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Latest Update Information

The following changes have been made to the Centralized Enrollment Clearinghouse System

(CLER) procedure:

Section

Description of Change

Viewing a Carrier Enrollee
Record
89340.htm?updates

Validating a Carrier
Enrollee Record
89341 ,htm?updates

Viewing Carrier
Discrepancy Listing
(Report 12)
89336.htm?updates

Viewing Pay Period
Transmissions Payment
Amounts (Report 13)
83591.htm?updates

A new column named Employee/Annuitant_Ind has been added
to the Carrier Enrollees Results page.

A new column named Employee/Annuitant_Ind has been added
to the Carrier Enrollees Results page.

A new column named Employee/Annuitant_Ind has been added
to the report.

A new column named Employee/Annuitant_Ind has been added
to the report.



file:///C:/Users/Tasha.Adams/Desktop/Author-it/NFC%20Generic%20PDF%20Document/CLER%20-%20Carrier%20Version/89340.htm%3fupdates
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Introduction

This procedure provides instructions for accessing and operating the Office of Personnel
Management (OPM), Federal Employees Health Benefits (FEHB), Centralized Enrollment
Clearinghouse System (CLER). The following information will help you use the procedure more
effectively and locate further assistance if needed:
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Overview

CLER receives electronic FEHB enrollment data from health insurance carriers and Federal
payroll offices on a quarterly basis. The CLER database stores, maintains, processes, edits, and
combines the data from the carriers and compares it to the data from the payroll offices. The
National Finance Center (NFC) takes a proactive approach to resolve any discrepancies between
the carrier data and the payroll office data identified during the operation of CLER by working
with Federal Agencies (payroll offices and personnel offices), carriers, and individual enrollees,
as needed.

Authorized users of CLER can access data when security access is requested by the security
officer and clearance is provided by the NFC's Operations and Security Center (OSC).

This section includes the following topics:

System Capabilities and INterface............cccoiiiiiiiiii e 5
Reports Through CLER ... ee e e e e 6
0] 0 0= SO TP PP P PPPPPPRRPRN 6
RESPONSIDIITIES ....eeiiiiiiie e 7
CLER ONIHNE HEIP . et e e e s e e e e e 8
WHhO t0 CONACT TOr HEIP ...ueeiiiiie e 10

System Capabilities and Interface

Payroll offices electronically submit quarterly FEHB enrollment data directly to NFC. Carriers
submit their FEHB enrollment data quarterly to the OPM data hub which in turn submits the data
to NFC. Upon receipt, the enrollment data is processed into NFC’s Mainframe. The Mainframe
database stores, maintains, processes, edits, matches, combines, and compares the enrollment
data from the payroll offices to the data from the carriers using edit tables.

After the data is loaded into the Mainframe, the data is sent to the CLER Web server where the
Agencies, carriers, OPM, and NFC access the data for inquiries, contact information updates,
discrepancy corrections, and report generation.

Using the Web server, an Agency may query on its data. To assist the Agency with the
reconciliation process, reports are developed using the report generation capabilities that are
modeled on NFC’s Reporting Center. Using the data that resides in CLER, users can tailor their
reports to meet their specifications. Based on the Agency analysis, a discrepancy with the carrier
data may be encountered. The Agency may submit forms requesting corrective action from the
carrier electronically using the CLER Web server. The corrective action request file is forwarded
from the Web server through the NFC Mainframe, where it is processed and transmitted to the
carrier through OPM’s data hub.
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Carriers respond to the corrective action request directly through the Web server. The carrier
response and update are maintained on the database and are available for inquiry by the
Agencies. To further assist the carrier in the response, the carrier may develop customized
reports in CLER.

Agencies and carriers have primary contacts in each of their organizations and must maintain the
contact information in CLER.

OPM oversees the operation of CLER. To perform this role, OPM has inquiry and report
capabilities for all carriers and Agency participants. The system provides statistical information
relative to the number of discrepancies, occurrence rates, corrective actions, enrollment changes,
etc. This information provides OPM with data needed to effectively manage and oversee the
FEHB reconciliation process.

NFC maintains the system, updates all tables and edits as necessary, and maintains system
security.

Reports Through CLER

CLER supports and facilitates report creation. CLER report creation is modeled on NFC’s
Reporting Center, which is an integral part of several other NFC applications.

Selection criteria, sorts, and formats are built into the CLER reporting database. With the
flexibility of the reporting options offered, users are able to design custom reports from the
options displayed on the Reports Selection page.

Forms
Forms associated with CLER activities are described below.

Standard Form (SF) 2809, Health Benefits Election Form. This form is used by Federal
employees eligible to enroll in or currently enrolled in FEHB; and/or former spouses of Federal
employees eligible to enroll in or currently enrolled in FEHB under the Spouse Equity law,
and/or individuals eligible for temporary continuation of coverage under FEHB to:

e Enroll eligible persons in FEHB.
¢ Elect not to enroll in FEHB.

e Change an enrollee’s plan.

e Change coverage within a plan.

e (Cancel FEHB enrollment of an enrollee who elected to end his/her coverage though
he/she continues to be eligible for it, and no extension of coverage is granted.
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SF 2810, Notice of Change in Health Benefits Enrollment. This form is used to:

Terminate the enrollment of an enrollee employed by the Federal Government who
leaves Government service, or an enrollee employed by the Federal Government who
exceeds 365 days in non-pay status and is eligible for a 31-day extension of coverage.

Reinstate enrollment.
Change the name of an enrollee.

Change the enrollment to a survivor annuitant.

Note: The 2809 and 2810 options in CLER are formatted to include data elements from the forms listed
above, as well as the data elements from the 2809 and 2810 options on the Employee Personal
Page (EPP).

CLERP, Security Access Form, Health Benefit Agencies. This form is completed by the
Agency's security officer and submitted to NFC’s OSC to request CLER access for the Agency's
personnel.

Responsibilities

The following are the general responsibilities of the primary organizations involved in the
operation of CLER:

Agency:

Appoints a primary and an alternate security officer who coordinates all requests with
NFC for CLER access authorization

Transmits FEHB enrollment data to NFC

Establishes and maintains payroll and personnel office contact information in CLER
Reviews and researches current and/or prior quarter enrollee transmission records
Reviews and researches current and/or prior quarter enrollee discrepancy records
Enters reconciliation action codes to record corrective actions

Enters reconciliation reason codes for discrepancies

Views responses from the carrier on corrective action taken.

Inputs, faxes, or mails 2809 and 2810 data for carrier corrective action/corrections

Verifies that corrective actions/corrections have resolved discrepancies
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Carrier:

e Appoints a primary and an alternate security officer, who coordinates all requests with
NFC for CLER access authorization

e Transmits FEHB enrollment data to the OPM data hub

o Establishes and maintains carrier and carrier plan contact information in CLER

e Reviews and researches current and/or prior quarter enrollee transmission records
e Reviews and researches current and/or prior quarter enrollee discrepancy records

e Enters response codes to respond to the corrective action requests from Agencies

Note: The carrier takes no action unless authorized by the responsible Agency.

OPM:
e Oversees and manages the reconciliation process
e Views all carrier and Agency enrollment records
e Views all contact information
e Views all table information

e Takes action to ensure user compliance

e Operates CLER

e Provides operational support to resolve reconciliation problems
e Researches and resolves system inquiries

e Provides subject matter expertise

e Provides training to CLER users

e Coordinates system/user compliance issues with OPM

e Maintains security over all data residing in CLER

CLER Online Help
CLER Online Help provides three methods for locating information:

e Table of Contents. To access the Online Help Table of Contents, click the question mark
(?) icon on the CLER Main Menu. To view the text associated with a topic, just click the
topic.
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Office of Federal Health
Benefits

Centralized Enrollment
Clearinghouse Project

at the National Finance Center

Table Of Contents
Part 1. Introduction
Part 2. CLER Processing Instructions

Part 3. CLER Field Descriptions And Instructions
Part 4. CLER Reference Tables

Part 5. Glossary

Figure 1: Online Help Table of Contents

e  Word Search. To conduct a word search, click the Search icon in the Help menu bar.
Enter a word or words in the space provided to display associated topics. Click any topic
to view the associated text.

e Help Button on System Pages. For field instructions/descriptions on a specific page,
click the question mark icon [?] on that page.
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Centralized Enroliment
Clearinghouse Project

at the National Finance Center

Overview

CLER receives electronic FEHB enroliment data from health insurance carriers and Federal payroll
offices on a quarterly basis. The CLER database stores, maintains, processes, edits, and combines
the data from the carriers and compares it to the data from the payroll offices. NFC takes a proactive
approach to resolve any discrepancies between the carrier data and the payroll office data identified
during the operation of CLER by working with Federal agencies (payroll offices and personnel
offices), carriers, and individual enrollees, as needed

Authorized users of CLER can access data when security access is requested by the computer
system security officer and clearance is provided by the NFC Information Systems Security Office
(1SS0)

This section presents more information under the following topics:

System Capabilities And Interface

External Reports Through CLER

Internal Reports

Forms

Responsibilities

Figure 2: Expanded Online Help Table of Contents Page
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Who to Contact for Help

For questions about requesting access to CLER, contact the CLER Operations and
Reconciliation Unit at 1-855-632-4468 or NFC.CLER@usda.gov.

For questions about CLER processing (including help with unusual conditions), contact the
CLER Operations and Reconciliation Unit at 1-855-632-4468 or NFC.CLER@usda.gov.

For questions about access authority, contact your organization’s security officer. When
necessary, your security officer may contact NFC’s OSC at 1-800-767-9641 or via email
osc.etix@usda.gov.

10
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System Access

At the request of OPM or OPM’s delegated authority, NFC grants users the authority to access
the CLER Web-based application. Users request access through their security officer. Each user
(Agencies and carriers) is required to establish a primary and an alternate security officer, who
coordinate all requests with NFC for CLER access authorization. Users, with approval from their
organizations, are allowed to have access to appropriate resources, and OPM may grant access
permission to other users or groups of users. Resource access permission is limited to the extent
determined by OPM, NFC, and the approved user organizations (e.g., participating Agencies,
carriers, or auditors.).

This section includes the following topics:

Requesting ACCESS 10 CLER .......cooiiiiiiiiii e 11
Security Officer Responsibilities.........cccvviioiiiiiii e 11
LOG O 12
LOG ON 0O CLER ... 14
(o To 1O 1 SO OTPTPPRRT PRI 17

Requesting Access to CLER

NFC will grant authority to use/access its facilities to individual users at the request of OPM and
the user’s security officer. Every user is assigned a unique ID number which defines the specific
information a user has access to based on job responsibilities, need to know, and the user’s
security policy. Communications related to gaining access to CLER must go through the user’s
security officer to NFC. To gain access to CLER, the user’s security officer must complete the
Form CLERC, CLER Security Access Form, Health Benefit Carrier Personnel, and send it to
NFC’s OSC via fax at 1-888-496-8192 or 1-303-205-3276 or email at osc.etix@usda.gov.

For an electronic and/or paper copy of Form CLERC, CLER Security Access Form, Health
Benefit Carrier Personnel, ask your organization’s security officer to contact the CLER
Operations and Reconciliation Unit at 1-855-632-4468. For questions about access authority,
contact your security officer. When necessary, your security officer may contact NFC’s OSC at
1-800-767-9641 or 504-426-6435 or via email osc.etix@usda.gov.

Security Officer Responsibilities

The User’s Security Officer will:

e Obtain organization and/or owner authorization approval(s) and request user
identifications (IDs) according to the user’s security policy.

11
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Submit the request for access to CLER according to NFC’s OSC.
Suspend user IDs upon the employee’s termination or assignment change.

Notify NFC of any changes in the authority or of the termination of an employee in their
organization.

Consult with NFC’s OSC on security matters related to the use of NFC’s facilities.

Monitor users’ activity for access violations.

NFC’s Security Officer will:

Grant authority to use/access the computer facilities based on OPM’s authority and the
user’s requirements.

Establish, control, and maintain user ID.

Log all unauthorized access attempts and furnish reports to the respective user security
officer for appropriate action.

Monitor security concerns of OPM and the user security officer related to NFC’s
facilities and resources.

Log On
To log on:
1. Access the Internet and log on to the CLER Web site at

https.://www.nfc.usda.gov/ClientServices/Insurance. Click the CLER icon on the
Application Launchpad. The CLER Logon page is displayed.

Note: To display information about the CLER application’s accessibility and security, click
Accessibility or Security, as applicable.

12
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CLEK Office of Personnel Management

ﬁef- Federal Employees Health Benefits
§

Centralized Enrollment
Clearinghouse

[

User ID

L

Password

D Change Password

Please send
questions or
comments to

nfc.cler@nfc.usda.gov
i

OPM i<

Accessibility

Security

Escalation Process

CLER Phase 2 - Payroll
Office File Layout

Important Message: May 29, 2014

CLER has completed processing of the third quarter data.

