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Introduction

The Family Connect Portal (FCP) was designed to provide departmental personnel offices with 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 enrollments in the state-sponsored dental and 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 dependents who are no longer eligible for dental and/ or vision benefits and initiate
disenrollment of ineligible dependents.

Effective October 2025, the FCP has been enhanced to maintain a list of authorized departmental
personnel who may contact or be contacted by health, dental, and vision carriers regarding updates
for state employees and their dependents’ benefits. This authorized list is known as the Vision, Dental,
and Health Authorization (VDHA) list and includes the names and identifying information of the State
of California Departmental Personnel Office staff and CalPERS Health Benefit Officers in their call
center who are authorized by their department supervisors/managers to speak directly to the vision,
dental, and health benefit carriers to make changes to employee and retiree benefits.

CalHR’s Benefits Division will be providing the VDHA list to State of California dental and vision benefit
carriers and will share the list with CalPERS administrators to share the VDHA list with State of
California health carriers. The FCP Manual has been updated to provide details on newly created roles
and how to manage them in FCP to make sure the VDHA list is updated and maintained for benefit
carriers and departmental personnel offices.

Authority/References

California Government Code sections 19815.9, 22952 and California Code of Regulations (CCR), Title I,
section 599.855 requires departmental personnel offices to re-verify the eligibility of spouses,
domestic partners, and dependent children in the state’s health and dental benefit programs at least
once every three years.

The federal Patient Protection and Affordable Care Act requires departmental personnel offices to
remove dependent children from the state’s health and dental benefit plans once they reach age 26.

Consolidated Omnibus Budget Reconciliation Act (COBRA) requires departmental personnel offices to
notice and offer continuation health, dental, and vision benefits coverage to employees, former
employees, spouses, former spouses, and dependent children when their coverage is cancelled due to
a COBRA qualifying event.

User Agreements

Security Agreement
All Department and VDHA Administrative users must sign and submit the FCP State Department
Security Agreement before they can be granted access to FCP. All Department and VDHA account users
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will be required to adhere to the FCP operational standards.

FCP Online User Agreement
Each account user must acknowledge and adhere to the FCP Online User Agreement which states the
following:

FCP is a California Department of Human Resources (CalHR) computer system which may be used and
accessed for official Government business only by authorized personnel.

UNAUTHORIZED ACCESS TO ANY STATE OF CALIFORNIA COMPUTING SYSTEM IS A CRIMINAL VIOLATION OF
PENAL CODE SECTION § 502 AND/OR APPLICABLE FEDERAL LAW AND IS SUBJECT TO PROSECUTION.

Accessing any system while exceeding one’s authorization or in ways not intended by the State of
California shall be subject to disciplinary action, prosecution or both. Users shall have no expectation
of privacy in the use of these computing systems as all actions may be recorded and monitored.

1.0 FCP User Accounts

Departmental Personnel Offices can create four types of user accounts in FCP:
e VDHA Administrative (VDHA Admin) (required)
o VDHA
e Department Administrative (Dept Admin) (required)
o Department User

VDHA Admin User Account

The VDHA Admin role has view, add, and remove access for the VDHA users that share the same agency
code(s) as their role. This role can access and export the Manage Users Report to view all VDHA authorized
personnel for their respective agency code(s) they manage.

Each state departmental personnel office is required to create at least one VDHA Admin user account
in FCP. If the department already has a Dept Admin role, they may use this role to manage VDHA
users. Multiple VDHA Admin users are permitted. Please assess your business needs and determine
the number of VDHA Admin user accounts that work best for your department.

e The department’s VDHA Admin user must be at a supervisory level or higher

e CalHR's DRV Unit will review and verify each VDHA Admin user account request

e FCP system access will be approved after the account request has been reviewed and
approved and after the VDHA Admin user submits a completed FCP Security Agreement form
to CalHR’s DRV Unit

VDHA Admin users can:

e Approve their personnel office’s VDHA user accounts
e Manage their VDHA users by maintaining access and deactivation of accounts
e Access the VDHA List for their department/agency code(s)
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o VDHA List FCP navigation: Click on the Admin icon in the top section of the page > click on
Manage Users

Note: CalHR's DRV Unit will reach out to VDHA Admin user(s) regarding compliance and security issues.
This role will be primarily used by CalPERS Health Benefit Officers in the call center.
VDHA User Account

Each departmental personnel office can have multiple VDHA user accounts in FCP. VDHA user account
requests are reviewed and approved by Dept Admin user and/or VDHA Admin user.

In the absence of an active VDHA Admin user account, CalHR’s DRV Unit will substitute as that
department's VDHA Admin user and will provide guidance and assistance to maintain the continuity
of required processes.

VDHA users can:
e View and access their contact information on the Manage Users report under the Admin tab of the
FCP.

Department Admin (Dept Admin) User Account

Each state departmental personnel office is required to create at least one Dept Admin user account in
FCP. Multiple Dept Admin users are permitted. Please assess your business needs and determine the
number of Dept Admin user accounts that works best for your department.

e The Dept Admin user must be at a supervisory level or higher

e (CalHR's DRV Unit will review and verify each Dept Admin user account request

e FCP system access will be approved after the account request has been reviewed and
approved and after the Dept Admin user submits a completed FCP Security Agreement form
to CalHR’s DRV Unit

Dept Admin users can:
e Approve their departmental personnel office’s Department User and VDHA accounts
o Department User and VDHA accounts will need to have access to the same agency codes
and be authorized to be included on the VDHA list.
o Department Users that do not need to be included in the VDHA list can be created as
Department Users only.
e Manage their Department Users by maintaining access and deactivation of accounts
e Review employee and dependent demographics and benefit enrollment information for accuracy
e Review demographic and benefit enrollment data exceptions
® Process re-verifications
e Delete employee and dependent accounts in FCP
e Approve employee and dependent deletion requests in FCP
e Document notification of the Age Out (26 year) process
e Access the following reports
o Birth Month Cycle
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Dependent Age Out

DRV Delinquency

Pending Deletion Dependent List

Undeliverable Mail

Manage Users (under the Admin tab in the FCP)

View and access their contact information on the Manage Users report under the Admin tab
of the FCP.

O O O O O O

Note: CalHR's DRV Unit will reach out to Dept Admin user(s) regarding compliance and security issues.

Department User Account

Each state departmental personnel office can have multiple Department User accounts in FCP. Department
User account requests are reviewed and approved by Dept Admin User. These accounts may also have
access to be included in the VDHA list. Department Users who only need access to the FCP for DRV
reverification transactions should not be included as VDHA in addition to the Department User
designation.

In the absence of an active Dept Admin user account, CalHR’s DRV Unit will substitute as the Dept
Admin user and will provide guidance and assistance to maintain the continuity of required processes.

Department Users can:

e Review employee and dependent demographics and benefit enrollment information for
accuracy

e Review demographic and benefit enrollment data exceptions

e Process dependent re-verifications for dental and/or premier vision

e Delete deactivated or duplicate dependent accounts in FCP

e Document notification of the Age Out (26 year) process

e Access the following reports

Birth Month Cycle

Dependent Age Out

DRV Delinquency

Undeliverable Mail

O

o O O

Requesting a User Account — All Users
The following steps may be used to request any account type in the FCP.

Step Actions

Step 1:
Visit the Family Connect Portal website at https://fcp.calhr.ca.gov

Step 2:

Select the Request an Account link
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https://fcp.calhr.ca.gov/

a ﬁ Settings

I, -
FAMILY <L CONNECT e
CALIFORNIA DEPARTMENT o HUMAN RESOURCES CIealeA((OUﬂl LOglﬂ

ﬁ LogIn

[ 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:

The New Pending User Request screen is displayed. Enter your information in all the required fields
marked with an asterisk (*) and then select the Submit button.

