delete S 01/01/2022 12/31/2022

Delete : : o1/01/ 12/31/2021

Delete et ' o 01701/ 1237207

Delete ' ) ) 01/01/ 12/31/2016

HEALTH/MEDEX (M)

Delete ' a1 12/31/2015

Cancel Pravious m




Retiree Insurance in MyTRS | MTRS Employer Training Guide—Chapter 6 37

a. If this message is displayed due to a retroactive start date, click Yes.

A Confirm
You have selected an effective date that is not the
current month. Please verify.

11. On the Review & Confirm page, click Confirm.

Select Member Select Event Select Coverages Coverage Detoits Review & Confarm
Please review and confirm the Enroliment details.

Member Info

- 54 g Fowet
Penguin, Pamsls H HHN-KN-5215 Cchange Ensallment
Premium Info

HNew Cost Previous Cost
Standard Member Premium Standard Member Premium
§137.82 524546

Enralled Plans

ge Type Plan Plan Coverage Start Date Stop Date

Madical AETNA AETNA MEDICARE PLAN (AMF) Senlor 01,/01/2024

Medical MEDEX HEALTH MEDEX (X} Sendor 01/01/2023 12/31/2023
Medical MEDEX HEALTH MEDEX (MX) Senioe 3170172 12/31/2022
Medical MEDEX HEALTH MEDEX (MX) Senior 34012 127317200 5
Medical MEDEX HEALTH MEDEX [MX}) Senior 0027 12327 5

Medical MEDEX HEALTH MEDEX (MX) Senior on2Ne  12r31/206 5175 b

Cancel Previous

In this example case, the change was retroactive so a rebill message will appear.

elcome Wadger

@ Rebilis genersted

# Home

Member Insurance Maintenance Add/Change Coverage

B3 Employer information

&) Payroll a Search: penguin, pam 3

) ) SSN Member Number  Member Name Caverage Type Insurance Plan Plui Covinge: b Bt S Bale s
il W21 > 231917 Penguin, PamelaH  Medical AETNA MEDICARE PLAN (AMP) Senior o1/01/2024 489,99
E=L Dsdtnion Hsports OOEXE215 > 291917 Penguin, Pameta M Medical MEDEX (M) Senior 01/01/2023  12/31/2023 5$189.96

s & 2 EXX-HE-5215 > 231917 Penguin, Pameta H Dental NOT APPLICABLE (NA) Indivichual 070172022 547 83
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It s imperative that you go to the Insurance Deduction History screen in MyTRS to make
sure the rebill calculated is the amount you expect to be calculated based on the coverage
effective periods.

Welcome Wadger
MeyTRE Accoust Setlings  Lagout

Home

Emiployer Information

Emplayee/Member 5N
Penguin, Pamela H WE-XX-5218

Deduction Reparts Insurance Transactions

EFT & Payments
Trans & Trans Type Identifier Status
i Empicyma Box 191232345 031212024 F 207 Premium Retill Rebill for 01/01/2024 - 03/31/2024 Open
191119265 : 4 02/15/2024 Disburssment Deduction Disb Request Closed

191119264 /15/2024 02/15/2024 Disbursement Deduction Disb Request Closed

o History

190996776 /15/2024 03, 4 Premiurn Bill EBILL for 03/01/2024 Closed
[E] Insurance Rates
18521779 oz )24 01/22/2024 Disbursement Deduction Disb Request Closed

M Employer Re 185217790 01/22/2024 : Disbursement Deduction Dish Request Closed
185120801 0172242024 01207 Pramium Bill EBILL for 02/01/2024 - 02/29/2024 Closed
1 97 12 f2023 023 Disbursement Deduction Disb Request Closed
7933997 12/19/2023 12/19/2023 Dishursement Deduction Dish Request Closed
179266494 1211942023 01/01/2024 Prermiurm Bill EBILL for 01,/01/2024 - 01/31/2024 Closed
1 14 1116/2023 11/16/2023 Disbursement Deduction Disb Request
174045013 11/16/2023 F16/203: Disbursement Deduction Dish Request
173900054 11/16/2023 12/01/2023 Pramium Bill EBILL Tor 12/01/2023 - 1/2023

16843394 10419/2023 10/19/2023 Disbursemse

t Deduction Disb Request

1 417 > 10/19/2023 10/19/2023 Disbursenvent Deduction Dish Request

15 of 383
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Chapter 7—Adding Coverage with a Start Date Prior to the Most
Recent Rate Start Date

If you are entering retroactive coverage with a start date PRIOR to a new rate going
into effect, you will need to add two lines of coverage so that the retiree will be charged
appropriately. This will require a 3-step process.

Step 1: The first line will be for the coverage for the time prior to the new rate

taking effect

1. Click Retiree Insurance Selections from the functions menu.

% import History
[ Deduction Reports
§ EFTEPayments

&% Employee Roster

M Employer Reports

Generate Retiree Earnings Limit Calculator »

Imgart a eduction Repodt File >

Wigw Retiree Insurance Selections »

ACCESS: »

dowm MyTRS with

ERROR reporting: Use this form to report any MyTRS technical issues you may experience, >

ESS emor reporting - MTRS (state ma us)

©  Contctus >

2. Enter the retiree’s name (last, first), MTRS member number or Social Security number
(SSN) in the search field and press Enter on your keyboard or click Search to review

what plan(s) your retiree has before making a change.

#A Home

B3 Empioyer Infarmation

5 Payroll Calendar

4 Import History
3 Deduction Reports
$ EFT & Payments

an Employes Ro

M@ Employer Reports

D Q  Peafowl, pet || seach

ployers and mernbers lose MyTRS

WVitech Systems Sub LLC 2021. All rights reserved.
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3. DPlease review your retiree’s current insurance coverages before making any changes.

Click Add / Change Coverage.

B3 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger L 3
MyTHS Aceru Bettings. Logeus
# Home
Add/Change Coverage = T
Expon o
B3 Employer Informatics >
E Payroll Search: Featowl, pet )
S5N Member Number Member Name Coverage Type Insurance Plan Plan Coverage Start Date Stop Date Premium Amount
HOEH21TS > 253350 Peafowl, Petunia Second Medical MEDEX (MX) Senior 01/01/2024 519763
AXENAZITE > 258350 Peatowl, Petunia Madical HMO BLUE (HE) Individual 07/01/2023 $330,74
EHEHXDITE ¥ 258350 Peafowl, Petunia Second Medical MEDEX (M)} Senior 07/01/2023 $189.96
XXXKNCDITE > 253350 Peafowl, Petunia Medical HMQ BLUE (HE) Family 07:01/2022 D6/30/2023 583215
REKRN-2175 > 253350 Peafowl, Petunia Medical HMO BLUE (HB) Family 07/01/2020 06/30/2022 877145
AAEHLZITS » 258350 Peatow, Petunia Medical HMO BLUE (HE8) Individual 07/01/2019 06/30/2020 $280.33
BXMH-21TG > 258350 Peafowl, Pelunia Medical HMO BLUE (HB) Individual DBO207 $301.43
M Employer Reports
®  MIRS Website > B sitePolicy » ©  ContactUs > £ Vitech Systems Sub LLC 2021, Al rights resarved

4. Enter the retiree’s name (last, first), MTRS member number or Social Security number
(SSN) in the search field and press Enter on your keyboard or click Search.

Retiree Enroliment

Salect Member

Flaase selact the member that this enrolimant is for

Q, ped q Q searh

Member Name 55N Member Number Status

ALBATROSSES, AMY XM K579 192667 Retived
ANHINGA, ALIGE XNHKH-2138 951700 Active
BLACKBIRD, BARBARA H0XN-5174 144655 Retired
BLUE JAY, BONMIE HOHN-2844 211699 Retired
BUDGERIGAR, HELEN XXM-HH-3TT4 136979 Decpased
BULFINCH, BETTY KNW-KH-E133 959349 Active
CASSAWARIES, CHRIS KXN-XK-5932 126245 Retired
CUCKOOS, DIANE XXX-XX-4BBE 343773 Retired
DOVE, DEBE XNXXN-TEEE 956333 Inactive

FALCON, FRANK HNHHN-2464 247600 Fetired

|O
O
o}
(@]
(@]
(6]
o]
©]
&)
@]
O

GOLDFINGH, JENNA HHN-KN-8744 78314 Dece;

If your search returns multiple members, select the correct one from the list provided.
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5. Select the radio button next to the correct member then click Next.

Select Member

Please select the member that this enrollment is for

Q, 3 Q | Search
S5H Member Number Status

@  PEAFOWL PETUNIA XHNKN-2175 258350 Retired

(O PUFFIN, PEARL XENKH0034 908952 Active

6. Click Change Enrollment.

Retiree Enrollment

Sebect Member Select Evert

Wi Hare ) . Evers
Pealowd, Petunia OENN21T5 2! Change Enveliment

Piease select the event that is inggening this enrofiment

GAMNGEL ENROLLMENT CHANGE ENROLLMENT GORRECT ENROLLMENT

INITIAL EMROLLMENT

Event Details

Fvant Date*

Cancel Pravious m




42 Retiree Insurance in MyTRS | MTRS Employer Training Guide—Chapter 7

The following fields will appear:
Event Date—Pre-filled with today’s date.

Coverage Start Date—Pre-filled with today’s date but MUST be changed to the correct
start date of the coverage.

This date MUST be changed the correct start date, the first day of the month for Initial,
Change and Correct coverage or the last day of the month for Cancelling coverage. Failure
to enter a correct date or try to use a date prior to your retiree’s retirement date, will result
in the following error.

Retiree Enrollment X

@ Error

Invalid Coverage Start Date.

Select Member Select Event Select Coverages Coverage Details Review & Confirm

7. Once the date is fixed, click Next.

Please select the event that is triggering this enrollment.

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

INITIAL ENROLLMENT

Event Details

Event Date*

03/11/2024

Caoverage Start Date*
B/01/2023 q X -
| Cancel | | Previous | m
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8. Select the plan from the available list, click Next.

Select Event Select Coverages

]

1, Petunia PiE S S-abL] 28 Change Enraliment

o Plan and Plan Coverage from the options bekow,

=
Insurance Carrier Insurance Plan Plan Coverage Premium
BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Family 594438
BLUE CROSS BLUE SHIELD HMO BLUE (HE) Family $886.33

BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Individuat $406.36

MEDEX HEALTH MEDEX (MX)} Senior 518996

O
O
@]
O BLUE GROSS BLUE SHIELD HMO BLUE (HE) Individuai $330.74
®
o

MEDEX HEALTH TWO MEDEX'S (MXZ) Senior $379.92

Second Medical
Insurance Carrier Insurance Plan Plan Coverage

@  MEDEX HEALTH MEDEX (M) Senior $184.1

Cancel Provious m

9. Make sure the appropriate start date is listed in the Coverage Start Date field and click
Next.

Retiree Enroliment

Select Even Select Coverages Coverage Oetails

MOENITTS

Pleage choose the approgriate start and stop dates for your enrcliment selections

Medical
Actions MNew or Exigting? Carrier / Plan / Coverage Option Coverage Start Date
[

12/01/2023

Delete = drkidbouin 07/01/2023 11/30/2023

Delete ghadict c 3 ey 07/01/2022 06/30/2023

07/01/2019 06/30/2020

Existing Coverage

08/01,/2017 06/30/2019

Second Medical

Cancal Pravious
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If this message is displayed due to a retroactive start date, click Yes.

A Confirm

You have selected an effective date that is not the
current month. Please verify.

Yes No

10. On the Review & Confirm page, ensure everything is correct and click Confirm.

Retiree Enroliment

(] o © (-]

Sulec! Event Saloet Cevarages Review & Confirm

Please review and confirm the Enroliment details

Member Infe

Mrtas e

Peatowd, Petunia 21 TS

Change Enroliment

Premium Infa

New Coat
Standard Member Premium
5305.26

Previous Cost

rermium

Enrolled Pians

Coverage Type Insurance Carnier Ingurance Plan Plan Coverage Stan Date Premium
Second Medical MEDEX HEALTH MEDEX (MX) Senlar 01/01/2024 519763
Second Medical MEDEX HEALTH MEDEX (MX) Senior 07 023 12/3172023 $180.95
Medical MEDEX HEALTH MEDEX (MX) Senior 12101/2023 $197.63
Medical BLUE CROSS BLUE SHIELD HMO BLUE {HB) Indrvidugl 07/01/2023
Medical BLLIE CROSS BLUE SHIELD HMO BLUE (HB) Family o7/ /2022

Medical BLUE CROSS BLUE SHIELD HMO BLUE (HB) Family 07/01/2020 06/30/2022

Cancel Pravious Confirm

This process will result in Rebill.

