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Introduction

TheFamilyConnectPortal(FCPyasdesignedo providedepartmentalpersonnelofficeswith a
sustainable tool to verify and maintain dental and premier vision benefits for employees and/ or their
dependent(s). The FCP will assist departmental personnel offices with capturing and tracking
dependent enroliments in the statsponsored dentalrad Premier vision plans to assist with eligibility
and enrollment activities.

The FCP will also allow departmental personnel offices to access benefits and demographic related
reports,identify dependentsvho areno longereligiblefor dentaland/ or visionbenefits and initiate
disenrollment of ineligible dependents.

Hfective October 2025, the FCP has been enhancenhéintain a list of authorized departmental
personnel who may contadr be contacted by health, dental, and vision carriers regardpuptes

for state employeeand their dependentSbenefits This authorized ligs known as the Vision, Dental,
and Health AuthorizatioVDHAJist and includes themamesand identifying information of the State
of California Departmental Personnel Office staff and CalPERS Health Benefit Officers in their call
center whoare authorized by their departmersupervisorsinanagerdo speak directly to theision,
dental, andhealth benefit carriers to make changes to employee and retirerefits.

[ FE1wQa . SYySTAGA 5he YDHAIS @ Fratasok GaliforndaéntalandRyigidn Rengfid
carriers and will share the list with CalPERS administrators to shakthi&list with State of
Californiahealth carries. The FCP Manual has been updated to prog&tails onnewly created roles
and how to manage them in F@Pmake surahe VDHA list is updated and maintadhfor benefit
carriers and departmental peonnel offices.

Authority/References

CaliforniaGovernmeniCodesections19815.9,22952and CaliforniaCodeof Regulations (CCR), Title 11,
section 599.855 requires departmental personnel offices toagfy the eligibility of spouses,
R2YSa0GAO0 LI NIYSNES YR RSLISYRSYydG OKAftRNBY Ay
once every three years.

The federal Patient Protection and Affordable Care Act requires departmental personnel tffices
removedependentchildrenfromthe & { | lie§lthand dentalbenefitplansonce they reach age 26.

ConsolidateddmnibusBudgetReconciliatiorAct (COBRArquiresdepartmentalpersonnel offices to
notice and offer continuation health, dental, and vision benefits coverage to emplofgeaser
employeesspousesformer spousesanddependent childrerwhentheir coverage is cancelled due to
a COBRA qualifying event.

UserAgreements

SecurityAgreement
All Departmentand VDHAAdministrativeusers must sign and submit thECP State Department
SecurityAgreementbeforethey canbe grantedaccesto FCP. ADDepartmentand VDHAccountusers
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will be required to adhere to the FCP operational standards.

FCP Online User Agreement
Eachaccountusermustacknowledgeandadhereto the FCROnlineUserAgreementwhich states the
following:

FCRsa CaliforniaDepartmentof HumanResource¢CalHREomputersystemwhichmaybe used and
accessed for official Government business only by authorized personnel.

UNAUTHORIZED ACCESS TO ANY STATE OF CALIFORNIA COMPUTING SYSTEVICEATCBRMANAL
PENAICODEECTIOB502AND/ORAPPLICABIHEDERAL LAW AND IS SUBJECT TO PROSECUTION.

1 O00S&aaAy3d ye aeaisSYy 6KAtS SEOSSRAy3d 2y&Qa | dziK
Californiashallbe subjectto disciplinaryaction,prosecutionor both. Usersshallhave no expectation
of privacy in the use of these computing systems as all actions may be recorded and monitored.

1.0FCP User Accounts

Departmenal PersonnebDfficescancreatefour typesof useraccountsn FCP:
w VDHA Admmistrative Y DHAAdmiIn)(required)
o VDHA
w DepartmentAdministrative(Dept Admin)required)
o0 DepartmentUser

VDHAAdmIn User Account

The VDHA Admirrole has view, add, and remove accesstifierVDHA users that share the samgency
code(s)astheir role. This role caraccessand exportthe Manage Users Repoto view all VDHAauthorized
personnel for their respective agency code(s) they manage.

Each state departmeat personnel office is required to create at least WwiBHA Aminuser account

in FCPIf the department already has a Diefpdminrole, they may usehis role to manage VDHA
users.Multiple VDHAAdmInusers are permitted. Please assess your business needs and determine
the number ofVDHAAdminuser accounts thatvork best for your department.

TheR S LI NJi WDSIAAdnSrduser must be at a supervisory level or higher

CalHR's DRV Unit will review and verify edEtHAAdminuser account request

FCP system access will be approved after the account request has been reviewed and
approved and after th& DHAAdminuser submits a completed FCP Security Agreement form
G2 /Ff1lwQa 5wz | yAl

egee

VDHAAdmiInusers can:

w Approvetheir personnel? ¥ T VOHNRe&raccounts
w Managetheir VDHAusersby maintainingaccessanddeactivationof accounts
w Accesghe VDHA List for thenepartment/agency code(s)
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o VDHA List FCP navigation: Click on the Adminincthre topsection of the page click on
Manage Users

Note: CalHR's DRV Unit will reach ouvidHAAdminuser(s) regarding compliance and security issues.
This role will beprimarily usedoy CalPERS Health Benefit Officerhi@xcall center
VDHAUser Account

Eachdepartmertal personnel office can have multiple VDHA user accounts in FCP.0éBH#ccount
requests are reviewed and approved Dgpt Adminuserand/or VDHAAdDmInuser.

In the absence of an activéDHAADmMIiNnuA SNJ | OO02dzy G~ / I f1 wQa 5wzx ! YAl
department'sVDHAAdminuser and will provide guidance and assistancentantain thecontinuity
of required processes.

VDHAuserscan:
w View and acesgheir contact information on the Manage Users report under the Admin tab of the
FCP.

Department Admin (Dept Admin)User Account

Each statelepartmentalpersonnel office is required to create at least ddeptAdminuseraccountin
FCPMultiple DeptAdminusersare permitted. Pleaseassess your business needs and determine the
number ofDeptAdminuser accounts that works best for your department.

TheDeptAdmin usemustbe at a supervisoryevelor higher

CalHR'®RWnit will reviewandverify eachDeptAdmin useraccountrequest
FCRsystemacceswill be approvedafter the accountrequesthasbeenreviewedand

approved and after th®eptAdmin useisubmits a completed FCP Security Agreement form
G2 /Ff1lwQa 5wzx ! yAl

egee

DeptAdminuserscan:
w Approve theirdepartmenalLISNE 2 Yy St 2 T F A OS@QEHASAultsNI YSy i ! &
o Department User anlDHAaccountswill need to have access to the same agency codes
andbe authorized to be included on the VDHA list.
o Department Users that do not need to be included in the VDHA list candlaged as
Department Users only.
Manage their Department Users by maintaining access and deactivation of accounts
Review employee and dependent demographics and benefit enroliment information for accuracy
Review demographic and benefit enrollment data exceptions
Process reverifications
Delete employee and dependent accounts in FCP
Approve employee and dependent deletion requests in FCP
Document notification of the Age Out (26 year) process
Accesghe followingreports
o Birth Month Cycle
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DependentAgeOut

DRVWDelinquency

PendingDeletionDependentList

Undeliverableviail

Manage Usergunder the Admin tab in the FCP)

View and acced$eir contact information on the Manage Users report under the Admin tab
of the FCP.

O O O O O o

Note: Cal[HR'®RWnit will reachout to DeptAdminuser(s)regarding compliance and security issues.

Department UserAccount

Eachstate departmentalpersonneloffice canhavemultiple DepartmentUseraccountsn FCP. Department
User account requests are reviewed and approve@®bptAdminUser.These accounts may also have
access to be included in the VDI Departnent Usersvho only need access to the FCP for DRV
reverification transactions should not be includasl VDHA in addition to the Department User
designation.

In the absence of an acti@eptAdminuda SNJ | 002dzy G [/ I | wQstheDaptt | YA
Adminuserandwill provideguidanceandassistance tonaintain the continuityof required processes.

DepartmentUserscan:

€

Reviewemployeeanddependentdemographicandbenefit enrollmentinformationfor
accuracy
Reviewdemographi@andbenefitenrolimentdataexceptions
Processlependentre-verificationsfor dentaland/or premiervision
Deletedeactivatedor duplicatedependentaccountsn FCP
Documentnotification of the AgeOut (26 year)process

Accesghe followingreports

Birth Month Cycle

Dependent Age Out

DRV Delinquency

Undeliverable Mail

geeee

O O O O

Requestinga UserAccountc All Users
Thefollowing stepsnaybe usedto request any account typa the FCP.

Step Actions

Stepl:
Visitthe FamilyConnectPortalwebsiteat https://fcp.calhr.ca.gov

Step2

Selectthe Requestan Accountlink
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https://fcp.calhr.ca.gov/

a ﬁ Settings

FAMILY X CONNECT 3

CALIFORNIA DEPARTMENT o HUMAN RESOURCES
Create Account/LogIn

ﬁ LogIn

[0 1agree with terms and conditions

Email

Enter email

Password

Forgot Password Request an Account

Back to Top Conditions of Use Privacy Policy Accessibility Contact Us CA L’; £ H R

Step 3

TheNew Pending User Requestireenisdisplayed Enteryourinformationin all the required fields
marked with an asterisk (*) and then select tBabmitbutton.

Youwill needto completethe followingfields:

Dataenter & C AbNEBYIS £

Dataenterd [ thd & S ¢

Dataenterd { GEMaib RRNB & 4 ¢

Dataenterd t K2 ¥ S

Clickondropdownd / f | & & addkel@ttyipur duyefit classification
Dataenterd Wg & G f S¢

Clickon dropdownd | awS2NEhBdselectd 5 S LIF NIAYSNEIT LIF NIIRYSAYVE = a+51 !
2NJ a+x51 ! ¢

8. Clickondropdowna 5 S LJ- NJiandSefedtall applicabledepartment(s)
9. Select { dzo YA (i €

N o o b~ w0 D P

hyOS @2dz aSt SO0 GKS a{dzoYAlé¢ odzidz2yx @&2dzNJ NBI dzS
approval or denial. If youdept Admin user approves your request, you will receive an email to update
82dzNJ LI 34 62NR® LT &2dz NBOSAGS || RSYyAlLf NBljdzSaiis
your access and the reason for denying your request.
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FAMIL Y% CONNECT

CALIFORNIA DEPARTMENT or HUMAN RESOURCES

New Pending User Request

All Fields marked with an asterisk (*) are required

Step4:

Middle Nall%e

First Name *
State Email Address (Username) *
Phone #*

Classification *

-- Select a Classification --

Job Title *

User Role *

--Select a Role --

Departments *

Notes

Last Name *

¥ Settings

Create Account / Log In

T —

The following confirmation message will be displayédur request for a new accouttasbeen
submitted andis pendingapproval by the Administrator

]

FAMILYX CONNECT

CALIFORNIA DEPARTMENT oF HUMAN RESOURCES

New Pending User Request

ﬂl

Your request for a new account has been submitted and is pending approval by the Administrator.