You will need to complete the following fields:

Data enter “First Name”

Data enter “Last Name”

Data enter “State Email Address”

Data enter “Phone #”

Click on dropdown “Classification” and select your current classification

Data enter “Job Title”

N o u ~ w N oe

Click on dropdown “User Role” and select “Department User”, “Department Admin”, “VDHA Admin”,
or “VDHA"
8. Click on dropdown “Departments” and select all applicable department(s)

9. Select “Submit”

Once you select the “Submit” button, your request will be sent to your department’s Admin user for
approval or denial. If your Dept Admin user approves your request, you will receive an email to update
your password. If you receive a denial request, please work with your department’s Admin user regarding
your access and the reason for denying your request.
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—

New Pending User Request

FAMIL Y% CONNECT

CALIFORNIA DEPARTMENT or HUMAN RESOURCES

All Fields marked with an asterisk

(*) are required

Step 4:

First Name *

State Email Address (Username) *

Phone #*

Classification *

-- Select a Classification --

Job Title *

User Role *

--Select a Role --

Departments *

Notes

Middle Nall%e

Last Name *

T —

¥ Settings

Create Account / Log In

The following confirmation message will be displayed: Your request for a new account has been
submitted and is pending approval by the Administrator

New Pending User Request

]

FAMILYX CONNECT

CALIFORNIA DEPARTMENT oF HUMAN RESOURCES

ﬂl

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

This completes your user account request submission process.

DRV

All Fields marked with an asterisk (*) are required

First Name *

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

Notes

Middle Name I

X

Last Name *

Test

L} Settings

Create Account/Log b

Close

Rev. 9/19/25
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Dept Admin and VDHA Admin Account Review & Approval Process

All Dept Admin and VDHA Admin user account requests are reviewed and approved by CalHR’s DRV
Unit.

Step Actions
Step 1:

Account requests from Dept Admin and VDHA Admin users, along with the requester’s information, are
submitted to the CalHR Admin user (DRV Unit). The CalHR Admin user receives an email notification 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

Step 2:

The DRV Unit will review the request and confirm the Admin user’s account information by sending
an email to the state email provided on the request form. If not already submitted, within this email
will be a request for the Admin user to submit a signed and dated FCP State Department Security
Agreement.
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Step 3:

Once the DRV Unit verifies the Admin user's account information and receives the signed and dated FCP
State Department Security Agreement, the Admin user's account will be approved. An Account Approval
email notification will be sent to 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

Step 4:

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

This completes the Dept Admin and VDHA Admin user's account approval process.

Department User and VDHA Account Review & Approval Process

All Department User and VDHA account requests are reviewed and approved by the Dept Admin user(s).
Please note that if there is only a VDHA user account that will be approved by the respective VDHA Admin.

In the absence of an active Dept Admin and VDHA Admin user, the DRV Unit will substitute as the

Dept Admin user and will provide guidance and assistance to allow continuation of required
processes.

DRV Rev. 9/19/25 Page 10



Step Actions

Step 1:

A Dept User's and/or VDHA account request and information is sent to their respective Dept Admin
and/or VDHA Admin user.

The Dept Admin and/or VDHA Admin user(s) will receive an email notification 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

Step 2:

The Dept Admin and/or VDHA Admin user logs into FCP. The MAIN PAGE is displayed. From the MAIN
PAGE, select the ADMIN tab.
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= = ® x
DM g

MAIN PAGE REPORTS D]
Family Connect Portal (FCP)

o o o

Employees & Dependent Dashboard {memographic & Enrollment Exception Dashboard Dependent Eligibility Dashboard
Demographic & Enrollment Coverage Data Review Errars Requiring Resolutions DRV & 26 Year Age Out Alert
” lease refe User Manual f h th " d tact th 1
spplicatio = L

Step 3:

The Family Connect Administration (ADMIN) page is displayed. On The ADMIN page, the Dept Admin
and/or VDHA user selects the Approve Pending Account Requests link.

bt g = & @ x

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Family Connect Administration

e @ / =

Magdify My Accourit Approve Pending Account Requests Manggellsers

Step 4:

The Dept Admin and/or VDHA Admin Approve Pending Accounts page displays. Next the Dept Admin
and/or VDHA Admin user will select the green plus button next to the User ID to view more information.

Y £¥ settings.

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
Department Admin Approve Pending Accounts
Showl0rows | | Export Search:
User ID First Name Last Name Agency

© Testi Tester Test 014-DEPT OF FOOD & AGRICULTURE

est.ca.gov
Showing 1to 1 of 1 entries Previous Next

Step 5:
Select the More Info link.

@ £ Sactings

FAMILYSX CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Department Admin Approve Pending Accounts

Show10rows | | Expent Search:

User 1D P First Name Last Name Agency
Qe a.gow / Tester Test 014-DEPT OF FOOD & AGRICULTURE
Approve/Deny More Info
10f1e 1o
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Step 6:

The Review Pending Request for Department User page displays.
The Dept Admin and/or VDHA Admin user can now review the Department User and/or VDHA user account

information and either Approve or Deny request.

Note: The Dept Admin and/or VDHA Admin user has the option to include a note for the requester in the
Email Message textbox before selecting Approve or Deny. This note will be emailed to the requester.

FAMILY 4% CONNECT

Review Pending Request for Test, Tester
First Name * Middle Name
Tester
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

MAIN PAGE REPORTS

Last Name *

Test

Logout Department Admin User

DRV

Cancel

Rev. 9/19/25
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Step 7:

Once the account request has been approved by the Dept Admin and/or VDHA Admin, an Account
Approval email notification will be sent to the newly approved Department User and/or VDHA user’s state
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

Step 8:

Upon their first log in, the newly approved department and/or VDHA user will be prompted to update their
password.

This completes the Department User and/or VDHA user account approval process.
Log In and Initial Password Reset

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 notification that will
contain a temporary password. Your username for the FCP system is your state email address. Upon
your first log in, you will be prompted to change your password.

Step Actions

Step 1:
Visit the Family Connect Portal website at https://fcp.calhr.ca.gov
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https://fcp.calhr.ca.gov/

Step 2:

Select the | agree with terms and conditions (FCP Online User Agreement)
1.  Enter your Username: state email address
2.  Enter your Password: temporary password provided via email
3.  Select Log In button

L

FAMIL YR CONNECT

CALIFORNIA DEPARTMENT o HUMAN RESOURCES

ﬁ LogIn

Email

I agree with terms and conditions

-2 _’ First.Employee@calhr.ca.gov

Password

3 | e

4 —~ £33
Step 3:

Forgot Password

-

£* Settings

Request an Accou "l\\_/

Create Account/LogIn

The Change Password screen is displayed. This is the same screen that displays if you forgot your
password and an Admin User sends you a password reset
1.  Enter your current/temporary password

2.  Enter your New Password (see New Password requirements)
3.  Confirm your New Password

4.  Select Save Password button

@

hange Password

Current Password

New Password

|

Confirm New Password

DRV

4

#

............................

MAIN PAGE REPORTS

£} Settings

ADMIN

FAQ

Logout

MNew Password must:
%* be & or more characters long
%* have at least one lower case letter
%+ have at least one upper case letter

X* have at least one number

Rev. 9/19/25
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Step 4:
The FCP Main Page is displayed.

FAMILY LI CONNECT = @ ] X
h MAIN PAGE REPORTS ADMIN FAQ LogoutTest7
Family Connect Portal (FCP)
Employees & Dependent Dashboard Demographic & Enrollment Exception Dashboard Dependent Eligibility Dashboard

application DRVEC;

In addition, you will receive a Changed Password confirmation email.

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

This completes the Log In and Password Reset process.
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Forgot/Reset Password

If you have an account and forgot your password, the following steps will assist you with resetting your
password.

Step Actions

Step 1:
Visit the Family Connect Portal website at https://fcp.calhr.ca.gov

Step 2:
1. Select | agree with terms and conditions (FCP Online User Agreement)

2. Enter your Username: state email address
3. Select Forgot Password

/ﬂ\ OSEttings

FAMIL Y2 CONNECT B

CALIFORNIA DEPARTMENT o HUMAN RESDURCES
CreateAccount / LogIn

ﬁ LogIn
i

== 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

Step 3:

The Forgot Password page is displayed. Enter your state email address and select submit.

N FAMILYXCONNECT

CALIFORMIA DEPARTMENT oF HUMAN RESOURCES

Forgot Password

State Email Address (UserName) ‘/
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Step 4:

Once you have submitted your “Forgot Password” request, you will receive an email link to create a new
password.

T N\ e ~ -
FAMIL Y3, € CONNEC

CreateAccount/LogIn

Forgot Password

Email with password reset instructions has been sent.