MTRS perfeval T¢ SenvicedeskforIT ¢ UMassD

@ Rebills generated
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Step 2: The next step, we'll need to Cancel the coverage we just added so we
can add a row for the newest rate

1. Click Add/Change Coverage.

B 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger

D Add/Change Coverage

55N Member Number Member Name Goverage Type Insurance Plan Flan Goverage Start Date Stop Date Premium Amount
BEXRADVTE > 253350 Peafewl, Petunia Second Madical MEDEX (MX) Senior 01/01/2024 5197.63

Search: Peafowl, pet )

KEKRN-Z1TE > 253350 Peafowl, Petunia Medical HMO BLUE (HB) Indlividual O7/01/2023 533074

XXAXN-21T5 > 258350 Peatowt, Petunia Second Medical MEDEX (MX} Senior 07/01/2023 12/31/2023 §189.96

2. Again, enter the retiree’s name, MTRS member number or SSN and press Enter on your
keyboard or click Search. In this example, we're using the fictional name: Petunia Peafowl.

Sedect Member

salact the member that this enroliment is for

Member Name 55N Member Number

ALBATROSSES, AMY KHH-XX-4579 192667

ARHINGA ALICE HH-XX-2138 951700

BLACKBIRD, BARBARA N5 T 144655 Retirad
BLUE JAY, BONNIE W-H00-2B 44 211699 Retired
BUDGERIGAR, HELEN WHX-NN-3T14 136979 Deceasad
BULFINCH, BETTY NHX-XX-8133 059349 Aciive
CASSAWARIES, CHRIS XHK-XX-5932 126245 Ratired
CUCKDOS, DIANE WOCKN-ABES 343773 Ratired
DOVE, DEBE MXNX-TEEE 956333 Inactive

FALCON, FRANE M4 247600 Retired

(@]
O
@]
Q
O
&)
O
@]
@]
@]
O

GOLDFINCH, JENNA HHHNNET AL 8314 Deceased




46 Retiree Insurance in MyTRS | MTRS Employer Training Guide—Chapter 7

3. Select the radio button next to the retiree’s name and then click Next.

Select Member

Please select the member that this enrollment is for

Q pea
Member Name 5N Member Number

(®  PEAFOWL, PETUNIA WHEKN-2TTS 253350

() PUFFIN, PEARL MH-H0034 903952

4. Click Cancel Enrollment from the Event Selection page.

Retiree Enroliment

Select Member Select Evem

Lieerner time = Eene
Peatowl, Petunia W27 Cancel Enesiiment

Please select the event that i2 triggenng this enroliment.

CANGCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

)

INITIAL ENROLLMENT

Event Details

Evert Date* =

Cancel Previous
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The following fields will appear:
Event Date—Pre-filled with today’s date.

Coverage Start Date— This is the coverage STOP date, so it should be the last day of the
coverage month. (e.g., if you want to end coverage for the September 1 premium, the
Coverage Start Date should be 8/31).

This date MUST be changed the correct start date, the first day of the month for Initial,
Change and Correct coverage or the last day of the month for Cancelling coverage. Failure
to enter a correct date or try to use a date prior to your retiree’s retirement date, will result
in the following error.

Retiree Enroliment X
© Eror
Invalid Coverage Start Date.
Select Member Select Event Select Coverages Coverage Details Review & Confirm

5. Once the date is fixed, click Next .

Please select the event that is triggering this enroliment.

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

INITIAL ENROLLMENT

Event Details

Event Date*

03/11/2024

Coverage Start Date*
£/31/2023 pre -
‘ Cancel ‘ | Previous |
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6. On the Select Coverages page, click Next.

Retiree Enroliment

o ] (-]

Sebect Member Sedect Event Select Covernges

Mo s e barrice:

Peatowd Petunia KXN-KK-2175 258350 Gancel Enraliment

Salact the Plan and Pian Coverage fram tha options bolow.

Medical
Insurance Carrier Insurance Plan Premium

®  MEDEX HEALTH MEDEX (MX) £$189.95

Second Medical
Insurance Carrier Ingurance Plan Plan Coverage Pramium

®  MEDEXHEALTH MEDEX (MX) Sendor $189.96

Pravious

7. On the Coverage Details page, enter the appropriate Coverage Stop Date on the coverage
that is ending. This should be the last day of the coverage month (e.g., the Coverage Stop
Date is 12/31/2023). Then click Next.

Retiree Enroliment

Salect Member Select Event Select Coverages Cowerage Details

Mt = tert
Pentowd, Petunia XAXMHTT TS ) Cancel Envoliment

Please choose the appropriate S1art and stop dates far your entoliment selections

Medical
Actions Haew or Existing? Carrier / Plan / Coverage Option Date

Existing Covrage MEDER HEALTH/MEDEX (M) Saroor FETTIETE =
Deleta /01/2023 - 1 )-'J'IJ'EIE b :
200 Contragt ueetned/HMD ELUE (HY|

Existing Cowirage
Delete 07/01/2023 0 1173042023

g Caverage

Delete s tidopolia 07012022 ) 06/30/2023

Delete - - - oame [ 06/30/2020

o]
o
Delete bt i e iy 07012020 ohaw0zz (3
o)
)

Eaiasny UnaalneaMMD BLLE MR}
Delete 08/01/2017 0 06/30/2019

Second Medical

Cancal Provious
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8. On the Review & Confirm page, check everything you entered, assuming everything is
correct, click Confirm.

(] L] o ] o

Select Member Sebect Event Sele1 Coverages Coverage Details Rivigw & Confm

Please raview and confirm the Enroliment details

Member Infa

cel Ermpliment

Premium Info

MNew Cost Previous Cost
Standard Member Pramium fember Premium
$197.63

Envelled Plans
Coverage Type Insurance Carmier Insurance Plan Flan Coverage
Second Medical MEDEX HEALTH MEDEX (MX) Senior
Second Medical MEDEX HEALTH MEDEX {MX) Serior 3 1231/2023
Medical MEDEX HEALTH MEDEX (MX) Senigr 1 12/31/2023
Medical BLUE CROSS BLUE SHIELD HMOD BLUE (HE) Inctividual
Medical BLUE CROSS BLUE SHIELD HMO BLUI 3 Family

Medical BLUE CROSS BLUE SHIELD HMO BLUE (HB) Family

Cancel Previous

This step will also generate a rebill.

@ Rebills generated

Step 3: The second row will be for the coverage period with the current rate in
effect

1. Click Add/Change Coverage.

[ 9007 - AVIARY PUBLIC SCHOOLS

formation

Payroll Calendar

55N

Member Name Coverage Type Insurance Flan [Plan Coverage Premium Amount

2 Import H

HHHXH-ZITE > 258350 Peafowl, Petunia Second Medical MEDEX (MX) Senior 01/01/2024 §197.63
i L KEHHK-2175 > 258350 Peatowl, Petunia Medical MEDEX (M) Senior 12/01/2023 12/31/2023 $189.96
EFT & Payments KXXXN-2175 > 258350 Peatowl, Petunia Medical HMO BLUE (HB) Indiv: 07/00/2023 11/30/2023 8330.749
ARAXN2175 > 258350 Pealowl, Petunia Second Madical MEDEX (MX) Senior 07/01/2023 12//2023 $189.96
Hetiree Insurance XREXN21TS > 258350 Peatowl, Petunia Madical HMO BLUE (HE) Famity 07/01/2022 D6/30/2023 §832.15
Seiections HAHHN2175 > 258350 Peatowl, Patunia Meadical HMO BLUE (HE) Family 07/01/2020 06/30/2022 477145

KRAXA-2175 > 258350 Peafowl, Petunia Medical HMO BLUE (HE) Indivigieal 07/01,/201% 06/30/2020 528033
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2. Again, enter the retiree’s name (last, first), MTRS member number or Social Security
number (SSN) in the search field and press Enter on your keyboard or click Search.

Retiree Enroliment

Select Member

Please select the member that this enrcllment is for

Q. ped q O o

Mamber Name 55N Mamber Number Status

ALBATROSSES AMY XXN-XX-4579 192667 Retired

ANHINGA, ALICE X0OLXN2138 951700 Active
BLACKBIRD, BARBARA XANHH5174 144655 Retired
BLUE JaY, BONKIE XHN-XN-2844 211699 Retired
BUDGERIGAR, HELEN HHXK-AT14 136979 Deceased
BULFINCH, BETTY WOENN-8133 959349 Active
CASSAWARIES, CHRIS WOHN-5932 126245 Retired
CUCKOOS, DIANE WHKN-4388 343773 Retired
DOVE,DEBE HHEHE-TEEE 956333 Inactive

FALCON, FRANK WHA-HH-A464 247600 Retired

oooo0oo0o00O0O0O[0

GOLDFINCH, JENNA WAN-NH-8T44 TEI4 Deceased

If your search returns multiple members, select the correct one from the list provided.

3. Select the radio button next to the correct member then click Next.

Sedect Member

Please select the member that this enrcliment is for

Q pes @  seacn
Member Name 5N Member Number Status
| @  PEAFOWL PETUNIA XOEAH-2175 253350 Retirad

(O PUFFIN, PEARL HOLHN-0034 908952 Active

Cancel
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4. Click Change Enrollment.

Soloct Momber Salact Evont

U s
Peafowl, Petunia KEX-KR-2175

Please select the event that is triggering this enrollment.

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

)

INITIAL ENROLLMENT

Event Details

The following fields will appear:
Event Date—Pre-filled with today’s date.

Coverage Start Date—Pre-filled with today’s date but MUST be changed to the correct start
date of the coverage.

This date MUST be changed the correct start date, the first day of the month for Initial,
Change and Correct coverage or the last day of the month for Cancelling coverage. Failure
to enter a correct date or try to use a date prior to your retiree’s retirement date, will result
in the following error.

Retiree Enrollment X
© Error
Invalid Coverage Start Date.
-
Select Member Select Event Select Coverages Coverage Details Review & Confirm
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Once the date is fixed, click Next.

Retiree Enroliment x
Step 2: Select Event

Member Name SSN Member Number Event
Peafowl, Petunia XXX-XX-2175 258350 Change Enrollment

Please select the event that is triggering this enroliment.

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

INITIAL ENROLLMENT

Event Details

Event Date*

03/11/2024

Coverage Start Date*
01/01/2024 ‘
‘ Cancel ‘ | Previous |

5. Select the radio button next to the NEW plan under each section on the Select Coverages
page.

Retiree Enroliment

Sebect Member Select Evernt Setect Coveroges

L biame o e
Peafowl, Petunia MHX-21TE 0 Change Enroliment

Select the Plan and Plan Coverage from the aptions below,

Insurance Plan Plan Coverage Promium
BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Survivar $17.50
BLUE CROSS BLUE SHIELD HMO ELUE (HB} Surwivor som

BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Family 504438

BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Individual 540636
BLUE CROSS BLUE SHIELD HMO BLLE {HB) Individual 533074

MEDEX HEALTH MEDEX (MX) Senior al

O
(@]
(@]
() BLUE CROSS BLUE SHIELD HMO BLUE (HB) Family 568633
O
Q
@®
(@]

MEDEX HEALTH TWO MEDEX'S (MX2) Senior S3

Sarand Madisal

Cancel Previous
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6. Click Next on the Select Enrollment page.

7. On the Coverage Details page, verify enter the appropriate Coverage Start Date for the
new coverage.

In this example the Coverage Start Date is 01/01/2024 then click Next.

Retiree Enroliment

Select Member Select Event Select Coverages Coverage Details

Uierriom Hasrem ot

XAXALEITTE 258350 Change Enmliment

Please choose the appropriate starl and stop dates for your ensoliment selections

Medical
Actions Mew or Existing? Carrier / Plan f Coverage Option Coversge Start Date Coverage Stop Date

Hew Cowetage VIEDEX HEALTHMEDER (W) Senir
01/01/2024

Eisting Coverags MEDEX HEALTH/MEDEX (M) S804 X
12/01/2023 12/31/2023

BLUE CRIOSS BLUE SHIELD/MMO BLUE (MERInSiasl

0Fon/2023 11/302023

BLUE CRIFSS BLUE SHIELD/HMO BLUE {HEWFamily

07/01/2022 06/30/2023

BLLA CROSS ALUT SHITLE/MMG BLUT (WRY Farmily
07/01/2020 D&/30/2022

ELUE CROSS BLUE SHIELDVMIMG BLUE {(HEInSvdual

0F012m9 06/30/2020

BAUE CROSS BLUE SHIFLDVHME BLUE (HRNInGvitdus!