All Fields marked with an asterisk (*) are required

First Name * Middle Name I

Tester

State Email Address (Username) *
TestB@test.ca.gov

Phone # *
(916) 322-0300

Classification *
PERSONNEL SUPERVISOR
Job Title *
HR Supervisor
User Role *

Department Admin

Departments *

014-DEPT OF FOOD & AGRICULTURE X

Notes

L} Settings

Create Account/Log b

Last Name *

Test

Close

Thiscompletesyour useraccountrequestsubmissionprocess.

Rev. 11/21/25
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Dept Adminand VDHAAdmMIn AccountReview& ApprovalProcess

AllDeptAdminand VDHAADminuseraccountrequestsarereviewedandapprovedd € / I £ 1 wQa 5w
Unit.

Step Actions

Stepl:

1 O02dzy i NBljdzSada FNRY 5SLIJi ' RYAY YR #5111 | RYAY
submitted to the CalHR Admin user (DRV Unit). The CalHR Admin user recesvesilamotification to
review the Pending Account in FCP.

Pending Account Created

A new account for the 014-DEPT OF FOOD & AGRICULTURE has
been requested in the Family Connect system:

Name: Tester Test.

Email: Test8@test.ca.gov.

Phone: (916) 322-0300.

Department: 014-DEPT OF FOOD & AGRICULTURE .
Classification: PERSONNEL SUPERVISOR | .

Job Title: HR Supervisor.

To review this request in the Family Connect system, navigate to
the “Approve Pending Accounts” under the “Admin” section.

To access the Family Connect system: Family Connect system

CONFIDENTIALITY NOTICE: This email from the State of California is for the sole use of the intended
recipient and may contain confidential and privileged information. Any unauthorized review or use, including
disclosure or distribution, is prohibited. If you are not the intended recipient, please notify the sender and

destroy all copies of this email

Step2

¢CKS 5w+ ! yYAlG gAff NBOASE GKS NBIj dzSadbylsgidngO2y T AN
anemailto the stateemailprovidedon the requestform. If not alreadysubmitted,within this email

will be arequestfor the Adminuserto submit a signed and dated FCP State Department Security
Agreement.
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Step3:

Once the DRV Unit verifies telmin user'saccount informatiorand receiveshe signed and dated FCP
State Department Security Agreement, the Admin user's accwilhibe approved.An AccountApproval
emailnotificationwill be sentto the Admin user's state email address and will contain a temporary
password.

CAL: <HR

CALIFORNIA DEPARTMENT oF HUMAN RESOURCES

Pending Account Approved
I

Your request to create a new user account in the Family Connect
system has been approved. Your temporary password is: 4b?DE5y=.

Upon your first log in, you will be prompted to update your
password.

To access the Family Connect system: Family Connect system

CONFIDENTIALITY NOTICE: This email from the State of California is for the sole use of the intended
recipient and may contain confidential and privileged information. Any unauthorized review or use, including
disclosure or distribution, is prohibited. If you are not the intended recipient, please notify the sender and
destroy all copies of this email

Step4:
Uponyourfirst login, youwill be promptedto update yourpassword.

Thiscompletesthe Dept Admin and VDHA Admimser'saccountapproval process.

DepartmentUserand VDHAAccountReview& ApprovalProcess

All DepartmentUserand VDHAccountrequestsare reviewedandapprovedby the DeptAdminuser(s).
Please note that if there is only a VDHA user account that will be apgioy the respective VDHA Admin.

Inthe absenceof anactiveDeg Adminand VDHA Adminser,the DRWnit will substituteasthe

DeptAdminuser and will provide guidance and assistance to allow continuation of required
processes.
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Step Actions

Stepl:

A DeptUser's and/or VDHAccountrequestandinformationis sentto their respectiveDeptAdmin
and/or VDHA Admin user.

TheDeptAdmin and/or VDHA Admimser(s)will receivean email notificationto reviewthe Pending
Account in FCP.

Pending Account Created

A new account for the 014-DEPT OF FOOD & AGRICULTURE has
been requested in the Family Connect system:

Name: Tester Test.

Email: Test8@test.ca.gov.

Phone: (916) 322-0300.

Department: 014-DEPT OF FOOD & AGRICULTURE .
Classification: PERSONNEL SUPERVISOR | .

Job Title: HR Supervisor.

To review this request in the Family Connect system, navigate to
the “Approve Pending Accounts” under the “Admin” section.

To access the Family Connect system: Family Connect system

CONFIDENTIALITY NOTICE: This email from the State of California is for the sole use of the intended
recipient and may contain confidential and privileged information. Any unauthorized review or use, including
disclosure or distribution, is prohibited. If you are not the intended recipient, please notify the sender and
destroy all copies of this email

Step2

TheDep Admin and/or VDHA Admimserlogsinto FCPTheMAIN PAGEs displayed. From the MAIN
PAGE, select theDMINtab.
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8 - ® X

MAIN PAGE REPORTS ADMIN e ogoutDegartmentAdrmin User
Family Connect Portal (FCP)

=)

Employees & Dependent Dashboard

o

Dependent Eligibility Dashboard

Step3:

TheFamilyConnectAdministration (ADMIN)pageisdisplayed OnTheADMIN page, th®ept Admin
and/or VDHAuser selects thé\pprove Pending Account Requesisk.

b Lol g E e @ x

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Family Connect Administration

e @ / =

Modify My Account Approve Pending Account Requests Managelisers

Step4:

TheDept Adminand/or VDHA AdmirApprove PendingAccountspagedisplaysNextthe Dept Admin
and/or VDHA Admin user will select tgeeen plus buttonnext to the User ID to view more information.

Y £¥ settings.
FAMILY X CONNECT
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
Department Admin Approve Pending Accounts

| stawoons || opon | Search:

User ID First Name Last Name Agency

© Tes

gov
Showing 1to 1 of 1 entries Previous Next

Tester Test 014-DEPT OF FOOD & AGRICULTURE

Step5:
Selectthe More Info link.

@ L3 Settings
FAMIL Y4 CONNECT
i MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Department Admin Approve Pending Accounts

Search:

First Name Last Name Agency

Tester Test 014-DEPT OF FOOD & AGRICULTURE
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Sep6:

TheReviewPendingRequestfor DepartmentUserpagedisplays.

TheDept Admin and/or VDHA Admirsercannow reviewthe Department User and/or VDHA usazcount
informationand either Approveor Denyrequest.

Note: TheDept Admin and/or VDHA Admiiserhasthe option to includea note for the requeser in the
Email Messagtextboxbefore selectingApprove orDeny. Thisnote will beemailed to therequester.

& ¥ Settings

FAMILY 4% CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
Review Pending Request for Test, Tester
First Name * Middle Name Last Name *
Tester Test

State Email Address (Username] )*
Testo@test.ca.gov
Phone #*
(916) 322-0300
Classification
PERSONNEL SPECIALIST
Job Title *
Personnel Specialist
User Role *
Department User
Departments *
014-DEPT OF FOOD & AGRICULTURE %

Requestor Notes

[J can Access Child Departments

Email Message
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StepT:

Oncethe accountrequesthasbeenapprovedby the Dept Admin and/or VDHA Admiran Account

I LILINR @1 £ SYFAET y20AFAOFGA2Yy gAff 06S asSyda a2 i
email address and will contain a temporary password.

CAL:<HR

CALIFORNIA DEPARTMENT oF HUMAN RESOURCES

Pending Account Approved
)

Your request to create a new user account in the Family Connect
system has been approved. Your temporary password is: 4b?DE5y=.

Upon your first log in, you will be prompted to update your
password.

To access the Family Connect system: Family Connect system

CONFIDENTIALITY NOTICE: This email from the State of California is for the sole use of the intended
recipient and may contain confidential and privileged information. Any unauthorized review or use, including
disclosure or distribution, is prohibited. if you are not the intended recipient, please notify the sender and
destroy all copies of this email

Step8:

Upontheir first login, the newly approved department and/or VDHerwill be promptedto updatetheir
password.

Thiscompletesthe DepartmentUser and/or VDHA useaccountapprovalprocess.
Logln and Initial PasswordReset

To begin using the FCP system, you will need to request an FCP account, and your request must be
approved. Upon approval of your account request, you will receive an email notifichabwill
containatemporarypassword.Yourusernamefor the FCRsystemis your state email addres3Jpon

your first log in, you will be prompted to change your password.

Step Actions

Stepl:
Visitthe FamilyConnectPortalwebsiteat https://fcp.calhr.ca.gov

DRV Rev. 11/21/25 Page 14
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https://fcp.calhr.ca.gov/

Step2

Selectthe | agreewith termsand conditions(FCFOnline UserAgreement)
1. EnteryourUsername state emailaddress

2. EnteryourPasswordtemporarypasswordorovidedviaemalil

3. SelectLog Inbutton

@® £} Settings

N FAMILYSXCONNECT

CALIFORNIA DEPARTMENT o HUMAN RESOURCES
(reate Account/LogIn

ﬁ LogIn

\ I agree with terms and conditions

Email

-2 _’ First.Employee@calhr.ca.gov

Password
SIS
- : - /
4 * Forgot Password  Request an Accou v
Step3:

TheChangdPasswordscreenis displayed.Thisisthe samescreenthat displaysf you forgot your
password and an Admin User sends you a password reset

1. Enteryour current/temporarypassword

2. EnteryourNew Password (see New Password requirements)

3. Confirmyour NewPassword

4. SelectSave Password button

& £} Settings

CALIORNI SERARTA AT - WORAA nESOURCEE
MAIN PAGE REPORTS ADMIN FAQ Logout
Change Password
Current Password MNew Password must:
g B %* be 8 or more characters long

%+ have at least one rcase letter

X* have at least

New Password X* have at least one number

_T

Confirm New Password

) et
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Step4:
TheFCRVain Pageis displayed.