If you have any questions or concerns, please contact the CLER Operations and Reconciliation
Unit at nfc.cler@usda.gov or you may call 504-426-6410
between the hours of 7:45 a.m. through 4:00 p.m. CST Monday through Friday.

Version 2.0 of the CLER for Agencies, CLER for Carriers, and CLER for OPM procedure manuals
HAVE BEEN REPLACED with Version 3.0 of these procedures. They are available on the NFC Web
sites Publications page. On the Publications pages right-hand menu, select Procedures by
Title/Chapter and locate the manual that applies to your organization under Title 10.

The National Finance Center (NFC), designed, developed, implemented, and operates this Federal Employees
Health Benefits (FEHB) Centralized Enrollment Clearinghouse System, called CLER, for the Office of Personnel
Management (OPM).

This system receives electronic FEHB enroliment data from health insurance carriers and Federal Government
payroll offices on a quarterly basis for approximately four million health benefits enrollees.

The system provides an efficient and cost effective way for both health insurance carriers and Federal
Government payroll offices to conduct their quarterly reconciliation of FEHB enrollment data records as required
by OPM. The CLER database stores, maintains, processes, edits, combines, and compares the FEHB enrollment
data received from the Payroll Offices and participating Carriers. NFC takes a proactive approach to resolve any
discrepancies between the payroll data and the carrier enrollment data identified during the operation of CLER
by working with payroll and personnel offices, health insurance carriers, and individual enrollees, as needed.

CLER was designed and developed with the potential for future improvements and expansion beyond basic
reconciliation in the event OPM should desire such enhancements.

Figure 3: CLER Logon Page

Complete the fields as indicated below and click Submit. The CLER Main Menu is

displayed.

Field

Instruction/Description

User ID Required, alphanumeric, 8 positions maximum
Enter the assigned National Finance Center user ID.
Password Required

Enter the password. If unsuccessful, a message will appear
stating that the user ID or password entered is invalid.

Change Password

To change the password, click the checkbox. The Change Your
Password pop-up window is displayed, prompting the user to enter
and confirm the new password. Type the new password in the
Enter New Password and Confirm New Password fields and click
Submit.

13



Centralized Enrollment Clearinghouse System (CLER)

FCELER o=l o= | v= vl we | o

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. FEorms
1. Payroll Office e 2809

e Info e 2810
e Contacts 4. Transmission

m Payroll Office Contacts e File Transfer

m Personnel Office Contacts e Online Entry
e Erors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier e Payroll Office Reconciliation

e Info e Carrier Validation
e Enroliment Codes e Payroll Office Enroliment Transmission
e IDs & Carrier Enrollment Transmission
e Contacts * Enrollment Change Summary

m Carrier Contacts e Carrier Gain/loss Summar

m  Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors ® Reconciliation Action Summary
& Transmissions * Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

L]

Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM e

Figure 4: CLER Main Menu Page
Below is a brief description of each option displayed on the CLER Main Menu.

e Payroll Office. Used to view payroll office FEHB enrollment information.
e cCarrier. Used to view and maintain carrier FEHB enrollment information.
e Forms. Used to view 2809 and 2810 information.

e Transmission. Used to enter transmission information.

e Reports. Used to produce reports.

e “Gears” (icon). For NFC use only. Used to view CLER processing schedules and system
codes information.

Log On to CLER
To log on:
1. Access the Internet and go to the NFC Home page https://www.nfc.usda.gov/.

2. Select the CLER icon on the Application Launchpad. The CLER Logon page is displayed.

14
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Note: To display information about the CLER application’s accessibility and security, select
Accessibility or Security, as applicable.

CLEK Office of Personnel Management
ﬁ?;.- Federal Employees Health Benefits

Centralized Enroliment
Clearinghouse

Important Message: May 29, 2014

User ID CLER has completed processing of the third quarter data.
l:l If you have any questions or concerns, please contact the CLER Operations and Reconciliation
Pa 1 Unit at nfc.clerfusda.gov or you may call 504-426-6410

between the hours of 7:45 a.m. through 4:00 p.m. CST Monday through Friday.

D Change Password Version 2.0 of the CLER for Agencies, CLER for Carriers, and CLER for OPM procedure manuals
HAVE BEEN REPLACED with Version 3.0 of these procedures. They are available on the NFC Web
. sites Publications page. On the Publications pages right-hand menu, select Procedures by
Title /Chapter and locate the manual that applies to your organization under Title 10.

Please send The National Finance Center (NFC), designed, developed, implemented, and operates this Federal Employees

questions or Wﬂﬂ Centralized Enroliment Clearinghouse System, called CLER, for the Qffice of Personnel

comments to

nfc.cler@nfc.usda.gov

a This system receives electronic FEHB enrollment data from health insurance carriers and Federal Government

OPH ;= payroll offices on a quarterly basis for approximately four million health benefits enrollees.

Accessibility The system provides an efficient and cost effective way for both health insurance carriers and Federal
Government payroll offices to conduct their quarterly reconciliation of FEHE enroliment data records as required

Security by OPM. The CLER database stores, maintains, processes, edits, combines, and compares the FEHB enrollment
data received from the Payroll Offices and participating Carriers. NFC takes a proactive approach to resolve any

Escalation Process discrepancies between the payroll data and the carrier enroliment data identified during the operation of CLER
by working with payroll and personnel offices, health insurance carriers, and individual enrollees, as needed.

Office File Layout CLER was designed and developed with the potential for future improvements and expansion beyond basic

reconciliation in the avent OPM should desire such enhancements.

Figure 5: CLER Logon Page
3. Complete the following fields and select the Submit button:
User ID

Password

15
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If the proper User ID and password are entered, the CLER Main Menu is displayed.

Y CLER [~ o= | wm |wmn] we | ®

CLER Main Menu

@

Welcome to the OPM Federal Employees Health Benefits Centralized Enroliment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3.

1. Payroll Offi e 2809
iy . 2810

+ Contacts 4. Transmission

= Payroll Office Contacts ® File Transfer
= Personnel Office Contacts * Online Entry
« Error 5. Reports o
. NSMisSion: - P I L]
« Enroll « Discrepancy Summary
2. Carrier » Payroll Office Reconciliation
« Info « Camer Validation
« Enrollment Codes « Payroll Office Enrollment Transmission
e [Ds - rrier Imen NSmiSSion
. n . =« Enrollment Chan mm
. rrier * Cammer Gain/Loss Summary
- I * Reconciliation Reason Summary
» Errors « Reconciliation Action Summary
* Transmissions * Reconcihation Summary
» Enrollees - rmer Discrepan 1= tin:
® Pay Period Transmissions Payment Amoun

:Isa-sel sem:‘?u-esu'on? or comments to opu ia

Figure 6: CLER Main Menu

A brief description of each option displayed on the CLER Main Menu is listed as follows:

e Payroll Office - Used to view and maintain payroll office FEHB enrollment information.
e Carrier - Used to view and maintain carrier FEHB enrollment information.

e Forms - Used to view/enter 2809 and 2810 information.

e Transmission - Used to view/enter transmission information.

e Reports - Used to produce reports.

e Gears (icon) - Used to view CLER processing schedules and system codes information.

16
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Log Off

Click Log Off on any CLER page. The CLER Logoff page is displayed and the current session on
the CLER Web site is terminated. For the highest security when logging off, close the browser to
keep another user from accessing pages in the browser memory.

The National Finance Center's
OPM/FEHB Clearinghouse

You have successfully logged off of the OPM/FEHB
Clearinghouse. To sign on again, click here.

Figure 7: CLER Logoff Page

17
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Transmission of Enrollment Data

Carriers transmit FEHB enrollment data files to OPM’s data hub, who in turn, transmits the data
to CLER via existing connectivity to NFC.

This section includes the following topics:

Timeline for CLER Quarterly Reconciliation ............ccccoooviiiiiiiiiiici e 19
Formatting Enrollment Data Files for Transmission to CLER ............ccccccceeees 22

Timeline for CLER Quarterly Reconciliation

The CLER reconciliation process includes four reconciliation quarters per year. The first quarter
begins on March 1; the second quarter begins on June 1; the third quarter begins on September 1;
and the fourth quarter begins on December 1. Weeks before a quarter begins, the CLER
Operations and Reconciliation Unit sends a copy of the quarterly reconciliation timeline for that
quarter to Agencies and carriers via email. Please refer questions about the quarterly
reconciliation timeline to the CLER Operations and Reconciliation Unit at 1-855-632-4468. A
sample of the quarterly reconciliation timeline for the second quarter is described in the table
listed below.

Note: In the sample timeline listed below, payroll office enrollment data is transmitted directly to CLER
and consists of data as of the pay period paid by payroll offices between March 1 and May 31.

Quarterly Reconciliation Timeline

| Date (Month/Day) | Description

19
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Date (Month/Day)

Description

3/1

Carriers and payroll offices may begin transmitting enroliment data to CLER
via electronic input files. Reminders are emailed to carriers and payroll offices
regarding the current quarterly due date for the submission of enrollment data
to be reconciled.

Note: The header record submitted by the carriers and payroll
offices must include an as-of-date that corresponds with your pay
period ending date.

The enroliment data that is extracted from the carrier and payroll office’s
records must be those enrollments that are actually in effect that day. Effective
March 1, all payroll offices must send a transmission every pay period. Data
will be extracted according to the timeline defined by OPM as follows:

o Payroll offices with monthly pay cycles or monthly premium
collection cycles, must use the as-of-date equal to the first of the
month following the end of month pay cycle. Any data, subsequent
to March 1, may cause unmatched errors when compared to
enrollee records submitted by carriers. Please do not report
changes effective after March 1.

e Payroll offices with pay cycles other than monthly, must extract
data effective as of the last pay period that falls between March 1
and March 15. The end of the pay period date must be reflected in
the header as the as-of-date.

Note: Transmissions received with the as-of-dates between March
1 through March 15 will be used as the 1st quarter reconciliation
file. A transmission must be sent for every pay period.

e Carriers must extract data effective as of March 1. There are no
changes to the frequency of transmissions from the Carriers.

Carriers and payroll offices must include the correct submission date in the
header record they transmit to CLER. The following are valid submission
dates:

o For a payroll office, the submission date is the date they send their
file to NFC.

e For a carrier, the submission date is the date they send their file to
the OPM Data Hub.

For more information about as-of-dates and the submission date, see the
CLER Carrier Enroliment File Layout or CLER Payroll Office Enroliment File
Layout, as applicable. Payroll Offices please assure you are referencing
version 3.3. These documents are available through the CLER Operations and
Reconciliation Unit.

3/10

Reminders are emailed to the carriers that have not submitted their quarterly
enroliment data.

3/15

This is the current quarterly due date (last day) for carriers and payroll offices
to transmit their quarterly enrollment data to CLER. Please transmit your
enrollment file immediately.
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Date (Month/Day)

Description

3/15

Enrollment data transmitted from carriers must be received by noon Eastern
Standard Time (EST) at the OPM Data Hub on this date to be accepted for
inclusion into the reconciliation process. Payroll office transmissions must be
received at NFC by 5:00 p.m. Central Standard Time (CST) within 7
business days after the pay period end date. Any transmissions of
enrollment data that are received after these times may not be included in the
reconciliation process for this quarterly cycle. An email informing the submitter
that the transmission is accepted or rejected is generated within 1 workday
after receipt.

3/15

The OPM data hub provides CLER with the last files transmitted by carriers at
approximately 3:00 p.m. (EST).

3/15 - 3/19

The information required to produce discrepancy reports is processed and
made available to Agencies and carriers through CLER, provided all
Agencies and carriers submit their file by the deadline. The discrepancy
report information will remain available until further notice. The Agencies have
approximately 30 days to research discrepancies and respond with
resolutions.

3/19

Lists of carriers and payroll offices that have not submitted their quarterly
enroliment data are made available to OPM through CLER.

4/22

Reminders are emailed to the Agencies that responses are due on
discrepancies by 8:00 a.m. (CST) on May 1.

5/1

Responses from Agencies are due by 8:00 a.m. (CST).

o If the research shows that the payroll or personnel office records
are incorrect, the payroll or personnel office will correct the error(s)
in their payroll/personnel system and enter the reconciliation
reason code in CLER.

e If the research shows that the carrier’s records are incorrect, the
Agency will enter the results of their research in CLER for carrier
correction. The Agency will submit supporting data through CLER
or hard copy to the carrier.

5/1

On May 1, after 8:00 a.m. (CST), CLER will initiate the process of transferring
the Corrective Action Request file to the OPM Data Hub for the retrieval of the
file by carriers. CLER will notify carriers via email when the data is available
after the OPM Data Hub has completed its processing.

5/1 - 5/31

Carriers enter Corrective Action Codes in CLER to indicate what actions were
taken to resolve the discrepancies.