0B/01/2017 . 06/30/2019 ¥

didiiad m

8. If this message is displayed due to a retroactive start date, click Yes.

A Confirm
You have selected an effective date that is not the
current month. Please verify.

= -
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9. On the Review & Confirm page, click Confirm.

(] (] o o

Select Member Select Coverages. Covernge Details Review & Confirm

Plaase review and onfirm the Enroliment detalis.

Member Infa

Mt Nae oS
Prafoed, Petunia AERXRZITS

g Entollment

Pramium Infe

Kew Cost Previous Cost
Standard Member Premium Standard Member Premium
$395.26 $387.59

Enrclled Plans
Coverage Type Ingurance Carrier Inzurance Plan Plan Coverage Start Date Stop Date
Second Medical MEDEX HEALTH MEDEX (M} Senior 01/01/2024
Second Medical MEDEX HEALTH MEDEX (MX) Senior 07/01/2023 1331/2023
Medical MEDEX HEALTH MEDEX (MX) Senior
Medical MEDEX HEALTH MEDEX (MX)} Seniar 1 12/31/2023
Medical BLUE CROSS BLUE SHIELD HMO BLUE {HB) Individual 11/30/2023

Medical BLUE CROSS BLUE SHIELD HMO BLUE [HB) Family 2 06/30/2023

Cancel Previous

Another Rebills generated message will appear:

@ Rebills generated
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Now you will see both rows added for the new plan showing both rates.

A Home

B3 Employer info

[B) Payroll Calendar

4 Import History
[ Deduction Reports
% EFT & Payments

2% Employee Roster

[E Insurance Rates

[ Employer Reports

KNXXK21TS >

Swarch: Peafowl pet £
85N Member Number
EAXXN-DTTH > 258350
EEEXAITE > 253350
ANEXN-2175 > 258350
OCKNZITE > 258350
EEXREITS > 258350
XARRLZTTS > 258350
HEEKN-21TS » 258350
XOERNZITS > 258350

258330

B MIRS Website >

Member Name

Peafowl, Petunia
Peafowl, Petunia
Peafowl, Petunia
Peatowl, Petunia

Peafowl, Petunia

Coverage Type

Medical

Second Medical

Medical

Medical

Second Medical

Peafowl, Pelunia Medical

Peafowl, Petunia Medical

Peatowl, Petunia Madical

Pealewl, Petunia Medical
B sitePolicy >

Insurance Plan
MEDEX (MX)
MEDEX (M)
MEDEX (MX)
HMO BLUE {HB)
MEDEX (Mx)

HMO BLUE (HB)

HMO BLL

HMO BLUE {HE)

HMO BLUE (HB)
(]

Plan Coverage
Senior

Senigr

Senlor
Ingividual
Senioe

Family

Family

Individual

Contact Us »

/0172024
12/01/2023
07/0172023
O7/01/2023
07/01/2022

07/01/2020

12019

o8/ 207

w8 5

MyTRS Account Semings Logoat

Welcorme Wadger

Add/Change Coveraga X T
Exgon Paters

Stop Date Premium Amount
$197.63
§197.63
518996

33074

518996

© Vitech Systems Sub LLC 2027, All rights reserved,

It [s imperative that you go to the Insurance Deduction History screen in MyTRS to make
sure the rebill calculated is the amount you expect to be calculated based on the coverage
effective periods.
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Chapter 8—Correct Enroliments

The Correct Enrollment function is exclusively used for start and/or stop date changes to existing
coverage. Do not use this function if you also need to update a retiree’s coverage options.

1. Click Retiree Insurance Selections from the Left Navigation menu on the Home page.

Wedcome Wadger

1 would like to...
B3 Employer Information

Payroll Calenda ¢ ; ?
&) Payroll Calendar Generate Retires Earnings Limit Caleulater »
B S L ACCESS: > 01/02/2024
% import History

Imaort a Deduction Repodt File >
[ Deduction Reports mpodt and piocess a Deduetion Report File

§ EFTEPayments

Register an Employee > ERROR reporting. Lise this form to report amy MyTES technical issues you may experience, >

ESS emor reporting - MTRS (state ma us)
Make a Payment »
Make & cne time payment
@ Insurance Rates
View Retiree Insurance Selections >
B Erchorormasorty Rirview individial e insursnce selectiont

Run a Repedt >

[.4] MTRS Website > B Site Policy > o Contact Us » Viech Systems Sub LLC 2021, All rights reserved

2. Enter the retiree’s name (last, first), MTRS member number or Social Security number
(SSN) in the search field and press Enter on your keyboard or click Search.

=
{5 ] 9007 - AVIARY PUBLIC SCHOOLS Welcome Wacdger e 3

A Home

Add/Change Coverage
B Employer Information

) Payroll Calendar
Q,  Dave, ded| Q| seacn
* Import History

[ Deduction Reparts

4 EFT & Payments

&% Employee

Stoay

[E Insurance Rates

M8 Employer Reports

fos) T iobsiie > =] Site Policy > [+ ContagtUs > & Vitech Systermns Sub LLC 2021. All rights reserved
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3. DPlease review your retiree’s current insurance coverages before making any changes.

Click Add /Change Coverage.

# Home
B3 Emp nformation
5] Payroll Calendar
£ Import History

[ Deduction Reparts

3 EFT & Payments

[E 9007 - AVIARY PUBLIC SCHOOLS

Search: Dove. den (0

SEN Mamber Number Coverage Type
ERNHNTR69 3 956333 Basic Lite
KRNRETHO8 3 956333 Dove, Deb E Second Medical
XXE-AE-T668 > 056333 Dowe, Deb E Madical

© MBS Website > B site Palicy >

Insurance Plan
BASIC LIFE (2000}
MEDEX (MX)

ELUE CROSS - BLUE SHIELD (BC)

©  ConfactUs »

Plan Coverage

Individual

Individust

wn 5]

MyTRS Account Semings  Logast

Add/Change Coverage .4 bk
fxpeet Faters

Walcome Wadger |

Stan Date Stop Date Premium Amaunt
0170172024 §2.49
01/01/2024 519763
0170172024 5406 36

& Vitech Systems Sub LLC 2021, All rights reserved,

4. Again, enter the retiree’s name (last, first), MTRS member number or Social Security
number (SSN) in the search field and press Enter on your keyboard or click Search.

If your search returns multiple members,

Retiree Enroliment

Select Member

Flease select the member that this enroliment is for

= Bt q

Membar Hame
ALBATROSSES, AMY
ANHINGA, ALICE
BLACKEIRD, BARBARA
BLLIE JAY, BONNIE
BUDGERIGAR, HELEN
BULFINCH, BETTY
CASSAWARIES, CHREIS
CUCKDOS, DIANE
DOVE DEBE

FALCON. FRANK

O
o
@]
@]
(@]
(@]
O
(0]
(@]
(0]
o

GOLDFINCH, JENNA

SSN

MNH-A5TD

HHH-KE-2138

HNH-HN-5174

HRHHN-2E44

KXH-XXK-3T14

HOCXN-BIZZ

HCXX-5932

XXHXX-4BBE

HHHHNTO08

HHH-a04

HOGHETAL

Member Number
192667
951700
144655
211899
136979
959349
126245
3437173
956333
247600

78314

€ Search
Status

Retired
Active
Retired
Retired
Deceased
Active
Fetirad
Ratired
Inactive
Retired

Decaased

select the correct one from the list provided.
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5. Click the radio button next to the member you searched for and click Next.

Retiree Enroliment

Salect Mombar

Please seiect the member that this enroliment is for

Q) Dove ded

Maomber Name 88N Mormber Nurrber

@® DOVEDEBE XAN-KH-T068 956333

6. Click Correct Enrollment.

Salnct Evert

NN THEE

PFlease selpct the event that is triggering this enroliment

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

@

INITIAL ENROLLMENT

Event Details

Frovions m
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The following fields will appear:
Event Date— Pre-filled with today’s date.

Coverage Start Date—Pre-filled with today’s date but MUST be changed to the correct start
date of the coverage.

This date MUST be changed to the correct start date, the first day of the month for Initial,
Change and Correct coverage or the last day of the month for Cancelling coverage.
Failure to enter a correct date or try to use a date prior to your retiree’s retirement date,
will result in the following error.

Retiree Enroliment X

@ Error

Invalid Coverage Start Date.

Select Member Select Event Select Coverages Caoverage Details Review & Confirm

»

a. Once the date is fixed, click Next .

Retiree Enroliment X
Step 2: Select Event

Member Name SSN Member Number Event
Dove, Deb E XXX-XX-T668 0956333 Correct Enrollment

Please select the event that is triggering this enrollment.

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

INITIAL ENROLLMENT

Event Details

Event Date*

03/11/2024

Coverage Start Date*
02/01/2024 +

| Cancel ‘ | Previous |m
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7. On the Select Coverages page, click Next. (Nothing is changing here.)

Sabecl Mrnber Seloct Evant Saloe) Conmages

Memzer Neme Meber huTier e

Dave, Den E AT AR 956333 Correct Enraliment

Select the Plan and Plan Coverage from the options below

Medical
Ingurance Carrier Ingurance Plan Plan Coverage

@®  BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Individual

Second Medical
Ingurance Carrier Insurance Plan Plan Coverage Premium
@ MEDEX HEALTH MEDEX (MX) Senior $19763
Basic Life
Insurance Carrier Insurance Plan Plan Coverage

®  BASICLIFE BASIC LIFE {2000) Individual

Cancel Previous m

8. On the Coverage Details page, correct the date(s) that need to be updated.

Remember that if you are entering a new Coverage Start Date, you may also have
to correct the corresponding Coverage Stop Date as well. There should not be a gap
between the two unless there is an intentional gap in coverage (such as rate holiday).
Once your dates are corrected, click Next.

Sebect Mamber Sebect Event Select Coverages Coverage Details

Memzes tame soi Mempes e
Daove, Deb E HOOCXX-TE6D 956333

Please choose the approprate start and stop dates for your enroliment selections

Medical
Actions  Now or Existing?  Carrier / Plan / Coverage Option Coverage Start Date Coverage Stop Date

New Coverage BLUE CHIFSS BLUE SHIELD/BLUE CROSS | BLUE Shafy

o2/2024 (S
Second Medical

Actions New or Existing? Carrier / Plan / Coverage Option Coverage Start Date

New Ceverage MEDEX MELLTH/MEDER (MK Saninr

0200172024 [
Basic Life

Carriar / Plan / Covarage Optisn Coverage Start Date

BADC LIN/BABC LIFE (2000)indhvinus

e S |

Cancel Previous
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If the coverage change you are making requires a retroactive period, this message is
displayed, click Yes.

A Confirm

You have selected an effective date that is not the
current month. Please verify.

Yes No

For an example where the correction is to existing coverage and new coverage is being set to

an earlier start date, not fixing the corresponding stop date for the earlier plan will result in
this error message.

Retiree Enrollment

Q cro

The Start Date of 01/01/2024 for MED is before the Stop Date of 01/31/2024. Coverage dates in the same Fund cannot avesiap.

Soloct Membar Select Event Solect Caverages Cowarage Details

9. On the Review & Confirm page, click Confirm.

Retiree Enroliment

(] ] (] (] <]
Select Member

Select Coverages Cverage Details Review & Confam

Flease review and confirm the Enroliment details

XNAE-TEOH Correct Enroliment

Fremium infa

Mew Cost
Standard Member Premium
5606 48

Previous Cost
S1andard Member Premium
$606.48

Enrolled Plans

rage Type Carrier Plan Plan Coverage  Start Date Stop Date Premium
Second Medical MEDEX HEALTH MEDEX (MX) Sanior 02/01/2024 $197.63

Basic Life BASIC LIFE BASIC LIFE (2000) Individual 1012024 s249

Medical BLUE CROSS BLUE SHIELD ~ BLUE CROSS-BLUE SHIELD (BC)  Individual f2024 SA06.36

Cancel

Provious Confirm
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A rebill will be generated.