State Email Address (UserName) *

wendy.yang@calhr.ca.gov

Back to Top Conditions of Use Privacy Policy Accessibility Contact Us

Copyright © 2022 State of California Version: STG_2022.5.2.1 Published: 10/3/2020 11:09:45 AM

Step 5:

Select the Password Reset link in the email. If you did not initiate the Password Reset email, please
contact CalHR’s DRV Unit by selecting the “CalHR” link.

File Message Help
m -~ =1 B~ S K - 5 B3 P B - O Find == Q_ zoom
=
Forgot Password
DonotReply®@calhr.ca.gov <> Reply 5. Bentyal A Citih

Yang, Wendy@CalHR Wed 5/4/2

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 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

Step 6:

The Change Password screen is displayed.
1. Enter your New Password (see New Password requirements)
2. Confirm your New Password
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3. Select Save Password button

T . -
FAMIL Y ¥ CONNEC
CALIFORNIA DEPARTMENT or BUMAN RESODURCES "rnate‘[‘*um 0"|[‘|
ue ALLO g

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

Step 7:
The FCP Main Page is 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, you will receive a Changed Password confirmation email.

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 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

This completes the Forgot/Reset Password process.
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2.0 Admin Tab

The functionalities in the Admin Tab in FCP varies based on user type.
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 the Approve Pending Account Requests, and to access a list of users for
their agency using the Manage Users tab.

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
requests and 3) manage their department’s VDHA users. In contrast, VDHA users can only update their
own account information and view their individual information through the Manage Users report.
Dept Admin users can 1) update their account information, 2) approve pending Department User or
Department User and VDHA accounts 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 can access the Modify My Account icon.

DRV Rev. 9/19/25 Page 20



Scenario: Review functions in the Admin tab.

Step Actions

Step 1:
On the FCP Main Page, select the Admin tab. The Family Connect Administration page will display.

Py EcowET B = ¢ o x
MAIN PAGE Logout Depariment Admm lser

X REPORTS ADMIN o
Family Connect Portal (FCP}
Employees & Dependent Dashboard Demographic & Enrollment Exception Dashboard Dependent Eligibility Dashboard
Pleaserefs o the User Mamus orinstructions on how o use B f you need assstance,contact the Family Connect team ot

Step 2:

On the Family Connect Portal Administration page, the following reports are available:
& ‘I:I'Eettin_gs

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 users: To download the VDHA List as a CSV or Excel file, click Manage Users

report, then the Export button, as shown in the highlighted section below.

TAMIL Y  CONNECT

CALIFORNIA DEPARTMENT or HUMAN RESOURCES

REPORTS
O Include disabled user accounts
Create New User Show 10 rows Export v
Agency List  Login User ID
(+) VdhaTestAccount@calhr.ca.gov ***aodb
(+] NewRole@calhr.ca.gov =**ffg2
(+) TestVDHAAdmin@calhr.ca.gov ***286a

Showing 1 to 3 of 3 entries

ADMIN

This button will provide a CSV
or Excel file to download the

VDHA list.
First Name Last Name SCO Agency Codes
Jane Doe 275
Snow White 275
Tinker Bell 275

FAQ Logout Tinker Bell
Search:
Job Title Role(s) Status
Staff Services Analyst VDHA [ )
supervisor VDHA Admin [ ]
Staff Services Manager Il VDHA Admin [ ]
Previous 1 Next

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

terminations, the user must provide their User ID to verify their authorization to access or discuss
employees’ Personally Identifiable Information (PII).

Note: VDHA users can view and access their own contact information only.

FAMILY ¢ CONNECT

CALIFORNIA BEPARTMENT or HUMAN RESOURELS

REPORTS ADMIN
O Include disabled user accounts
Create Mew User Show 10rows = Expart *
Agency List  Login User ID First Name Last Name
(+] VdhaTestAccount@calhr.ca.gov “**aodh Jane Doe
+] NewRoleg@icalhr.ca.gov = ff62 Snow White
(+] TestVDHAADmin@calhr.ca.gov **4286a Tinker Eell

Showing 1 to 3 of 3 entries

DRV

Rev. 9/19/25

FAQ
Search:
SCO Agency Codes  Job Title
275 Staff Services Analyst
75 supervisor
275 staff Services Manager Il

Logout Tinker Bell
Role(s) Status
VDHA ®
VDHA Admin ®
VDHA Admin ®
Previous 1 Mext
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Modify My Account
Review the Modify My Account option.

Step Actions

Step 1:

Click on the Admin Tab, and from the Family Connect Administration page, select the Modify My Account
option. The Update Existing User page will display.

?%M ':(()NNE(' = q €] X

MAINPAGE REPORTS ADMIN FAQ

ment Admin User

Family Connect Administration

o ¢ . ; 2

— ~.F~....._..»-..¢ A

Modify My Account Manage Users

Approve Pending Account Requests

Step 2:

On the Update Existing User page, you can update all information except your Email (Username) and the
department access. You can change your password on this page as well.
&« LF Settings
Rl coniECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

Update Existing User

First Name * Middle Name Last Name *

Department Admin

Email (UserName) *

department-admin@calhr.ca.gov

Phone Number * [N

Job Title

Classification *

PERSONNEL SUPERVISOR | v
Can Access Child Departments

User Role *

Department Admin v

Access Department *

Confirm Password

m Close
This completes the Modify My Account overview scenario.
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Approve Pending Account Requests — Dept Admin and/or VDHA Admin Only

The following steps are outlined in the Department User Account Review & Approval Process
section of this manual.

Manage Users — Dept Admin and/or VDHA Admin Only

On the Manage Users page, the Dept Admin user can 1) deactivate an account user,
2) send a password reset email to Department Users or Department User and VDHA when needed
and 3) create a new Department User or Department User and VDHA account.

Note: Dept Admin will approve users for DRV transactions that will be Department Users. They can
also approve Department User or Department User and VDHA, as those users will be authorized to be
on the VDHA list in addition to completing DRV transactions. Dept Admin will not approve VDHA only
accounts.

Review the Account Deactivation and Password Reset scenarios.

Step Actions

Step 1:

Click on the Admin Tab, and from the Family Connect Administration page, select the Manage Users
option. The Manage Users page will display.

® o Settings

FAMILY ¢ CONNECT = |~ @ X
CALIFORNIA PEPAATWENT or NUMAN RESOURCLS =
MAIN PAGE REPORTS 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

Step 2:

On the Manage Users page, click on account user’s Login name. The Update Existing User page will
display.
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FAMILYE CONNECT

ﬂ'senin!s

ADMIN FAQ

Search: VDHA

CALIFORNAL BUPRATMENT »r HUMAN ELSRUREES
MAIN PAGE REPORTS
Manage Users
Include disabled user accounts
Create New User Show 10 rows * Export *
Agency . User . .
List Login " b First Name Last Name SCO Agency Codes  Job Title
is
(+] TrainingDepUser@Tast.ca.gov rlole TestAgencylUser TestAgencylUser 003, 904, 905, 339 Training Dep User
) ~ Staff Services
(+] testVdhaDepUser@Calhrcagov  *""82d3 testVdhaDepUserFN  testVdhaDepUserLN 006 el
_ Staff Services
(+] testvdhadepuser2@calbrca.gov  *""fd4l testvdhadepuser2FM  testtest 00G

Step 3:

Manager

Role(s)

Department
User, VDHA

Department
User, VDHA

Department
User, VDHA

Logout TesthgencyAdmin TestAgencyAdmin

Status

On the Update Existing User page, select the checkbox next to “Account Disabled” or “Send Password

Reset Email” and Save.

e Account Disabled selection: The account is now disabled, and the account user is unable to log in.
e Password Reset selection: The system will send an email to the account user and provide them
with a temporary password to log in.

FAMILY 9T CONNECT

MAIN PAGE
UserID
""lcle
First Name * Middle Name

TestAgencyliser

Email {UserName) *

TrainingDepUser@Test.ca.gov

Phone Number *

(353} 453-4555

Job Title

Training Dep User

Classification *

ACCOUNTANT TRAINEE

User Role(s) *

Department User x| | VDHA X

Access Department *
Clean Selected List

999-Test Agency X

o’ Account is currently unlocked

e
e

.