5/20

Reminders are emailed to the carriers that confirmation of the Corrective
Actions must be completed by the beginning of the next month.
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Formatting Enrollment Data Files for Transmission to CLER

For information about formatting enrollment data files for transmission to CLER, carriers should
refer to the CLER Carrier Enrollment File Layout document. For a copy of this document,
contact the CLER Operations and Reconciliation Unit at 1-855-632-4468.
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Viewing CLER Instructions

The Payroll Office option allows users to view payroll office records.

This section includes the following topics:

Viewing Payroll Office Information RECOrdS ...........ccuuiiiiiiiiiiiiiiiiiee i 23
Viewing and Maintaining Carrier RECOIAS ..........covviiiiiiiiiiee et 66

VIBWING REPOITS. ...ttt et e e nae

Viewing Payroll Office Information Records

The Info option on the Payroll Office Main Page allows users to view information about each
payroll office.

To View a Payroll Office Information Record:

1. Select the Payroll Office tab at the top of the CLER Main Menu. The Payroll Office Main
Page is displayed.

X CLER N ow | o [weia] e | o

Errors  Transmissions

Payroll Office Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Payroll Office including name, address and system processing values. With the
proper access authority you may add new records, delete records and update existing information.
Contacts -

Payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll
Office including name, address, phone numbers and email address. With proper access authority you may add new
records, delete records and update existing information.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for each
Personnel Office including name, address, phone numbers and email address. With proper access authority you may
add new records, delete records and update existing information.

Errors - View error counts by type for each Payroll Office by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Payroll Office by processing year and quarter including
file header information, date and time processed and number or records sent, received and processed.

Enrollees - View and reconcile Payroll Office enrollee records by processing year and quarter, name, and key fields. With the proper
access authority you may enter reconciliation reason and action codes.

Figure 8: Payroll Office Main Page
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2. Select Info at the top of the Payroll Office Main Page. The Payroll Office Information

page is displayed.

HCLER PN = | — =T " | =5

Info  Contacts  Errors

Payroll Office Information

Click the [EEE button to

add a new Payroll Office Information record. Enter selection criteria in the following fields and click the

SUBMIT button to search for records based on your entries.

Payroll
Office ID

Name

City State

I [ V]

OrderBy: ID @® PayCycle () Name () City ()

Figure 9: Payroll Office Information Page

3. Complete the fields on the Payroll Office Information page as indicated and click Submit.

OR

Click Reset to clear all data entered.

Field

Instruction/Description

Payroll Office ID

Optional, alphanumeric, 8 position

Enter the payroll office identification number.

Name Optional, alphanumeric, 40 positions maximum
Enter the name of the payroll office.

City Optional, alphanumeric, 25 positions maximum
Enter the name of the payroll office's city.

State Optional, alphanumeric, 2 positions maximum

Select the payroll office’s, carrier's, carrier contact's, or carrier plan
contact's State, U.S. territory, or overseas military abbreviation
from the drop-down menu. Refer to the State, U.S. Territory, and
Overseas Military Abbreviations Table (on page 226) for a list
and descriptions of State, U.S. territory, and overseas military
abbreviations.
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Field Instruction/Description

Order By Optional, default

Defaults to the ID sort option. This field allows users to sort search
results by the options listed below. To choose a sort option, select
the radio button next to one of the following values:

ID - Search by payroll office identification number.
Pay Cycle - Search by pay cycle.
Name - Search by payroll office name.

City - Search by payroll office city.

4. The Payroll Office Information Search Results page is displayed.

X CLER ST o o ] o | 0

Payroll Office Information

D Name Address City State Zip Options

iew ]

Records Found: 1

Figure 10: Payroll Office Information Search Results Page

Field Description

ID System generated

Displays the payroll office identification number.

Name System generated

Displays the name of the payroll office.

Address System generated

Displays the payroll office’s street or post office box address.

City System generated

Displays the name of the payroll office’s city.

Note: If the address is an overseas military address, this
field displays FPO for fleet post office or APO for army
post office in lieu of the city.
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1.

State System generated

Displays the payroll office’s State, U.S. territory, or overseas
military abbreviation. For a list and descriptions of State, U.S.
territory, and overseas military abbreviations, see State, U.S.

226).

Zip System generated
Displays the payroll office’s ZIP Code.

Click view next to the applicable record. The Payroll Office Information View page is

displayed.

Territory, and Overseas Military Abbreviations Table (on page

Note: To view another record, click your browser’s Back button to return to the Payroll Office

Information Search Results page. Click View next to the applicable record.

RCLER fomm oe | = [T oo

Payroll Office Information View

Use the browser Back arrow to select another record to view.

Payroll

Office ID
Name
Address
City State Zip Foreign Country
W W
Start Date End Date
W W W W W W
Error Threshold Threshold Type (percent or number) N
Transmission File Name
D Date Time

Last Changed:

Figure 11: Payroll Office Information View Page

Field Description

Payroll Office ID System generated

Displays the payroll office identification number.

Name System generated

Displays the name of the payroll office.
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Address Line 1 System generated

Displays the first line payroll office's street or post office box
address.

Address Line 2 System generated

Displays the second line payroll office's street or post office box
address.

Address Line 3 System generated

Displays the third line payroll office's street or post office box
address.

City System generated

Displays the name of the payroll office’s city.

Note: If the address is an overseas military address, this
field displays FPO for fleet post office or APO for army
post office in lieu of the city.

State System generated

Displays the payroll office’s State, U.S. territory, or overseas
military abbreviation. For a list and descriptions of State, U.S.
territory, and overseas military abbreviations, see State, U.S.
Territory, and Overseas Military Abbreviations Table (on page
226).

Zip System generated
Displays the payroll office’s ZIP Code.

Foreign Country System generated

Displays the payroll office's country code. For a list and
descriptions of country codes, see Country Codes Table (on
page 229).

Start Date System generated
Displays the first date the payroll office will be valid.

End Date System generated

Displays the last date the payroll office will be valid.

Error Threshold System generated

Displays the number of percentage of errors permitted for the
payroll office/carrier before a transmission file is rejected.
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Threshold Type System generated

Displays the number measure of the error threshold. P represents
percent and N represents number.

Transmission File System generated

Name . C
Displays the name of the quarterly transmission file sent by the
payroll office.

Last Changed ID System generated

Displays the user ID number of the individual who made the most
recent change to the record.

Last Changed Date System generated

Displays the date of the most recent change.

Last Changed Time System generated

Displays the time of the most recent change.

For more information see:

Viewing Payroll and Personnel Office Contact Records...........cccccoviiiieieneinnnninne 28

Maintaining Payroll Office Enrollee Records (Marked with Discrepancy Code 163)

Viewing a Payroll Office Enrollee Record (Marked with Discrepancy Code 163) 42

Reconciling a Payroll Office Enrollee Record (Marked With Discrepancy Code 163)
.................................................................................................................................... 58

Viewing Payroll and Personnel Office Contact Records

The Contacts option on the Payroll Office Main Page allows users to view information about
subject matter and technical contacts for each payroll office and personnel office. This will aid
users in communicating with each other to ensure the resolution of technical concerns related to
the transmissions of the enrollment data as well as ensure the resolution of reconciliation matters.

For more information see:

Viewing a Payroll Office Contact RECOId ...........cccovvvveiiiiieiiiiiic e 29
Viewing a Personnel Office Contact RECOId...........ccccoviiiiiiiiiiiiiiiiie e 35
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Viewing a Payroll Office Contact Record
The View function allows users to view payroll office contact records.
To View a Payroll Office Contact Record:

1. Select the Payroll Office tab at the top of the CLER Main Menu.

T CLER [mom] e | o [o] e |

e ¢

CLER Main Menu
Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Eorms
1. Payroll Office ® 2809
e Info e 2810
e Contacts 4. Transmission
= Payroll Office Contacts e File Transfer
= Personnel Office Contacts e Online Entry
& Errors 5. Reports

Transmissions Payroll Discrepancy Listing

e Enrollees e Discrepancy Summary
2. Carrier e Payroll Office Reconciliation
e Info & Carrier Validation
e Enrollment Codes e Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary
m Carrier Contacts & Carrier Gain/Loss Summary
= Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors e Reconciliation Action Summary
e Transmissions e Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing
® Pay Period Transmissions Payment Amounts
Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM <
Figure 12: CLER Main Menu Page
2. The Payroll Office Main Page is displayed.
; = P LOG
jg ( : I IL’R Payroll Office | Carrier |  Forms | Transmission |  Reports #8 o
. Info  Contacts  Errors  Transmissions

Payroll Office Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Payroll Office including name, address and system processing values. With the
proper access authority you may add new records, delete records and update existing information.
Contacts -

Payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll
Office including name, address, phone numbers and email address. With proper access authority you may add new
records, delete records and update existing information.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for each
Personnel Office including name, address, phone numbers and email address. With proper access authority you may
add new records, delete records and update existing information.

Errors - View error counts by type for each Payroll Office by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Payroll Office by processing year and quarter including
file header information, date and time processed and number or records sent, received and processed.

Enrollees - View and reconcile Payroll Office enrollee records by processing year and quarter, name, and key fields. With the proper
access authority you may enter reconciliation reason and action codes.

Figure 13: Contacts Main Page
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3. Select Contacts at the top of the Payroll Office Main Page. The Contacts Main Page is
displayed with the Payroll Office Contacts and Personnel Office Contacts options.

A L ER o e ] e | &

Errors Transmissions Enrollees

Contacts Main Page
Select from the following tables to view or update.

Payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll Office
including name, address, phone number and email address.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for each Personnel Office
including name, address, phone number and email address.

Figure 14: Contacts Main Page
4. Click the Payroll Office Contacts link to display the Payroll Office Contacts page.

X CLER N oo | o [weea] we | w5

Payroll Office Contacts

Click the button to add a new Payroll Office Contacts record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Payroll
Office ID Type
| | v
Display: Al (8 Active () Inactive ()

Order By: ID (8 Type ()

Figure 15: Payroll Office Contacts Page
5. Complete the fields on the Payroll Office Contacts and select Submit.

OR

Select Reset to clear all data entered.

Field Instruction/Description

Payroll Office ID Optional, alphanumeric, 8 position

Enter the payroll office identification number.
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Field Instruction/Description

Type Optional

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Display Optional, default

Defaults to A11 display option. Allows users to display search

results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

All - Displays all contacts for the payroll office ID and type code
entered.

Active - Displays active contacts for the payroll office ID and
type code entered.

Inactive - Displays inactive contacts for the payroll office ID
and type code entered.

Order By Optional, default

Defaults to the ID sort option. This field allows users to sort search
results by the options listed below. To choose a sort option, select
the radio button next to one of the following values:

ID - Search by ID number.

Type - Search by type code.

6. The Payroll Office Contacts Search Results page is displayed.

G R e | ® i

Payroll Office Contacts

D Type Status Name Phone Email Options
General Active | [ View

Records Found: 1

Figure 16: Payroll Office Contacts Search Results Page

Field Description

ID System generated

Displays the payroll office identification number.
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Type System generated
Displays General type code to indicate that the payroll office
contact holds an administrative position.
Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Status System generated
Displays active to indicate that the record has been activated
in CLER.
Displays inactive to indicate that the record has been
inactivated in CLER.

Name System generated
Displays the name of the payroll office contact.

Phone System generated
Displays the payroll office contact's telephone number.

Email System generated
Displays the payroll office contact's email address.

7. Click View next to the applicable record. The Payroll Office Contacts View page is

displayed.
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Note: To view another record, click your browser’s Back button to return to the Payroll Office
Contacts Search Results page. Click View next to the applicable record.

¥ CLEE [ ow | tme [vouon] woe | @0

Info Contacts Er!

Payroll Office Contacts View

Use the browser Back arrow to select another record to view.

US DEPARTMENT OF AGRICULTURE

Payroll

Office ID Type
W ~
Role
Name
Address
City State Zip Foreign Country
v hd
Phone Number Fax Number
Email Address
Remarks
1D Date Time

Last Changed:

Figure 17: Payroll Office Contacts View Page

Field Instruction/Description

Payroll Office ID System generated

Displays the payroll office identification number.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Role System generated

Displays the title, position, etc., of the payroll office
contact/personnel office contact/carrier contact/carrier plan
contact.

Address Line 1 System generated

Displays the first line of the payroll office contact’s street or post
office box address.
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Address Line 2

System generated

Displays the second line of the carrier’s street or post office box
address.

Address Line 3

System generated

Displays the third line of the payroll office contact’s street or post
office box address.

City

System generated

Displays the name of the carrier’s city.

Note: If the address is an overseas military address, this
field displays FPO for fleet post office or APO for army
post office in lieu of the city.

State

System generated

Displays the payroll office contact’s State, U.S. territory, or
overseas military abbreviation. For a list and descriptions of State,
U.S. territory, and overseas military abbreviations, see State, U.S.
Territory, and Overseas Military Abbreviations Table (on page
226).

Zip

System generated

Displays the payroll office contact’s ZIP Code.

Foreign Country

System generated

Displays the carrier plan contact’s country code. For a list and
descriptions of country codes, see Country Codes Table (on
page 229).