@ Rebills generated

Now your correction is complete.

B 5007 - AVIARY PUBLIC SCHOOLS Welcome Wadger v 2
Wy TR Ao Samga caan
A Home * T
Member Insurance Maintenance Add/Change Coverage 2
o Emplayer infoemation
Saarch: dove, ce
S5N Stop Date
ANRHNTE4E > BASIC LIFE (2000}
ANHHATEGE > MEDEX (MX)
AARHRTEAE > BLUE CR LUE SHIELD (BC)
[ Emplayor Reparis
®  MIRS Website > B saepalicy » ©  Contactus > & Vitech Systems Sub LLC 2021, All rights reserved

It s imperative that you go to the Insurance Deduction History screen in MyTRS to make

sure the rebill calculated is the amount you expect to be calculated based on the coverage
effective periods.

[ 9007 - AVIARY PUBLIC SCHOOLS Weicome Wadger - a3
TR Acscm Bartigs  Logent
Insurance Deduction History | Insurance Transactions
Dove, Deb E XRA-HK-TBEE
Insurance Transactions ﬁﬁ T
Trans & Transaction Date Activity Date Trans Type Identifier Status.
191222310 » 03/11/2024 Rebill for 01/0 Open
191207313 > 03/08/2024 Ady. Bill for Oip

© s S B saepolcy > o ¢ 5 & Vitech Systems Sub LLC 2021, All rights reserved
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Chapter 9—Cancel Enrollments

In the case of a death for a retiree, please see the required procedure mentioned in the
Retiree Insurance Guidelines in Chapter 2 of this guide.

The Cancel Enrollment function is used to stop insurance coverage for a retiree when no
replacement plan will be assigned.

1. Click Retiree Insurance Selections from the Left navigation menu on the Home page.

Wedcome Wadger

| would like to...

|4

Generate Retiree Earnings Limit Calculator »

ACCESS: » oA
23 n month, employers and memiber RS acce: ccess benefits
Impart a Deduction Repost File > Petiodica vwm MyTRS with y, please pl a¢
[ Deduction Reports : R R i b Aoy L s e

§ EFTEPayments

Reglster an Employee > ERROR reporting. Use this form to report any MyTRS technical issues you may experience. >

&% Employee Register an emplayes with yous arganizat ESS emor reporting - MTRS (state maus)
Retires Insurance

w

ke a Payment »
= Wiew Refires Insurance Selections »
M Employer Reparts T Y N R R L

¥
W ok A i

2. Enter the retiree’s name (last, first), MTRS member number or Social Security number
(SSN) in the search field and press Enter on your keyboard or click Search to review
your retiree’s coverage before making a change.

Welcome Wadger

#A Home

Add/Change Coverage
B3 Empiloyer information

2 Payroll Calendar
Q, Cassawaries, chris Q| seacn
+ Import History

[0 Deduction Reports
$ EFT & Payments

an Empioy

[E] Insurance Rates

@ Employer Fo

MyTRE Accaunt Samtngs  Lagaun
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3. Click Add / Change Coverage.

{S B3 9007 - AVIARY PUBLIC SCHOOLS

Homa
Empioyer information
Search: Cassawanes, cheis ()
SEN Member Number Member Mame Coverage Type Ingurance Plan Plan Coverage Start Date Stop Date Premium Amount
KRA-KN-5032 ¥ 126245 Cassawarles, Chris Medical TWO MEDEX'S (MXZ) Senlar 01/01/2024 539524
XXXN-5032 > 126245 Cassawaries, Chris Medical TWO MEDEX'S (MX2) Senior 01/0172023 12312023 $379.92
EXXHA-503T 3 126243 Cassawarles, Chris Medical TWO MEDEX'S (MX2) Senior MMiz0ie 12312022 539542
KRE-KN-5932 ¥ 126245 Cassawaries, Chriz Medical TWO MEDEX'S (MX2) Seniar 0017207 2r3z2my 533968
XAH-XN-5932 > 126245 Cassawarigs, Chris Medical TWO MEDEX'S {MX2) Senior 09/01/2016 12731206 535040
@ 1 3 E ite Policy > ° Cont 3 © Vitach Systems Sub LLC 2021 All rights rese

4. Again, enter the retiree’s name (last, first), MTRS member number or Social Security
number (SSN) in the search field and press Enter on your keyboard.

Retiree Enrollment

Select Member

Please select the member that this enroliment Is for

Q, Cassawaries, chris q Q| Search

Membaer Name SN Member Number Status
ALBATROSSES, AMY HNHN-A5T 192667 Retired
ANHINGA, ALICE H0EHN-2138 951700 Active
BLACKBIRD, BARBARA 51T 144555 Retired
BLLIE JAY, BONNIE XXHHH-2844 211633 Retired
BUDGERIGAR, HELEN KEHRN-ET14 136979 Deceased
BULFINCH, BETTY HNA-XX-8133 959349 Active
CASSAWARIES, CHRIS H000XX-5932 126245 Retired
CUCKOOS, MANE XN XN-LBBE 3437173 Retired
DOVE, DEBE HOOCXN-TEEE 956333 Inactive

FALCON, FRANK N HN2A04 247600 Retized

O
O]
(@]
@]
(@]
(@]
o
(@]
@]
@]
(@]

GOLDFINGH, JENNA HNHN-74S rana Deceased

o
g
i

If your search returns multiple members, select the correct one from the list provided.
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5. Click the radio button for the member you searched for and click Next.

Select Member

Flease select the membes that this enroliment is for

Q, Cassawaries, chris © | soarch

Member Name 55N Status

(®  CASSAWARIES, CHRIS A5O3 1 Retired

Cancel

6. Click Cancel Enrollment.

Retiree Enroliment

Sebect Member Select Evert

) b Evers
HOOEMNE002 Cancel Enrolimant

Please select the event i riggenng this enrofiment

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

INITIAL ENROLLMENT

Event Details

nt Gaie

Cancel Previous m
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The following fields will appear:
Event Date—Pre-filled with today’s date.

Coverage Start Date— This is the coverage STOP date, so it should be the last day of the
coverage month. (e.g., if you want to end coverage for the September 1 premium, the
Coverage Start Date should be 8/31).

This date MUST be changed the correct start date, the first day of the month for Initial,
Change and Correct coverage or the last day of the month for Cancelling coverage. Failure
to enter a correct date or try to use a date prior to your retiree’s retirement date, will result
in the following error.

Retiree Enroliment X

© crror

Invalid Coverage Start Date.

Select Member Select Event Select Coverages Coverage Details Review & Confirm

7. Once the date is fixed, click Next.

Retiree Enroliment X
Step 2: Select Event

Member Name SsN Member Number Event
Cassawaries, Chris XHH-XX-5932 126245 Cancel Enroliment

Please select the event that is triggering this enroliment.

CANCEL ENROLLMENT CHANGE ENROLLMENT CORRECT ENROLLMENT

o

INITIAL ENROLLMENT

Event Details

Event Date*

03/11/2024

Coverage Start Date*
W31/2024 X =
‘ Cancel ‘ Previous ‘




Retiree Insurance in MyTRS | MTRS Employer Training Guide—Chapter 9

69

8. On the Select Coverages page, click Next

Salect the Plan and Plan Caverage from th options balow.

Madical
Insurance Carrier Insurance Plan

®  MEDEX HEALTH TWO MEDEX'S (MXZ)

9. On the Coverage Details page, enter the appropriate Coverage Stop Date on the coverage
that is ending. This should be the last day of the coverage month. (e.g., if you want to
end coverage for the February 1 premium, the Coverage Stop Date should be 01/31).

= If the Stop Date you enter is in the past, MyTRS will automatically process a refund
(negative rebill) of deductions that will be processed on the next warrant.

= [f you delete the row entirely (by clicking the Delete link to the left of the coverage),
ALL the deductions the retiree has paid associated to that row will be refunded on
the retiree payroll.

Click Next
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10. On the Review & Confirm page, click Confirm.

Satect Membar Select Event Solect Coveragos Coverage Detads Reviow & Confim
Please review and confirm the Enrgliment details

Member Info

g biame o
Cassawaries, Chris 005932

Een
Cancel Enodment
Premium Info

Hew Cost Previous Cost
50,00 Standacd Member Premium
539524

Enrolled Flans

Caverage Type Insurance Carrier Insurance Plan Plan Coverage Start Date Stop Date Promium
Medical MEDEX HEALTH TWO MEDEX'S (MX32) Senior 01/01/2024 0173172024 539524
Medical MEDEX HEALTH TWO MEDEX'S (M2} Sanior ovon03 12312023 s3are92
Medical MEDEX HEALTH TWO MEDEX'S (MXZ} et 01/01/2018 12/31/2022 539542
Medical MEDEX HEALTH TWO MEDEX'S [Mx2) Senior ovenmT 124312017

Medical MEDEX HEALTH TWO MEDEX'S (MX2) Senior 09/01/2016 12/3172016

Cancel Previous Confirm

A rebill will be generated in this example so this message will display.

@ Rebills generated
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Now the member will display with the coverage cancelled.

Homa
Employer information

Payroll Calendar

* Import History

Deduction Reportz

EFT & Payments

Insurance Deduction
Histary

[E nsurance Rates

M Employer Rep

Member Insurance Maintenance

Search: Cassawanits, chis

55N Member Number

RREXH-5032 » 126245

KCXN-5932 > 12
KXKXX5932 5 126245
KAA-XX-5032 > 126245

KXHHN-5932 >

®  MIRS Website >

Member Name

Medical

Cagsawaries, Chiis Madical

Cassawaries, Chiis Medical
B site Paiicy »

TWO MEDEXS (MXZ)
TWO MEDEX'S (MXZ)
TWO MEDEX'S (MXZ)
TWO MEDEX'S (MX2)

TWO MEDEX'S (MXZ)

Insurance Plan

Flan Coverage Start Date
Seniar /072024
Sensor 1/2023

©  Contactus >

o/m2n7

/2016

& Vitech Systems Sub LLC 2027, All rights reserved

Welcome Wadger ok

Add/Change Coverage 2 T
Exgort Tty
Stop Date Premium Amount
01/31/2024 5395.24

3

$380.33

535040

It /s imperative that you go to the Insurance Deduction History screen in MyTRS to make
sure the rebill calculated is the amount you expect to be calculated based on the coverage
effective periods.

Home

Emplayer Infarmation

EFT & Paymenis

Emplo:

Ratirae Insuranco

Employer Reparts

B3 9007 - AVIARY PUBLIC SCHOOLS

History
EenlorymaMember
Cassawaries. Chiis
Insurance Transactions

1SHBRTHE >
185203460 >
185120593 >
79404973 »
179266485 »
174073454 >

173909045 >

168400122 > 10/19/2023
16E2B1212 »

16251TEES » /2023
162448893 > 09/20/2023

156576411 » DB/22/2023

156433756 >

Activity Date

o

02/15/2024
03701 /2024

oy

Trang Type
Pramium Robill

[

Premium Bill

Disb

senent Daduction

Preamium Bl

maent Daduction

Premium Bill

1 Deduction

Prarmiurm Bl

sement Deduction
Pramiurm gl

D

Pramium Bill

t Deduction

Fromium Eill

==K

WK 5532

Identifier

Rabill for 02/01

Disb Request

EBILL for 03

2024

Dish Request

EBILL for

Disk Request

EBILL for 01

4-01/31/2024

Disb Regquest

EBILL for 12

Disb Request

EBILL for 17/C

11/3072023

Disb Request

EBILL for 10

12023

Dish Request

EBILL for 09,

Welcome Wadger b 3
by TS Aot Bttiogs Lot

3
Egon

Status Bala
Open
Closed 50.00
Closed 50.00
Cloged 50,00
Closed 50.00
Closed £0.00
Closed 50.00
Closed 50.00
Clased
Ciosed s0.00
Ciosod 50,00
Closed 50,00

S0.00

50,00
Closed 80,00

Pags 1 of13 > »l
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Chapter 10—Check Insurance Deduction History

Reviewing historical transactions in MyTRS.

MyTRS allows you to view the insurance deductions that have been taken from a retiree’s
check. Previously processed transactions for a retiree can be viewed in MyTRS via the
Insurance Deduction History link in the left navigation menu.