O Account Disabled

0 Send Password Reset Email

REPORTS

Lagaut TestAgencyAdmin TestAgencyAdmin

ADMIN FAQ

Last Name *

TestAgencyUser

This completes Account deactivation and Password Reset scenarios.

DRV
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Review the Create New User account scenario.

Dept Admin users can create new Department User or Department User and VDHA accounts. If your
department has identified a new Dept Admin user, their account request must be submitted from the

FCP log in page.

Step Actions

Step 1:

Click on the Admin Tab, and from the Family Connect Administration page, select the Manage Users

option. The Manage Users page will display.

&

FAMIL YL, e CONNECT

CALIFORNIA BEPARTHENT or HUMAN RESQURELES

I Family Connect Administration

12

Modify My Account

Step 2:

On the Manage Users page, click on Create New User button. The New User page will display.

FAMILY T CONNECT

CALIPORRLL BIPARTMERT = HUMAN EISREREES

MAIN PAGE
Manage Users
Include c%r accounts
Create New User Show 10 rows * Export

Agency Losi User

List oEn "
[+] TrainingDepUsen@Test.ca.pov " 1che
(+] testVdhaDepUser@Calhr.capgov  ""*3ed3
[+] testwdhadepuser2@calhrcagov  ""*fd4l

DRV

5

MAIN FAGE

e e

REPORTS ADMIN FAQ
Department Admin and
. VDHA Admin users only

Approve Pending Account Requests

REPORTS

First Name

TestAgencyllser

testWdhaDepUserFN

testvdhadepuser2FN

ADMIN FAQ

Last Name SCO Agency Codes

TestAgencyllser 003, 904, 905, 559
testVdhaDepUserlN 005

testtest 006

Rev. 9/19/25

f o Settings

X

Logout TestApencyAdmin TestAgencyAdmin

ﬁ' Settings

==

Manage Users

Logout TesthgencyAdmin TestdgencyAdmin

Search: | VDHA

Job Title Role(s)

Departi it
Training Dep Wser epdr.mer

User, VDHA
Staff Services Department
Manager Il User, VDHA
Staff Services Department
Manager User, VDHA

Status

Page 26



Step 3:

On the New User page, enter all required information and Save.The system will send an email to the
account user and provide them with a temporary 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

This completes the Create New User account scenario.
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3.0 FCP Main Page Overview

The FCP Main Page is the FCP’s home page. On the Main Page you have the following options:

Main Page Tab (Home Page)

Reports Tab

Admin Tab

FAQ

Logout

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

. User Manual

10. DRV/FCP Contact

©ONOUAWNE

ry £ Settings
FAMILYIRCONNECT o) B 2. ® 3@ 4 5 x
™ MAINPAGE ™ REPORTS ADMIN FAQ Logout Department Admin User
Family Connect Portal (FCP)
Employees & Dependent Dashboard Demographic & Enrollment Exception Dashboard Dependent Eligibility Dashboard
Demographic &Enrollment Coverage Data Review Errors Requiring Resolutions. DRV & 326 Year Age Out Alert

9 P Plemserefertothe User Manualforinstructions on how to use this 10 0 eun ance, contact the Family Connect team at
application U

DRV@C:

BacktoTop  CondiionsofUse  Privacy Policy  Accessibility  ContactUs CALs <HR
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4.0 FCP Dashboards

There are three Dashboards in FCP:

1. Employees & Dependents Dashboard
2. Demographic and Enrollment Exception Dashboard
3. Dependent Eligibility Dashboard

All Employee accounts (active and inactive) are stored or filed in the Employees & Dependent
Dashboard.

If FCP receives a carrier/vendor file for an employee or dependent with demographic information that
doesn’t match the information in FCP that was provided by SCO, then:

1. FCP will move the employee's account/file from the Employees & Dependent
Dashboard to the Demographic & Enrollment Exception Dashboard

2. The employee's account will remain in the Demographic & Enrollment Exception
Dashboard until the Exception is resolved

Once the Exception is resolved, the employee's account is moved back to the Employees & Dependent
Dashboard.

Employees and Dependents Dashboard

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 is the same unique employee identification number that is used by the State
Controller’s Office (SCO).

Scenario: Review Employee and Dependent information in the Employees & Dependents Dashboard.

Step Actions

Step 1

On the FCP Main Page, select the Employees & Dependent Dashboard tab. The Manage Family page
displays.

G/ [ ] ¢

Dashboard Demoagraphic & Enrollme
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Step 2:

On the Manage Family page, the "Show My Records Only" (1) is defaulted to yes with a checkmark. You
can uncheck this box to see all employee accounts (assigned 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 account is assigned
to under the “Assigned User” column. If the account is unassigned, that field will be blank.

Note: The Employees & Dependent Dashboard also includes inactive employee accounts where the
employee is not currently enrolled in dental or premier vision.

A ¥ Settings

N FAMIL Y% CONNECT

CALIFORNIA DEPARTMENT or KUMAN RESOURCES

MAIN PAGE REPORTS ADMIN FAQ Logout Department User
MANAGE FAMILY
Show My Records Only ™ 2 \
o— | B— ]
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 X Next

Step 3:

Review Employee Accounts. For a quick view of an employee's dependent(s), click on the green plus
button in the Dependents column. The Dependents list panel will display.

FAMILY 5 CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

MANAGE FAMILY

UEID Employee Name D0B Agency Benefits Assigned User

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Dept User

RY OFFICERS JUDGE'S RET SYS MEM Department User

RY OFFICERS JUDGE'S RET SYS MEM Department User

RY OFFICERS JUDGE'S RET SYS MEM

Department User

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

Showing 110 10 0f 1,453 entries Previous | 1| 2 3 4 s 146 Next
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Step 4:

Review the list of employee's dependent(s).

1. Display Name: Shows the full name of each dependent

2. Dependent Type: Shows the relationship type - child (includes both natural and adopted children),
spouse, domestic partner, stepchild, and domestic partner child

3. DOB: Each dependent's full date of birth

4. Re-Verification End Date: When each dependent's current re-verification period ends

5. Benefits: Will list whichever benefits they are enrolled in - Dental and/or Vision

6. Exception: Yes/No —indicates if there is an error on their account

7. Needs Review: Yes/No - indicating DRV and/or the 26-year-old alert

8. Deletion Status: If a Department User had submitted a dependent deletion request, this will display
"Pending Approval". Otherwise, this field will be blank

Dependents UEID Employee Name 008 Agency

TORY OFFICERS JUDGE'S RET SYS MEM

ICERS JUDGE'S RET SYS MEM

ICERS JUDGE'S RET SYS MEM

UTORY OFFICERS JUDGE'S RET SYS MEM

Y OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

TORY OFFICERS JUDGE'S RET SYS MEM

UTORY OFFICERS JUDGE'S RET SYS MEM

TORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

Step 5:

Click on the Employee's name to review the employee's demographic and benefit enrollment information
as well as all dependent information. The Review Employee page 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
swrorows || 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)

Step 6:

The Review Employee page is divided into three sections.

Previous ‘ 1 ‘ Next

- v
T

E=rE

sy [sr—

[rrr—— [rr——
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Section 1: Employee demographics

FAMILY DT CONNECT

MAIN PAGE REPORTS ADMIN Logout Department Admin User
Review Employee
- #1=Employee
ssu agency® Demographics
D03-STATUTORY OFFICERS JUDGE'S RET SYS MEM - .- 4
First Name * Middle Name Last Name * /
Birth Date * Birth Manth Assigned To
September (3 v Dept User ~
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
Section 2: Benefits Enroliment Information
N
w
Dental Plan
DentalPlan Name * " Dental lan Efecive Date Dental Party Code *
Delta Preferred Provider Option (PPO) vl ] 1 Selfplus two or more dependents v
— > -
Dental BENID Dental Permitting Event
«Record Source "
#2. Benefits
oo Information
ionPlan Name \\ Vision Plan Effective Date Vision Party Code
' NotCovered v - ion Pty Code - v
VislonBENTD Vision PermitingEvent
- Record Source - v
Section 3: Dependent Information
Showl0rows | | Export searcnc[ ]
[ Dependent Name 4 Dependent Type DOB Re-verification End Date Benefits Exception Needs Review Deletion Status 1
t Chig - B/31/2029 Bentar W5 o J
Child 1/31/2033 Dental No No Pending Approval
Spouse 3/31/2026 Dental No No Pending Approval

Showing 1to3 of 3 entries

DRV

Cancel
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Step 7:
Select the dependent's name to review each dependent’s information. The Review Dependent page
displays.