Phone

System generated

Displays the payroll office contact's telephone number.

Fax Number

System generated

Displays the payroll office contact’s fax number.

Email System generated
Displays the payroll office contact's email address.
Remarks System generated

Displays the remarks about this record.

Last Changed ID

System generated

Displays the user ID number of the individual who made the most
recent change to the record.
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Last Changed Date System generated

Displays the date of the most recent change.

Last Changed Time System generated

Displays the time of the most recent change.

Viewing a Personnel Office Contact Record
The View function allows users to view personnel office contact records.
To View a Personnel Office Contact Record:

1. Select the Payroll Office tab at the top of the CLER Main Menu.

‘13 CLER Payroll Office |  Camier | Fomms | Transmission |  Report #e 2

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Office s 2809

® Info e 2810
e« Contacts 4. Transmission

m Payroll Office Contacts ® File Transfer

m Personnel Office Contacts & Online Entn
e Errors 5. Reports
* Transmissions * Payroll Discrepancy Listing
& Enrollees & Discrepancy Summary

2. Carrier & Payroll Office Reconciliation

e« Info e Carrier Validation
# Enrollment Codes # Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

m Carrier Contacts e Carrier Gain/Loss Summary.

m  Carrier Plan Contacts & Reconciliation Reason Summary
& Errors & Reconciliation Action Summary
e Transmissions ® Reconciliation Summary
# Enrollees ® Carrier Discrepancy Listing

& Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM B

Figure 18: CLER Main Menu Page
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2. The Payroll Office Main Page is displayed.

LOG
OFF

j{?_GLI ﬁ Carrier T Forms Tmmon] Reports

Info  Contacts  Errors

Payroll Office Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Payroll Office including name, address and system processing values. With the
proper access authority you may add new records, delete records and update existing information.
Contacts -

Payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll
Office including name, address, phone numbers and email address. With proper access authority you may add new
records, delete records and update existing information.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for each
Personnel Office including name, address, phone numbers and email address. With proper access authority you may
add new records, delete records and update existing information.

Errors - View error counts by type for each Payroll Office by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Payroll Office by processing year and quarter including
file header information, date and time processed and number or records sent, received and processed.

Enrollees - View and reconcile Payroll Office enrollee records by processing year and quarter, name, and key fields. With the proper
access authority you may enter reconciliation reason and action codes.

Figure 19: Payroll Office Main Page

3. Select Contacts on the Payroll Office Main Page. The Contacts Main Page is displayed

with the Payroll Office Contacts and Personnel Office Contacts options.

LOG
OFF

Centralized Enrollment Clearinghouse System (CLER)

¥ CLER [l oo | o o] e

Info  Contacts  Errors

Contacts Main Page

Select from the following tables to view or update.

Payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll Office
including name, address, phone number and email address.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for each Personnel Office
including name, address, phone number and email address.

Figure 20: Contacts Main Page
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4. Click the Personnel Office Contacts link on the Contacts Main Page to display the
Personnel Office Contacts page.

TCLER M e e v

Personnel Office Contacts

Click the 25N button to add a new Personnel Office Contacts record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Payroll Personnel
Office ID Office ID Type
[ v
Display: All (8 Active () Inactive ()
OrderBy: ID(® POI() Type ()
SUBMIT RESET

Figure 21: Pesonnel Office Contacts Record
5. Complete the fields on the Personnel Office Contacts page and click Submit.
OR

Click Reset to clear all data entered.

Field Instruction/Description

Payroll Office ID Optional, alphanumeric, 8 position

Enter the payroll office identification number.

Personnel Office ID | Optional, alphanumeric, 4 positions

Enter the personnel office identification (POI) number.

Type Optional

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.
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Field

Instruction/Description

Display

Optional, default

Defaults to A11 display option. Allows users to display search
results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

All - Displays all contacts for the payroll office ID and type code
entered.

Active - Displays active contacts for the payroll office ID and
type code entered.

Inactive - Displays inactive contacts for the payroll office ID
and type code entered.

Order By

Optional, default

Defaults to the ID sort option. This field allows users to sort search
results by the options listed below. To choose a sort option, select
the radio button next to one of the following values:

ID - Search by payroll office identification number.
POTI - Search by personnel office identification number.

Type - Search by type code.

6. The Personnel Office Contacts Search Results page is displayed.

ji?_G‘]JE‘R wm:j‘ Carrier l — ‘ Transmission [ Reports @ oo

Personnel Office Contacts

j ] POI Type Status
General Active

General Active

Records Found: 2

Info Contacts Errors Transmissions Enrollees

Name Phone Email Options

Miew)
)

Figure 22: Personnel Office Contacts Search Results Page

Field

Description

ID

System generated

Displays the payroll office identification number.
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POI System generated
Displays the POl number.

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Discrepancy Listing

page.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Status System generated

Displays active to indicate that the record has been activated
in CLER.

Displays inactive to indicate that the record has been
inactivated in CLER.

Name System generated

Displays the name of the personnel office contact.

Phone System generated

Displays the carrier contact's telephone number.

Email System generated

Displays the personnel office contact’'s email address.

1. Click View next to the applicable record. The Personnel Office Contacts View page is
displayed.
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Note: To view another record, click your browser’s Back button to return to the Personnel Office
Contacts Search Results page. Click View next to the applicable record.

j? . E R Payroll Office Carrier | Forms ‘Transmisslon| Reports #e 27

Personnel Office Contacts View

@

Use the browser Back arrow to select another record to view.
US DEPARTMENT OF AGRICULTURE
Payroll Personnel
Office ID Office ID Type

~ W
Role
Name
Address
City State Zip Foreign Country
v b
Phone Number Fax Number
Email Address
Remarks
1] Date Time

Last Changed:

Figure 23: Personnel Office Contacts View Page

Field Description

Payroll Office ID System generated

Displays the payroll office identification number.

Personnel Office ID System generated

Displays the personnel office identification number.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Role System generated

Displays the title, position, etc., of the payroll office
contact/personnel office contact/carrier contact/carrier plan
contact.
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Name System generated

Displays the name of the personnel office contact.

Address Line 1 System generated

Displays the first line of the personnel office contact’s street or
post office box address.

Address Line 2 System generated

Displays the second line of the personnel office contact’s street or
post office box address.

Address Line 3 System generated

Displays the third line of the personnel office contact’s street or
post office box address.

City System generated

Displays the name of the personnel office contact’s city.

Note: If the address is an overseas military address, this
field displays FPO for fleet post office or APO for army
post office in lieu of the city.

State System generated

Displays the personnel office contact’s State, U.S. territory, or
overseas military abbreviation. For a list and descriptions of State,
U.S. territory, and overseas military abbreviations, State, U.S.
Territory, and Overseas Military Abbreviations Table (on page
226).

Zip System generated

Displays the personnel office contact’'s ZIP Code.

Foreign Country System generated

Displays the personnel office contact’s country code. For a list and
descriptions of country codes, see Country Codes Table (on
page 229).

Phone Number System generated

Displays the carrier plan contact's telephone number.

Fax Number System generated

Displays the personnel office contact’s fax number.

Email Address System generated

Displays the personnel office contact’s email address.
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Remarks System generated

Displays the remarks about this record.

Last Changed ID System generated

Displays the user ID number of the individual who made the most
recent change to the record.

Last Changed Date System generated

Displays the date of the most recent change.

Last Changed Time System generated

Displays the time of the most recent change.

Maintaining Payroll Office Enrollee Records (Marked with Discrepancy Code 163)

The Enrollees option on the Payroll Office Main Page allows carrier users to view and reconcile
payroll office enrollee records marked with Discrepancy Code 163. For a description of
Discrepancy Code 163, see Discrepancy Codes Table (on page 217).

Note: Agency users are able to view and validate carrier enrollee records marked with Discrepancy Code
160. Thus, the Validate function allows Agency users to communicate with carriers about carrier enrollee
records marked with Discrepancy Code 160. For a description of Discrepancy Code 160, see Discrepancy
Codes Table (on page 217).

Viewing a Payroll Office Enrollee Record (Marked with Discrepancy Code 163)

The view function allows carrier users to view payroll office enrollee records marked with
Discrepancy Code 163. For a description of Discrepancy Code 163, see Discrepancy Codes
Table (on page 217).

To View a Payroll Office Enrollee Record Marked with Discrepancy Code 163:

1. Select the Payroll Office tab at the top of the CLER Main Menu.
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B DL mmome e af T

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

Carrier Discrepancy Listing
Pay Period Transmissions Payment Amounts

3. Forms
1. Payroll Office e 2809
e Info e 2810
¢ Contacts 4. Transmission
= Payroll Office Contacts & File Transfer
m Personnel Office Contacts & Online Ent
e Errors 5. Reports
& Transmissions # Payroll Discrepancy Listing
& Enrollees & Discrepancy Summary
2. Carrier e Payroll Office Reconciliation
® Info e« Carrier Validation
# Enrollment Codes & Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary
m Carrier Contacts ® Carrier Gain/Loss Summary
m  Carrier Plan Contacts & Reconciliation Reason Summary
& Errors & Reconciliation Action Summary
e Transmissions ® Reconciliation Summary
# Enrollees .
.

Please send questions or comments to N ]
nfc.cler@nfc.usda.gov OPM EC

2. The Payroll Office Main Page is displayed.

E;_GLI ﬁ Camsies T F— Tv\rmmuﬂon] Reports

Info  Contacts  Errors

LOG
OFF

Payroll Office Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Payroll Office including name, address and system processing values. With the
proper access authority you may add new records, delete records and update existing information.
Contacts -

Payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll
Office including name, address, phone numbers and email address. With proper access authority you may add new
records, delete records and update existing information.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for each
Personnel Office including name, address, phone numbers and email address. With proper access authority you may
add new records, delete records and update existing information.

Errors - View error counts by type for each Payroll Office by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Payroll Office by processing year and quarter including
file header information, date and time processed and number or records sent, received and processed.

Enrollees - View and reconcile Payroll Office enrollee records by processing year and quarter, name, and key fields. With the proper
access authority you may enter reconciliation reason and action codes.

Figure 24: Payroll Office Main Page
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3. Select Enrollees at the top of the Payroll Office Main Page. The Payroll Office Enrollees

page is displayed.
TCIER mem e

Payroll Office Enrollees

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries, Fields marked with *
are required,

Payroll
Office ID* Year* Fuarhl"‘
I(]OUO(]DUO j' 2004 j' 18

Enroliment Other ID Other ID
Agency POI Camier Code S5N - from S5N - to From To

Last Name First Name Middle Name
| Doe | John |

Display:  All Records (%) Matches O Mo Matches (O Discrepancies {0 Warnings O
Unreconciled ' Reconciled O Confirmed Disputed O Mot Validated O

Order By: lsthame EI 2nd ISSNO 3 3rd I 3

4th I EI Sth | 3 &th | 3
meser |

Figure 25: Payroll Office Enrollees Page
4. Complete the fields on the Payroll Office Enrollees page and click Submit.
OR

Click Reset to clear all data entered.

Field Instruction/Description

Payroll Office ID* Required
Select the payroll office identification number from the drop-down
menu.

Year* Required, default

Select the reconciliation year from the drop-down menu. If no year
is selected, this field automatically defaults to the current
reconciliation year.

Quarter* Required default

Select the reconciliation quarter from the drop-down menu. If no
quarter is selected, this field automatically defaults to the current
reconciliation quarter.
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Field Instruction/Description

Agency Optional, alphanumeric, 4 positions

Enter the Agency ID code of the office where the enrollee is
employed (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

POI Optional, alphanumeric, 4 positions
Enter the POI of the office where the enrollee’s records are
maintained.

Carrier Optional, alphanumeric, 4 positions

Enter your company’s carrier code. Only the carrier code for your
company should be entered in this field. If the carrier code is not
entered, this field defaults to your company’s carrier code.

Enrollment Code Optional, alphanumeric, 3 positions

Enter the enrollment/carrier enrollment code.

SSN - From Optional, alphanumeric, 9 positions

To search for a specific enrollee record by Social Security number
(SSN), enter the SSN and skip the To field.

To search for a range of enrollee records by a range of SSNs,
enter the SSN that starts the range, then proceed to the To field.

Note: A search for enrollee records by complete enrollee
SSNs will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.

SSN - To Optional, alphanumeric, 9 positions

To search for a range of enrollee records by a range of SSNs,
enter the SSN that ends the range; otherwise, leave blank.

Note: A search for enrollee records by complete enrollee
SSNs will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.
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Field Instruction/Description

Other ID - From Optional, alphanumeric, 15 positions maximum

To search for a specific enrollee record by Other ID, enter the
Other ID and skip the To field.

To search for a range of enrollee records by a range of Other IDs,
type the Other ID that starts the range, then go to the To field.

Note for RSP: Enter the civil service annuitant (CSA) or
civil service final (CSF) identifier without the first two
characters (i.e., CS). For example, the CSA identifier is
typed as AXXXXXXXX, and the CSF identifier is typed as
FXXXXXXXX.