TAMILY LI CONNECT B @ ® X
o MAINEAGE REFORTS ADMIN Q LoputTes?

Family Cannect Portal (FCF)

=) <

Employees & Dependent Dashboard Demographic & Enroliment Exception Dashboard Dependent Eligibility Dashboard

Demographic & Enrallment Coverage Data Review Ermors Requiring Reselutions ORY 426 Year Age Out Alert

@ Piessereler tothe User Manual forinsiructions on how o use this

application

In addition,youwill receivea Changed?asswordconfirmationemail.

CAL: ‘HR

CALIFORNIA DEPARTMENT o HUMAN RESOURCES

Changed Password

The password tied to your account in the Family Connect system
has been updated.

Please make note of your new password in a secure location.
If you did not recently update your password, please contact CalHR

to investigate any syspicious activity on your account.

CONFIDENTIALITY NOTICE: This email from the State of California is for the sole use of the intended
recipient and may contain confidential and privileged information. Any unauthorized review or use, including
disclosure or distribution, is prohibited. If you are not the intended recipient, please notify the sender and
destroy all copies of this email

Thiscompletesthe Logln and PasswordResetprocess.
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Forgot/ResetPassword

If youhavean accountandforgot your passwordthe following stepswill assistyouwith resetting your
password.

Step Actions

Stepl:
Visitthe FamilyConnectPortalwebsiteat https://fcp.calhr.ca.gov

Step2
1. Selectl agreewith termsand conditions (FCFOnlineUserAgreement)

2. Enteryour Username state emailaddress
3. SelectForgotPassword

/ﬂ\ OSEttings

FAMIL Y2 CONNECT B

CALIFORNIA DEPARTMENT o HUMAN RESDURCES
CreateAccount / LogIn

ﬁ LogIn
1

== O 1agree with terms and conditions

Email
=y  Enter email

Password

3 ) FOrgot Password  Requestan Account

Back to Top Conditions of Use Privacy Policy Accessibility Contact Us CA L"r H R

Step3:
TheForgotPasswordpageis displayed.Enteryour state emailaddressand selectsubmit.

N FAMILYXCONNECT

CALIFORMIA DEPARTMENT oF HUMAN RESOURCES

Forgot Password

State Email Address (UserName) ‘/

DRV Rev. 11/21/25 Page 17


https://fcp.calhr.ca.gov/

Step4:

Onceyouhavesubmittedyourda C 2 NJH & & gréqdBt §ouwill receivean email link to create a new
password.

FAMIL Y, CONNECT

CALIFORNIA DEPARTMENT or HUMAN RESOURCES

CreateAccount/LogIn

Forgot Password

Email with password reset instructions has been sent.

State Email Address (UserName) *

wendy.yang@calhr.ca.gov

m Cdnt‘i‘l

Back to Top Conditions of Use Privacy Policy Accessibility Contact Us

Copyright © 2022 State of California Version: STG_2022.5.2.1 Published: 10/9/2020 11:09:45 AM

Step5:

Selectthe PasswordResetlink in the email. Ifyoudid not initiate the PasswordReset email, please
O2y G OG /1f1lwQa 5w+ | yAlG o0& aStSOGAy3a GKS a/ It

File Message Help

W~ = B~ | & © —> 523 88 M- B~ _ Ofnd | 5%~ | Q zoom

Forgot Password

DonotReply®@calhr.ca.gov 2/ Reply, 2 Benty: AN = Forward

Yang, Wendy@CalHR

Wed 5/4/20.

CAL; ‘HR

CALIFORNIA DEPARTMENT o HUMAN RESOURCES

Forgot Password

A request has been initiated for reset your password in the Family
Connect system.

You can create a new password by following this link:

” Password Reset

If you did not initiate this request, please contqéjt"‘:CalHRA-

CONFIDENTIALITY NOTICE: This email from the State of California is for th

destroy all copies of this email

Step6:

TheChangdPasswordscreenisdisplayed.

1. Enteryour NewPasswordseeNew Passwordequirements)
2. Confirmyour NewPassword
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3. SelectSavePasswordbutton

T L —
FAMIL Y, E CONNEC
CALIFORNIA DEPARTMENT =« BUMAN RESOURCES "raa[e‘["um 0"|[‘|
\c ALCO ol 5

Change Password

New Password New Password must:

X* be 8 or more characters long

X* have at least one lower case |

er

X* have at least one upper case letter
Confirm New Password

-

X* have at least one number

- Save Password eI

Back to Top Conditions of Use Privacy Policy Accessibility Contact Us CAL: ‘HR

Copvright © 2022 State of California Version: STG 2022.5.2.1 Published: 10/9/2020 11:09:45 AM

Step7:
TheFCRVain Pageis displayed.

0 setings
FAMIL Y CONNBCT B = ® X
mm——— MAIN PAGE REPORTS ADMIN FAQ LogoutTest7
Family Connect Portal (FCP)
=) < o
Employees & Dependent Dashboard Demographic & Enrollment Exception Dashboard Dependent Eligibility Dashboard
Demographic & Enrollment Coverage Data Review Errors Requiring Resolutions DRV & 26 Year Age Out Alert

ce, comtact the Family Connect team at

@ Piessereler tothe User Manual forinsiructions on how o use this = e

application DRV@CalH

In addition,youwill receivea Changed®asswordconfirmationemail.

CAL: <HR

CALIFORNIA DEPARTMENT oF HUMAN RESOURCES

Changed Password

The password tied to your account in the Family Connect system
has been updated.

Please make note of your new password in a secure location.

If you did not recently update your password, please contact CalHR
to investigate any syspicious activity on your account.

CONFIDENTIALITY NOTICE: This email from the State of California is for the sole use of the intended
recipient and may contain confidential and privileged information. Any unauthorized review or use, including
disclosure or distribution, is prohibited. If you are not the intended recipient, please notify the sender and
destroy all copies of this email

Thiscompletesthe Forgot/ResetPasswordprocess.
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2.0 Admin Tab

Thefunctionalitiesin the AdminTabin FCR/ariesbasedon usertype.
Manage Users for Dept Admin and VDHA Admin Users

Only Dept Admin and VDHA Admin users are authorized to manage pending Department User and/or
VDHA user requests from thgpprove Pending AccourRRequests, and to access a list of users for
their agency using thBanage Usergab.

From the Manage Users tab, VDHA Admin users can view VDHA Admin and VDHA user roles only,
while Dept Admin users can view more roles (Dept Admin, Department User, VDHA Admin and VDHA).

The list of VDHA Admin and VDHA users is used as a report that is shared with benefits carriers. The
VDHA report is a list of authorized staff approved to contact benefit carriers to update employee and
retiree vision, dental, and health benefits.

*CalHR administrators for FCP will provide a comprehensive list of VDHA users for all benefit carriers.
VDHA Admin users can 1) update their own account information, 2) approve pending VDHA account
NBIljdzSada FyR o0 YFyl3dS G4KSANI RSLINIYSyiQa +51!
own account information and view their individual informatithmough the Manage Users report.

Dept Admin users can 1) update their account information, 2) approve perid@martment Useror
Department User and VDHAccounts requests and 3) manage their Departments Users and VDHA.
Whereas Department Users and VDHA roles can update their account information only and see their

information on the Manage Users report.

All users camccess thévlodify My Accounticon.
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ScenarioReviewfunctionsin the Admintab.

Step Actions

Stepl:
Onthe FCRMain Page selectthe Admintab. TheFamilyConnect Administratiorpage will display.

L

Family Connect Portal (FCP)

=) o (]

Employees & Dependent Dashboard Demographic & Enroliment Exception Dashboard Dependent Eligibility Dashboard

Stepz
On theFamily ConnecPortal Administrationpage, the following reports are available:

/ﬁ\ ‘I:I' Settings

FAMILY ¢ CONNECT =] |~ @ X

CALIFORNIA BEPARTMENT or HUMAN RESOURCES

MAIN PAGE REPORTS ADMIN FAQ Logout TestAgencyAdmin TestAgencyAdmin

Family Connect Administration

Department Admin and
a . VDHA Admin users only '_I%

Modify My Account Manage Users

Approve Pending Account Requests
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Step 3

*For VDHA Admin and VDHA usef® download thé/DHA Lisas a CSV or Excel file, cidknage Users
report, thenthe Export button, as shown in the highlighted section below.

FAMIL Y5 CONNECT

CALIFORNIA DEPARTMENT or HUMAN RESOURCES

REPORTS ADMIN FAQ Logout Tinker Bell

This button will provide a CSV

[ Include disabled user accounts or Excel file to download the
VDHA list.
Create New User Show 10 rows ¥ Export ¥ Search:
]

Agency List  Login User ID First Name Last Name SCO Agency Codes  Job Title Role(s) Status
() VdhaTestAccount@calhr.ca.gov ***a9db Jane Doe 275 Staff Services Analyst VDHA [ )
(+ NewRole@calhr.ca.gov ==*ff62 Snow White 275 supervisor VDHA Admin [ ]
() TestVDHAAdmin@calhr.ca.gov T**286a Tinker Bell 275 Staff Services Manager Il VDHA Admin [ ]

Showing 1 to 3 of 3 entries Previous 1 Next

*Each authorized VDHA AdmanVDHAis assigned a unique User ID when their account is created. When
contacting a carrier to discuss employee benefissich as enrollments, changes, eligibility or

terminations, the user must provide their User ID to verify their authorization to accessonisdis

SYLX 28SS34Q tSNE2YyIff@& LRSY(GATFTAFIOES LYTF2NNIFGAZ2Y

Note: VDHA users canew and access theawn contact information oty.

FAMILYLZCONNECT

CALIFORNIA BEPARTMENT or HUMAN RESOURELS

REPQORTS ADMIN FAQ Logout Tinker Bell
] Include disabled user accounts

Creats Mew User Show 10 rows ~ Expart * Search:

Agency List  Login User ID First Name Last Name SCO Agency Codes  Job Title Role(s) Status
< VdhaTestAccount@calhr.ca.gov “**aodh Jane Doe 275 Staff Services Analyst VDHA .
Lt NewRoleg@icalhr.ca.gov “rrffa2 Snow White 75 supervisor YDHA Admin ®
o+ TestVDHAADmin@calhr.ca.gov *ri286a Tinker Bell 75 staff Services Manager Il VDHA Admin ®

Showing 1 to 3 of 3 entries Previous 1 Mext
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Modify My Account
Reviewthe Modify My Accountoption.

