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  Benefits:  Enrollment of New Employees BEN01

Activity

Initiate benefit 
enrollment

1

Electronic 
Resource

PS Client

Employee enters 
Benefits with a hire 

slip

Attend new employee 
orientation

Activity

Complete benefits 
enrollment

Activity

Enter deduction 
data

New emplyee has 
benefits and 

deductions are set up

Employee

C
u
s
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o
m
e
r

Employee

C
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r
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Benefits Specialist

Document

DMBA Enrollment 
Forms

Document

DMBA Enrollment 
Forms

E
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e

Benefits Acct 
Manager

E
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e

Benefits Specialist

2 Became a web 
form 2/13/03

Getting 
Employees 
signed up for 
health, welfare, 
and savings 
benefits

1 BYU: 
   Id cards, tuition
Health & Welfare:
   Insurance
Financial:
   Savings
   Retirement
   Flexible Spending

Document

DMBA Enrollment 
Forms
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 Benefits:  Benefits Change BEN02

Electronic 
Resource

PS Client

Activity

Enter deduction 
data

Employee requests 
benefits change

Employee

C
u
s
t
o
m
e
r

E
m
p
l
o
y
e
e

Benefits Specialist

Document

Benefit change 
form

Change 
employee's 
enrollment, and 
coverage

E
m
p
l
o
y
e
e

Benefits Acct 
Manager

Employee's benefit 
change is completed

Electronic 
Resource

PS Client

Document

Benefit change 
form

3 Investigation, 
counseling, 
instucting

Activity

Identify and select 
options
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 Benefits:  Employee Benefits Termination BEN03

Stop benefits 
when employee 
leaves and 
notify interested 
parties

4
Handled differently 
for faculty vs staff/
administrative 
employees

5 Notify:
-Dept.
-Traffic Office
-Key Office
-Library
-Bookstore
-UCA
-Benefits

6 Send paperwork to: 
- Payroll
- Faculty Personnel
Faculty (termination 
checklist)
Staff/administrative
(termination notice)

Electronic 
Resource

PS Client

Activity

Enter stop payroll 
deductions

Employee

C
u
s
t
o
m
e
r

E
m
p
l
o
y
e
e

Benefits Specialist

E
m
p
l
o
y
e
e

Benefits Acct Mgr

Benefits are 
terminated

Electronic 
Resource

PS Client

Document

Termination 
checklist

Receive notification of 
Employee termination

4

Activity

Notify vendors

E
m
p
l
o
y
e
e

Benefits Acct Mgr

E
m
p
l
o
y
e
e

Compensation

Electronic 
Resource

Word & email

Document

Report

Activity

Clear employee for 
final check

5

Document

Termination notice 
(pink slip) -OR-

Termination 
Checklist
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 Benefits:  ID Card Entitlements Management BEN04

Electronic 
Resource

PS Client

Activity

Create CardPerson requests an 
ID Card

Employee

C
u
s
t
o
m
e
r

E
m
p
l
o
y
e
e

Benefits Specialist

Document

O: ID Card

Issue ID cards 
and verify 
eligibility for 
each area of 
service

Person has ID Card

Electronic 
Resource

Person File

Activity

Identify eligibility

E
m
p
l
o
y
e
e

Benefits Specialist

Electronic 
Resource

CS Gold
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Verify eligibility 
and authorize 
payments for 
ee's etc.

Benefits: Tuition Benefit Administration BEN05

 7 2 triggers 
-Employee receives 
bill 
-IS NOT 
REGISTERED
Person comes in for 
help

Benefits gets involved 
only when there is a 
tuition benefit problem or 
Daytime Class 
Attendance Form

Tuition Paid

Electronic 
Resource

UCA

Eligible person 
registers for class

Electronic 
Resource

UCA
Electronic 
Resource

DMBA Download

Electronic 
Resource

USI / AIM

Electronic 
Resource

PS Client

Activity

 Identify Eligibility

Activity

Resolve Problem

Activity

Grant Benefit

Electronic 
Resource

PS Client
Electronic 
Resource

USI / AIM

Electronic 
Resource

 UCA

Electronic 
Resource

 USI / AIM

Electronic 
Resource

PS Client

E
m
pl
o
y
e
e

Admin. Asst.

E
m
pl
o
y
e
e

Admin. Asst.