Dependent Name “  DependentType ooB Re-verification End Date Benefits Exception MNeeds Review Deletion Status |

Thild B/31/2029 Dental o Wo

Child 1/31/2033 Denta No No Pending Approval
Spouse 3/31/2026 Denta No No Pending Approval

Step 8:

Ensure that the dependent information is correct. If the dependent type is incorrect, select the correct
dependent type from the drop-down menu and save the update. Next, update the dependent type and
any other information directly with the vendor(s). The “Dependent Type” information is used for re-
verification purposes.

The Alerts panel will indicate if the dependent is pending re-verification and/or if they are nearing age 26.

Review Dependent

Dependent Type *
chi

Dental Plan* Dental Plan Effective Date *

isian Plan Effective Date

Documents Alert Type DRV/26 Y0 Date 120 Day Notified Date 20 Day Hotified Date 60 Day Notified Date Re-verification Effective Date. Hotes

This completes the Employees & Dependent Dashboard review scenario.

Demographic and Enrollment Exception Dashboard

The Demographic & Enrollment Exception Dashboard contains active and inactive employee accounts with
errors.

The employee’s account is updated when FCP receives a vendor file for that employee or their dependent
with demographic information that doesn’t match the information in FCP that was provided by SCO

Scenario: Review error/exception information in the Demographic & Enrollment Exception Dashboard.
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Step Actions

Step 1:
On the FCP Main Page, select the Demographic & Enroliment Exception Dashboard tab. The Manage
Family Exceptions page displays.

MAINPAGE REPORTS ADMIN FAQ Logout e partment Admin Uses

o 9/ o

Family Connect Portal (FCP)

Employees & Dependepy Dashhoard Demographic & Envollment Exception Dashboard Dependent Eligibility Dashboard
Demographic & Envoliment Coverage Data e Requir ons
[i] ! &M !
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Step 2:

On the Manage Family Exceptions page, the "Show My Records Only" is defaulted 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 your department).

ry £ setings
N ¢ CONNECT

MAINPAGE REPORTS ADMIN FAQ Logout Department User

MANAGE FAMILY EXCEPTIONS

Show My Records Oy /

bos Agency senciits Needs Verification

° 003-STATUTORY GFFICERS JUDGE'S RET SYS MEW vental, "o
° 003:STATUTORY GFFICERS JUDGE'S RET 515 MEM bental, o

Showing 1 to.2.of 2 entries (fltered from 4,494 total entries)

Step 3:

Select the Exception Comments link on this page to quickly review the error/exception issue on an
employee's account. The Employee Comments pop up box is displayed.

Y €2 settings.
b FAMILYS% CONNECT
MAIN PAGE REPORTS ADMIN FAQ Logout Department User
MANAGE FAMILY EXCEPTIONS
Show My Records Only
se
oos Agency Benefits Needs Verifcation
® 003STATUTORY OFFICERS JUDGE'S RET SYS HEM Dental, o
© OUSTATUTORY OFFICERS JUDGE'S RET SYS HEM Dental, o

Showing 1102 of 2 entries (filtered from 4,494 total entries)
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Step 4:

Review the exception message. The Employee Comments pop up box will list the type(s) of errors that
exist on the employee or the dependent's account. Select the close button to exit out of the Employee

Comments pop up box.

MANAGE FAMILY EXCEPTIONS

Show My Records Only

Employee Name

Dependents

FAMILY X CONNECT

©

C)

Showing 1 to 2 of 2 entries (filtered from 4434 total entries)

Step 5:

MAINPAGE

£ settngs

REPORTS ADMIN

/

Exception Comments
Processing Not Coverad to Covered Dental...
2022-04-28:Dental File Delta Contains Mismatched
Field(s) Carrier File Data shows LastName:s

IR _ Firstiame:¢

|1 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

IR . Firsthame: ; Birthday:

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

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

(- T

Logout DepartmentUser

Assigned User

Needs Verification

Exception Comments

Department User

Department User

Processing Not Cover

Processing Not Cover...

Click on the Employee's name to review the employee's and/or dependent's exception information. The
Review Exception Employee page will display.

ry i settings
T o -
b FAMIL Y% CONNEC
MAIN PAGE REPORTS ADMIN FAQ Logout Department User
Show My Records Only
Dependents Employee Name poB Ageney Benefits Assigned User
° &~ 003:STATUTORY OFFICERS JUDGE'S RET VS MEM Dental, Department User Processing Not Cover
© 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Department User Processing Not Cover.

Showing 1102 of 2 entries (filtered from 4,454 total entries)
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Step 6:
The Review Exception Employee page is divided into three sections.

e 4 /Emp\oyep

s R Delrnﬁfaﬁh\:i
e i, et
‘‘‘‘‘ e

e — — 2 AT e

- = Dental & Premiera\ision
R i — Flan]info,
e —
i - o [ [ [ - VS
— g — [

Section 1: Employee demographics
In this section, the Exception Comments box will list all the errors on the employee and/or dependent’s

account(s). Review all sections and make necessary corrections on the employee’s account directly with
SCO or the vendor (whichever one is applicable).

nea pron
Review Exception Employee
#1 = Employee Demographics
ssw s #l = tmployee emograpnics
FirstName* Middte ame st am
nrthOate* sirth Month Assigned
Employee Mail dd:
Address ine Adtres tine2
¥ e
UndelverableDate UndaiivrsbleUser arm
Undeliverab
T

Section 2: Benefits Enrolilment Information

Dental Plan Effective Date * Dental Party Code *

Dental Permitting Event

Vision Plan Effective Date

Vision Permitting Event
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Section 3: Dependent Information

ssssss

Dependent Name * Dependent Type oos Re-verification End Date Benefits Exception Needs Review Deletion Status

Step 7:

If the exception/error is on the dependent's account, then select the dependent's name to review the
dependent’s information. The Review Dependent page will display.

Step 8a:

Review the dependent’s information. If the exception/error is on the dependent's account, then you will
have to delete the dependent from FCP only if the exception message provided by the vendor matches at
least one of the “Deletion Reasons” listed in the Deletion Reason Drop Down menu:

1. Duplicate Dependent
Incorrect Date of Birth
Incorrect First Name

Incorrect Last Name

Ineligible Dependent

Not a Dependent of Employee

oukeWwN

To delete the dependent, select the Delete button.

MAINPAGE REPORTS ADMIN 20 Logout Department Use

mmmmmmmm

uuuuuuuuu Alert Type DRV/26¥0 Date 120 Day Notified Date 90Day Netified Date 60Day Hetified Date Re-verification Effective Date Notes

Step 8b:
Once you select the Delete Dependent button, the Edit Deletion pop up box is displayed. Select the
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Deletion Reason from the dropdown menu.

(3} Settings
TAn do e
FAMIL Y CONNEC
MAINPAGE REPORTS ADMIN FAQ Logout Department Admin 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 Record Source v
Vision Plan * Deletion Reason Vision Permitting Event
No i -- Select Deletion Reason Type K ~Record Source - ¥
Deletion Status -- Select Deletion Reason Type -- - Deletion Requested By
G Duplicate Dependent
Incorrect Date of Birth
Delete Dependent Incorrect First Name
Incorrect Last Name
Comments e
e ~ Ineligible Dependent
Added by Carrier File 2022-03-07
Not a Dependent of Employee

Step 8c:
Select Save.

Birth Date * R ion Efective Date

Dental Plan * o -

. v oo Edit Deletion [l 2
Visian Plan * visifo .

N - -

1f you are sure that you want to delete this dependent

then select correct deletion reason and click Save ‘* e o

Deletion Reason y i

Incorrect Last Name ‘ -

save EET

Step 8d:

A dependent deletion processed in FCP by a Department User or a Dept Admin user is processed
automatically, and the Department User will be returned to the Review Exception Employee page.