There are 3 types of transactions viewable:

®  Premium Bill — This is the standard transaction created by the retiree payroll that
bills the member for insurance. All insurance types are rolled into one bill each
month.

®  Disbursement Deduction — This is the standard transaction processed during the
retiree payroll through which MyTRS processes the bill and applies funds from the
retiree’s benefit to pay the employer as part of the monthly insurance check.

®  Premium Rebill - When there is a retroactive insurance coverage change in MyTRS,
the system will automatically calculate the refund or balance due amount. These
adjustments in MyTRS are called “rebills.” Premium Rebills are calculated by taking
the difference between what was deducted from a retiree before the change and
what should have been deducted based on the change entered. Rebills can be created
to retroactively bill a member (shows in black text) or to refund a member, shows in
red text and in brackets. A simple way to remember which is which is to think of it as
black = bill to the retiree while red = refund to the retiree.

When you make coverage changes that are retroactive it is very important to check the
Insurance Deduction History screen to ensure that a rebill has been created and is for the
correct amount.

To check a transaction:

1. Click Insurance Deduction History from the left navigation menu.

Welcame Wadger e

4 Import History

3 Dedu

& MIRS Website > B sitePolicy > ©  Conctus >

MRS Aot Settige  Logons
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2. Enter the retiree’s name (last, first), MTRS member number or Social Security number
(SSN) in the Search field and press Enter on your keyboard or clicking Search.

[ 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger we 5
Wy TRS Accoum Seaings.  Logout

Member Insurance Deduction History
B3 Employer Information

[ Payroli Calendar
Q,  Peafowl, petu Q| search
4 Import History -

3 Deduction Reports
$ EFT & Payments

=% Employee Roster

[ Employer Reports

& MIRSWebsite > B sieFlicy > ©  Contagtus > G Vligch Sypserns Suty HAGIN0T. Al Aghis tefarved

If your search returns multiple members, select the correct one from the list provided.

3. Once your retiree appears, click on your employee’s masked SSN to open their account:

£ 9007 - AVIARY PUBLIC SCHOOLS R— | we 31

MyTRS Accout Bemingn  Legeun

Member insurance Deduction History

B Employer information

Searche Peafowl, pety £
4 Import History 85N Membes Number MNarme Member Status

£y Dakiction EXERETE @ 258350 PEAFCWL, PETUNIA Retired
eduction Reports

B Employer Reparts

&  MIRS Website > B siePolicy » ©  Contastls > & Vitech Systems Sub LLG 2021. All rights reserved
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4. Once your retiree’s account opens, you'll see any open rebills and/or processed
transactions from previous retiree payrolls.
Notes:
a. The Transaction Date is the date that the entry was made.
b. The Activity Date is the effective date of the change.
c. The Status field will show as “Open” if a bill or rebill will be processed on the next
retiree payroll and “Closed” if it has already been processed on a prior retiree
payroll.
d. The Balance field will be $0.00 for all closed transactions.
When a rebill has been generated, it will be listed as “Rebill...” under the Identifier column.
The rebill amount will only be listed as open until the warrant is processed.
In our example, Petunia has both open rebills and a history of closed transactions. Petunia
happens to have both positive and negative rebills from a complex correction from another
section of our materials.
5. To see the details of a rebill, click on the Transaction #.
B 9007 ~ RVAARY PUELIC SCHOOLS Welcome Wadgar M“h:'“mm IE

A Home

B3 Employer information

) Payroll Calendar

5N

XHH-HA-2175

#* Impart History
[ Deduction Reports ce Transactions
4 EFT & Payments [r—
Trans # Transaction Date Activity Date Trans Type Identifier Status
191217310 > 0311172024 01/01/2024 Premium Rebill Rebill for 01/01/2024 - 03/31/2024 Opar
I'I';'|2'|2§J'I 3 /0172024 Premium Rebill Rebill for 017011 /31/2024 Open
191212310 > Premism Rebill Rebill for 12, j2024 Open
1511169402 » Disbursement Deduction Closed 50,00
191116901 » 021 Disbursement Deduction Closed $0.00
W Employes Reports 180996762 > 03/01/2024 Premium Bl /2024 -03/31/2024 Closed 50,00
185169310 > 02272024 Disbursement Deduction Dish Request losed £0.00
185169300 > Disbursement Deduction Dish Request losed 5000
185120587 > Premivnn Bil EBILL for 02012024 - 0:2/29/2024 Cloged S0.00
179335833 > Disbursement Deduction losed &0.00
179335832 » Disbursement Deduction Closed $0.00
179266479 » 1211972023 01/01/2024 Premium Bil EBILL for 01/01,/2024 - 01/31/2024 Cloged S0.00
173987763 » 1M/16/2023 11/16/2023 Disbursement Deduction Disb Request Closed 50.00
13957762 > 11/18/2023 11/186/2023 Disbursement Deduction Dizh Request Clozed £0.00
173909040 > 11/16/2023 Premium Bil 112023 - 12/31/2023 Closed 50,00
1-1501173 Fage| 1 ot 12 gl

If the rebill is a bill, the total balance will be in black font and if the rebill is a refund, the

total balance will be in red font and in parentheses.
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6. Once the transaction opens, you can see the activity date, billing details by insurance
category, the transaction total and the period the rebill covers. The same options are
available for Premium Bills and Disbursement

A Home

3 Employer Information

B Payroll Calondar

4+ Import Histary
3 Deduction Ry

S EFT & Payments

M Empioyer Repars

[ 9007 - AVIARY PUBLIC SCHOOLS

1/2024 Original (5592 89)

© MRS Website >

=]

Insurance Deduction History | Insurance Transactions | Transaction Detalls

Transaction Summary

Acthity Date Trans # Trans Type
01/01/2024 121233 Premium Rebill
Transaction Details

(5502 89)

Site Policy »

[+]

Contact Us >

Welcome Wadger -

TR oot Semings  Log

Status Balance

Gpen 45928
e

$0. $0.00 $0.00

o Vitech Systems

7. To return to the account, click on the Insurance Transactions and you’ll be returned to
the list of transactions.

IRS

# Home

[ 9007 - AVIARY PUBLIC SCHOOLS

Welcome Wadger

This will return you the Insurance Deduction History Screen.

HITRSY

A Home
B3 Employer information

B Payroli Calendar

Insurance Deduction History | Insurance Transactions

Pealoud, Petunia

Insurance Transactions

Teans &

191217310 >

Trans Type

Promium Rebill

Wieicome Wadger

| 191212313 >
191212310 >

191116902 >

19111680 >
190996762 >
185169310 >
185169309 >
185120587 »
179335633 >
179335832 >
179266479 »
73957763 >
1Z3957T62 >

1739090490 »

Désbursement Deduction

Premiym Bl

Distursement
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Chapter 11—Insurance Reports

MyTRS allows employers to view and download four distinct reports to manage their
insurance process and meet their reporting needs.

1. Click Employer Reports from the left navigation menu.

Wedcome Wadger

| would like to...

|4

Generale Retiree Earnings Limit Caleulater >
Retires Esrminga Limii Calcalesor ACCESS: >
23

Imgart a Deduction Repod File > Periodically, on Friday

¥TRS access 58 benefits.

each month, empilcyers and member

o MyTRS without notice, please plan according!

G5 al bpm, we

-

Deduction Reports i h Dkt

EFT & Payments

o Register an Employee > ERROR reporting. Lise this form to report amy MyTES technical issues you may experience, >

Employee Register an employee with your organizat ESS emor reporting - MTRS (state ma us)

Retiree Insurance
e
e Deduction $

Insurance Rates
Weew Retires Insurance Selections »

Employer Reports

Run a Repedt >
9 MTRS Website > (=] Site Policy ¥ ° Contact Us > Vitech Systems Sub LLC 2021, All rights reserved.
2. Click Schedule Report.
B 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger | b 3
My TRE Account Seftings 1 ngod
#A Home Reports take up to 30 minutes to generate, please retum later to download your report. Reports remain available until 9pm each night
B3 Employer Information
Reports Schedule Report

=] Payroll Calendar
+ Import History Repart Submitted By Status

Employer GASBAS Report > WEYRDH234 on 03/12/2024 1110 AM Not processed
[ Deduction Reports

Employer GASBAS Report » WEYRD1234 on 03/07/2024 09:00 AM Pracessed successtully
§ EFT & Payments

St Employer GASB4S Report > WEYRD1234 on 03/06/2024 05:15PM Processed successfully

Monthly Insurance Deduction Repart > WEYRD1234 on 03/06/2024 0513 PM Processed successfully
[E] Insurance Rales
M Employer Reports

©  MIRS Website > B sitePoiiey > ©  contactus > © Vitech Systems Sub LLC 2021, Al rights
reserved
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2. Select the report you want to schedule, click Next.

Schedule Report

Feport

Please select a report from the list below

(O Employer GASBAS Report

(O Employer Insurance Plan List

(O Members Pending Enroliment

@® Monthly Insurance Deduction Report

O Manthly Insurance Deduction Repaort by Pravider

Explanation of each report:

®  Employer GASB report—This report can be exported to be used for your actuarial
reporting. It can also be used export contact information for open enrollment.

®  Employer Insurance plan list—This report allows employers to export their insurance
plans.

" Members Pending Enrollment—This is not a retiree insurance report, it lists members
who failed to enroll for MTRS membership.

" Monthly Insurance Deduction Report—This is the standard report most employers
use to balance their insurance payment against their insurance roster from their
carrier(s).

" Monthly Insurance Deduction Report by Provider—This report organizes monthly
deductions by carrier type and plans.
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3. On the Report Parameters page:

a. Select the file Export Type you prefer (PDF or CSV). We'd recommend CSV (opens
in Excel).

b. Leave the Run Date as-is.

c. The Employer Code will be pre-filled with your employer code and cannot be
changed.

d. Enter the deduction month you’d like to be contained in the report.

The report month defaults to the current month and year. You will need to change this date
if the month’s retirement payroll hasn’t been processed, or if you want to access a prior
month’s report. You should enter the mm/yyyy for the check you are pulling a report for.

e. Click Schedule.

Schedule Report

FRepart Report Paramaters

Please enter the following detalls for this report request

() POF @ CsV
P Diste*
03/12/2024

Cancel Previous
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This message will be displayed if the data you entered is sufficient and the queued report
will be displayed with a Status of “Not Processed.”

Welcome Wadger
@ "Monthly Insurance Deduction Report has been schedubed and will begin momentarly. x My TR Account Bettings  Logaut

A Home Reports take up to 30 minutes 1o generate, please retumn later to download your repert. Reports remain avallable until 9pm each night.

B3 Employer Information

Repoﬂg Sehedule Reporn
5 Payroll Calendar
Report Submitted By Status
Monthly. ion Repart » WEYRD1234 on O 2024 11:15 AM - Mot processed

Employer GASBAS Report » WEYRD1234 on 03/1

/2024 1110 AM Processed successfully

4. When the report has been successfully processed, This message will be displayed and
the report status will update to “processed.” Click the Report link to open report.

Welcome Wadger
& Repart “Manthiy Insurance Deduction Repon” is ready o view, X

MYyTRS Azceunt Satlings  Logost

#A Home Reports take up 1o 30 minutes to generate, please return later to download your report. Reports remain available until 9pm each night.

B3 Employer Information

Reports Schedule Report
=) Payroll Calendar
& Import History Report Submitted By
Mtonthly Insurance Deduction Report > WEYRD1234 on 03/12/2024 11:15 AM
[ Deduction Reports
Employer GASEAS Report > WEYRD1234 on 03/12/2024 1110 AM Processed successTully

N N

Depending on the browser you are using to access MyTRS, and the format you chose, the
report will download or open accordingly.

For example, in Edge .csv files will not automatically open.

