BN.TS.001.004|ESS.People to Cover

Pre-condition |1. Ensure HCM Cloud application is available

2. Ensure required test data is available for testing.
3. Login as an Employee
4. User must have 'CGJ Employee Custom' role

Expected Result, where applicable

If failure, identify FAILURE on applicable step

Comments where necessary

Step1

Click the Home Icon on top right

d eveniag, Dan D

Step2

Navigation: Me > Benefits (Tile)

Step3

'You will be directed to the Benefits home page

Vour Benctis

Step4

| Under 'Quick Actions' select 'Before you enroll'

ick actions

B Document Records
[3 Report a Life Event

&  Review Employee Resources

& Change Beneficiaries

& Beneficiary Organizations

& Person Info

Step5

You will be directed to the Before You Enroll page.

Once there either add another person to cover, which will include your beneficiaries.

Before you enroll

Sasimge Gaaaces soama

Note:

Update exisiting contact by selecting their
name, this is where you will also be able to
delete contact

Step6

I
Select the '+ on the right hand side

My contacts

‘There's nothing here sofar.




Step7

Enter required information

* LastName

* First Name

* Relationship

* Start Date of Relationship - Hire date or Qualifying Life Event date

* Disability Type - only if disabled child

* Gender

* Date of Birth

* Address

* Social Security Number - this is only needed for Dependent
New Contact

Basicinto

Step8
Address
® ettt O s
Nationldantifiors
passports
Visas and permits
Step9 Under the Address section and either choose 'Use My Address' or 'Enter a New Address' to
add an address to their contact
Address
@® Use My Address O Enter a New Address
Select a value - ‘
|
Step 10 The default is Use My Address. If you choose to Enter a New Address select the Country
O Use My Address @ Enter a New Address
Country - ‘
|
Step 11 |(hen update the address
O UseMy Address @ Enter a New Address
ountry <
United Stateg
Type -
- Required
Address Line 1
Required
Address Line 2 ‘
P ... - city - J l State -
- Required Required Required
County -
Required
|
Step 12 Under National Identifiers section. Select the Country as United States, select National ID
Type and enter National ID
National identifiers
= -]
e 5 a
Step 13 |Setect 'Submit' in the bottom right once finished
Step 14 If you have additional People to Cover, Continue to repeat steps 6-13 to add all necessary

Contacts




Step 15 Once finished, select the back arrow in the top left of page

Before you enroll

Sallie Sample
Step 16 You will land on your Benefits Summary Page. Select the back arrow in the top left of the
screen to leave the page
Pending Actons
Ssmorese . =
Step 17 The System automatically directs you back to the Home screen.
Good morning, Sallie Sample

End of Test Script
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