Upload Documents Through Edison

You can upload scanned documents for your
employees through Edison instead of
sending them via fax to Benefits
Administration.

%  This Applies to all Agencies
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Benefits WorkCenter

Select Benefits Document Upload

Benefits WorkCenter Q@  « | Benefits Workcenter
Benefits WorkCenter o o ]
Benefite Administration Welcome to the Benefits WorkCenter!
Mon-Payroll New Hire
hz:_gz.‘\,:sl h.:hxl:gltrg This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel" to left contains links
Emplgyes Brofile Page assigned to this WorkCenter page. As you click the various links, the "Work Area” where this message is

C Genefits Document Uploagd = being displayed will change.
Update Dependent/Beneficiary
Health Benefitz

Workforce Administration
hodify a Person
Search by Mational ID

Benefits Billing

Enrall in Billing

Review Adjustment Summary
Review Employes Balances
Reguest Hold/Alternate Address

Review PaymentiDetails To begin the process to upload document’s into Edison,
Click “Benefits Document Upload”.
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Benefits WorkCenter
Benefits WorkCenter

) Benefits Administration

Non-Payroll New Hire
Non-Payroll Job Data
Employee Profile Page
Benefits Document Upload
Update Dependent/Beneficiary
Health Benefits

~1 Workforce Administration

Modify a Person
Search by National ID
1 Benefits Billing
Enroll in Billing
Review Adjustment Summary
y lances
e Address

Benefits Document Upload

Employee ID / Proceed to Upload

Benefits Document Upload

Requirements

1. All documents for each employee must be in the same file. For instance, if you have an enrollment form and two
dependent verification documents, they will all need to be saved in the same file.

2. The file type should be .PDF, .TIF, .PNG, or .JPG.
3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple

employees and upload all of them in the same file. Each file for each employee must be uploaded separately.
4. Enter the employee ID (or Social Security Number if employee [D not available) in the box below before clicking Proceed

to Upload.

Note to Central State ABCs: We cannot accept Employee or Dependent Death Claim documents through this process. This
process is only for standard enroliment documents.

Please make sure you read and understand the requirements above before uploading your documents.

Enter Employee ID: Proceed to Upload ==

(oxr SSN if ID not available)

Enter the Employee’s Edison ID number or the Social

Click the “Proceed to Upload” button.

Security Number and
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Benefits Document Upload
File Attachment

Browse Tab

Benefits WorkCenter O «
Benefits Document Upload
Benefits WorkCenter T Oow
1 Benefits Administration
Non-Payroll New Hire Requirements
Non-Payroll Job Data
E vee Profile Page . . : :
Employee Profile Page 1. All documents for each employee must be in the same file. For instance, if you have an enrollment form and two

Benefits Document Upload : : ; -
Update Deper_,ce,,t,aineﬁmm dependent verification documents, they will all need to be saved in the same file.

Health Benefits 2. The file type should be .PDF, .TIF, .PNG, or .JPG.

3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple
employees and upload all of them in the same file. Each file for each employee must be uploaded separately.

. Enter the employee ID {or Social Security Number if employee ID not available) in the box below before clicking Proceed

~1 Workforce Administration
Modify a Person 4
Search by National ID

7 to Upload.
1 Benefits Billing
Enroll in Bilfing Note to Central State ABCs: We cannot accept Employl e Attachment
Review Adjustment Summary process is only for standard enroliment documents.
Review Employee Balances L —
Request Hold/Alternate Address Please make sure you read and understand the require
Review Payment/Details y 8 ( Sfteni

' Upload Cancel

Enter Employee ID: 00470686

(oxr SSN if ID not available)

Click the “Browse” button.
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Benefits WorkCenter 0 «

| Benefits Document Upload |

-

@ Choose File to Upload 2
@Qv]! Desktop » v ‘#’, | ’ Search Desktop o
Organize v New folder o 1l @ |le. Forinstance, if you have an enrollment form and two
y - . -~ psaved in the same file.
Sk Favorites = & T'ralnmg Written ' .
. File folder e. You cannot scan multiple sets of documents for multiple
BE Desktop file for each employee must be uploaded separately.
& Downloads : loyee ID not available) in the box below before clicking Proceed
3 & Unknown and Junk
| Recent Places | File folder
_ Attachment
sa Libraries .ﬂ: User Rights
B = N Filefolder
! Documents ) | Browse... E
J M”S'C - ) 2016 ABC Workshop Schedule (2) |t | Cancel
|| Pictures [_l = | Microsoft Word Document [5’
B videos -1 139KB L .
_ 2016 Enroliment Change _—
/8 Computer (%] Applicati_on
— @ Internet Shortcut
&, Default (C;) _
63 AGO4IU3 (\AGO3 00§70686Jo§ Nashville
Microsoft Word Document
¥ AG (\\net.ads.sta 123 KB

2

@: 00470686 Joe Nz@ v [AnFies ()

Open |v][ Cancel l

4

[

Select the correct file to upload to Edison.