Step 8e:

A dependent deletion processed in FCP by a Department User is not deleted automatically. The
dependent deletion request is sent to the Dept Admin user for a final review and approval. Once the
dependent is deleted, the Department User is returned to the Review Dependent page. The Department
User’s deletion request will be listed as Pending Approval.
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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 v

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 *
v 07/01/2022 Record Source v
Vision Plan * Vision Plan Effective Date Vision Permitting Event

v -- Record Source - v

Deletion Status Deletion Reason Deletion Requested By

Pending Approva ~ Duplicate Dependent v Department User

Tomments

\Added by Carrier File 2022-08-07

Step 9:

Departmental personnel offices must contact the vendor and/or SCO and request necessary corrections
to the dependent's information.

Step 10:

Once you have reviewed the exception(s) and taken all necessary steps to correct the employee and/or
dependent information, including deleting a dependent from FCP (if applicable), return to the Review
Exception Employee page and select the Remove From Exception button.

The Exception Comment will be removed from the employee's account, and the account is moved back
to the Employees and Dependent Dashboard.

Depandent Hame “ Dapendont Type o8 Re-verification End Date Bensfits Exception Needs Review Delation Status

e p——

Step 11:

A future file transfer from the vendor and/or SCO will reestablish the deleted dependent with the correct
information (if applicable).

This completes the Demographic and Enroliment Exception Dashboard review scenario.

Dependent Eligibility Dashboard

The Dependent Eligibility Dashboard contains accounts of all employees with dependent(s) who
require re-verification based on the DRV schedule and/or have dependent child(ren) who are within 0-
4 months of nearing age 26.
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Scenario: Overview of the Dependent Eligibility Dashboard.

Step Actions

Step 1:

On the FCP Main Page, select the Dependent Eligibility Dashboard tab. The Dependent Eligibility
Dashboard page will display.

Family Connect Portal (FCP

Employees & Dependent Dashboard Demographic & Enrallment Exception Dashboard Dependent Eligibility Dashboard

Step 2:

On the Dependent Eligibility Dashboard page, the "Show My Records Only" (#1) is defaulted 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 your department).

In this Dashboard, by default, a combination of all employees with dependents who require re-verification
as well as all employees with dependents who are nearing age 26 will be listed. You have the option to
filter by alert type by clicking on the Select Alert Type button (#2). This will give you three options:
Reverification, 26-year-old, and All types.

In addition, in this Dashboard, the Exception column (#3) will have a Yes/No value depending on whether
there are any exceptions/errors on this employee's account. If the Exception column indicates Yes, then
this employee's account is also in the Demographic and Enroliment Exceptions Dashboard and requires
corrective action(s).

I DEPENDENT ELIGIBILITY DASHBOARD |

Step 3:
For a quick view of an employee's dependent(s), click on the green plus button in the Dependents
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column. The Dependents list panel will display.

FAMILY ¢ CONNECT
MAIN PAGE REPORTS ADMIN #Q Logout Department Admin User

DEPENDENT ELIGIBILITY DASHBOARD

O Show My Records Only

Show0rows || Export | | SelectalenType search:

Dependents / Employee Name 00B Agency Benefits Exception Assigned User

¥

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Vision

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

ORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

© ©©©©©® ©® © © ®

003:STATUTORY OFFICERS JUDGE'S RET SYS MEM

Showing 1 to 10 of 244 entries Previous | 1| 2 3 4 s 25 Next

Step 4:
Review the list of employee's dependent(s).

1. Display Name: Shows the full name of each dependent

Dependent Type: Shows the relationship type - child (includes both natural and adopted

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

DOB: Displays dependent's full date of birth

Re-Verification End Date: When each dependent's current re-verification period ends
Benefits: Dental and/or Vision

Exception: Yes/No - account error

Needs Review: Yes/No - indicating DRV or 26-year-old alert
Alert Type: DRV or 26-year-old alert

©® N U kW

DEPENDENT ELIGIBILITY DASHBOARD

Dependents Employee Nam Benefit Excepti Assigned Uses
° 5 penal 6 v / i
i r 4 -
Display Nam pU Benefit: Exception MNeeds Review Alert Type
Dental
Dent.
Ly Dental N
o
°
o
°
t 44 entri 1
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This completes the Dependent Eligibility Dashboard overview scenario.

5.0 Dependent Re-Verification Process

The re-verification of dependents enrolled in dental and/or premier vision is processed in the
Dependent Eligibility Dashboard.

Scenario: Process a dependent re-verification in the Dependent Eligibility Dashboard. Note: Verify the
dependent only after you have received all required DRV documents.

Step Actions

Step 1:

On the FCP Main Page, select the Dependent Eligibility Dashboard tab. The Dependent Eligibility
Dashboard page displays.

L L Settings

LrEcomEcT B = C x

MAIN PAGE REPORTS ADMIN FAQ Logout

o

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

Family Connect Portal (FCP)

Demographic & Enroliment Coverage Data Review Errors Requiring Resolutions
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Step 2:

On the Dependent Eligibility Dashboard page, the "Show My Records Only" (#1) is defaulted 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 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 who are nearing age 26.

You have the option to filter by alert type by clicking on the Select Alert Type button (#2). This will give
you three options: Reverification, 26- year-old, and All types.

FAMILY 4% CONNECT b
MAIN PAGE REPORTS ADMIN FAQ Logout Department User

| DEPENDENT ELIGIBILITY DASHBOARD |

Show My Records Only / :]
Show10rows || Export | | SelectAlent Type / - search:[ |
Dependents Employee Name poB Agency Benefits Exception Assigned Uses
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM vision Yes Department User
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes Department User
Showing 1 to 2 of 2 entries (fltered from 287 total entries) Previous | 1 ‘ Next
Step 3:
.

From the Select Alert Type menu, click on the Reverification button (#1). Within a few seconds, the
Dependent Eligibility Dashboard is filtered and only shows dependent(s) scheduled for the current re-
verification cycle based on the DRV schedule.

Next, click anywhere (#2) on the Dashboard screen to exit out of the Select Alert Type menu.

DRV Rev. 9/19/25 Page 45



Step 4:

For a quick view of an employee's dependent(s), click on the green plus button in the Dependents
column. The Dependents list panel will display.

FAMILY X CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
DEPENDENT ELIGIBILITY DASHBOARD
O Show My Records Only
[ srowtoros || epon |[ seccmenrsoe s [ ]
|
Dependents / Employee Name 00B 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 Dental, n 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, Yes

Showing 1 to 10 of 244 entries

Step 5:

Next

The Dependent panel will display all dependents. The Needs Review and Alert Type will indicate which
dependents need to be re-verified. Next, click on the name of the dependent child who needs to be re-
verified. The Review Dependent page is displayed.

FAMILY 5% CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department User
DEPENDENT ELIGIBILITY DASHBOARD
Show My Records Only
stowiorows || export || seecmentyoe | sarch:[ ]
Dependents Employee Name & ooB Agency Benefits Exception Assigned User
° 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, 7
Display Name / Dependent Type 00B Re-verification End Date Benefits Exception Needs Review Alert Type
child 3312023 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 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, Yes
° 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM Dental, Vision Yes
Showing 1to 10 of 244 entries previos | 1| 2 3 4 5 5 Next
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Step 6:

In the Review Dependent page, from the Alerts panel click on the DRV alert link. The Edit DRV alert
“Month/Year” page will be displayed.

uuuuuuuuuuuuu

.......

Step 7:
The Edit DRV Alert page name is updated with each birth month cycle and lists the dependent’s name.

The Edit DRV Alert page is divided into two sections:

Section #1 - Is the DRV Notification section and is "read only". CalHR will update the notification date as
each DRV notification is mailed out to the employee.

Note: The notified date in FCP is the date the notifications were generated. It is not the date they were
mailed out. Notifications are mailed out the 1° business day of the month following the notified date.