These fields are used by the RSP and OWCP. RSP personnel use
these fields to search for enrollee records by CSA or CSF
identifier. OWCP personnel use these fields to search for enrollee
records by claim identifier. To search for enrollee records using
these fields, follow the instructions below.

Note: A search for enrollee records by complete Other IDs
will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.

Other ID - To Optional, alphanumeric, 15 positions maximum

To search for a range of enrollee records by a range of Other IDs,
enter the Other ID that ends the range; otherwise, leave blank.

Note for RSP: Enter the CSA or CSF identifier without the
first two characters (i.e., CS). For example, the CSA
identifier is typed as AXXXXXXXX, and the CSF
identifier is typed as FXXXXXXXX.

These fields are used by the RSP and OWCP. RSP personnel use
these fields to search for enrollee records by CSA or CSF
identifier. OWCP personnel use these fields to search for enrollee
records by claim identifier. To search for enrollee records using
these fields, follow the instructions below.

Note: A search for enrollee records by complete Other IDs
will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.
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Field Instruction/Description

Last Name Optional, alphanumeric, 25 positions maximum

Enter the enrollee’s last name. If the enrollee has a title (e.g., Jr,
Sr, I, I, or 1), it should be entered after the last name without
punctuation (e.g., Smith Jr or Smith Ill). If there is a case of an
enrollee having only one name, enter that one name in this field.

First Name Optional, alphanumeric, 12 positions maximum

Enter the enrollee’s first name. This must be provided with the
exception of an enrollee with only one name.

Middle Name Optional, alphanumeric, 12 positions maximum

Enter the enrollee’s middle name/initial.

Display (Payroll Office | Optional, default
Enrollees) ) o )
Defaults to A11 display. This field allows users to display search

results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

All Records - Displays all records related to the search
criteria.

Matches - Displays all matched records related to the search
criteria.

No Matches - Displays records with no matches related to the

search criteria. No Matches are discrepancies where the carrier
record is not found.

Discrepancies - Displays all records with discrepancies
related to the search criteria.

Warnings - Displays all records with warnings related to the
search criteria.

Unreconciled - Displays all records with unreconciled
discrepancies related to the search criteria. Unreconciled
discrepancies are discrepancies where the payroll office has not
entered a reconciliation reason or reconciliation action code.

Reconciled - Displays all records with reconciled
discrepancies related to the search criteria.

Confirmed - Displays all records with confirmed discrepancies
related to the search criteria. Confirmed discrepancies are
discrepancies where the carrier is in agreement with the payroll
office’s reconciliation reason and reconciliation action.

Disputed - Displays all records with disputed discrepancies
related to the search criteria. Disputed discrepancies are
discrepancies where the carrier is not in agreement with the
payroll office’s reconciliation reason and reconciliation action.

Not Validated - Displays all records with discrepancies that
are not validated. Not Validated discrepancies are discrepancies
that the carrier has not yet agreed that the Agency’s reconciliation
reason and actions are correct.
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Field Instruction/Description

Order By: 1st Optional, default

Defaults to the Name sort option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select one of the following options from the drop-down
menu to display the selected criteria in first sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.
Pers. Office ID - Search by POI number.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

Order By: 2nd Optional, default

Defaults to the SSNO sort option.This field allows users to sort
search results by the options listed below. To choose a sort
option, select one of the following options from the drop-down
menu to display the selected criteria in second sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.
Pers. Office ID - Search by POl humber.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.
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Field Instruction/Description

Order By: 3rd Optional

Select one of the following options from the drop-down menu to
display the selected criteria in third sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.
Pers. Office ID - Search by POl number.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

Order By: 4th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in fourth sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.
Pers. Office ID - Search by POI number.
SSNO - Search by enrollee SSN.

Other ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.
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Field Instruction/Description

Order By: 5th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in fifth sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.
Pers. Office ID - Search by POl nhumber.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

Order By: 6th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in sixth sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.
Pers. Office ID - Search by POI number.
SSNO - Search by enrollee SSN.

Other ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.
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1. The Payroll Office Enrollees Search Results page is displayed showing the payroll office
enrollee records. Only payroll office enrollee records marked with Discrepancy
Code 163 are displayed.

Payroll Dffice Enrollees

Payroll Office ID  00000000: Payroll Office
Year/Quarter 20042

Fail
Entollee 55N Last Name First Nanwe Carvier Code Agency POI Discrepancies Count Options

000000000 Doe John X00( 000 XX00  DO0D e3¢ 7 DN EEEED

Figure 26: Payroll Office Enrollees Seach Results Page

Note: The Payroll Office Enrollees Search Results (Other ID) page is displayed when 24900002,
24900003, or 160099XX is entered in the Payroll Office ID field on the Payroll Office Enrollees
page.

TCIER BEN

Payroll Office Enrollees

Payroll Office ID  0D000000: Payroll Office
Year/Quarter 2004/1

First Fail
Other ID Enrollee $5N Last Name Name Carrier Code Discrepancies Count Options
KOOKHHKX 000000000 Daoe John XXXX 000 163 7 Reconcile

Figure 27: Payroll Office Enrolles Search Results (Other ID) Page

Field Description

Payroll Office ID System generated

Displays the payroll office identification number.

Year System generated

Displays the reconciliation year.

Quarter System generated

Displays the reconciliation quarter.

Other ID Only Page
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Other ID System generated
Used by the RSP and OWCP. RSP personnel use this field to
reference an enrollee’s civil service annuitant or civil service final
identifier. OWCP personnel use this field to reference an enrollee’s
claim identifier.
Note: The Agency and POI fields are displayed in lieu of
this field when a payroll office identification number other
than 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.
Enrollee SSN System generated
Displays the enrollee’s SSN.
Last Name System generated
Displays the enrollee’s last name.
First Name System generated
Displays the enrollee’s first name.
Carrier System generated
Displays the carrier code.
Code System generated
Displays the enrollment code.
Enrollees Search Results Page Only
Field Description
Agency System generated
Displays the Agency ID code of the office where the enrollee is
employed (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).
Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.
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POI

System generated

Displays the POI of the office where the enrollee’s records are
maintained.

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.

Discrepancies

System generated

Displays Discrepancy Code 163. For a detailed explanation of

Discrepancy Code 163, see Discrepancy Codes Table (on page
217).

Note: Check marks are displayed next to discrepancy codes
that have been addressed by Agencies and carriers. Red
check marks are displayed next to discrepancies that have
been addressed by Agencies. Green check marks are
displayed next to discrepancies that have been addressed by
carriers. To display the most current check marks, select

Refresh at the top of the Payroll Office Enrollees Search
Results page.

Fail Count System generated
Displays the number of times this record has failed the quarterly
edit process.
1.

displayed showing the selected payroll office enrollee record.

Click view next to the applicable record. The Payroll Office Enrollees View page is
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Note: To view another record, click your browser’s Back button to return to the Payroll Office
Enrollees Search Results page. Click View next to the applicable record.

P CLER /Sl ow [ [ [ e sy

Payroll Office Enrollees Yiew

Use the browser Back arrow to select another record to view,
Payroll
Office ID Year Quarter Submission
[oooooooo | [zens] [v] [
Enrollment

Agency POI Carier de SSN
I XX00 IUODO 000000000
Last Name First Name Middle Name
| Doe ‘ |Johm | |
Effective Date Amount

I IJZ:" 47
Deceased
Annuitant 55N Pseude 55N Other Payroll ID Other Carvier ID
Submitter Use #1 Submitter Use #2 Submitter Use #3
Date Processed Time Processed Source Fail Count

Bz e e

Select another discrepancy: 12

Discrepancy ILES - Enrollee On Your Payrall Offic rd, But No Carrier [ Explain |
Reconciliation Reason [321 - Carriar Did Mot Proces Carractly
Reconciliation Action Ié‘l‘.l. - Carrier Correction Required - Submitted By PayrolliPay
Corrective Action I

Payroll Office Comments (400 character max) Carvier Comments (400 character max)

] H
|
1D Date

Last Payroll Update: IXXODO lDT [T |_|UG4 YT
Last Carrier Update: |_| l_ [_ |_| l—

Figure 28: Payroll Office Enrollees View Page

Field Instruction/Description

Payroll Office ID System generated

Displays the payroll office identification number.

Year System generated

Displays the reconciliation year.

Quarter System generated

Displays the reconciliation quarter.
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Field Instruction/Description

Submission System generated

Displays the transmission submission for this enrollee record.

Agency System generated

Displays the Agency ID code of the office where the enrollee is
employed (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.

POI System generated

Displays the POI of the office where the enrollee’s records are
maintained.

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.

Carrier System generated

Displays the carrier code.

Enrollment Code System generated

Displays the enrollment code/carrier enrollment code.

SSN System generated
Displays the enrollee’s SSN.

Last Name System generated

Displays the enrollee’s last name.

First Name System generated

Displays the enrollee’s first name.

Middle Name System generated

Displays the enrollee’s middle name or initial.

Effective Date System generated

Displays the effective date of the enrollment.
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Field Instruction/Description

Amount System generated

Displays the enrollee’s withholding/premium.

Deceased Annuitant | System generated

SSN
Displays the deceased annuitant enrollee’s SSN.

Pseudo SSN System generated

Displays the pseudo SSN used by the Agency and carrier to
identify the enrollee.

Other Payroll ID System generated

Displays an identifier used by the Agency to identify the enrollee.

Other Carrier ID System generated

Displays an identifier used by the carrier to identify the enrollee.

Submitter Use #1 System generated

Displays remarks that were entered by the organization that
created the record/enrollment record.

Submitter Use #2 System generated

Displays remarks that were entered by the organization that
created the record/enrollment record.

Submitter Use #3 System generated

Displays remarks that were entered by the organization that
created the record/enrollment record.

Date Processed System generated

Displays the date the record was processed.

Time Processed System generated

Displays the time the record was processed (using military time).

Source System generated

Displays the source of transmission data indicator. The value in
the first position equals M for mainframe or S for server. The value
in the second position equals T for transmission or M for manual
entry.

Fail Count System generated

Displays the number of times this record has failed the quarterly
edit process.
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Field Instruction/Description

Select another Optional

discrepanc
pancy Select each discrepancy number to view the corresponding code

and message if multiple discrepancies are shown.

Discrepancy System generated

Displays Discrepancy Code 163. A short description is displayed
next to the code. To view a detailed explanation of this code, click
Explain or see Discrepancy Codes Table (on page 217).

Reconciliation System generated
Reason . ) . )
Displays the code that identifies the cause of a discrepancy as

reported by the Agency. A short description is displayed next to
the code. Select Explain to view a detailed explanation of the
reconciliation reason code or see Reconciliation Reason Codes
Table (on page 221).

Reconciliation Action | System generated

Displays the code that identifies the action requested by the
Agency to resolve a discrepancy. A short description is displayed
next to the code. Select Explain to view a detailed explanation of
the reconciliation reason code or see Reconciliation Action
Codes Table (on page 224).

Corrective Action System generated

Displays the code that identifies the carrier’s response to the
reconciliation action code displayed in the Reconciliation Action
field. A short description is displayed next to the code. Select
Explain to view a detailed explanation of the reconciliation reason
code or see Carrier Corrective Action Response Codes Table
(on page 225).

Payroll Office System generated
Comments . .
Displays the payroll office's or Agency’s comments.

Carrier Comments System generated

Displays the carrier’'s comments.

Last Payroll Update ID | System generated

Displays the user ID number of the payroll office representative
who made the most recent change to the record.

Last Payroll Update System generated
Date
Displays the date of the most recent change.

Last Payroll Update System generated
Time
Displays the time of the most recent change.
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Field Instruction/Description

Last Carrier Update ID | System generated

Displays the user ID number of the carrier
representative/individual who made the most recent change to the
record.

Last Carrier Update

System generated
Date

Displays the date of the most recent change.

Last Carrier Update

System generated
Time

Displays the the time of the most recent change.

Reconciling a Payroll Office Enrollee Record (Marked With Discrepancy Code
163)

The reconcile function allows carrier users to communicate with payroll offices about payroll
office enrollee records marked with Discrepancy Code 163. For a description of Discrepancy
Code 163, see Discrepancy Codes Table (on page 217).

To Reconcile a Payroll Office Enrollee Record Marked with Discrepancy Code 163:
1. Select the Payroll Office tab at the top of the CLER Main.

S —

CLER Main Menu

#e

——

]
Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Office s 2809
® Info e 2810
e« Contacts 4. Transmission

m Payroll Office Contacts

® File Transfer

m Personnel Office Contacts & Online Entn
e Errors 5. Reports
* Transmissions * Payroll Discrepancy Listing
& Enrollees & Discrepancy Summary

2. Carrier & Payroll Office Reconciliation

e« Info e Carrier Validation
# Enrollment Codes # Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

m Carrier Contacts e Carrier Gain/Loss Summary.

m  Carrier Plan Contacts & Reconciliation Reason Summary
& Errors & Reconciliation Action Summary
e Transmissions ® Reconciliation Summary
# Enrollees ® Carrier Discrepancy Listing

.