Step Actions

Stepl:

Clickonthe AdminTab,andfrom the FamilyConnectAdministration page,select theModify My Account
option. The Update Existing User page will display.

TAMILY ':(ONIN]‘E‘F' = | @ X

CAUITORNIA SEPARTHENT v MUNAN RESOURELS

MAIN PAGE REPORTS ADMIN fQ Logout Department Admin User

Family Connect Administration

o) ; . : -

— ~.’~....—..»-..¢ A

Modify My Account Manage Users

Approve Pending Account Requests

Stepz

Onthe UpdateExistingJserpage,you canupdateall information exceptyour Email (Username) and the
department access. You can change your password on this page as well.

8 setings
FAMILY € CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Update Existing User
Fi -

Middle Name Last Name *

Email (UserName) *

department-admin@calhr.ca.gov

Phone Number * [N

Can Access Child Departments

User Role *

Department Admin v

Access Department *

Confirm Password

Thiscompletesthe Modify My Accountoverview scenario.
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ApprovePendingAccountRequests; Dept Adminand/or VDHAAdmMIin Only

The bllowingstepsareoutlinedin the DepartmentUserAccountReview& ApprovalProcess
sectionof this manual.

ManageUsersc Dept Adminand/or VDHAAdmIn Only

On theManage Userpage, the DepAdminuser can 1) deactivate an account user,
2) send a password reset emailDepartment Usersor Department User and/DHAwhen needed
and 3) create a neWepartment User or Department User and VDad&ount.

Note: Depp Admin will approve users for DRV transactions that will bealtepent Users. They can
also approveDepartment User or Department User and VDHE#those users will be authorized to be
on the VDHA lish addition to completing DRV transactioi®xpt Adminwill not approe VDHA only
accounts.

Reviewthe AccountDeactivationand PasswordResetscenarios.

Step Actions

Stepl:

Clickon the AdminTab,andfrom the FamilyConnectAdministration page,select theManage Users
option. The Manage Users page will display.

® o Settings

CALIFO

Aecrove B B9 :
IFORMIA BEPARTHEMT or HUMAN RESURELS REPORTS

MAIN PAGE ADMIN FAQ Logout TestAgencyAdmin TestAgencyAdmin

I Family Connect Administration

Department Admin and
a . VDHA Admin users only '—E

Modify My Account Manage Users

Approve Pending Account Requests

Step2:

Onthe ManageUserspage clickon accountdza SLed@nhiame.TheUpdate Existing Usgrage will
display.
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& ﬂ' Settings

FAMILYE CONNECT
o MAIN PAGE REPORTS ADMIN FAQ LogautTestAgencybdmin Testdgencyadmin

Manage Users

Include disabled user accounts

Create New User Sheow 10 rows * Export Search: | VDHA
Agency . User . .
List Login " b First Name Last Name SCO Agency Codes  Job Title Role(s) Status
is
i ey o . Department
(+] TrainingDepUser@Tast.ca.gov 1cla TestAgencylUser TestAgencylUser 003, 904, 905, 339 Training Dep User ) .
User, VDHA
° VdhaDepUser@Calh **8ed3  testvdhaDepUserFN  testVdhaDepUserlN 006 staff Services Depettment ®
test s Calli.ca gov - aDenlL . SDenle o
estVdhaDepUser@ Calhr.ca.gov 2 5 aDepUser| estVdhaDepUser Manager |l Lser, VOHA
@ dh 2@calh fd4]  testvdhad 2PN test 006 seaff Seruices Department Y
testdhad serd@ealbicapov astvdhadepuser2F settast o
testvd hadepuser2@calhr.ca.gov stvdhadepuser. esttess Manager User, VDHA

Step3:

Onthe UpdateExistingJserpage,selectthe checkboxiexttod ! OO2 Bz o f SRé 2 NJ a{ Sy
wSasSid 9YFAtE YR {I gSo

w AccountDisabledselection: Theaccountis now disabledandthe accountuser is unable to log in.

w PasswordResetselection:Thesystemwill sendanemailto the accountuser and provide them
with a temporary password to log in.

ings
FAMILY LS CONNECT
MAINPAGE REPORTS ADMIN FQ LogoutTestAgencyAdmin TestigeneyAdmin

Update Existing User

UserID
***1cle

First Name * Middle Name Last Name *
TestAgencyliser TestAgencyUser

Email {UserName) *

TrainingDepUser@Test.ca.gov

Phone Number *

(353} 453-4555

Job Title

Training Dep User

Classification *

ACCOUNTANT TRAINEE b

User Role(s) *

Department User x| | VDHA X

Access Department *
Clean Selected List

999-Test Agency X

Thiscompletes Accounteactivationand PasswordResetscenarios.
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Reviewthe CreateNew Useraccountscenario.

Dept Adminusers can create new Department UserDepartment User and VDHA accournits/our
department has identified a new Dept Admiger, their account request must be submitted from the
FCP log in page.

Step Actions

Stepl:
Clickonthe AdminTab,andfrom the FamilyConnectAdministration page,select theManage Users
option. The Manage Users page will display.

’ﬁ\ ﬁ Settings

FAMILY <X CONNECT = |~ @ X

CALIFORNIA BEPARTHENT or HUMAN RESQURELES

MAIN PAGE REPORTS ADMIN FAQ Logout TestApencyAdmin TestAgencyAdmin

I Family Connect Administration

Department Admin and
n . VDHA Admin users only '_E

Modify My Account Manage Users

Approve Pending Account Requests

Stepz
Onthe ManageUserspage,clickon CreateNew Userbutton. TheNew Userpage will display.

& £} settings

FAMILY T CONNECT
o o MAIN PAGE REFORTS ADMIN FAQ Logout TestAgencydmin TestagencyAdmin

Manage Users
Include c%r accounts

Create New User Show 10 rows * Export Search: | VDHA
Agency . User . .
List Login * o First Name Last Name SCO Agency Codes  Job Title Role(s) Status
Departi it
(+] TrainingDepUsen@Test.ca.pov =" 1cle TestAgencyllser TestAgencyllser 003, 904, 905, 593 Training Dep Wser epdr.mer .
User, VDHA
& dhaDepUser@Calh Sed3  testUdhaDepUserFN  testVdhaDepUserlN 006 staff services Department o
testy er@Calhrcapow ™ . DenLlsarEN - e o
estVdhaDepUser@Calhr.ca.gov = 5 aDeplser] = aDepllser] Manager il User, VDHA
& testedhad e T , eeeaal studhadenuser2EH e 006 Staff Services Department .
testwdhadepuser2@calhr.ca gov testvdhadepuser! testtest 0 Manager User, VDHA
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Step3:

Onthe New Userpage,enter all requiredinformation andSaveThesystemwill sendan emailto the
accountuserandprovidethem with atemporary password to log in.

&« £} settings.

L TAMIL Y2 CONNECT

First Name * Middle Name Last Name *

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Email (UserName) *
Phone Number *
Job Title

Classification *

-- Select a Classification— v
[ can Access Child Departments

User Role *

--Select aRole -- ~

Access Department *

Clean Selected List

Send Password Reset Email

LEWEl  Close

Thiscompletes theCreateNew Useraccountscenario.
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3.0 FCP Main Page Overview

TheFCAMainPage ishe C / thén@epage.Onthe Main Pageyou havethe following options:

Main PageTab(HomePage)

ReportsTab

AdminTab

FAQ

Logout

Employees DependentDashboard
Demographi& EnrollmentExceptiorDashboard
DependentligibilityDashboard

. UserManual

10.DRV/FCEontact

©CoeNoO~wNPE

ry 0 Settings

FAMILYRCONNECT g B 2. & 3@ 4 5 x

™ MAINPAGE TREPORTS ADMIN ~ R LogoutDepartment Adnmin User

= o

6 7 8

Family Connect Portal (FCP)

Employees & Dependent Dashboard Demographic & Enrollment Exception Dashboard Dependent Eligibility Dashboard
Demographic &Enrollment Coverage Data Review Errors Requiring Resolutions. DRV &26 Year Age Out Alert

ance, contact the Family Connect team at

Please refer to the User Manual for instructions on how to use this Ifyou
9™ 19 =

BacktoTop  CondiionsofUse  Privacy Policy  Accessibility  Contact Us
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4.0 FCP Dashboards

Therearethree Dashboard#n FCP:

1. Employees DependentdDashboard
2. Demographi@andEnrollmentExceptiorDashboard
3. DependentligibilityDashboard

AllEmployeeaccountqactiveandinactive)are storedor filed in the Employees& Dependent
Dashboard.

If FCP receives a carrier/vendor file for an employee or dependent with demographic infortietion
R 2 S anyit€hthe informationin FCRhat wasprovidedby SCCthen:

1. FCRwill movethe employee'saccount/filefrom the Employees Dependent
Dashboard to the Demographic & Enroliment Exception Dashboard

2. Theemployee'saccountwill remainin the Demographi& EnrolimentException
Dashboard until the Exception is resolved

Oncethe Exceptionsresolvedthe employee'saccountis movedbackto the Employees Dependent
Dashboard.

Employeesand DependentsDashboard

The Employees & Dependents Dashboard contains accounts of all employees who currently do not
have a demographic & enrollment exception/error. Each employee is assigned an identification
number(UEID)It isthe sameuniqueemployeeidentificationnumberthat isused by the State

/| 2y UGNRffSNRAE hTFAOS o6{/ h0o

ScenarioReviewEmployeeand Dependentinformationin the Employees DependentdDashboard.

Step Actions

Stepl

Onthe FCRMain Page selectthe Employeest DependentDashboardtab. The Manage Family page
displays.

# B senings

L i X
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Step2

On theManage Familypage, the "Show My Records Only" (1) is defaulted to yesangtieckmarkyYou
canuncheckthis boxto seeall employeeaccountsassigned to you, unassigned or assigned to another

FCP user within your department). You can also export a list of employees into Excel or search for an
employee account by using the Search box (2). You can view the name of the user the acassiginied

G2 dzy RSNJ 6KS a! aaA3dJySR ! aSNE O2fdzyye LT GKS | OC

Note: The Employees & Dependent Dashboard also includes inactive employee agduenetthe
employeeisnot currentlyenrolledin dentalor premiervision.