Example: 90 Day Notified Date = 12/14/22 Mailing Date = 01/03/23

Section #2 - Is the Verify Dependent section. This is the section in which HR offices process the dependent's
re-verification.
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" __________________________________°"" |
FAMILYDECONNECT
CALITORNIA DEPARTNENT = AUMM RESOUREES
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 —AAALCUU wr UL

90 Day Notified Date
Is Notified 90 Day

60 Day Notification: February 2023

60 Day Notified Date

Is Notified 60 Day

Verify Dependent

Verified

Re-verification Effective Date

Notes

#2.=Re:Verify,
Dependent:”

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

Birth Certificate naming employee as the child's parent (i)

m caneel

Step 8:
In the Verify Dependent Section, to verify the dependent, take the following steps:

1. Check the Verified checkbox. This will display the dependent's Re- verification Effective Date
2. Next, from the Verification Document List, select all required documents submitted by the
employee

3. Finally, click on the Save button to save the dependent's re-verification

Note: Verify the dependent only after you have received all required DRV documents.

Verify Dependent
. 1 Re-verification Effective Date

Verified
L . LA A A A A A A A A A LA A LA A LA LA SR o

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

Step 9:

When re-verifying a dependent, all required documents for the dependent must be selected before the
FCP will save the record.

1. Documents with an i. in parentheses are related to one document requirement. One or the other
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must be selected. For example, for a Child, select Birth Certificate (for a natural born child) or
Adoption Certificate (for adopted child).

2. If a required document is not selected and the save button is selected, the following red error
message will display: "All Required documents must be selected"

& £ Settings

FAMILYECONNECT
EALIFORNIA BEPARTHINT o BUNAN RESOURCLS
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
Verification Document List * 1

Dependent Eligibility Verification Checklist (CalHR Form 781) * / -
©) Adoption Certificate naming employee as the child's parent (i) 4}
[ girth Certificate naming employee as the child's parent (i) 2

All Required documents must be selected o e——

Step 10:
Once the re-verification is saved successfully, you will receive a confirmation message: Verification
updated
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In addition, the system will save the following information on the Edit DRV Alert page:
1. Re-verification Effective Date
2. Documents selected from the Verification Document List

You can exit the Edit DRV alert page by selecting close. This will return you to the Review Dependent page.
From this page, you can select Cancel to return to the Dependent Eligibility Dashboard.

TARN . £
FAMILY <X CONNEC

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin Uiser

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

/

¥

ion Checklist (CalHR Form 781) *

loyee as the child's parent (i)
Birth Certificate naming employee as the child's parent (i)

This completes the Dependent Re-Verification Process scenario.

6.0 26-Year-Old Dependent Age Out Process

Departmental Personnel Offices are responsible for notifying employees of dependent child(ren)
nearing age 26, of their dependent(s) upcoming deletion event and providing disabled dependent and
COBRA eligibility information and forms.

The Dependent Eligibility Dashboard contains accounts of all employees with dependent child(ren)

who are within 0-4 months of nearing age 26. Departmental Personnel Offices are required to
update each dependent account after notifications are sent to the employee.

Scenario: In the Dependent Eligibility Dashboard, update a dependent's account (nearing age 26) with
the notification sent date.

DRV Rev. 9/19/25 Page 50



Step Actions

Step 1:

On the FCP Main Page, select the Dependent Eligibility Dashboard tab. The Dependent Eligibility
Dashboard page displays.

Step 2:

On the Dependent Eligibility Dashboard page, the "Show My Records Only" (#1) is defaulted 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 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 who are nearing age 26. You have the option to
filter by alert type by clicking on the Select Alert Type button (#2). This will give you three options:
Reverification, 26- year-old, and All types.

[y 3 settings
FAMILY ¢ CONNECT

MAIN PAGE REPORTS ADMIN FAQ Logout Department User

I DEPENDENT ELIGIBILITY DASHBOARD I

Step 3:

From the Select Alert Type menu, click on the 26-year-old button (#1). Within a few seconds, the
Dependent Eligibility Dashboard is filtered and only shows dependent(s) who are within 0-4 months of
turning age 26.

Next, click anywhere (#2) on the Dashboard screen to exit out of the Select Alert Type menu.
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Step 4:

For a quick view of an employee's dependent(s), click on the green plus button in the Dependents column.
The Dependents list panel will display.

A 3 Settings

™=

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

DEPENDENT ELIGIBILITY DASHBOARD

O Show My Records Only

P | e | Feem—— st [

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

.

Step 5:

The Dependent panel will display all dependents. The Needs Review and Alert Type will indicate which
dependent is turning age 26. Click on the name of the dependent child. The Review Dependent page is
displayed.
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DEPENDENT ELIGIBILITY DASHBOARD

MAIN PAGE REPORTS ADMIN

ort || Select Alert Type
Employee Name DOB Agency Benefits Exception Assigned User
< 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
° 003:STATUTORY OFFICERS JUDGE'S RET SY5 MEM Dental l
Display Name Dependent Type o8 Re-verification End Date Benefits Exception Needs Review Alert Type
Child 4/11/19¢ 4 Dental No Yes 26 year old/COBRA alert I

‘ORY OFFICERS JUDGE'S RET SYS MEM

<
< 00: 'ORY OFFICERS JUDGE'S RET SYS MEM
< 0 'ORY OFFICERS GE'S RET SYS MEM
< 00! 'ORY OFFICERS JUDGE'S RET SYS MEM
< 00: ATUTORY OFFICERS JUDGE'S RET SYS MEM
(4 TUTORY OFFICERS JUDGE'S RET SYS MEM
© 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
© 003:STATUTORY OFFICERS JUDGE'S RET SYS MEM
h to100f44 ent : 4 Next

Step 6:

In the Review Dependent page, on the Alerts panel, click on the 26-year- old/COBRA alert link. The Edit
26-year-old/COBRA alert page will be displayed.

Review Dependent

Dapendent Type *
child

LN
Birth Date *
os/13/1997

Dental Plan*

Vision Plan *

MAINPAGE REPORTS ADMIN

sttus
Active

Middle Name

Dental Plan Effective Bate
o1/01/2:0z2

Vision Plan Effective Dste

Deletion Reason

Blerts

DRV26 Y0 Date

120 Day Notified Date 90 Day Notified Bate

60 Day Notified Date Re-ueri

xpos aert Type
Blert Type

year oldiCOBRA al 4302023

Step 7:

The Edit 26 year old/COBRA alert page displays the dependent's name, 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 notification can only be made during the
month indicated for each notification type. All other times, the information is “read only”.

For example, the first notification should go out at 120 days which for this dependent is in January 2023.
The 120-day notification checkbox will be "live" in January 2023 allowing the user to check the box and

save the notified date.
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To enter and save the notification information, follow these steps:
1. Click on the checkbox for the current notification month
2. Then click on the Save button.

Once the entry is saved successfully, you will receive a confirmation message:

Notification updated

You can exit the Edit 26 year old/COBRA alert page by selecting close. This will return you to the Review
Dependent page. From this page, you can select Cancel to return to the Dependent Eligibility Dashboard.

= —_
e

b

Edit 26 year old/COBRA alert

Dependent Name:

Dependent Birth Date: 3/27/1997

MAIN PAGE REPORTS ADMIN

Dependent 26th Birthday: 3/27/2023

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

Notes

£} settings

FAQ Logout Department Admin User

/2

This completes the 26-year-old Dependent Age Out Process scenario.
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7.0 Reports Tab

The Reports Tab in FCP provides several Reports for Departmental Personnel Offices use. All these
reports can be exported into CSV and Excel.

Scenario: Review reports in the REPORTS tab.

Step Actions

Step 1:
On the FCP Main Page, select the REPORTS tab. The Family Connect Reporting Services page will display.

t Family Connect Portal (FCP)

= o o

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

hic & Enrollment Coverage Data Review Errors Requiring Resolutions

Step 2:
On the Family Connect Reporting Services page, the following reports are available:
1. Birth Month Cycle Report
2. Dependent Age Out Report
3. DRV Delinquency Report
4. Pending Deletion Dependent Report - Only available to Dept Admin Users
5. Undeliverable Mail Report

P £} Settings
A - s
FAMILYSE CONNECT B | @ X
nnnnnnnnnnn EPARTHENT o HUMAN RESODRCES 2
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 ) € 8 8 &

@ Undeliverable Mail Report
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Birth Month Cycle Report
Review the Birth Month Cycle Report.

Step Actions
Step 1:

Click on the Reports Tab, and from the Family Connect Reporting Services page, select the Birth Month
Cycle Report.