Please send questions or comments to

nfc.cler@nfc.usda.gov

OPM :2

Figure 29: CLER Main Menu Page

Pay Period Transmissions Payment Amounts
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2. The Payroll Office Main Page is displayed.

R CLEE [ ore | tm [vwmwn] wee | 80 3

Payroll Office Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Payroll Office including name, address and system processing values. With the
proper access authority you may add new records, delete records and update existing information.
Contacts -

Payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll
Office including name, address, phone numbers and email address. With proper access authority you may add new

records, delete records and update existing information.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for each
Personnel Office including name, address, phone numbers and email address. With proper access authority you may
add new records, delete records and update existing information.

Errors - View error counts by type for each Payroll Office by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Payroll Office by processing year and quarter including
file header information, date and time processed and number or records sent, received and processed.

Enrollees - View and reconcile Payroll Office enrollee records by processing year and quarter, name, and key fields. With the proper

access authority you may enter reconciliation reason and action codes.

Figure 30: Payroll Office Main Page

3. Select Enrollees at the top of the Payroll Office Main Page. The Payroll Office Enrollees
page is displayed.

FCLER S >~ | L == 0y

Payroll Office Enrollees

Enter selection criteria in the fallowing fields and click the SUBMIT button to search for records based on your entries, Fields marked with *
are required,

Payroll
Office ID* Year® uarter®
IODGDGDOD i 2004 i 1
Enrollment Other ID Other ID
Agency POI Carmtier Code SSN - from SSN - to From To
Last Name First Name Middle Name
|Doe \ |John l |
Display: All Records (% Matches € Mo Matches {O) Discrepancies () Warnings O
Unreconciled ) Reconciled O Confirmed Disputed €0 Mot Validated O
OrderBy:  1st I MName i 2Znd I SENO 3rd I

ath [ B st [ &th [

Figure 31: Payroll Office Enrollees Page

4. Complete the fields on the Payroll Office Enrollees page and click Submit.
OR

Click Reset to clear all data entered.
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5. The Payroll Office Enrollees Search Results page is displayed showing the payroll office
enrollee records. Only payroll office enrollee records marked with Discrepancy Code 163
are displayed.

Note: The Payroll Office Enrollees Search Results (Other ID) page is displayed when 24900002,
24900003, or 160099XX is entered in the Payroll Office ID field on the Payroll Office Enrollees

page.
T CLER P o | e [ oo | 0 32

Payroll Office Enrollees

Payroll Office ID  00000000: Payroll Office
Year/Quarter 20041

Fail
Enrollee S5N Last Mame First Mane Cartier Code Agency POI Discrepancies Count DOptions
000000000 Doe John XXX D00 XXDO 0000 163¢ 7 D =R

Figure 32: Payroll Office Enrollees Search Results Page

Field Description

Payroll Office ID System generated

Displays the payroll office identification number.

Year System generated

Displays the reconciliation year.

Quarter System generated

Displays the reconciliation quarter.

Enrollee SSN System generated
Displays the enrollee’s SSN.

Last Name System generated

Displays the enrollee’s last name.

First Name System generated

Displays the enrollee’s first name.

Carrier System generated

Displays the carrier code.

Code System generated

Displays the enrollment code submitted by the payroll
office/carrier.
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Agency

System generated

Displays the Agency ID code of the office where the enrollee is

employed (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.

POI System generated

Displays the POI of the office where the enrollee’s records are
maintained.

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.

Discrepancies System generated
Displays Discrepancy Code 163. For a detailed explanation of

Discrepancy Code 163, see Discrepancy Codes Table (on page
217).

Note: Check marks are displayed next to discrepancy codes
that have been addressed by Agencies and carriers. Red
check marks are displayed next to discrepancies that have
been addressed by Agencies. Green check marks are
displayed next to discrepancies that have been addressed by
carriers. To display the most current check marks, select

Refresh at the top of the Payroll Office Enrollees Search
Results page.

Fail Count System generated

Displays the number of times this record has failed the quarterly
edit process.
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1.

Click Reconcile next to the applicable record. The Carrier Enrollees Reconcile page is
displayed showing the selected payroll office enrollee record.

LOG
OFF

l [ oo | 40

T CLEK [F58 oe |

Enrolleas

Canier Enrollees Reconcile

El

Enter datafor the Payroll Office Enrollee record and click the Feconcile Record button to save your entries, Fields marked with * are required.

Payroll
Office ID Year Quarter Submission

00000000 |2°°4 Il_ Il_

Enrollnent

Agency POI Cartier  Code 55N
I XX00 IUDUO IXXXX IDUO IOUUDUOUOD
Last Name First Name Middle Name
| Doe |John [a
Effective Date Amount

I |4 22.4F
Deceased
Annuitant $5N  Pseudo S5N DOther Payroll ID Other Camvier ID

Submitter Use #1 Submitter Use #2 Submitter Use #3

Date Processed Time Processed Source Fail Count

be o feeor] Ezsmcal [ F |

Select another discrepancy: 1 2

Discrepancy |163 - Enrallez On Your Payrall Office Record, Buk Mo Carrier
Reconciliation Reason |521 - Carrier Did Mot Process 2809 Or 2810 Corractly
Reconciliation Action |611 - Carrier Correction Required - Submitted By PayralliPe
Corrective Action® | |
Payroll Office Comments (400 character max) Carrier Comments (400 character max)

I Date Time

Last Payroll Update: I X000
Last Carvier Update: |

Reconcile Record I

51| el amanae)
| Y I

ClesrDats | cancel |

[1E]

Figure 33: Carrier Enrollees Reconcile Page

Complete the fields on the Carrier Enrollees Reconcile page and click Reconcile Record.
If no errors occur, a pop-up message is displayed to confirm the record has been

reconciled.

Field Instruction/Description

Payroll Office ID

System generated

Displays the payroll office identification number.

Year

System generated

Displays the reconciliation year.
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L

Quarter

System generated

Displays the reconciliation quarter.

Submission

System generated

Displays the transmission submission for this enrollee record.

Agency

System generated

Displays the Agency ID code of the office where the enrollee is
employed (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.

POI

System generated

Displays the POI of the office where the enrollee’s records are
maintained.

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.

Carrier

System generated

Displays the carrier code.

Enrollment Code

System generated

Displays the enrollment code/carrier enrollment code.

SSN System generated

Displays the enrollee’s SSN.
Last Name System generated

Displays the enrollee’s last name.
First Name System generated

Displays the enrollee’s first name.
Middle Name

System generated

Displays the enrollee’s middle name or initial.

Effective Date

System generated

Displays the effective date of the enrollment.
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Amount System generated

Displays the enrollee’s withholding/premium.

Deceased Annuitant | System generated

SSN
Displays the deceased annuitant enrollee’s SSN.

Pseudo SSN System generated

Displays the pseudo SSN used by the Agency and carrier to
identify the enrollee.

Other Payroll ID System generated

Displays an identifier used by the Agency to identify the enrollee.

Other Carrier ID System generated

Displays an identifier used by the carrier to identify the enrollee.

Submitter Use #1 System generated

Displays remarks that were entered by the organization that
created the record/enrollment record.

Submitter Use #2 System generated

Displays remarks that were entered by the organization that
created the record/enrollment record.

Submitter Use #3 System generated

Displays remarks that were entered by the organization that
created the record/enrollment record.

Date Processed System generated

Displays the date the record was processed.

Time Processed System generated

Displays the time the record was processed (using military time).

Source System generated

Displays the source of transmission data indicator. The value in
the first position equals M for mainframe or S for server. The value
in the second position equals T for transmission or M for manual
entry.

Fail Count System generated

Displays the number of times this record has failed the quarterly
edit process.
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Select another Optional

discrepanc
pancy Select each discrepancy number to view the corresponding code

and message if multiple discrepancies are shown.

Discrepancy System generated

Displays Discrepancy Code 163. A short description is displayed
next to the code. To view a detailed explanation of this code, click
Explain or see Discrepancy Codes Table (on page 217).

Reconciliation System generated

Reason . . o -
Displays the code that identifies the cause of a discrepancy as

reported by the Agency. A short description is displayed next to
the code. Select Explain to view a detailed explanation of the
reconciliation reason code or see Reconciliation Reason Codes
Table (on page 221).

Reconciliation Action | System generated

Displays the code that identifies the action requested by the
Agency to resolve a discrepancy. A short description is displayed
next to the code. Select Explain to view a detailed explanation of
the reconciliation reason code or see Reconciliation Action
Codes Table (on page 224).

Corrective Action* System generated

Click from the drop-down menu and select. Displays the code that
identifies the carrier’'s response to the reconciliation action code
displayed in the Reconciliation Action field. A short description is
displayed next to the code. Select Explain to view a detailed
explanation of the reconciliation reason code or see Carrier
Corrective Action Response Codes Table (on page 225).

Payroll Office System generated

Comments . .
Displays the payroll office's or Agency’s comments.

Carrier Comments Conditional, alphanumeric, 400 positions maximum

Enter comments about this record.

Note: If 724 was selected in the Corrective Action field,

comments explaining the corrective action must be entered
in this field.

Last Payroll Update ID | System generated

Displays the user ID number of the payroll office representative
who made the most recent change to the record.

Last Payroll Update System generated
Date

Displays the date of the most recent change.
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Last Payroll Update
Time

System generated

Displays the time of the most recent change.

Last Carrier Update ID

System generated

Displays the user ID number of the carrier
representative/individual who made the most recent change to the
record.

Last Carrier Update
Date

System generated

Displays the date of the most recent change.

Last Carrier Update
Time

System generated

Displays the the time of the most recent change.

Click OK to close the pop-up.

Note: To reconcile another record, click Cancel to return to the Payroll Office Enrollees Search
Results page. Click Reconcile next to the applicable record.

Viewing and Maintaining Carrier Records

The Carrier option allows users to view and maintain information about each carrier office. With
proper access authority, new records may be added and current records may be updated or

deleted.

For more information see:

Viewing Carrier INformation RECOIAS ..........ooiiiiiiiiiiiiiiiiieeeee e 66
Maintaining Carrier and Carrier Plan Contact ReCOrds...........ccocceeevivirinnieeesinnenn. 77
Maintaining Carrier TranSmisSSioN RECOIAS ........cccouiiiiiiiiiiiiiiiiiiieee e 122
Maintaining Carrier ENrollee RECOIAS.........ccuuiiiiiiiiiiiiiiiieee e 131

Viewing Carrier Information Records

The Info option on the Carrier Main page allows users to view information about each carrier

office.
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To View a Carrier Information Record:

1. Select the Carrier tab on the CLER Main Menu. The Carrier Main page is displayed.

¥ CLEE [(moowal"a tm [twmmwn] e | g0

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enrollment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carer ID including walid date ranges and system processing values, With the proper
access authority you may add new records, delete records and update existing information,

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing infermation.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authonty you may add new
records, delete records and update existing information.

Errors - View error counts by type for @ach Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 34: Carrier Main Page

2. Select Info on the Carrier Main page. The Carrier Information page is displayed.
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Carrier Information

Click the button to add a new Carrier Information record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Carrier

Name City State
| _ [

Name () cCity () State ()

Order By:  Carrier

[ [eser ]
Figure 35: Carrier Information Page
3. Complete the following fields on the Carrier Information page:
Carrier
Name
City
State

Order By
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4. Select the Submit button to confirm the data entered. The Carrier Information Search

Results page is displayed.
OR

Select the Reset button to clear all data entered.

Centralized Enrollment Clearinghouse System (CLER)

Codes  Contacts  Brmom

] RR(SwsTN w eea] e
Carrier Information

‘Carrier Mame Address City State Zip Dptions

[ Vieir W05 Gt f Delte |

Records Found: 1

Figure 36: Carrier Information Search Results Page

The data on the Carrier Information Search Results page is categorized into the following

fields:

Carrier (see "Carrier - Field Description" on page 268)
Name (see "Name - Carrier Field Description" on page 313)
Address

City

State

Zip

Options
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5. Select the View button next to the applicable record. The Carrier Information View page
is displayed.

X CLER [Soo= WS E

Forms
Info  IDs Enroliment Codes ‘Contacts Errors. Transmissions

Carrier Information View

Use the browser Back arrow to select another record to view.

Carrier

Name

Address

City State Zip Foreign Country
W AV
Start Date End Date
b W W b v v
D Date Time

Last Changed:

Figure 37: Carrier Information View Page

The data on the Carrier Information View page is categorized into the following fields:
Carrier (see "Carrier - Field Description" on page 268)
Name (see "Name - Carrier Field Description" on page 313)
Address Line 1

Address Line 2

Address Line 3

City

State

Zip

Foreign Country

Start Date

End Date

Last Changed ID
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Last Changed Date

Last Changed Time

Note: To view another record, select your browser’s Back button to return to the Carrier Information
Search Results page, then select the View button next to the applicable record.