A £¥ Settings

Ul S -

MAIN PAGE REPORTS ADMIN FAQ Logout Department User

MANAGE FAMILY

1

Show My Records Only ™

Dependents UEID Employee Name DoB Agency Benefits Assigned User Comments
© 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Department User 04/10/2022 New Addi...
(+) 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Department User 04/10/2022 New Addi...
(+} 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Department User 04/10/2022 New Addi
(+) 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Department User 07/17/2022 New Addi...
Showing 1 to 4 of 4 entries (filtered from 1,454 total entries) Previous 1 Next

Step3:

ReviewEmployeeAccountsForaquickviewof anemployee'sdependent(s)click on thegreen plus
button in the Dependents column. Thgependentdist panel will display.

FAMILY 5 CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
MANAGE FAMILY
3 Show My Records Only
| showiorows || Bpot searc
Dependents UEID Employee Name D08 Agency Benefits Assigned User
— © 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Dept User
o 003 Y OFFICERS JUDGE'S RET SYS MEM Dental, Department User
o 003 Y OFFICERS JUDGE'S RET SYS MEM Department U
° 003 Y OFFICERS JUDGE'S RET SYS MEM Department U
003 Y OFFICERS JUDGE'S RET SYS MEM
° 003 Y OFFICERS JUDGE'S RET SYS MEM
003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
UTORY OFFICERS JUDGE'S RET SYS MEM
003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
Showing 1to 10 of 1,453 entries previous |1 [ 2 3 4 5 146 Next

DRV Rev. 11/21/25 Page 30



Step4:
Reviewthe list of employee'sdependent(s).

DisplayName:Showsghe full nameof eachdependent

N

DependentType:Showsghe relationshiptype - child (includesboth natural and adopted children),
spouse, domestic partner, stepchild, and domestic partner child

DOB:Eachdependent'sfull date of birth

ReVerification EndDate: Wheneachdependent'scurrentre-verification period ends
Benefits:Will list whicheverbenefitsthey are enrolledin - Dentaland/or Vision

Exception:Yes/Nog indicatesif there isanerror on their account

NeedsReview:Yes/No- indicatingDRVand/or the 26-year-old alert

Deletion Statusif a Department User had submitted a dependent deletion requést will display
"PendingApproval”.Otherwise, thidield will be blank

©NOOKW

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

MANAGE FAMILY

UED Employee Name oos Agency

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

/4

jon End Date

Step5:

Click on the Employee's name to review the employee's demographic and benefit enraifoentation
aswell asall dependentinformation. TheReviewEmployeepage will display.
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N FAMILYZXCONNECT

CALIFORNIA DEPARTMENT or KUMAN RESOURCES

MAIN PAGE REPORTS ADMIN FAQ Logout Department User
MANAGE FAMILY
Show My Records Only
sowrorows || e | / s [ ]
Dependents UEID Employee Name / DOB Agency Benefits Assigned User Comments I
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Department User  04/10/2022 New Addi.
) 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Department User  04/10/2022 New Addi..
) 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Department User  04/10/2022 New Addi..
) 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental,Vision  DepartmentUser  07/17/2022 New Addi...

Showing 1 to 4 of 4 entries (filtered from 1,454 total entries)

Step6:
TheReviewEmployeepageis dividedinto three sections.

Previous ‘ 1 Next

- v
T

E=rE

sy [sr—

[rrr—— [rr——
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Sectionl: Employeedemographics

FAMILY DT CONNECT

MAIN PAGE ADMIN AQ Logout Department Admin User
Review Employee
UEID Status
Active v #]1 = Employee
ssH Agency* Demographics
e
003-STATUTORY OFFICERS JUDGE'S RET SYS MEM v 1
First Name * Middle Name Last Name * /
Birth Date * Birth Month Assigned To
September ~ Dept User v
Employee Mailing Address
Address line 1 2 Address line 2
city State Zip Code
CALIFORNIA v
Undeliverable Date Undeliverable User Name
Undeliverable

04/10/2022 New Addition from EntHr database

Section2: BenefitsEnrollmentinformation

A

Dental Plan

Déntallan Name*

|

r\ Delta Preferred Provider Opion [PPO)

v | 1
|

«Record Source

Vision Plan
ison Plan Name* '\\ Vision Plan Effective Date
‘«‘ Not Covered v ‘,}

|
Vision BENTD

Dental Plan Effective Date*

Dental Permitting Event

4
Vision Permitting Event

Dental Party Code *

Selfplus two or more dependents

! #2.. Benefits

Eanasod

Vision Party Code
«\fion Party Code -

Record Source - v
shwtomws | | Bpot | H3)- ) Dependentdinformation s ]
l Dependent Name * Dependent Type DoB Re-verification End Date Benefits Exception Needs Review Deletion Status l
L 1§
— chig BJ31/2029 Bentar WG Wo
Child 1/31/2033 Dental No No Pending Approval
Spouse 3/31/2026 Dental o No Pending Approval
Showing 1to 3 of 3 entries Previous n Next
Save Cancel n

DRV
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Step7:

Slectthe dependent'snameto revieweachR S LIS y infogmatiari TheReview Dependenpage
displays.

e poB Date Benefits Exception Needs Revie
i = o o
Child 1/31/2033 Denta No No Pending Approval
Spouse 3/31/2026 Denta No No Pending Approval
es Previou

Step8:

Ensurehat the dependentinformationiscorrect.If the dependenttype isincorrect, select the correct
dependent type from the droglown menu and save the update. Next, update the dependent type and
Fye 20KSNJ AYF2NNIGAZ2Y RANBOGfE& gAGK GKS @SYyR2ND
verification purposes.

TheAlertspanelwill indicateif the dependent igpendingre-verificationand/or if they are nearing age 26.

nnnnnnnnnn

Deletion Status
Delete Dependent
Comments.

futded by Carrier File 2022.0502]

Thiscompletesthe Employeesk DependentDashboardreview scenario.

Demographiand EnrolimentExceptionDashboard

TheDemographi& EnrolimentExceptiorDashboard containactiveandinactiveemployee accounts with
errors.

TheS Y LJ 2 @c&Bnfs@ipdatedwhenFCReceivesavendorfile for that employeeor their dependent
GAUK RSY23INILKAO AYF2NNIGA2Y GKFG R2SayQiG YI G OK

ScenarioReviewerror/exceptioninformationin the Demographi& EnrolimentExceptionDashboard.
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Step Actions

Stepl:
Onthe FCRMain Page selectthe Demographic& EnrolimentException Dashboartab. The Manage
Family Exceptions page displays.

o © V4 o

Dependent Eligibility Dashboard

Family Connect Portal (FCP)

Employees & Dey )gl\ﬁ%f Dashboard Demographic & Enrollment Exception Dashboard
Demographic & Enrollment Coverage Data teview Ervors Requiring Resolutions
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Step2:

Onthe ManageFamilyExceptiongpage,the "ShowMy RecordOnly"isdefaulted to yes with a
checkmark. You can uncheck this box to see all employee accounts (assigned to you, unassigned or
assigned to another HR personnel within yoepartment).

ry L2 setings
B FAMILY % CONNECT
MAINPAGE REPORTS ADMIN FAQ LogoutDe;
MANAGE FAMILY EXCEPTIONS
Show My Records Only /
=
ooe Agency Benefits Needs Verification
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, No
© 003:STATUTORY GFFICERS JUDGE'S RET SYS MEM Dental, Department User Mo
S| 20f filtered fr 94 Il

Step3:

Select theException Commentbnk on this page to quickly review the error/exceptissueon an
employee'saccount.TheEmployeeCommentspop up box is displayed.

Y €2 settings.
b FAMILYS% CONNECT
MAIN PAGE REPORTS ADMIN FAQ Logout Dep mt User
MANAGE FAMILY EXCEPTIONS
Show My R
se

Dependents Employee Name oos Agency Benefits Assigned User Needs Verifcation

° 003STATUTORY OFFICERS JUDGE'S RET SYS HEM Dental, Department User o

° OUSTATUTORY OFFICERS JUDGE'S RET SYS HEM Dental, Department User o
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Step4:

Review the exceptiomessage. The Employee Comments pop up box will list the typfeggprsthat
existon the employeeor the dependent'saccount.Selectthe close button to exit out of the Employee
Comments pop up box.

£ settngs

- .
1LY 4% CONNEC
MAIN PAGE REPORTS ADMIN FAQ Logout DepartmentUser

MANAGE FAMILY EXCEPTIONS

Show My Records Only

Dependents Employee Name poB A Assigned User Needs Verification Exception Comments

Employee Comments / Search: |:|

o i Exception Comments Department User No Processing Not Cover
Processing Mot Covered to Covered Dental...

&) % |2022-04-28:D File Delta Contains Mismatched Department User No Processing Not Cover...
Showing 1 to 2 of 2 entries (fltered from 4,494 total entries) Field(s) Carrier File Data shows LastName:4 Previous Next
IR _ Firstiame:
;. Birthday: Processing Previously Covered
Dental..

2022-04-29:Dental File Delta Contains Mismatched
Field(s). Carrier File Data shows LastName: |
R FirstName:< ; Birthday:

18Processing Previously Covered Dental...
2022-05-02:Dental File Delta Contains Mismatched
Field(s). Carrier File Data shows LastName

B 1R FirstName: ; Birthday:

18Processing Previously Covered Dental...
2022-05-05:Dental File Delta Contains Mismatched
Field(s). Carrier File Data shows LastName:!

IR FirstName:[ | ; Birthday:
2022-06-06:Dental File Delta Contains Mismatched
Field(s). Carrier File Data shows LastName

(- T

Step5:

Clickonthe Employee'siameto reviewthe employee'sand/or dependent's exceptiomformation.The
ReviewExceptionEmployeepagewill display.

ry €3 Settings
T o -
b FAMIL Y% CONNEC
MAIN PAGE REPORTS ADMIN FAQ Logout Department User
Show My Records Only
Dependents Employee Name DoB Ageney Benefits Assigned User
° &~ 003.STATUTORY OFFICERS JUDGE'S RET SVS MEM Dental, Department User No Processing Not Cover.
® 003'STATUTORY OFFICERS JUDGE'S RETSYS MEM oertal, Deparment User o Processing Not Cover

Showing 110 20f 2 entries filtered from 4
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Step6:
TheReviewExceptionEmployeepageis dividedinto three sections.