PARTNERS

Click the “Open” button.
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Benefits Document Upload

File Attachment
Upload

Benefits WorkCenter 0 « e P
enelits vocument Upioa . o
Benefits WorkCenter s s Your file document name will
[Z1 Benefits Administration appear in the File Attachment box.
Non-Payroll New Hire Requirements
!‘_\‘OF-zay.’Oli Jo»h Data
;;ﬂ:;;y\cggrrj;:r??g;;oac 1. All documents for each employee must be in the same file. For instance, if you have an enroliment form angftwo
L.pda;;'oepg,;cferggeneﬁ;ia,_ﬁ,. dependent verification documents, they will all need to be saved in the same file.
Heaith Benefits 3 2. The file type should be .PDF, .TIF, .PNG, or .JPG.
- = : 3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documenif for multiple
.‘\var.lzforpc\e'Admlmstratton employees and upload all of them in the same file. Each file for each employee must be uploaded sefarately.
f;’::r‘;frabff;fggﬂ = 4. Enter the employee ID (or Social Security Number if employee ID not available) in the box below bgffore clicking Proceed
il A it o to Upload.

[Z1 Benefits Billing

Note to Central State ABCs: We cannot accept Employl i1 Attachment
nent Summary process is only for standard enroliment documents. : ;

e Balances
nate Address

Please make sure you read and understand the FEQUIrS. C:\Users\ag04iu3\Deskiop\00470686 Joe Nashville.doc (Browse_.) :
Upload Cancel

Enter Employee ID: 00470686

(oxr SSN if ID not available)

Click the “Upload” button to
upload the file into Edison.
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Benefits Document Upload

Example: Successful Upload

Benefits WorkCenter 8 «
Benefits Document Upload

Q

Benefits WorkCenter

1 Benefits Administration
Non-Payroll New Hire Requirements
Non-Payroll Job Data
Employee Profile Page

Honafibs Docdnent 1. All documents for each employee must be in the same file. For instance, if you have an enroliment form and two

enefits Document Upload s : Z 3

Updste Dependent/Beneficiary dependent verification documents, they will all need to be saved in the same file.

Health Benefits ’ 2. The file type should be .PDF. .TIF, .PNG, or .JPG.

3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple
employees and upload all of them in the same file. Each file for each employee must be uploaded separately.

. Enter the employee ID (or Social Security Number if employee [D not available) in the box below before clicking Proceed

_1 Workforce Administration
Modify a Person 4
Search by National ID

to Upload.
| Benefits Billing
Enroll in Billing Note to Central State ABCs: We cannot accept Employee or Dependent Death Claim documents through this process. This
Review Adjustment Summary process is only for standard enroliment documents.
Review Employee Balances
equest Hold/Altemate Address Please make sure you read and understand the requirements above before uploading your documents.

Review Payment/Details

Enter Employee ID: 00470686/ Proceed to Upload ==

(oxr SSN if ID not available)

Document Upload Successful 123456987/4/27/2016 8:24 AM

* After clicking “Upload” button, you will then return to the Requirements PARTN ERS

page. There will be a message at the bottom of the page letting you know

the upload was successful with a date and time stamp. FOR HEALTH 7




Benefits Document Upload

Example: Unsuccessful Upload

Benefits Document Upload

Requirements

1. All doccuments for each employee must be in the same file. For instance, if you have an enrollment form and two

dependent verification documents, they will all need to be saved in the same file.

The file type should be .PDF, .TIF. .PNG. or .JPG.

You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multipie
employees and upload all of them in the same file. Each file for each employee must be uploaded separately.

Enter the employee ID (or Social Security Number if employee ID not available) in the box below before clicking Proceed
to Upload.

= WN

Note to Central State ABCs: We cannot accept Employee cor Dependent Death Claim documents through this process. This
process is only for standard enroliment documents.

Please make sure you read and understand the requirements above before uploading your documents.

Enter Employee ID: 00470636, Proceed to Upload ==

(oxr SSN if ID not awvailable)

ument Uplcocad FAILED with Error cod
y
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After clicking “Upload”, you will then return to the Requirements page.
* There will be a message at the bottom of the page letting you know the

upload failed with an Error Code along with a date and time stamp. PARTN ERS
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Benefits Document Upload

Notes

The uploaded file will not immediately be visible to you or to Benefits
Administration

Documents will be assigned to the correct employee record in Edison
within 24 to 48 hours of upload (during peak times it may take longer)

Each document will be worked by the analyst in Benefits Administration
In the order they were received

Do not upload the same file more than once as this will cause delays
when processing the document
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