5
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Sample view of a csv report:

A | e | ¢ | o | E | F | & | w [ v | 1 | xk | 1
Manthly Ihsurance Deduction Report for 12/2023
Employer: 9007 - AVIARY PUBLIC SCHOOLS
Total Premium: $5,258.96
No. of Members: 19
= Name 55N MED MED 2 MED 3 LIFE OPTLIFE DENTAL VISION  Total Premium
N ALBATROE ¥XN-XX-45 197.63 197.63 0 0 0 0 0 $395.26
BLACKBIRI XXX-XX-5] 330.74 0 0 2.49 0 47.83 0 538106
BLUE JAY, XXX-XX-28 197.63 0 0 0 0 0 0 5197.63
BUDGERIG XXX-XX-3) 197.63 0 0 2.49 0 47.83 0 5247.95
CASSAWA XXX-XX-5¢ 395.24 0 0 ] ] 0 0 5395.24
HORMBILL XXX-XX-7] 330.74 0 0 0 0 47.83 0 $5378.57
S KINGFISHEXXX-XX-4(  406.36 0 0 2.49 ] 47.83 0 5456.68
N MALLARD, XXX-XX-65 1597.63 1597.63 0 2.49 1] 0 0 $5397.75
JEN NYCTIBIUL XKX-XX-1¢ o o 0 2.49 0 95.64 0 5$98.13
PASSERIN XXX-XX-0] 197.63 0 0 0 0 0 0 $197.63
N PEAFOWL XXX-¥X-21 330.74 197.63 0 0 0 0 0 $528.37
PENGUIN, XXX-XX-52 197.63 0 0 0 0 47.83 0 524546
SN RAVEN, R XXX-XX-6] 0 0 0 2.49 0 0 0 $2.49
REDTAIL, FXXX-XX-6( 197.63 0 0 0 0 0 0 5197.63
vl ROBINS, R XXX-XX-7( 197.63 0 0 ] ] 47.83 0 5245.46
240 SPARROW XH{X-X(X-22 197.63 0 0 2.49 0 0 0 5200.12
el STORK, SA XOX-XX-4: 1597.63 0 0 2.49 ] 47.83 0 5247.95
EEN VULTURE, XXX-XX-6€ 1597.63 0 0 2.49 1] 47.83 0 5247.95
ol WOODPE(XXX-XX-9;  197.63 o 0 0 0 0 0 $197.63
LR TOTALS HEEEHEEE  5592.89 $0.00 $22.41 S0.00  $478.28 S0.00  Hues
Page 1 of 1
29
gl

If the report opens in a different browser tab, go back to the Employer Reports page by
clicking on the original tab you were working in.

Notes:

B The report may take up to 30 minutes to process. We recommend requesting the report, then
checking back in later for the report rather than waiting while it runs. If you are working on
something else in MyTRS, the confirmation message will pop-up on the screen you are working in.

B The report will be available to you under Employer Reports until 9pm the same day.

B [f we have an email address on file for your account, you will receive an email when the report has
been successfully completed. This takes the guess work out of knowing when the report is ready!

B Reports can be run for any month/year going back to Oct 2013.

B  Please remember that the GASB45 report is designed to be your OPEB information source and
can be used to locate contact information for your retirees. The GASB45 will not always reflect the
deductions taken for that period and should not be used to verify your check amount or actual
deductions taken for the associated period. The Monthly Insurance Deduction Report is designed
to meet that need.
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Chapter 12—View Plan Rates

MyTRS allows employers to view retiree plan information and the corresponding monthly
premium costs.

To review your rates:

1. Click Insurance Rates from the left navigation menu.

Wedcome Wadger

| would like to...

e Generate Retiree Earnings Limit Calculator »

Import -

employers and members lose ocess benefits

v MyTRS withott r

-

Imgart a Deduction Repod File >

Deduction Reports :

o Register an Employee >

Make a Payment »

e Retiree Insurance Selections >
b review individus] reties insurance selectiont

¥
B i oo

& MIRS Website > B siePolicy » ©  Contactus > Witech Systems Sub LLC 2021, All righ

2. The insurance plans and premiums will be displayed.

wa

Welcome Wadger

WyTRS Account Semings

Home

Insurance Premiums Add Rates  Edit Rates % T
[T
Employer Infermation

Coverage Type Insurance Carrier Plan Plan Coverage Stop Date

Medical

Payroll Calendar

BL

E CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Famity

Import History

Dental NOT AFPLICABLE NOT AFFLICABLE (NA) Family

Deduction Reports .

Dental NOT APPLICABLE NOT APPLICABLE (NA) ual

NOT A Indgividual for 2

CABLE NOT APPLICABLE (NA)

EFT & Payments Dental

Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Individual

or

Medical BLUE Individual 330.74

JROSS BLUE SHIELD HMO BLUE {HB)

BLLE 886,33

CROSS BLUE SHIELD

Medical HMO BLUE (MB) Fanmity

Basic Life BASIC LIFE BASIC LIFE (2

Medical MEDEX HEALTH MEDEX [MX)}

Medical MEDEX HEALTH TWO MEDEX'S (MXZ)

Senior

Second Medical MEDEX HEALTH MEDEX (MX)

Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Survivor

Surviver

Madical BLUE CROSS BLUE SHIELD HMO BLUE (HE)

ond Medical MEDEX HEALTH MEDEX (MX) Seniar 12/31/2023
Medical MEDEX HEALTH TWO MEDEX'S (M2 Senior 12 2023
Medscal MEDEX HEALTH MEDEX {MX) Senior 12/31/2023
Basic Lite BASIC LIFE BASIC LIFE (2000} Inaividual 07/01/1998 06/30/2023 215
Medical BL “ROSS BLUE SHIELD HMO BLUE [HB) Individual 07/01/2022 i 23 310.52

Medical BLUE CROSS BLUE SHIELD HMO BLUE (HB) Famity LRl Fied 06/30/2023 B32.15

/2023 38152 =

Medical BLUE SHIELD BLUE CROSS - BLUE SHIELD {BC) Individusal 07/01/2022 i3
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3. The plans grid can be sorted by any of the columns with the sort icon showing. Some
fields cannot be used to sort in view mode but are available to sort by in edit mode.
When sorted, you'll see the sort indicated by a filter bubble above the grid.

[ 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger - 2l

#A Home 10
Insurance Premiums Add Rates  Edit Rates
E Fitars
B3 Employer Informs )
12 Payroll Calendar Sort: Coverage Type (Ascending) )
% Import History Caoverage Type = | Insurance Carrier Plan Plan Coverage Start Date Stop Date Premium
Basic Lite BASIC LIFE BASIC LIFE (2000) Individual 3 215
[0 Deduction Reports
Basic Life BASIC LIFE BASIC LIFE (2000) Individessl 070172023 249
$ EFT& Payments
S i i Dental NOT APPLICABLE NOT APPLICABLE (NA) Farnily 04/017213 95.12
s Employes Roster Dental NOT APPLICABLE NOT APPLICABLE (NA} Famity 171,44
Dental NOT APPLICABLE NOT APPLICABLE (NA) Famity 0710172018

Dental NOT APPLICABLE NOT APPLICAELE (NA) Indlividual 04/01/20013

Dental NOT APPLICABLE NOT APPLICABLE (NA) Inciv

[E] Insurance Rates

Dental NOT APPLICABLE NOT APPLICABLE (NA} Ingiividual 49.82
[ Empioyer Rey Dental HOT APPLICABLE NOT APPLICABLE (NA) Inciivichual for 2 97.97
Dental NOT APPLICABLE NOT APPLICABLE (NA) Individual tar 2 99.62
Dental NOT APPLICABLE DENTAL LOW {DL) Individual 07/01/2020 06/30/2022 2923
Dental NOT APPLICABLE NOT APPLICABLE (NA) o702 4783
Dental NOT APPLICABLE NOT APPLICABLE (NA) Individual for 2 07/01/2022 95.64
Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Family 07/0172004 08/30/2007 78543
Medical BLUE CRUSS BLUE SHIELD BLUE CROSS - BLUE SHIELD {BC) Family orimZng 919.64
Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD { Family 07/01/2020 944,38
Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Famity orzn? 08/30/2019 988.89
Medical BLUE CROSS BLUE SHIELD HMO BLUE {HB) Family 07/ /2011 06/30/2014 60310
hdacic BLUE CROSSRILE SLIELD MO BLUE (LB i Slioni Jaciiiont Al1G0

4. Use the Filters button to filter or sort the list (e.g., by Coverage Type or Start Date).

Py
RS B3 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger

#A Home
Insurance Premiums Add Rates  Edit Rates

B2 Employer Information

&) Payroll Calendar Cormes Trve Fow Pale
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5. The view defaults to display ALL the plans you offer; however, you can choose a more
refined list by using the Filters button to filter by Coverage Type (for example). Click
Medical, then click Apply.
Welcome Wadger |
Filters Apply X
Collapse All 7
Filter by
Coverage Type
Basic Life
Dental
Medical
Second Medical
Plan
Q, Search
AETNA MEDICARE PLAN (AMP)
AETNA MEDICARE PLAN (AMP)
BASIC LIFE (2000)
BLUE CROSS - BLUE SHIELD (BC)
DENTAL LOW (DL)
6. MyTRS will now display your plans, as specified and show both filter bubbles indicating
the filter and sorting options.
[ 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger | o 3

A Home
B Employer Information
[ Payroll Calendar

* Import History
Medical
clion Reparts

Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical
Medical

Medical

Insurance Premiums

Coverage Type =)

Insurance Carrier

BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD
BLUE CROSS BLUE SHIELD

BLUE CROSS BLUE SHIELD

Filter: Coverage Type (Mecicall € Sorc Coverage Type (Ascending) )

Plan

BLUE CROSS - BLUE SHIELD (BG)

BLUE CROSS - BLUE SHIELD (BC)
BLUE CROSS - BLUE SHIELD (BC)
BLUE CROSS - BLUE SHIELD (BC)
HMO BLUE (HE)
HMO BLUE (HE)
HMO BLUE (HE)
HMO BLUE (HE)
HMO BLUE (HE)
HMO BLUE (HE)
HMO BLUE (HB)
BLUE CROSS - BLUE SHIELD (BC)
BLUE CROSS - BLUE SHIELD (BC)
BLUE CROSS - BLUE SHIELD (BC)
BLUE CROSS - BLUE SHIELD (BC)
BLUE CROSS - BLUE SHIELD (BC)

BLLE CROSS - BLLIE SHIELD (BC)

BLUE CROSS - BLUE SHIELD (BC)

HMO BLUE (HE)

Plan Coverage
Family
Family
Family
Family
Family
Family
Family
Family
Family
Family
Family
Ingdivicuaal
Inaividual
Individual
Incdiwichual
Ingividual

Individusl

Individual

Individual

Start Date

07012014

ormEnT
o7o/2on
07/01/2014
oFozms

07/01/2019

07/01/2015
o072ne
0702020

o7/ ame

07/01/2

07/01/2013

Add Rates  Edit Rates

06/30/2015

06/30/2016

0&/3

/2020

06/30/2007

06/30,/2010

06/30/2014

06/30/2015

D6/30/2014

Wiy TRE Accourd Battings  Logout

78543
919.64
94438
98889
603.10
64160
711.54
751.24
7748
i
&07 79
279.14
29416
32622
344,43
353.69
/61
37035

227.19
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7. You may want to export your information to excel to sort and organize yourself before
deciding what changes needed to be made. To export this information, click Export and
the report automatically downloads to an Excel file.

Welcome Wadger e =

MyTRS Account Settings Logout

»

Add Rates  Edit Rates 4 10

Export Filters

Note:

®  This information can also be accessed by using the Employer Reports function. See
Chapter 11 for more details.
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Chapter 13—Add / Edit Plan Rates

Process Insurance Plan Rate Changes

Maintaining insurance plans and the plan prices was previously exclusively managed by the
MTRS but this process can now be done directly in MyTRS. Employer users can add a row
for any plan associated to their employer.

Please note: Associating new plans to an employer will still be managed by the MTRS indefinitely.

Creating new rate periods for a plan price change, requires users to add a new row at
the new price level. Overwriting existing plans will result in the original deductions being
refunded.

To add a new plan rate row, there is a two-step process:

1. Add the new rate row to the plan via the Add Rates function.

2. The row adds with a rate of $ 0.01 so the new premium rate must be changed via the
Edit Rates function.

Add Plan Rates

1. Select Insurance Rates from the left navigation menu.

| would like to...