(] QSenings
M, - 3
FAMILY3,¢ CONNEC =] ] @ %
CALIFORNIA DEPARTHENT o HNAN RESDURCES
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-q(ﬁ
&x Pending Deletion Dependent Report ) «(1% & &
o Undeliverable Mail Report 15

‘\-A—&qv

Step 2:
On the Birth Month Cycle Report page, select from the Birth Month List to see the 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
Yearirth Month - v
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 :
008 2 Code  Name FirstName  LastName  Type ooB Effective
Name Name Sent Sent sent o
Date Date Date
N Nodata available n table
5
Showing 0 00 of D entries Previous  Nest

Step 3:
Select the DRV report by cycle year and birth month:
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ry Lt Setings

MAINPAGE REPORTS ADMIN FAQ Logout Department Admin User
120- 90-
zi g Dependent  Dependent  Dependent  Dependent o) Day
stat ip gency  oon Dependen ependent ependen ependent |0 0
ode  Name FirstName  LastName  Type ooB
Sent Sent
Date Date

No data available in table

Step 4:

Once you have made your selection, ex. 2023-03 (March 2023), click on the Load Report button to display
the report.

3 ® L3 settings

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User

BIRTH MONTH CYCLE REPORT

Birth Month List / 4

120~ 90- 60-

Employee  Employee . Day Day Day icati Re-
N Employea Address 5 Zip Agency Dependent  Dependent  Dependent  Dapendent g . 5 verification o
UEID Last  * First Address city  state Benefits - Notice Motice < Notice : Verification

DOB 2 Code  Name FirstName  LastName Type DOB Effective
Name Name Sent Sent Sent Date Create Date
Date Date Date
No data available in table:

»
Showing 0 to 0 of0 entries Previous  Next

Step 5:

The March 2023 Birth Month Cycle Report information is displayed. Because this is a large report, it can
only be exported in the CSV format. However, once the report is exported and opens in CSV, you have
option to save it as Excel.

The notification dates and re-verification date will get updated on this report as notifications are sent
and re-verifications are processed in FCP.

BIRTH MONTH CYCLE REPORTI,

Birth Month List

60-ay
120-0ay 90-Day
Employee ,  EmployeeFirst  Employee Address zip Dependent Dependent Dependent  Dependent _ Notice
=y LastName  Name Do e 2 e L AR s ol i Benefits  rirst Name Last Name Type o8 Nl Nien Sent
SentDate  SentDate
Date
15/1% ouse oy/or
5 1
X ca Spous 1

This completes the Birth Month Cycle Report overview scenario.
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Dependent Age Out Report
Review the Dependent Age Out Report.

Step Actions
Step 1:

Click on the Reports Tab, and from the Family Connect Reporting Services page, select the Dependent Age
Out Report.

Py £} Settings

FAMILY ECONNEC' = q ® X

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 ) 4L 8 & &

8 Undeliverable Mail Report

Step 2:

On the Dependent Age Out Report page, by default, the information of all dependent children within 0-4
months will display. This report can be exported into Excel.

Dependents will remain on this report until the vendor removes them from benefits. All deletion
requests must be submitted to the vendor and/or SCO. Dependent children must be removed from
dental and premier vision benefits effective the 1°t of 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 mpoy! Address Address § zip Dependent  Dependent Dependent  Dependent ey 4 ot
UEID 2 Birth = 2 City State Agency = Notice Notice Notice
Last Name First Name pos 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
O
March chite 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

This completes the Dependent Age Out Report overview scenario.
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DRV Delinquency Report
Review the DRV Delinquency Report.

Step Actions

Step 1:
Click on the Reports Tab, and from the Family Connect Reporting Services page, select the DRV
Delinquency Report.

() Q Settings

FAMILYS¢ CONNECT B ] ® %

CALIFORNIA DEPARTHENT 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 ) 418 & &

o Undeliverable Mail Report G

Step 2:

The DRV Delinquency Report page will display dependents who remain unverified past the employee’s
DRV cycle. This report contains unverified dependents from all birth month cycles. Departmental
personnel office must remove these dependents from dental and/or premier vision benefits effective 1t
of the month following the employee’s birth month according to the DRV schedule.

E

{3 ettngs

FAMIL Y3 CONNECT
CALIFORNIA DEPARTNENT or HUNAN FESOURCES

MANPAGE REPORTS ADMIN 2] Logout Deartment Adminler

DRVDELINQUENCYLIST

Show 1010w Search: I:I

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 0to 0 of D entries Previous  Next

This completes the DRV Delinquency Report overview scenario.
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Pending Deletion Dependent Report (Dept Admin User only)
Review the Pending Deletion Dependent Report.

Step Actions

Step 1:

Click on the Reports Tab, and from the Family Connect Reporting Services page, select the Pending
Deletion Dependent Report.

A QSenings
N o .
FAMILYS CONNEC =] ] ® %
CALIFORNIA DEPARTWENT or HUNAN RESOUREES
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
| Family Connect Reporting Services I
i Birth Month Cycle Report
¥ Dependent Age Out Report
© DRV Delinquency Report .
o
&x Pending Deletion Dependent Report SRR
o Undeliverable Mail Report "

Step 2:

On the Pending Deletion List page, Dept Admin users can review all dependent deletion requests
submitted by Department Users. To delete the dependent, click on the employee’s name. The Review
Employee page will display.

P £ Settings
< . =
FAMILY 5% CONNEC
MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
PENDING DELETION LIST
Show 10 rows ‘ Export Search:
UEID Employee Name / Dependent Name Deletion Reason Requested By
Duplicate Dependent User, Department
Duplicate Dependent User, Department
Incorrect First Name User, Department
Incorrect Last Name User, Department
Incorrect Date of Birth User, Department
Duplicate Dependent User, Department

Showing 1to 6 of 6 entries
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Step 3:

On the Review Employee page go to the Dependent Panel and select the Dependent Name that is
pending deletion.

Show10tows | | Expott Search:

Dependent Name / @‘ Dependent Type D08 Re-verification End Date Benefits Exception Needs Review Deletion Status /
Child 10 5 Dental No No Pending Approval

Cancel I

Step 4:

On the Review Dependent page select the Delete Dependent button and select Save on the pop-up
button to delete the dependent. Once deleted, you will be returned to the Review Employee page.

N ’ N
satur Record Source
First Name Middie uame Nam
Biano, jon Eective Date 2 . o Endate
Dentatptan® — / DentatPermitting Event
v Edit Deletion [x]
Vision Plan * Vision Pla Vision Permitting Event

to delete this dependent
ason and click Save

This completes the Pending Dependent Deletion Report overview scenario.
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Undeliverable Mail Report

Review the Undeliverable Mail Report.
Step Actions
Step 1:
Click on the Reports Tab, and from the Family Connect Reporting Services page, select the

Undeliverable Mail Report.

A £} Settings

FAMIL Y5 CONNECT B ] ® 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 Qe

o Undeliverable Mail Report G

Step 2:

On the Undeliverable Mail Report page, the system will display a list of all employee accounts in FCP
with an undeliverable address. An employee’s address will be marked as Undeliverable by the DRV Unit
when during their DRV cycle, the USPS system is unable to confirm the employee’s mailing address
provided by SCO and saved in FCP.

It is each department's responsibility to ensure that their employee's address is current and to take
necessary actions to update outdated information as soon as possible.

a £F Settings

FAMIL Y2 CONNECT

CALIFORNIA DEPARTMENT o HUMAN RESOURCES

MAIN PAGE REPORTS ADMIN FAQ Logout Department Admin User
UNDELIVERABLE MAIL LIST l
ploy Efnployee Address Address M Zip Date Marked Undeliverable
UEID o~ . Birth - A City State Agency N
Last Name First Name DOB Morith Linel Line2 Code Undeliverable User Name
MILITARY
August 11/19/2022 Test7@test.ca.gov

DEPARTMENT

»

Showing 1to 1 of 1 entries Previous | 1 i Next
|
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This completes the Birth Month Cycle Report overview scenario.

8.0 DRV Unit Contact

Departmental Personnel Offices can send DRV, FCP and 26-year-old age out process related inquiries via
email to DRV@calhr.ca.gov.
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