Document

Bill for tuition

Document

Daytime Class 
Attendance Form

 7

E
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y
e
e

DMBA

Employee or Dependant

C
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s
t
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m
e
r
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Management of 
assuring 
employees 
recieve pension

Benefits: Retirement Management
BEN06

Person 
requests 

retirement 
estimate 

calculation

Activity

Assess 
retirement 

income

Activity

Request final 
retirement 
calculation

Activity

Check Salary 
and Service

Retirement 
benefits are 

initiated

Activity

Enter 
retirement data

Activity

Indentify & 
Select options

E
m
p
l
o
y
e
e

Asst. Director 
of Benefits

E
m
p
l
o
y
e
e

Asst. Director 
of Benefits

E
m
p
l
o
y
e
e

Asst. Director 
of Benefits

E
m
p
l
o
y
e
e

Benefits 
Accounts 
Manager

E
m
p
l
o
y
e
e

Asst. Director 
of Benefits

E
m
p
l
o
y
e
e
Accounts 
Specialist

Employee

C
u
s
t
o
m
e
r

Employee

C
u
s
t
o
m
e
r

PS Client
PS Client

PS Client

PS Client

Document

Retirement 
paperwork

Document

Retirement 
paperwork

Document

Retirement request form

Person decides 
to retire

E
m
p
l
o
y
e
e
Fac. Pers.

E
m
p
l
o
y
e
e

DMBA

E
m
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l
o
y
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e

Compensation

Receive info 
from DMBA
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To ensure 
benefits 
continue and 
payments 
received during 
leave of 
absence

Benefits:  Leaves of Absence/Benefits Administration (p.1) BEN07

2
For: faculty 
employees
From: Faculty 
Personnel

1
For: staff/admin 
employees
From: 
Compensation

3 Send 
correspondance to 
employee to obtain 
additional info

Recieve Request for 
employee leave

Leave Benfits are 
started

Activity

Identify Eligibility

Activity

Complete Benefit 
Changes

Activity

Update Changes

Activity

Collection and 
Deposit

E
m
p
l
o
y
e
e

 Benefits Account 
Manager

E
m
p
l
o
y
e
e

 Benefits Account 
Manager

E
m
p
l
o
y
e
e

 Benefits Account 
Manager

E
m
p
l
o
y
e
e

 Benefits Account 
Manager

Document

Request for Personnel 
Action Form

Document

Leave Notification 
Application

Document

Benefits Change 
FormDocument

 Request for Personnel 
Action

Document

Leave Notification 
Form

Electronic 
Resource

 PS Client

Electronic 
Resource

 PS Client

Employee

C
u
s
t
o
m
e
r

1

2

3

Electronic 
Resource

University Handbook
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Employee - Return to 
work and resume 

benefits

Activity

Track Leave

Electronic 
Resource

PS Client

Activity

Reinstate benefits
End

E
m
p
l
o
y
e
e

Benefits Account 
Manager

Electronic 
Resource

PS Client

Document

Benefits Change 
Form

E
m
p
l
o
y
e
e

 Benefits Account 
Manager

Benefits:  Leaves of Absence/Benefits Administration (p.2) BEN07

p.1
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See that 
benefits 
continue for 
disabled 
Employees

Activity

Notify dept. etc.

Activity

Approve/Deny 
Benefit

Activity

Assess Disability 

Activity

Update BenefitsEmployee requests 
Disability Benefits

Disability Benefits 
Begin

E
m
p
l
o
y
e
e

Administrative 
Assistant

E
m
p
l
o
y
e
e

Administrative 
Assistant

E
m
p
l
o
y
e
e

Benefits Account 
Mgr.

Employee

C
u
s
t
o
m
e
r

Document

Approval email
Electronic 
Resource

PS Client

Electronic 
Resource

Excel

Electronic 
Resource

PS Client

Document

Disability 
Application

Document

Disability 
Application

Document

Approval e-mail

Benefits: Disability Benefits Administration (p.1) BEN08

E
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o
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e

DMBA

p.2
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Benefits: Disability Benefits Administration (p.2)
BEN08

End

Activity

Monthly Report

E
m
p
l
o
y
e
e

Administrative 
Assistant

Electronic 
Resource

Excel

Activity

Update

E
m
p
l
o
y
e
e

Benefits Account Mgr.