Generate Ratires Earnings Limit Caleulator > —
Retires Esrminga Limii Calcalesor ACCESS: » 01/02/2024
ployers and memi lose MyTRS acces:
scdown MyTRS without notice, please plan

Imgart a eduction Repodt File >
impot and process a Deduction Report File

Begister an Employes > ERROR reporting: Use this form to report amy MyTRS technical issues you may experience, > 3/00/2023

ESS ermor reporting - MTRS (state ma us)
Make a Payment »

Make § one time payment

View Retires Insurance Selections >

M Employer Reparts it e ot

Run a Repedt >
flun Retiree Insurance Deduction History, Pending Enrofiment Beport, et

Witech Systems Sub LLC 2021, Al rights reserved

& MIRS Website > B sitePolicy » ©  comactus »

Note:

Each of the View Rates, Add Rates and Edit Rates has a distinctly configured filter function
so depending on preference, users can filter for plans to add before going into the Add
Rates feature or use the filtering in the Add Rates function to filter for selections. For these
instructions, we’ve assumed you're filtering using in the Add Rates stage, for the View Rates
filtering, see the View Rates section of these instructions.
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2. Click Add Rates.

[E3 9007 - AVIARY PUBLIC SCHOOLS me Wadger

My TS Accrern Siettings  Logot

#A Home

Insurance Premiums Add Rates  Edit Rates 2 T
B Emplayer Informa et

Coverage Type Insurance Canler Plan Plan Coverage

SHIELD (BC) Famity

Stop Date

Medical BLUE CROSS BLUE SHIELD BLUE CROSS - B

L
4 Import History

Dental NOT APPLICABLE

(=R i Dental

NOT APPLICABLE (NA) Family

NOT APPLICABLE NOT APPLICABLE (NA) Indli

§ EFT & Paymants Dental NOT APPLIGABLE NOT APPLICABLE (NA)

Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC)
Employee Roster

Medical BLUE CROSS BLUE SHIELD

HMO BLUE (HB)

Medical BLUE CROSS BLLX

SHIELD HMO BLUE (HB) Family

o

Ba

ic Life

History BASIC LIFE BAS Indivigizal

Medical MEDEX HEALTH MEDEX (MX) Senlor

& Insurance Rates

Medical MEDEX HEALTH TWO MEDEXS (MXZ)

Senlor 10720,

I8 Empleyer Repol

Second Medical MEDEX HEALTH MEDEX (MX) f01/2024

Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIE

Medical BLUE CROSS BLUE SHIELD HMO BLUE (HB)

Second Medical MEDEX HEALTH MEDEX, (MX) Sarior 1/01/2023

Medical MEDEX HEALTH TWO MEDEXS (MXZ) Senior 01/01/2023 1232023

Medical MEDEX HE. MEDEX (M) Seniar

Basic Life BASIC LIFE BASIC LIF 10} Individual 215
Medical BLUE CROSS BLUE SHIELD HMO BLUE (HB} Individual n

Medical BLUE CROSE BLUE SHIELD H HLUE (HE) Family E3215

Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Indp 38152
e LpEEey e L nee DU, TR s e 3051 minsn e

3. Once the rates are viewable, you can locate the plan option you would like to add by
either:

®  Sorting the column by clicking on the header
®  Migrating page by page using the arrows in the bottom right corner or,

®  Using the Edit Rates Filter where you can filter by typing in values.

Add Rates

Please select the Plan Coverage(s) and enter Start Date for the new Premium Rates

Start Date*

Select Coverage Type Insurance Carrier Flan Coverage
Medical BLUE CROSS BLUE SHIELD LS F - BLUE SHIELD (BC) individusl
Medics BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD {BC) individual foy
Medicat BLUE CROSS BLUE SHIEL BLUE CROSS - BLUE SHIELD (BC)

Medica BLUE CROSS BLUE S| B ROSS - BLUE SHIELD (BC)

Medica BLUE CROSS BLUE SHIELD HM0 BLUE (HB)

Medica UE UE SHIEL HMO BLUE (HE)

Medica 5 ElL HMO BLUE (HE)

Medical BLUE CROSS BLUE SHIELD HMD BLUE (HB)

Medical EDEX HEALTH EX (MX}

Medica MEDEX HEALTH MEDEX [MX]}

Medical MEDEX HEALTH MEDEX (M}

Medical MEDEX HEALTH TWO MEDE

Medical MEDEX HEALTH TWO MEDEX'S (MXZ

O
O
a
O
a
O
]
[
O
O
o
O
O
O

Medical MEDEX HEALTH TWO MEDEX'S (MX2}

]

Cancel
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4.

In the example below, a filter has been applied to only show Aetna plans.

Now that the Aetna options are viewable, enter the Start Date for the new rate then
check the select box next to the plan(s) that need a new rate added. When selecting plans
to update, please make sure to only select the plans and coverage types (individual,
family, senior, etc.) you currently need to avoid cluttering up your options with plans
you don’t use/need.

You may need to scroll through the pages if you need to add multiple types of plans.
The check boxes remain checked as you scroll through the pages. I would recommend
adding a few plans and prices at a time to avoid confusion and/or mistakes.

S on OurTS MRS perfeval T Sendcedeskfor Ty UMassD  [% 558 [ M55 [ Sharefile Login

Please select the Plan Coverage(s) and enter Start Date for the new Premium Rates Avely

Start Date”

Select Insurance Carrier Plan

BLUE CROSS BLUE SHIELD BLLE CROSS - BLUE SHIELD (BC)

oo

e
BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHI
No

BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHI
BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC Coverags Type

BLUE CROSS BLUE SHIELD HMO BLUE (HE) Q

BLUE CROSS BLUE SHIELD HMO BLUE (HB)
Medical BLUE CROSS BLUE SHIELD HMO BLUE (HE) Q. aema

Medical BLUE CROSE SHIELD HMO BLUE (HI
edica LUE CROSS BLUE SHIELD M40 BLUE (MB) Plan Coverage

aQ

MEDEX HEALTH MEDEX (MX)

Medical MEDEX HEALTH MEDEX [MX)
Insurance Carrier

Q

u 1 MEDEX HEALTH MEDEX (MX)

MEDEX HEALTH TWO MEDEX'S (MXZ)

O
O
O
O
O
O
(]
O
O
O
0

MEDEX HEALTH TWO MEDEX'S (MX2) Indevidual for 2

MEDEX HEALTH TWO MEDEX'S (MX2) Senler

10

Cancel  Done

Reset x

Collapse All
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5. Click Done once the Start Date is entered and options are selected.

Add Rates

Search: Fian (Azma) €

Please select the Plan Coverage(s) and enter Start Date for the new Premium Rates

Sart Dabe®

o:.fm.E-E

Coverage Type Plan Plan Coverage
Medical AETNA MEDICARE PLAN {AMP) Survives

Medical AETHA MEDICARE PLAN (AMP) Seniar

Second Medical AETNA MEDICARE PLAN (AMP) Senior

Cancel  Done

Note:

Failing to enter a start date will trigger the following error and any date entered that is
not the first if the month will be corrected to the first day of the month and year entered as
coverage can only be entered as full-month coverage.

Start Date*

Start Date is required

This message will be displayed if the plan has been successfully added.

Welcome Wadger

& Please click on Edit Rates button 1o enter Premium Amotnts for the rows added with new Effective Stan Date. x MYTRS Account Setsings  Logeut

# Home
Add Rates  Edit Rates

B3 Employer Infermation
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Important!
You'll see that all of the plans that you added will be added with a premium of $0.01 and
the stop dates for the previous periods will have a stop date of one day before the new plan
price start date. Please proceed to the next section on editing rates to add the proper price
to your plan rates.
[ 9007 - AVIARY PUBLIC SCHOOLS Waelcome Wadger i al

MyTRE Accound Settigs  Logout

Insurance Premiums Add Rates  Edit Rates > 4
Coverage Type Insurance Carrier Plan Plan Coverage Start Date Stop Date Premium
Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD {BC) Farnily 07/01/2020 932438
Dental NOT APPLICABLE MNOT AFPLICABLE (NA) Family 070172019 174.32
Dental NOT APPLICABLE NOT APPLICABLE [MA} Individual 07/01/2022 4783
Dental NOT APPLICABLE NOT APPLICABLE [NA} Individual for 2 0770172022 9564
Medical EBLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Individual 07/01/2 406.36
Medical BLUE CROSS BLUE SHIELD HMO BLUE (HB) Individual 07/01/2 330.74
Medical BLUE CROSS BLUE SHIELD HMD BLUE (HB) Farnily 07/01/2023 BB86.33
urance Deduction
2 History Basic Life BASIC LIFE BASIC LIFE (2000) Individual 07/01/2023 249
@ Ingurance Rates Medical MEDEX HEALTH MEDEX (MX) Senior 0140142024 197,63
[ — Medical MEDEX HEALTH TW0O MEDEX'S (MX2) Senior 01/01/2024 195.24
Second Medical MEDEX HEALTH MEDEX {MX) Senler 01/01/2024 197.63
Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD {BC) Survivor 01/01/2024 17.50
| Medical ELUE CROSS BLUE SHIELD HMO BLUE (HE) Survlvar 0170172024 om
Second Medical AETNA AETHA MEDICARE PLAN (AMP) Senior 01/01/2024 0.01
Medical AETHA AETNA MEDICARE PLAN (AMF) Senlor 010172024 0.01
Second Medical TUFTS HEALTH TUFTS (T} Senlor 12/01/2024 om
Medical TUFTS HEALTH TUFTS (T) Senior 010172024 om
Second Medical MEDEX HEALTH MEDEX (MX) Senior 01,/01/2023 189.96
Medical MEDEX HEALTH TWO MEDEX'S (MX2) Senior 0170172023 3799
Medical MEDEX HEALTH MEDEX {MX) Senior 0170172023 189.96
P BAGlC LEE Bl LG o e Ll
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Edit Plan Rates

The Edit Plan Rates function in MyTRS allows employer users to change or correct the price
of health plan. IF you are looking to change the rate for a plan effective for a new period,
you MUST add a new row using the Add Plans instructions. DO NOT change the existing
rate or your rate change will be retroactive. If you change the start date to a row that
correctly had deductions, MyTRS will refund the associated deductions. If this is unclear,
please contact us at insuranceupdates@trb.state.ma.us BEFORE you make any changes.

1. From the Insurance Rates screen, Click Edit Rates.

il 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger

A Home 3 Y
Insurance Premiums Add Rates  Edit Rates =
Eupert i
B3 Employer Information :
) Payroll Calendar Coverage Type Insurance Carrier Plan Plan Coverage Start Date Stop Date Premium
Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Family f 94438
& Import History
Dental NOT APPLICABLE NOT APPLICABLE (NA) Family 174.32
O3 Deduction Reports Dental NOT APPLICABLE NOT APPLICABLE (NA) Individual 07/01/2022 47.83
§ EFT&Payments Dental NOT APPLICABLE NOT APPLICABLE (NA) Individual for 2 9564
s Emph Rost Medical BLUE CROSS BLLE SHIELD BLUE CROSS - BLUE SHIELD (BC) Individual 406,36
=% Employee Roster
Medical BLUE CROSS BLLE SHIELD HMO BLUE (HB) Individual 33074
Selections Medical BLUE CROSS BLUE SHIELD HMO BLUE (HB) Family 886.33
Insurance Deduction
9 History Basic Life BASIC LIFE BASIC LIFE {2000} Individual 249
[ insurance Rates Medical MEDEX HEALTH MEDEX (MX) Serior 197,63
Medical MEDEX HEALTH TWO MEDEX'S (MXZ) Senior 39524
M Emplover Reports
Second Medical MEDEX HEALTH MEDEX (MX) Senlar 197.63
Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Survivor 17.50
| Medscal BLUE CROSS BLUE SHIELD HMO BLUE (HB) Survivor oo
Second Medical AETHA AETNA MEDICARE PLAN (AMP) Seniar oo
Medical AETNA AETNA MEDICARE PLAN (AMP) Senlor om
Second Medical TUFTS HEALTH TUFTS(T) Sanior 0.0
Medical TUFTS HEALTH TUFTS(T) Seniar om
Second Medical MEDEX HEALTH MEDEX {MX]} Senlar 12/31/2023 180.96
Medical MEDEX HEALTH TWO MEDEX'S (MX2) Seniar Ireez
Medicai MEDEX HEALTH MEDEX (MX) Senior 189.96
Boci o ACiies e laE oo oo Loineeno oo o
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2. Depending on why you are editing rates, you may want to filter or sort the plans shown

3.

to locate the rate you want to edit. Unlike the View Rates Screen, every column in Edit

Rates can be sorted by clicking on the header.

For our example, we'll be adding prices for the plans added in the Add Plans section of

these instructions. To target all of the plans we just added, we're going to sort the screen
by the premium value so all plans with a price of $0.01 are listed first. If you prefer a
different filtering or sorting method, each will work.