—— -

....... - Demographics
—_—

.

= = S ~

= Dental & Premier,\ision

PlanInfo.
----- ——
KKKKKKKK - - S [ [ &
— ——— [a]
=

Sectionl: Employeedemographics
In this section, the Exception Comments box will list all the errors on the employee a&&drlS y
account(s)Reviewall sectionsandmakenecessan® 2 NNBE Ol A2y a 2y (K SY
SCO or the vendor (whichever onajplicable).

Review Exception Employee

ssn - e, Ly I ——
e
First Name * MiddleName  LastName .
Birth Date * Birth Month Assigned To
Employee Mailing Ad
\ddress line 1 fred
state i
Al v it
Undeliverable Date Undeliverable User Name

Comments

Dental Party Code *

#2.- Dental & Premier-Vision
Plan Info

Vision Plan Effective Date
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Section3: Dependentinformation

ssssss

........... * Dependent Type oos Re-verification End Date Benefits Exception

StepT:

If the exception/errorison the dependent'saccountthen selecthe dependent's name to review the
RSLISYRSyYy U Qa AR¢vied DNependenpags willdisplas

:
Step8a
wSOASs (KS RSLISYRSYyGQa AYyF2N¥IGAZ2Yy d L thenlysudil SEOS
haveto deletethe dependentfrom FCPRonlyif the exception message provided by the vendor matches at
fSrad 2yS 2F GKS a5StSiA2y wSlkazyaéd tAadSR Ay
DuplicateDependent
IncorrectDateof Birth
IncorrectFirstName
IncorrectLastName
IneligibleDependent
Not a Dependentof Employee

1.
2.
3.
4.
5.
6.

Todeletethe dependent,selectthe Deletebutton.

First Name

Step8hb:
Onceyouselectthe Delete Dependentbutton, the EditDeletion pop up boxis displayed. Select the
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Deletion Reasorirom the dropdown menu.

(3} Settings
TAR 4 i~ e e
FAMILYS CONNEC
MAINPAGE REPORTS ADMIN FAQ Logout Department Adrmin User
Review Dependent
Dependent Type * Status Record Source
Child v Pending v Carrier File v
First Name * i Last Name *
Edit Deletion =
Birth Date Re-verification End Date
Dental Plan * If you are sure that you want to delete this dependent Dental Permitting Event *
v then select correct deletion reason and click Save Recond Source
Vision Plan * Deletion Reason Vision Permitting Event
o Y -- Select Deletion Reason Type K - Record Source ¥
Deletion Status -- Select Deletion Reason Type -- - Deletion Requested By
% Duplicate Dependent
Incorrect Date of Birth
Delete Dependent Incorrect First Name
Incorrect Last Name
Comments e
TG = Ineligible Dependent
st Al Not a Dependent of Employee

Step8c
Sdect Save.

Step8d:

Adependentdeletionprocessedn FCHy a Department User or a Depgtdminuseris processed
automatically, and the Department User will be returned to Beview Exception Employgeage.

Step8e:

A dependent deletion processed in FCP by a Department User is not deleted automatically.
dependentdeletionrequestis sentto the DeptAdminuser for a final review and approvaDnce the

dependent is deleted, the Department User is returned to the Review Dependent page. The Department

' ASNRA RStSiA2y NXBIljdzSad oAttt 0SS tAaG§SR Fa tSyRA
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nt e o
FAMIL Y CONNEC

MAINPAGE REPORTS ADMIN FAQ Logout Department User

Review Dependent

Dependent Type * Status Record Source
Child v Active v Carrier File
First Name * Middle Name Last Name *
Birth Date * Re-verification Effective Date Re-verification End Date

Dental Plan * Dental Plan Effective Date * Dental Permitting Event *

Vision Plan * Vision Plan Effective Date Vision Permitting Event
-- Record Source -

Deletion Reason

Duplicate Dependent

Step9:

Departmentalpersonnelofficesmustcontactthe vendorand/or SCQandrequest necessary corrections
to the dependent's information.

SteplC:

Onceyouhavereviewedthe exception(sandtakenall necessargtepsto correct the employee and/or
dependent information, including deleting a dependent fr&i@Rif applicable)yeturn to the Review
ExceptionEmployeepageandselectthe RemoveFromExceptionbutton.

TheExceptionCommentwill be removedfrom the employee'saccount,andthe account is moved back
to the Employees and Dependent Dashboard

Stepll

Afuture file transferfrom the vendorand/or SCQwill reestablishthe deleted dependent with the correct
information (if applicable).

Thiscompletesthe Demographicand EnrolimentExceptionDashboardreview scenario.

DependentEligibility Dashboard

TheDependentEligibility Dashboardcontainsaccountsof all employeeswith dependent(s) who
require reverification based on the DRV schedule andiavedependent child(ren) who are within-0
4 months of nearing age 26.

DRV Rev. 11/21/25 Page 41



ScenarioOverviewof the DependentEligibility Dashboard

Step Actions

Stepl:
Onthe FCRMain Page selectthe DependentEligibility Dashboardab. TheDependentEligibility
Dashboardpagewill display.

Step2:

On theDependent Eligibility Dashboardage, the "Show My Records Only" (#1dafaultedto yeswith
acheckmarkYoucanuncheckthis boxto seeall employee accounts (assignéalyou, unassigned or
assignedo another HRpersonnel within your department).

In this Dashboard, by default, a combination of all employees with dependents who reewviegification
aswell asallemployeeswith dependentswvho are nearingage 26 will be listed. You have the option to
filter by alert type by clicking on th®elect Alert Typdutton (#2). This will give you three options:
Reverification, 2§earold, and All types.

In addition, in this Dashboard, thexceptioncolumn (#3) will have #es/Novalue dependingn whether
there areanyexceptions/errorson thisemployee'saccount.If the Exception column indicates Yes, then
this employee's account is also in tbemographic and Enrollment Exceptions Dashboard! requires
correctiveaction(s).

I DEPENDENT ELIGIBILITY DASHBOARD |

Employee Name Benefits Exception  Assigned User

Step3:
Foraquickview of anemployee'sdependent(s)clickon the greenplusbutton in the Dependents
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column. TheDependentdlist panel will display.

FAMILY 4

CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
DEPENDENT ELIGIBILITY DASHBOARD
Show My Records Only
Show10rows || Export || Selectlert Type Search:
Dependents / Employee Name 00B Agency Benefits Exception Assigned User
o ¥ 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM vision
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental
o Dental,
° Dental,
° en
°
° 003:STATUTORY OFFICERS JU
° N 003:STATUTORY OFFICERS JU
© 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
Showing1to 10

Step4:
Reviewthe list of employee'sdependent(s).

N

© N o g bk w

of 244 entries previous | 1| 2 3 4 5 25 Next

DisplayName:Showshe full nameof eachdependent

DependentType:Showsghe relationshiptype - child (includesboth natural and adopted

children), spouse, domestic partner, stepchild, and domestic partner child

DOB Displayslependent'siull date of birth

ReVerification EndDate: Wheneachdependent'scurrentre-verification period ends
Benefits:Dentaland/or Vision

Exception:Yes/No- accounterror

NeedsReview:Yes/No- indicatingDRVor 26-year-old alert

Alert Type:DRVor 26-yearold alert

DEPENDENT ELIGIBILITY DASHBOARD

Employee Name oos Agency Benefits Exception Assigned User

© © © © 6 © © ©

DRV
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Thiscompletesthe DependentEligibility Dashboardoverview scenario.

5.0 Dependent RéVerification Process

The re-verification of dependents enrolled in dental and/or premiervisionis processedn the
DependentEligibility Dashboard.

Scenario: Process a dependemverification in theDependent Eligibility Dashboarote: Verifythe
dependent only after you have received all required DRV documents.

Step Actions

Stepl:

Onthe FCRViain Page selectthe DependentEligibility Dashboardtab. TheDependentEligibility
Dashboardpagedisplays.

L L Settings

LrEcomEcT B = C x

MAIN PAGE REPORTS ADMIN FAQ Logout

Family Connect Portal (FCP)

o

Employees & Dependent Dashboard Demographic & Enrollment Exception Dashboard Dependent Eligibility Dashboard

Demographic & Enroliment Coverage Data
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Step2

On theDependent Eligibility Dashboargage, the "Show My Records Only" (#1desaultedto yeswith
a checkmark.Youcan uncheckthis box to seeall employee accounts (assignéd you, unassigned or
assignedo another HRpersonnel within your department).

In this Dashboard, by default, you will see a combined list of all employees with dependents who require
re-verification as well as all employees with dependents w&henearingage26.

Youhavethe option to filter by alerttype by clickingon the Select Alert Typdutton (#2). This will give
you three options: Reverification, 2gearold, and All types.

PY L3 Settings
FAMILY X CONNECT
MAIN PAGE REPORTS ADMIN FAQ Logout Department User

| DEPENDENT ELIGIBILITY DASHBOARD |

eeeeeeeeeeeee

uuuuuuuuuuuuuuuuuuuuuuuuuuuu

Step3:

Fromthe SelectAlert Typemenu,clickon the Reverificationbutton (#1).Within a few seconds, the
Dependent Eligibility Dashboard is filtered and only shows dependent(s) scheduled for the curent re
verification cycle based on the DRshedule.

Next, clickanywhere(#2)on the Dashboardscreento exit out of the SelectAlert Typemenu.
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Step4:

Foraquickview of anemployee'sdependent(s)clickon the greenplusbutton in the Dependents
column. TheDependentdlist panel will display.

i —
1ILY5X CONNEC
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

DEPENDENT ELIGIBILITY DASHBOARD

O Show My Records Only

[ srowtorons || epon |[ seccmenrsoe s [ ]
Dependents / Employee Name DoB Agency Benefits Exception Assigned User
o ¥ 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM vision Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Yes
© 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes
° N 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental,
110 100f 264 entries previous ] 2 3 4 s 5 Net

Step5:

The Dependent panel will display all dependents. Nleeds Revievand Alert Typewill indicate which
dependents need to be reerified. Next, click on the name tife dependentchildwho needsto be re-
verified. TheReviewDependentpageis displayed.