For more information see:

Viewing Carrier ID RECOIAS .......cuiiiiiiiiie ettt e e e e s e e eneeas 70
Viewing Carrier Enrollment Code ReCOIdS .........cccceviiiiiiiiiiii i 72

Viewing Carrier ID Records

The IDs option on the Carrier Main page allows users to view information about each carrier
identification number. NFC’s CLER Operations and Reconciliation Unit personnel assign a
number for each carrier transmitting location.

To View a Carrier ID Record:

1. Select the Carrier tab on the CLER Main Menu. The Carrier Main page is displayed.
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Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Camier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carier's enrollment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carer ID including walid date ranges and system processing values, With the proper
access authority you may add new records, delete records and update existing information,

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authonty you may add new
records, delete records and update existing information.

Errors - \iew error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 38: Carrier Main Page
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2. Select IDs on the Carrier Main page. The Carrier Identifiers page is displayed.

j{( :I E_R Payioll Office [ Carrier | Forms | Transmission | Reports | iy 100
. Info IDs Enroliment Codes Contacts Errors Transmissions Enrollees

Carrier Identifiers

@

Click the m button to add a new Carrier Identifiers record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Carrier ID

[
reser |

Figure 39: Carrier Identifiers Page
3. Complete the following field on the Carrier Identifiers page:
Carrier ID

4. Select the Submit button to confirm the data entered. The Carrier Identifiers Search
Results page is displayed.

OR

Select the Reset button to clear all data entered.

$CLER

Carrier 1D Name Start Date Endl Date Oplions
01/02/2001 12/31/e900 ETH DUTEE HEEDS

Records Found: 1
Figure 40: Carrier Identifiers Search Results Page

The data on the Payroll Office Contacts Search Results page is categorized into the
following fields:

Carrier ID (see "Carrier - Field Description" on page 268)
Name (see "Name - Carrier Field Description" on page 313)
Start Date

End Date

Options
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5. Select the View button next to the applicable record. The Carrier Identifiers View page is
displayed.

X CLER [Soona o | voie] e | 80 52

Info  IDs  Enroliment Codes Errors  Transmissions

Carrier Identifiers View

@

Use the browser Back arrow to select another record to view.

Carrier ID
v

Start Date End Date
W W W W W W
Error Threshold Threshold Type (percent or number) W
D Date Time

Last Changed:

Figure 41: Carrier Identifiers View Page

The data on the Carrier Identifiers View page is categorized into the following fields:
Carrier ID

Start Date

End Date

Error Threshold

Threshold Type

Last Changed ID

Last Changed Date

Last Changed Time

Note: To view another record select your browser’s Back button to return to the Payroll Office
Enrollees Search Results page, then select the View button next to the applicable record.

Viewing Carrier Enrollment Code Records

The Enroliment Codes option on the Carrier Main page allows users to view information about
each carrier’s enrollment codes. This information includes plan, option, and valid date ranges.
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To View a Carrier Enrollment Code Record:

1.

Select the Carrier tab on the CLER Main Menu. The Carrier Main page is displayed.

ML - [ payonotfice [ Carler | Forms | Transmission |  Reports | Lo

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enrollment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information,

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing infermation.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authonty you may add new
records, delete records and update existing information.

Errors - View error counts by type for @ach Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 42: Carrier Main Page

Select Enroliment Codes on the Carrier Main page. The Carrier Enrollment Codes page is
displayed.

L LER a3

Carrier Enrcliment Codes

Click the IS burton to add a new Carrier Enroliment Codes record.  Emter selection criteria in the following fields and dlick the
SUBMIT button to seanch for records based on your entries.

Enrollment
Carrier Code

Order By Carrier 8 Code (O

SUBMIT || RESET

Figure 43: Carrier Enroliment Codes Search Page

Complete the following fields on the Carrier Enrollment Codes page:
Carrier

Enrollment Code

Order By

Select the Submit button to confirm the data entered. The Carrier Enrollment Codes
Search Results page is displayed.
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OR

Select the Reset button to clear all data entered.

CarrieT Region Code Name Start Date End Date
01/01/2001 12/31/9999 EETH
01/01/2001 12/31/9995 SRS WEEEDS
01/01/2016 12/31/99% IEEE WEEED m
o01/01/2002 12/31/99% EEEN EEES EEES
oL/o1/2002 1231999 (SN EEIER
01/01/2016 12/31/999° EEE EEEE
01/01/2008 12/31/2009 [ Upsats |
ot/e1/2008 12302000 (I IEED EEED

Records Found: 3

Figure 44: Carrier Enrollment Codes Search Results Page

The data on the Carrier Enrollment Codes Search Results page is categorized into the
following fields:

Carrier (see "Carrier - Field Description" on page 268)
Region

Code

Name (see "Name - Carrier Field Description" on page 313)
Start Date

End Date

Options

74



S

Centralized Enrollment Clearinghouse System (CLER)

5. Select the View button next to the applicable record. The Carrier Identifiers View page is
displayed.

X CLER [~ e | oo e |0 52

Carrier Identifiers View

B

Use the browser Back arrow to select another record to view.

Carrier ID
W

Start Date End Date
v W v W W v
Error Threshold Threshold Type (percent or number) hd
1D Date Time

Last Changed:

Figure 45: Carrier Identifiers View Page

The data on the Payroll Office Contacts Search Results page is categorized into the
following fields:

Carrier ID

Start Date

End Date

Error Threshold
Threshold Type
Last Changed ID
Last Changed Date

Last Changed Time

Note: To view another record, select your browser’s Back button to return to the Payroll Office
Enrollees Search Results page to view another record, then select the View button next to the
applicable record.
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Maintaining Carrier and Carrier Plan Contact Records

The Contacts option on the Carrier Main Page allows users to view and maintain information
about subject matter and technical contacts for each carrier. With proper access authority, new
records may be added and current records may be updated.

This section includes the following topics:

Adding a Carrier CoONtaCt RECOIA...........cooiiiuiiiiiie e 77
Adding a Carrier Plan Contact RECOIM ...........ccovviieiiiiiiirieee e 82
Viewing a Carrier CoONtact RECOIM ...........cooiuieieiiiiieeiiie et 86
Viewing a Carrier Plan Contact RECOId ...........ccoieiiiiiiiiiiiiiiiiceiece e 92
Activating or Inactivating a Carrier Contact RECOId............ccccuvrivieeeeiiiiiiiiieneeesiens 98
Activating or Inactivating a Carrier Plan Contact Record ................oocovvieeeeeiinns 102
Updating a Carrier CoNtaCt RECOId.........ccooiiuiiiiiiiiiiiiiiiiee e 106
Updating a Carrier Plan Contact RECOId ...........ccoooiiiiiiiiiiiiiiiiiiiece e 112
Viewing Carrier Error RECOIAS ........eoiiiiiiiiiiice et 118

Adding a Carrier Contact Record

The Add function allows users to add carrier contact records.
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To Add a Carrier Contact Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

Y'CLER [~ o= | o= Tl v | w5

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Office e 2809

e Info e 2810
e« Contacts 4. Transmission

m Payroll Office Contacts e File Transfer

m Personnel Office Contacts * Online Entry
e Errors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier # Payroll Office Reconciliation

e Info ® Carrier Validation
e Enroliment Codes e Payroll Office Enrolliment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts & Enrollment Change Summary

m Carrier Contacts e Carrier Gain/lLoss Summa

m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

e Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM FCY

Figure 46: CLER Main Menu Page

2. The Carrier Main Page is displayed.

jLGLERW Forms | Wansmission | Reports | 8@ 12

Contacts Errors Enroll

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enrollment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 47: Carrier Main Page
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3. Select Contacts at the top of the Carrier Main Page. The Contacts Main Page is displayed
with the Carrier Contacts and Carrier Plan Contacts options.

jLGLE_RM Forms | Transmission | Reports | Lo

Info  IDs  Enrollment Codes  Contacts  Errors  Transmissions  Enrollees

Contacts Main Page
Select from the following tables to view or update.

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name,
address, phone number and email address.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phone number and email address.

Figure 48: Contacts Main Page

4. Click the carrier Contacts link to display the Carrier Contacts page.

Y CLER [~ o [T e || e | g0 ¢

Info 1Ds  Enroliment Codes  Contacts  Errors  Transmissions  Enrollees

Carrier Contacts

Click the button to add a new Carrier Contacts record. Enter selection criteria in the following fields and click the SUBMIT
button to search for records based on your entries.

Carrier ID Type
[ %

Display: All (@ Active () Inactive ()
OrderBy: ID (8 Type ()

Figure 49: Carrier Contacts Page
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5. Click Add on the Carrier Contacts page to display the Carrier Contacts Add page.

ELGLE_RW Forms | Tramsmission | Reports | g 00

Info 1Ds Codes Contacts Errors Transmissions. Enroll

Carrier Contacts Add

Enter data for the Carrier Contacts record and click the Add Record button to save your entries. Fields marked with * are required.

Carrier ID* Type*
v v

Role

Name

Address

City State Zip Foreign Country
\ [ I v
Phone Number Fax Number

Email Address

\ |
Remarks

| Add Record H Clear Data H Cancel ‘

Figure 50: Carrier Contacts Add Page

6. Complete the fields on the Carrier Contacts Add page.

Field Instruction/Description

Carrier ID* Required

Select the carrier ID number from the drop-down menu.

Type* Required

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Role Optional, alphanumeric, 40 positions maximum
Enter the title, position, etc., of the carrier contact/carrier plan
contact.

Name Optional, alphanumeric, 30 positions maximum

Enter the name of the carrier contact.
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Field

Instruction/Description

Address Line 1

Optional, alphanumeric, 40 positions maximum

Enter the first line of the carrier contact’s street or post office box
address.

Address Line 2

Optional, alphanumeric, 40 positions maximum

Enter the second line of the carrier contact’s street or post office
box address.

Address Line 3

Optional, alphanumeric, 40 positions maximum

Enter the third line of the carrier contact’s street or post office box
address.

City Optional, alphanumeric, 25 positions maximum
Enter the name of the carrier contact’s city.

State Optional, alphanumeric, 2 positions maximum
Select the payroll office’s, carrier's, carrier contact's, or carrier plan
contact's State, U.S. territory, or overseas military abbreviation
from the drop-down menu. Refer to the State, U.S. Territory, and
Overseas Military Abbreviations Table (on page 226) for a list
and descriptions of State, U.S. territory, and overseas military
abbreviations.

Zip Optional, alphanumeric, 11 positions maximum

Enter the carrier contact’s ZIP Code.

Foreign Country

Optional

Select the carrier contact’s country code from the drop-down
menu. For a list and descriptions of country codes, see Country
Codes Table (on page 229).

Phone Number

Optional, alphanumeric, 25 positions

Enter the carrier contact’s telephone number.

Fax Number

Optional, alphanumeric, 25 positions

Enter the carrier contact’s fax number.

Email Address

Optional, alphanumeric, 60 positions

Enter the carrier contact’s email address.

Remarks

Optional, alphanumeric, 80 positions

Enter remarks about this record.

Click Add Record. If no errors occur, a pop-up message is displayed to confirm the record

has been added.
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8. Click OK to close the pop-up.

Note: To add another record, click Cancel to refresh the Carrier Contacts Add page and complete the
fields for the new record.

Adding a Carrier Plan Contact Record
The Add function allows users to add carrier plan contact records.
To Add a Carrier Plan Contact Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

‘13 CLER Payroll Office |  Camier |  Fomms | Transmission |  Report #e

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

Carrier Discrepancy Listing
Pay Period Transmissions Payment Amounts

3. Forms
1. Payroll Office e 2809
e Info e 2810
e« Contacts 4. Transmission
m Payroll Office Contacts e File Transfer
m Personnel Office Contacts * Online Entry
e Errors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary
2. Carrier # Payroll Office Reconciliation
e Info ® Carrier Validation
e Enroliment Codes e Payroll Office Enrolliment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts & Enrollment Change Summary
m Carrier Contacts e Carrier Gain/Loss Summar
m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees .
L]

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM e

Figure 51: CLER Main Menu Page
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2. The Carrier Main Page is displayed.

% CLEE [ o= | onsmission | _repors | o o

Forms por
Info  IDs  Enroliment Codes  Contacts  Errors  Transmissions  Enrollees

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 52: Carrier Main Page

3. Select Contacts at the top of the Carrier Main Page. The Contacts Main Page is displayed

with the Carrier Contacts and Carrier Plan Contacts options.

L ER e e e e o 5

Contacts Main Page

Select from the following tables to view or update.

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name,
address, phone number and email address.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phone number and email address.