Electronic 
Resource

PS Client

Employee returns/ 
retires/dies

4 Sick leave 
supplement or 
contract adjustment

E
m
p
l
o
y
e
e

Faculty Personnel

4

E
m
p
l
o
y
e
e

Compensation

4

p.1



BYU Enterprise Project Management
PeopleSoft HRMS 8.8 Upgrade Project

Notes:

Revision: 0
Effective Date: 2/4/03

W:\active-projects\peoplesoft-hrms-8.8-upgrade\teamview\process owner interviews\process maps-benefits

Benefits: Savings Benefit Administration BEN09

Management of 
assuring people 
recieve savings 
benefits

Employee inquires 
about savings 

options/change

Activity

Identify and select 
options

E
m
p
l
o
y
e
e

Benefits Specialist

Electronic 
Resource

PS Client

Electronic 
Resource

DMBA System

Document

Enrollment / 
Change Forms

E
m
p
l
o
y
e
e

Benefits Account Mgr.

Electronic 
Resource

PS Client

Electronic 
Resource

DMBA interface 
(w/ PS)

Document

Enrollment / 
Change 

Form

5 Includes loans and 
withdrawls

Activity

Enter deductions

5

Savings benefits are 
managed

E
m
p
l
o
y
e
e

Benefits Specialist

E
m
p
l
o
y
e
e

Benefits Account Mgr.

E
m
p
l
o
y
e
e

Benefits Account Mgr.

Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

Activity

Reconcile accounts 
and pay vendors

Activity

Track federal limits

Document

SQR

Document

SQR

Document

Check Register
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To recover 
employee 
portion of vendor 
payment

Benefits:  Payroll Deductions BEN10

6 Deductions can be 
entered  by benefits 
or at vendor

Recieve notification

E
m
p
l
o
y
e
e

 Benefits Accounts Mgr.

E
m
p
l
o
y
e
e

 Benefits Accounts Mgr.

Electronic 
Resource

PS Client

Activity

Reconcile 
deductions

Activity

Enter deduction 
data

Document

Enrollment/ 
Change Form

Document

Payroll Reports

Document

Deduction 
Registers

Payroll Run

Electronic 
Resource

DMBA Interface

E
m
p
l
o
y
e
eBenefits Account Mgr.

Electronic 
Resource

PS Client

Electronic 
Resource

MetLife Interface
Electronic 
Resource

TIAA-CREF Interface

Activity

Transmit to vendor

Document

Check Register

Document

Email/faxes (notification)

End

Electronic 
Resource

PS Client

6

Electronic 
Resource

DMBA & MetLife 
Interface

6
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Benefits:  Benefits Training BEN11

To educate 
employees on 
BYU benefits 
(i.e. orientation)

Activity

Create training 
quarterly reports

Document

Handouts

Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

Electronic 
Resource

Word

Electronic 
Resource

PS Web

Training is complete

E
m
p
l
o
y
e
e

Benefits Specialist
E
m
p
l
o
y
e
e
Retirement Mgr. 

E
m
p
l
o
y
e
e

Administrative Assistant

E
m
p
l
o
y
e
e

Administrative Assistant

E
m
p
l
o
y
e
e

Administrative Assistant
E
m
p
l
o
y
e
e

Instructor
E
m
p
l
o
y
e
e

Director

Activity

Track Attendance

Activity

Develop and 
conduct training

Activity

Identify Target 
Audience

Document

SQR

Document

Query

Document

Roll

Document

O: Training Report

Document

I: Rolls

New employee 
department requests 
Benefits Education to 

campus 
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Benefits:  Vendor Data Management BEN12

To ensure 
accurate flow of 
data between 
BYU & vendors

Activity

Establish Met 
Eligibility

Activity

Resolve Problem

Activity

Transmit data to 
vendor

Vendor DB's are 
Updated

E
m
p
l
o
y
e
e

Benefits Account Mgr.

Electronic 
Resource

PS Client

E
m
p
l
o
y
e
e

Benefits Account Mgr.

E
m
p
l
o
y
e
e

Benefits Account Mgr.

Electronic 
Resource

PS Client

Electronic 
Resource

Expedite Mgr

Electronic 
Resource

TIAA-CREF Web

Electronic 
Resource

Expedite Mgr

Electronic 
Resource

PS Client

E
m
p
l
o
y
e
e

TIAA-CREF

E
m
p
l
o
y
e
e

DMBA
E
m
p
l
o
y
e
e

MET

7 Insurance import? 
Thrift import?

1st day of month 
(MetLife) -or- problem
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Benefits:  Management Reporting BEN13

Reports:  Health 
Report to 
Financial 
Services

E
m
p
l
o
y
e
e

Benefits Account Mgr