TAMILY X

¢ CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Departm

DEPENDENT ELIGIBILITY DASHBOARD

) Show My Records Only

1 B | :

Dependents Employee Name @ 008 Agency Benefits Exception Assigned User

© 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Yes

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, ves

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, 7

Display Name / Dependent Type Do Re-verification End Date Benefits Exception Needs Review Alert Type

child 3/31/2023 No Yes DRV alert
Spouse 3/31/2023 Dental No Yes DRV alert,

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes

° 003:STATUTORY OFFICERS JU RET SYS MEM Dental, Vision Yes

) 003:STATUTORY OFFICERS JU RET SYS MEM Dental, Vision Yes

° 003:STATUTORY OFFICERS JU

SYS MEM Dental, ves

o 003:STATUTORY OFFICERS JU! ET SYS MEM Dental, Vision Yes

Showing 1o 10 of 244 entries
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Step6:

Inthe ReviewDependentpage,from the Alerts panelclickon the DRValert link. TheEdit DRV alert
G a2y (K pagswilNk displayed.

uuuuuuuuuu

o
Step7:
TheEditDRVAlert pagename isupdatedwith eachbirth month cycle andistsit KS RS LISY RSy (i Q

TheEditDRVAlert pageis dividedinto two sections:

Sectior#1 - Isthe DRWotificationsectionandis"read only". CalHRwill updatethe notificationdate as
each DRV notification is mailed out to the employee.

Note: Thenotified date inFCRsthe date the notificationswere generated It is not the date they were
mailed out. Notifications are mailed out thé' business day of the month following the notified date.

Example90 DayNotified Date=12/14/22 Mailing Dag¢ = 01/03/23

Section#2 - Isthe VerifyDependentsection.Thisis thesectionin which HRoffices process the dependent's
re-verification.
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S ——
FAMILYDECONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Edit DRV alert March 2023 /

Dependent Name:

120 Day Notification: December 2022

120 Day Notified Date
Is Notified 120 Day

90 Day Notification Date: January 2023 AL UU Wl UL
90 Day Notified Date
Is Notified 90 Day

60 Day Notification: February 2023

60 Day Notified Date

Is Notified 60 Day

Verify Dependent
Re-verification Effective Date
| Verified
Notes
#2.= RezVerify
Dependent

Verification Documen t

Dependent Eligibil ion Checklist (CalHR Form 781) *

Adoption Certific: g employee as the child's parent (i)

Birth Certificate n: mployee as the child's parent (i)

-

Step8:
Inthe Verify DependentSectionto verifythe dependent,takethe following steps:

1. Checkthe Verified checkbox Thiswill displaythe dependent'sRe verification Effective Date
2. Next,from the Verification DocumentList, selectall requireddocuments submitted by the
employee

3. Finallyclickon the Savebutton to savethe dependent'sre-verification

Note: Verify the dependentonly after you havereceivedall required DRVdocuments.

Verify Dependent
. 1 Re-verification Effective Date

veified PSS UBONBERERNREEE] =

Notes

Verification Document List *
Dependent Eligibility Verification Checklist (CalHR Form 781) * 3
Adoption Certificate naming employee as the child's parent (i) —
Birth Certificate naming employee as the child's parent (i)

Save Cancel

Step9:

Whenre-verifyinga dependent,all requireddocumentsfor the dependentmustbe selected before the
FCP will save the record.

1. Documents with am. in parentheses are related to one document requiremebdheor the other
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mustbe selected Forexample for a Child, selecBirth Certificate(for a naturalborn child)or
AdoptionCertificate(for adopted child).

2. If arequireddocumentis not selected andhe savebutton is selectedthe followingred error
messagewill display:"All Requireddocumentsmustbe selected”

& £ Settings

FAMILYECONNECT
CALIFORNIA BEPARTHINT o BUNAN RESOURELS
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

I
Edit DRV alert March 2023

120 Day Notification: December 2022
120 Day Notified Date

Is Notified 120 Day

90 Day Notification Date: January 2023
90 Day Notified Date

Is Notified 30 Day

60 Day Notification: February 2023
60 Day Notified Date

Is Notified 60 Day

Verify Dependent

Re-verification Effective Date

Verified 4/1/2033

Notes

SteplC:
Oncethe re-verificationis savedsuccessfullyyou will receivea confirmation messagéeYerification
updated
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In addition, the systemwill savethe followinginformationon the EditDRVAlert page:
1. ReverificationEffectiveDate
2. Documentsselectedfrom the VerificationDocumentList

Youcanexitthe EditDRValert pageby selectingclose.Thiswill return youto the Review Dependenpage.
From this page, you can select Cancel to return to the Dependent Eligibility Dashboard.

® LF Settings
T/ > e NINECT
FAMILY <X CONNEC
CALIFORNIR DEPARTRENT o LAY URGES
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Edit DRV alert March 2023

Verification updated.

120 Day Notification: December 2022
120 Day Notified Date

Is Notified 120 Day

90 Day Notification Date: January 2023
90 Day Notified Date

Is Notified 90 Day

60 Day Notification: February 2023
60 Day Notified Date

Is Notified 60 Day

Verify Dependent /

Re-verification Effective Date

Verified 4/1/2023

Notes

/

¥

Verification Document List *

O Adoption Ce
Birth Certificate na

Thiscompletesthe DependentReVerification Processcenario.

6.0 26-YearOld Dependent Age Out Process

Departmenal PersonnebDfficesare responsibldor notifyingemployeesf dependentchild(ren)
nearing age 26, of their dependent(s) upcoming deletion event and providing disabled dependent and
COBRA eligibility information and forms.

TheDependentEligibility Dashboardcontainsaccountsof all employeeswith dependent child(ren)

who are within 0-4 months of nearingage 26. Departmentl PersonnelOfficesare required to
update each dependent account after notifications are sent to the employee.

Scenariointhe DependentEligibility Dashboard updatea dependent'saccount(nearing age 26) with
the notification sent date.
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Step Actions

Stepl:

Onthe FCRMain Page selectthe DependentEligibility Dashboardtiab. TheDependentEligibility
Dashboardpagedisplays.

Step2:

On theDependent Eligibility Dashboardage, the "Show My Records Only" (#1Jaefaultedto yeswith a
checkmarkyYoucanuncheckhisboxto seeallemployee accounts (assignemlyou,unassigned oassigned
to another HRpersonnel within your department).

In this Dashboard, by default, you will see a combined list of all employees with dependents who require
re-verification as well as all employees with dependents w&lhenearingage26. Youhavethe option to

filter by alerttype by clickingon the Select Alert Typdutton (#2). This will give you three options:
Reverification, 26yearold, and All types.

FAMILY S CONNECT

MAIN PAGE REPORTS ADMIN FAQ

| DEPENDENT ELIGIBILITY DASHBOARD I

Step3:

Fromthe SelectAlert Typemenu,clickon the 26-year-old button (#1).Within afew seconds, the
Dependent Eligibility Dashboard is filtered and only shows dependent(s) who are withimodiths of
turning age 26.

Next, clickanywhere(#2) on the Dashboardscreento exitout of the SelectAlert Typemenu.
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Step4:

Foraquickview of anemployee'sdependent(s)clickon the greenplus button in the Dependents column.
TheDependentdlist panel will display.

FAMILY ¢ CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

DEPENDENT ELIGIBILITY DASHBOARD

O Show My Records Only

P | )| eem—— st [ ]

Dependents. / Employee Name DoB Agency Benefits Exception Assigned User
o ¥ 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM vision Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental,

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision e
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision e
° N 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Y
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Y

.

StepS:

TheDependentpanelwill displayall dependents TheNeedsReviewand Alert Typewill indicate which
dependent is turning age 26. Click on the name of the dependent childRéwew Dependenpage is
displayed.
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FAMILY ¢ CONNECT
‘ ‘ MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

DEPENDENT ELIGIBILITY DASHBOARD

Show My Records Only

Show10rows || Export || SelectAlentType Search:

Dependents Employee Name 008 Agency Benefits Exception Assigned User
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
° 003-STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental

ion End Date Exception Needs Review Alert Type

Yes 26 year old/COBRA alert I

Display Name Dependent Type 008

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vi
° ‘ORY OFFICERS JUDGE'S RET SYS MEM Den
° ‘ORY OFFICERS JUDGE'S RET SYS MEM Den
° o ‘ORY OFFICERS JUDGE'S RET SYS MEM De
o 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dent
° 003 ‘ORY OFFICERS JUDGE'S RET SYS MEM Den
o 003 ‘ORY OFFICERS JUDGE'S RET SYS MEM Den
o 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental,
h to100f44 ent 4 Next

Step6:

In the Review Dependenpage, on théAlerts panel, click on th&6-year- old/COBRAalert link. TheEdit
26-year-old/COBRAalert pagewill be displayed.

Review Dependent

Dapendent Type * status Record Source
child v Active - CarrierFile v
FirstH Iy Middle Nam: Last Name
Date * R
11951
al Plan

Blerts

StepT:
TheEdit26 yearold/COBRAalert pagedisplayshe dependent'sname,birth date and the date they will be
turning age 26.

To ensure notification compliance, Departmental Personnel Offices will update this page each month
when notification is sent to the employee. Updates for each notificati@amonly be madeduringthe
monthindicatedfor eachnotification @ LIS® ! £ f 20 KSNJ G§AYS&asx GKS Ay T2l

For example, the first notification should go out at 120 days which for this depeigientanuary2023.
The 1206daynotification checkboxwill be"live" in January 2023 allowing the user to check the box and
save the notified date.
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Toenter andsavethe notificationinformation, follow thesesteps:
1. Clickonthe checkboxor the currentnotification month
2. Thenclickon the Savebutton.