Edit Rates

Sort: Premium (Ascending) @)

Caverage Type
Second Medlical
Medical
Second Medical
Medical

Medical

Insurance Carrier

TUFTS HEALTH

BLUE CROSS BLLE SHIELD
AETHA

AETNA

TUFTS HEALTH

Plan

TUFTS (T)

HMO BLUE (HB)

AETNA MEDICARE PLAN (AMP)
AETNA MEDICARE PLAN (AMP)

TUFTS (T)

Plan Caverage
Senior
Survivis
Senior

Senior

Senior

Basic Life
Basic Life
Medical
Dental
Dental
Dental
Dental
Dental
Dental

Dental

1-1501 76

BASIC LIFE

BASIC LIFE

BLUE CROSS BLUE SHIELD
NOT APPLICABLE

NOT APPLICABLE

NOT APPLICABLE

NOT APPLICABLE

NOT APPLICABLE

NOT APPLICABLE

NOT APPLICABLE

BASIC LIFE (2000)

BASIC LIFE (2000)

BLUE CROSS - BLUE SHIELD (EC)
DENTAL LOW (DL)

MOT APPLICABLE (NA)

NOT APPLICABLE (NA)

NOT APPLICABLE (NA)

NOT APPLICABLE (NA)

HNOT APPLICABLE (NA)

NOT APPLICABLE (NA&)

Individual 07/01/1998 06/30/2023
Individual

Survivor

Inaivichusl

Individual

Individual
Famity 03/31/2017

Individual far 2

B3 EE2EEDEE B)EERDEERR

Cancel

To add the price to our newly created plans, simply click on their premium field and
key in the correct price.

Edit Rates

Sort: Premium (Ascending) €3

TUFTS HEALTH

Plan

TUFTS (T)

Start Date

Sanior

Medical
Second Medical
Medical
Medical

Basic Lite

Dentai
Dental
Dental
Dental
Dental

Dental

BLLE CROSS BLUE SHIELD
AETNA

AETMA

TUFTS HEALTH

BASIC LIFE

BASIC LIFE

BLLE CROSS BLUE SHIELD
NOT AFPLICABLE

NOT APPLICABLE

NOT APPLICABLE

NOT AFPLICABLE

NOT APPLICABLE

NOT APPLICABLE

HMO BLUE (HB)

AETMA MEDICARE PLAN (AMP)
AETMA MEDICARE PLAN (AMF)
TUFTS(T)

BASIC LIFE {2000)

BASIC LIFE (2000)

BLUE CROSS - BLUE SHIELD (BC)
DENTAL LOW (DL)

NOT APPLICABLE (MNA)

NOT APPLICABLE (NA)

NOT APPLICABLE (NA)

NOT APPLICABLE (NA)

NOT APPLICABLE (NA)

Sutviver

Senior

Senior

Senior

Individual 07 ] 0&/30/2023

Incl

Indrvdual 07, 20 06/30/2022
Individieal 113 oy2m7
Individuz

Ingividual 0 n7 0673072019
Individual y 06/3

Family

=2
|
o)
]
)
&
]
]
]
i)
]
]
)
&

Apply
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Click Apply to save the changes made. You can click Save if you have completed all the
rate changes.

To update other plan rates, filter or sort accordingly and follow the instructions to make
your changes.

Click Save when you have completed all the updates.

The new rates are now set for each plan effective on the Coverage Start Date entered.

RS

# Home

B3 9007 - AVIARY PUBLIC SCHOOLS

Welcome Wadger |

MTRS Actount Gamings  Logeut

Insurance Premiums Add Rates  Edit Rates
Fil

B3 Employer Information i
E Payroll Calendar Coverage Type Insurance Carrier Plan Plan Coverage Start Date ‘Stop Date Premium

Medical BLUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD {BC) Farmily 07/01/2020 944 38
% import History

Dental NOT APPLICABLE NOT APPLICABLE (NA) Famity 0iM 209 17432
[ Deduction Raports Dental NOT APPLICABLE NOT APPLICABLE (NA) Indlvidual 07/01/2022 4783
S EFT & Paymenis Dental MNOT APPLICABLE NOT APPLICABLE (MA} Individusl for 2 070172022 95.64

Medical ELUE CROSS BLUE SHIELD BLUE CROSS - BLUE SHIELD (BC) Ingividual 07/01/2023 406.36
&% Employes Roster

Medical BLUE CROSS BLUE SHIELD HMO BLUE (HB) Incividual 07/01/2023 33074

clions Medical BLUE CROSS BLUE SHIELD HMOD BLUE (HB) Famiky oFrms2023 B36.33
rance Deduction

Basic Life BASIC LIFE BASIC LIFE (2000) Individual 07/01/2023 249
[@ insurance Rates Medical MEDEX HEALTH MEDEX (MX) Seniar 01/01/2024 197 63

Medical MEDEX HEALTH TWO MEDEX'S (MX2) Seniar /0172024 395,24
@ Employer Reports

Second Medical MEDEX HEALTH MEDEX {MX) Senior 197,63

b { ROSS B o] CRO 4 HIELD (BC) rvivor 7.5

Medical BLUE CROSS BLUE SHIELD HMD BLUE {HB) Survivar &60.00

Second Medical AETHA AETHA MEDICARE PLAN (AMF) Senior 01/01,/72024 89.99

Medical AETNA AETHA MEDICARE PLAN [AMF) Senior 01/01/2024 89.99

Second Medical TUFTS HEALTH TUFTS (T} Senlor 120172024 97.45

Medical TUFTS HEALTH TUFTS (T) Senior 01/01/2024 8745

Second Medical MEDEX HEALTH MEDEX {MX) Senkar 01/01/2023 12/31/2023 180.96

Medical MEDEX HEALTH TWO MEDEX'S (MX2) Senior 01/01/2023 12/31/2023 3r992

Medical MEDEX HEALTH MEDEX {MX) Senior 01/01/2023 12/31/2023 189.96

Bt Bbeic LG BbEle LR (a0n0, L0a0008 Sesanianas aig

Notes:

®  When global plan rate changes are completed by an employer in MyTRS, an
overnight batch process is triggered at the MTRS that:

* Identifies that employer’s retirees or survivors with that plan coverage,

* Enters a Stop Date on the existing rate event for each retiree, and

* Creates a new coverage event at the updated cost for each retiree, effective for the
date specified when setting up the new rate.

®  This process enables MyTRS to globally update the rate for all affected benefit
recipients, thereby eliminating the need for the employer to manually update each
retiree each year. Keeping the rate history also allows MyTRS to calculate rebills
properly when needed.




Retiree Insurance in MyTRS | MTRS Employer Training Guide—Chapter 14 95

Chapter 14—Premium Rate Holidays

If your town offers premium rate holidays, you will need to process them directly in
MyTRS.

There are typically three types of rate holidays implemented by employers. Below are the
options available in MyTRS to accommodate those three types of rate holidays.

1. Every enrollee skips payment for a month (plan-price method):

If you offer a full rate holiday (no premiums paid for a month), you can enter that plan at
the cost of one penny for the month. You cannot enter a plan at the cost of $0.00.

To process this type of rate holiday:

a. Add a price change for that plan—Ileave the premium rate = “.01” for the month of
the rate holiday. The system does not allow the rate to be set to $0 without cancelling
the plan entirely. (See Chapter 13 for instructions on how to Add & Edit Rates).

b. The next day, select the plans which you previously set to “.01” —on this new entry
you will set the rate back to the full premium amount with a start date of the 1st of
the next month (see Chapter 13 for instructions on how to Add & Edit Rates).

®  This results in three entries for the same plan:

* Original entry at the full premium rate.
* Anentry with the rate = .01 for the month of the rate holiday.
* Final entry back at the full premium rate.

2. Plan price reduction:

If you offer a partial or discounted rate holiday (partial premium paid for a month), you can
enter that plan at a reduced rate for the month.

To process this type of rate holiday:

a. Add a price change for that plan at the lower rate (See Chapter 13 for instructions on
how to Add & Edit Rates).

b. The next day, add another price change for that same plan—on this entry you will
set the rate back to the full premium amount (see Chapter 13 for instructions on how
to Add & Edit Rates).

®  This results in three entries for the same plan:

* Original entry at the full premium rate.

* An entry with the reduced rate for the month of the rate holiday.

* Final entry back at the full premium rate.
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3. Per retiree rate holidays:

If you offer a full rate holiday and setting the plan to one penny will not suffice or if your
holiday doesn’t apply to all enrollees, you can implement your rate holiday manually
per retiree by stopping deductions on their current row then adding a new row to restart
deductions.

a. Go to the retiree’s Insurance Maintenance screen.

b. Initiate a Cancel Enrollment, add a Coverage Stop Date to the retiree’s coverage so
no deductions will be taken for the month of the premium holiday. (See Chapter 9
for instructions on how to cancel enrollments.)

c. Initiate a Change Enrollment, add a new row (re-select existing plan) with a
Coverage Start Date one month (or more) after the Coverage Stop Date of the
previous row to resume deductions. (See Chapter 5 for instructions on how to
change enrollments.)

®  This results in the retiree having two entries for the same plan:
* Original entry at the full premium rate.

* Second entry at the full premium rate with a new Coverage Start Date a month
(or more) later than the Coverage Stop Date of the previous entry. See below for
an example of a member with a holiday for the period of December 2023.

In the example below, the coverage stop date of 11/30/2023, and coverage restart date of
01/01/2024 represents no charge for the December 2023 coverage period.

B 9007 - AVIARY PUBLIC SCHOOLS Welcome Wadger ket 2

MyTHS Account Settings  Lagout

# Home + b
Member Insurance Maintenance Add/Change Coverage =
B Employer Information .
) Payroll Calendar Soariu vibire @
88N Member Number Member Name Coverage Type Insurance Plan Plan Coverage Start Date Stop Date Premibum Amount
* Import History
EXXXN-GOIT > 4659 Vulture, Vicky Medical MEDEX {MX]) Senior 01/01/2024 19763
E-J-Becticrion Heports KXEX6637 > 94669 Vulwre, Vicky  BasicLife BASIC LIFE (2000) Individual 07/01/2023 s249
$ EFT & Payments ERE-KE-BH3T » G466 Vulture, Vicky Medical MEDEX (MX) Senlor 01/01/2023 11/30/2023 ‘ £189.96
= Emnioyae Roster EXX-XN-G63T > 94669 WVuiture, Vicky Dental NOT APPLICABLE (NA) Individual ois2022 §47.83
an Employse Rostes
AEN-KX-6HIT » 4669 Wudture, Vicky Medical MEDEX (MX) Senior 01/ /2022 1273172022 5199.96
HEEREGEIT ¥ 94669 Vulture, Vicky Dental NOT APPLICABLE (NA) Individual 54783
REK-KX-6637 » 4669 Wulture, Vicky Medical MEDEX (MX) Senior 32021 $197. 71
[E Insurance Rates KXLXH6637 > 94669 Vulture, Vicky Dental NOT APPLICABLE (NA) Individual o4mzm? 06/30/2019 549.00
n Emel fenart XIC-N-E63T > 4669 Vulture, Vicky Medical MEDEX (MX) Senior o207 1273172017 519494
mplcyer Reports
EXR-XN-G6IT > 94669 Vudture, Vicky Medical MEDEX [MX) Senior 01/01/2016 1273/2018 $175.20
EAKXK-BB3T » 4669 Wulture, Vicky Medical MEDEX {MX) Sénior 12/31/2015 S166.57
HERHHGOIT > 94669 Vulture, Vicky Medical MEDEX {MX) Senior 12/31/2004 $160.70
AXEAN-663T » 4669 Vulture, Vicky Medical MEDEX {MX) 07/01/2013 06/30/2014 5274.80
EEX-XXGOIT > 4669 Vulture, Vicky Dental NOT APPLICABLE (NA) 04/01/2013 0373172017 84757
EEX-XA663T » 94669 Vulture, Vicky Basic Life BASIC LIFE {2000) Individual 0B/01/2000 06/30/2023 5215
& Vitech Systems Sub LLC 70 rights
O MTRS Website » [=] Site Policy » o Comtactus » O Vitech Systems Sub LLC 2021, All rights
reservied.
4108 14430 ing_id = Ny

If you have any questions, please contact us at insuranceupdates@trb.state.ma.us.