Oncethe entry is savedsuccessfullyyouwill receivea confirmationmessage:

Notification updated

You can exit th&dit 26 year old/ COBRA algpiage by selecting close. This will retyouto the Review
Dependentpage.Fromthis page,you canselectCancel to return to th®ependent Eligibility Dashboard

[

Iy FAMILY 3¢ CONNECT

Edit 26 year old/COBRA alert

Dependent Name:
Dependent Birth Date: 3/27/1997
Dependent 26th Birthday: 3/27/2023

MAIN PAGE REPORTS ADMIN

120 Day Notification: December
120 Day Notified Date

Is Notified 120 Day 12/09/2022

90 Day Notification Date: January 2023
90 Day Notified Date

Is Notified 90 Day

60 Day Notification/COBRA: February 2023
60 Day Notified Date/COBRA

Is Notified 60 Day/COBRA

£} settings

FAQ Logout Department Admin User

/2

Thiscompletesthe 26-year-old DependentAgeOut Processcenario.
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7.0 Reports Tab

TheReportsTabin FCProvidesseveralReportsfor Departmenal PersonneDffices useAll these
reports can be exported into CSV and Excel.

ScenarioReviewreportsin the REPORTi&b.

Step Actions

Stepl:
Onthe FCRMain Pageselectthe REPORTI&b. TheFamilyConnectReporting Servicepage will display.

t Family Connect Portal (FCP)

Step2:
Onthe FamilyConnectReportingServicegpage the followingreportsare available:
1. BirthMonth CycleReport

2. DependentAgeOutReport
3. DRWDelinquencyReport
4. PendingDeletionDependentReport- Onlyavailableto Dept Admin Users
5. UndeliverableMail Report
Py L} Settings

FAMILYS CONNECT E | @ X
CALIFORNIA DEPARTHENT or KUMAN RESOUREES 5
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Family Connect Reporting Services

0

4 Birth Month Cycle Report

¥ Dependent Age Out Report

© DRV Delinquency Report

&x Pending Deletion Dependent Report ) € 8 8 &

@ Undeliverable Mail Report
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Birth Month Cycle Report
Reviewthe Birth Month CycleReport.

Step Actions
Stepl:

Clickonthe ReportsTab,andfrom the FamilyConnectReportingServicegage, select the Birth Month
Cycle Report.

[ QSenings
N e .
FAMILYSX CONNEC = ] ] X
CALIFORNIA DEPARTMENT or HUMAN RESOURCES o
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
| Family Connect Reporting Services |

i Birth Month Cycle Report

¥ Dependent Age Out Report

© DRV Delinquency Report :

A

&x Pending Deletion Dependent Report Jeess -
o Undeliverable Mail Report G

Stepz
Onthe Birth Month CycleReportpage, selectrom the Birth Month Listto seethe full report by each
cycle.

Py L3 Settings

FAMILYSX CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
BIRTH MONTH CYCLE REPORT
Birth Month List
120 90 s0- n
Employee  Employee X Day Day Day e Re-
! Employee Address 2p Agency Dependent  Dependent  Dependent  Dependent g g ‘ verification .
UEID Last < First Address ity state Benefits - Notice - Notice - Notice " Verification
008 2 Code  Name FirstName  LastName  Type ooB Effective
Name Name Sent Sent sent e Create Date
Date Date Date
N Nodata available n table
Showing 0 00 of D entries Previous  Nest

Step3:
Selecthe DRWeport by cycleyearand birthmonth:

DRV Rev. 11/21/25 Page 56



ry Lt Setings

L3
+ ~ —
FAMILYS¥CONNEC
MAINPAGE REPORTS ADMIN FAQ Logout Department Admin User
BIRTH MONTH CYCLE REPORT
Birth Month List
120- 90- s0-
Re-
Agen Dependent  Dependent  Dependent  Dependent ) Day Day verifieation ,
ity stat P BV Benefits P P P Notice ~ MNotice ~ Notice : Verification
Name First Name Last Name Type DoB Effective
Sent Sent Sent Date Create Date
Date Date Date

No data available in table

Step4:

Onceyou havemadeyour selection,ex.2023-03 (March2023),clickon the Load Reporbutton to display
the report.

3 ® L3 settings

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
BIRTH MONTH CYCLE REPORT
Birth Month List / 1
120 90- 0- a
Employee  Employee . Day Day Day S Re-
; Employee Address . zip Ageney Dependent  Dependent  Dependent  Dependent g ! : verification A
UEID  Last 4 First Address City  state Benefits Notice  Notice = Notice . Verification
DoB 2 Code  Name FirstName ~ lastName  Type oo Effective
Name Name Sent Sent Sent pate Create Date
Date Date Date
No data available in table
Showing 0 to 0 of 0 entries Previous  Next

Step5:

The March 2023 Birth Month Cycle Report information is displayed. Becauss #lergereport, it can
only be exportedin the CS\Mformat. Howeverpncethe reportis exported and opens in CSV, you have
option to save it as Excel.

Thenotification datesandre-verificationdate will getupdated onthis report as notifications are sent
and reverifications are processed in FCP.

BIRTH MONTH CYCLE REPORTI,

CORRECTIONS DEPT  Dental -
i el U

Thiscompletesthe Birth Month CycleReportoverview scenario.
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Dependent Age Out Report
Reviewthe DependentAgeOutReport.

Step Actions
Stepl:

Clickon the ReportsTab,andfrom the FamilyConnectReportingServicepage, select the Dependent Age
Out Report.

() Q Settings

FAMILYXCONNECT B ] X
CALIFORNIA DEPARTENT or HUNAN RESOURCES =
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

l Family Connect Reporting Services |

0

4 Birth Month Cycle Report

¥ Dependent Age Out Report

O DRV Delinquency Report

&x Pending Deletion Dependent Report ) 408 8 &

8 Undeliverable Mail Report

Stepz

Onthe DependentAgeOut Reporjpage,by default, the informationof alldependent children within @
months will display. This report can be exported into Excel.

Dependentswill remainon this report until the vendorremovesthem from benefits. All deletion
requests must be submitted to the vendor and/or SO®pendent children must be removed from
dental and premier vision benefits effective theslof the month following their 26" year/birth
month.
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FAMILY$X CONNECT

MAINPAGE REPORTS ADMIN FAQ Logout Department Admin User

Employee 120 Day 90 Day 60 Da)
Employee , Employee  Employee g4 Address Address . zip Dependent  Dependent Dependent  Dependent e 4 o
UEID ; Birth % = city state Agency = Notice Notice Notice
Last Name First Name poB Line1 Line2 Code First Name Last Name Type DOB
Month Date Date Date
STATUTORY
OFFICERS
March Child 02/18/1997
JUDGE'S RET
SYSMEM
STATUTORY
OFFICERS
March child 02/18/1997
JUDGE'S RET
SYS MEM
STATUTORY
OFFICERS
September Child 03/27/1997 11/29/2022
JUDGE'S RET
SYSMEM
CORRECTIONS
May Child 02/28/1997
DEPT OF
MILITARY
April Child 03/17/1997 11/12/2022

DEPARTMENT

Thiscompletesthe DependentAgeOut Reportoverview scenario.
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DRV Delinquency Report
Reviewthe DR\DelinquencyReport.

Step Actions

Stepl
Clickonthe ReportsTab,andfrom the FamilyConnectReportingServicegpage, select the DRV
Delinquency Report.

() a' Settings

FAMILY ¢ CONNECT = ] ® X

CALIFORNIA DEPARTMENT or HUMAN RESOURCES

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

[ Family Connect Reporting Services |

O

4 Birth Month Cycle Report

¥ Dependent Age Out Report

© DRV Delinquency Report

&x Pending Deletion Dependent Report ) 4L/ 8 & & 3
o Undeliverable Mail Report "5

Step2:
¢tKS 5w+ 5SfAYljdzSyOe wSLERNI LI 3IS gAff RAALII &
DRV cycle. This report contains unverified dependents from all iiothith cycles Departmental

personneloffice mustremovethesedependents from dental and/or premier vision benefits effectiveétl
of the month followingthe S Y LJt 2 Birgh $nOrih accordingto the DRVschedule.

Y {3 ettngs
. M _
FAMIL Y% CONNEC
CALIFORNIA DEPARTNENT o HUNLN RESOURCES
MANPAGE REPORTS ADMIN 2] Logout Deartment Adminler
DRV DELINQUENCYLIST
Employee 12003y %0Da 600a
Employee ~ Employee  Employee ) Py Address  Address ) Iip Dependent  Dependent ~ Dependent  Dependent . d ) ! ) g Reverification
UEID L Birth ) ) ity  State Bgency Notice Notice ~ Notice
LastName  FirstName  DOB Linel Line2 Code First Name Last Name Type DoB Date
Month Date Date Date
No data available in tzble:
b
Showing 0to0 of D entries Previous  Next

Thiscompletesthe DRVDelinquencyReportoverview scenario.
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PendingDeletionDependentReport(DeptAdmin Useronly)
Review the Pending Deletion Dependent Report

Step Actions

Stepl:
Clickonthe ReportsTab,andfrom the FamilyConnectReportingServicepage, select the Pending
Deletion Dependent Report.

A 'U'Senings
i s "
FAMILYS CONNEC = ] @ X
CALIFORNIA DEPARTWENT or HUNAN RESOUREES
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
| Family Connect Reporting Services |
i Birth Month Cycle Report
¥ Dependent Age Out Report
© DRV Delinquency Report 0
|

&x Pending Deletion Dependent Report L
o Undeliverable Mail Report "

Step2

On the Pending Deletion List page, Dept Admin users can review all dependent deletion requests
submitted by Department Users. To delete the dependelitkonthe S Y LIt 2 Ba®&ThéReview

Employeepagewill display.

FAMILY ¥ CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

PENDING DELETION LIST

‘ Show 10 rows ‘ Export

UEID Employee Name / Dependent Name Deletion Reason Requested By
Duplicate Dependent ser, Department
uplicate Dependen

er, Department

Search:

er, Departmen

ser, Departmen

ncorrect Last Name

Incorrect Date of Birth ser, Departmen

€ e e e c e

Duplicate Dependent ser, Departmen

Showing 1to 6 of 6 entries
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Step3:

Onthe ReviewEmployegragegoto the DependentPanelandselectthe Dependent Name that is
pending deletion.

Search:

Show 1010w | | Exgpo
Dependent Name / JI': Dependent Type D08 Re-verification End Date Benefits Exception Needs Review Deletion Status /
Child 10/31/2035 Dental No Pending Approval

B -
Step4:

Onthe ReviewDependentpageselectthe DeleteDependentoutton andselect Save on the peyp
button to delete the dependent. Once deleted, you will be returned to the Review Employee page.

Thiscompletesthe PendingDependentDeletion Reportoverview scenario.
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