Figure 53: Contacts Main Page

4. Click the carrier Plan Contacts link to display the Carrier Plan Contacts page.

B LR oo e | | s

Info  1Ds Enroliment Codes Contacts. Errors. Enroll

LOG
OFF

Carrier Plan Contacts

Click the button to add a new Carrier Plan Contacts record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Carrier Plan Type
| L1 v
Display: Al Active () Inactive ()

Order By: Carrier @ Plan () Type ()

Figure 54: Carrier Plan Contacts Page
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5. Click Add on the Carrier Plan Contacts page to display the Carrier Plan Contacts Add
page.

jLGLERM Forms { Transmission l Reports i ros

Enroliment Codes Contacts Errors Enroll

Carrier Plan Contacts Add

Enter data for the Carrier Plan Contacts record and click the Add Record button to save your entries. Fields marked with * are
required.

Carrier* Plan* Type*

| M i

Role

|

Name

|

Address

| |

| |

| |

City State Zip Foreign Country
| L~ I v
Phone Number Fax Number

| | | |

Email Address

| |
Remarks

|

| Add Record H Clear Data H Cancel |

Figure 55: Carrier Plan Contacts Add Page

6. Complete the fields on the Carrier Plan Contacts Add page.

Field Instruction/Description

Carrier* Required

Select the carrier code from the drop-down menu.

Plan* Required, alphanumeric, 2 positions

Enter the first two positions of the carrier enrollment code.

Type* Required

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Role Optional, alphanumeric, 40 positions maximum

Enter the title, position, etc., of the carrier contact/carrier plan
contact.
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Name

Optional, alphanumeric, 40 positions maximum

Enter the name of the carrier plan contact.

Address Line 1

Optional, alphanumeric, 40 positions maximum

Enter the first line of the carrier contact’s street or post office box
address.

Address Line 2

Optional, alphanumeric, 40 positions maximum

Enter the second line of the carrier contact’s street or post office
box address.

Address Line 3

Optional, alphanumeric, 40 positions maximum

Enter the third line of the carrier contact’s street or post office box
address.

City Optional, alphanumeric, 25 positions maximum
Enter the name of the carrier plan contact’s city.

State Optional, alphanumeric, 2 positions maximum
Select the payroll office’s, carrier's, carrier contact's, or carrier plan
contact's State, U.S. territory, or overseas military abbreviation
from the drop-down menu. Refer to the State, U.S. Territory, and
Overseas Military Abbreviations Table (on page 226) for a list
and descriptions of State, U.S. territory, and overseas military
abbreviations.

Zip System generated

Displays the carrier plan contact’s ZIP Code.

Foreign Country

Optional

Select the carrier plan contact’s country code from the drop-down
menu. For a list and descriptions of country codes, see Country
Codes Table (on page 229).

Phone Number

Optional, alphanumeric, 25 positions

Enter the carrier plan contact’s telephone number.

Fax Number

Optional, alphanumeric, 25 positions

Enter the carrier plan contact’s fax number.

Email Address

Optional, alphanumeric, 60 positions

Enter the carrier plan contact’'s email address.

Remarks

Optional, alphanumeric, 80 positions

Enter remarks about this record.
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7. Click Add Record. If no errors occur, a pop-up message is displayed to confirm the record
has been added.

8. Click OK to close the pop-up.

Note: To add another record, click Cancel to refresh the Carrier Plan Contacts Add page and
complete the fields for the new record.

Viewing a Carrier Contact Record
The View function allows users to view carrier contact records.
To View a Carrier Contact Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

‘13 CLER Payroll Office |  Camier |  Fomms | Transmission |  Report #e

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Office e 2809
e Info e 2810
e« Contacts 4. Transmission
m Payroll Office Contacts e File Transfer
m Personnel Office Contacts * Online Entry
e Errors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary
2. Carrier # Payroll Office Reconciliation
e Info ® Carrier Validation
e Enroliment Codes e Payroll Office Enrolliment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts & Enrollment Change Summary
m Carrier Contacts e Carrier Gain/Loss Summar
m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees .
L]

Carrier Discrepancy Listing
Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM e

Figure 56: CLER Main Menu Page
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2. The Carrier Main Page is displayed.

L R o e e 0 5

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 57: Carrier Main Page

3. Select Contacts at the top of the Carrier Main Page. The Contacts Main Page is displayed
with the Carrier Contacts and Carrier Plan Contacts options.

j{ (:I ]:R Payroll Office [ Camier | Forms [ Transmission | Reports | gl 100
Info  IDs Enroliment Codes Contacts Errors. Transmissions Enrallees

Contacts Main Page

Select from the following tables to view or update.

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name,
address, phone number and email address.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phone number and email address.

Figure 58: Contacts Main Page

4. Click the carrier Contacts link to display the Carrier Contacts page.

FCLER el S8 = o] o @

Carrier Contacts

Click the button to add a new Carrier Contacts record. Enter selection criteria in the following fields and click the SUBMIT
button to search for records based on your entries.

Carrier ID Type

Display: Inactive (

Order By: 1D

Figure 59: Carrier Contacts Page

5. Complete the fields on the Carrier Contacts page and click Submit.
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OR

Click Reset to clear all data entered.

Field Instruction/Description

Carrier ID Required, alphanumeric, 7 positions

Enter the carrier ID code assigned by NFC’s CLER Operations
and Reconciliation Unit.

Type Optional

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.
The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Display Optional, default

Defaults to A11 display option. Allows users to display search
results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

All - Displays all contacts for the payroll office ID and type code
entered.

Active - Displays active contacts for the payroll office ID and
type code entered.

Inactive - Displays inactive contacts for the payroll office ID
and type code entered.

Order By Optional, default

Defaults to the ID sort option. This field allows users to sort search
results by the options listed below. To choose a sort option, select
the radio button next to one of the following values:

ID - Search by ID number.

Type - Search by type code.

6. The Carrier Contacts Search Results page is displayed.

HCILER =P = e

Carrier Contacts

Carrier ID Type Status Name Phone Email Options

1 General Inactive ! i - Miew | | Update |
General Inactive - Miew | [ Update ]
General Inactive - Miew | | Update |
General Inactive . - View | | Update |

Figure 60: Carrier Contacts Search Results Page
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Field Description

Carrier ID System generated

Displays the carrier ID code assigned by NFC's CLER Operations
and Reconciliation Unit.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Status System generated

Displays actiwve to indicate that the record has been activated
in CLER.

Displays inactive to indicate that the record has been
inactivated in CLER.

Name System generated

Displays the name of the carrier contact.

Phone System generated

Displays the carrier contact's telephone number.

Email System generated

Displays the carrier contact's email address.

7. Click view next to the applicable record. The Carrier Contacts View page is displayed.
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Note: To view another record, click your browser’s Back button to return to the Carrier Contacts
Search Results page. Click View next to the applicable record.

eSS S0 ECmC R RmETES

i Codes Contacts Errors Transmissions

Carrier Contacts View

Use the browser Back arrow to select another record to view.

BLUE CROSS AND BLUE SHIELD

Carrier ID Type
W W
Role
Name
Address
City State Zip Foreign Country
W v
Phone Number Fax Number
Email Address
Remarks
j0] Date Time

Last Changed:

Figure 61: Carrier Contacts View Page

Field Description

Carrier ID System generated

Displays the carrier ID code assigned by NFC's CLER Operations
and Reconciliation Unit.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Role System generated

Displays the title, position, etc., of the payroll office
contact/personnel office contact/carrier contact/carrier plan
contact.
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Name System generated

Displays the name of the carrier contact.

Address Line 1 System generated

Displays the first line of the carrier contact’s street or post office
box address.

Address Line 2 System generated

Displays the second line of the carrier contact’s street or post
office box address.

Address Line 3 System generated

Displays the third line of the carrier contact’s street or post office
box address.

City System generated

Displays the name of the carrier contact’s city.

Note: If the address is an overseas military address, this
field displays FPO for fleet post office or APO for army
post office in lieu of the city.

State System generated

Displays the carrier contact’s State, U.S. territory, or overseas
military abbreviation. For a list and descriptions of State, U.S.
territory, and overseas military abbreviations, see State, U.S.
Territory, and Overseas Military Abbreviations Table (on page
226).

Zip System generated

Displays the carrier contact’s ZIP Code.

Foreign Country System generated

Displays the carrier contact’s country code. For a list and
descriptions of country codes, see Country Codes Table (on
page 229).

Phone Number System Generated

Displays the carrier contact's telephone number.

Fax Number System generated

Displays the carrier contact’s fax number.

Email Address System generated

Displays the carrier contact's email address.
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Remarks System generated

Displays the remarks about this record.

Last Carrier Update ID | System generated

Displays the user ID number of the carrier
representative/individual who made the most recent change to the
record.

Last Carrier Update System generated
Date
Displays the date of the most recent change.

Last Carrier Update System generated
Time
Displays the the time of the most recent change.

Viewing a Carrier Plan Contact Record
The View function allows users to view carrier plan contact records.
To View a Carrier Plan Contact Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

T CLER ol o T v e | oo

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms

1. Payroll Office e 2809
e Info e 2810
¢ Contacts 4. Transmission
= Payroll Office Contacts & File Transfer
m Personnel Office Contacts & Online Entn
e Errors 5. Reports
* Transmissions * Payroll Discrepancy Listing
& Enrollees & Discrepancy Summary
2. Carrier & Payroll Office Reconciliation
e« Info e Carrier Validation
# Enrollment Codes # Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary
m Carrier Contacts e Carrier Gain/Loss Summary.
m  Carrier Plan Contacts & Reconciliation Reason Summary
& Errors & Reconciliation Action Summary
e Transmissions ® Reconciliation Summary
# Enrollees ® Carrier Discrepancy Listing
.

Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM )

Figure 62: CLER Main Menu Page
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2. The Carrier Main Page is displayed.

% CLEE [ o= | onsmission | _repors | o o

Forms por
Info  IDs  Enroliment Codes  Contacts  Errors  Transmissions  Enrollees

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 63: Carrier Main Page

3. Select Contacts at the top of the Carrier Main Page. The Contacts Main Page is displayed

with the Carrier Contacts and Carrier Plan Contacts options.

¥ CLER. [rooone G toms | tommoson| seoes

~_Info  1Ds  Enroliment Codes  Contacts  Errors  Transmissions  Enrollees

LOG
OFF

Contacts Main Page

Select from the following tables to view or update.

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name,
address, phone number and email address.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phone number and email address.

Figure 64: Contacts Main Page

4. Click the carrier Plan Contacts link to display the Carrier Plan Contacts page.

B LR oo e | | s

Info  1Ds Enroliment Codes Contacts. Errors. Enroll

LOG
OFF

Carrier Plan Contacts

Click the button to add a new Carrier Plan Contacts record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Carrier Plan Type
| ]| v

Active () Inactive ()

Display: Al

Order By: Carrier @ Plan () Type ()

Figure 65: Carrier Plan Contacts Page

5. Complete the fields on the Carrier Plan Contacts page and click Submit.
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Click Reset to clear all data entered.

Field Instruction/Description

Carrier Optional, alphanumeric, 7 positions

Enter the carrier ID code.

Plan Optional, alphanumeric, 2 positions

Enter the first two positions of the carrier enrollment code.

Type Optional

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Display Optional, default

Defaults to A11 display option. Allows users to display search
results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

Al1l - Displays all contacts for the payroll office ID and type code
entered.

Active - Displays active contacts for the payroll office ID and
type code entered.

Inactive - Displays inactive contacts for the payroll office ID
and type code entered.

Order By Optional, default

Defaults to the Carrier sort option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select the radio button next to one of the following values:

Carrier - Search by carrier code.
Plan - Search by plan code.
Type - Search by type code.
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6. The Carrier Plan Contacts Search Results page is displayed.

jLGLE«RW Farmae [‘I"ransnmon [ Reports & <o

Info IDs Enroliment Codes Contacts Errors Transmissions Enrollees

Carrier Plan Contacts

Carrier Plan Type Status Name Phone Email Options

General Active Wiew MM‘

Figure 66: Carrier Plan Contacts Search Results Page

Field Description

Carrier System generated

Displays the carrier ID code.

Plan System generated

Displays the first two positions of the carrier enrollment code.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Status System generated

Displays actiwve to indicate that the record has been activated
in CLER.

Displays inactive to indicate that the record has been
inactivated in CLER.

Name System generated

Displays the name of the carrier plan contact.

Phone System generated

Displays the carrier plan contact’s telephone number.

Email System generated

Displays the carrier plan contact's email address.

7. Click View next to the applicable record. The Carrier Plan Contacts View page is
displayed.
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Note: To view another record, click your browser’s Back button to return to the Carrier Plan Contacts
Search Results page. Click View next to the applicable record.

jLGLERW Forms } Transmlsslon] Reports $8 2°

Enroli Codes Contacts Errors Tra Enroll

Carrier Plan Contacts View

Use the browser Back arrow to select another record to view.

Carrier Plan Type
v v
Role
Name
Address
City State Zip Foreign Country
~ v
Phone Number Fax Number
Email Address
Remarks
n Date Time

Last Changed:

Figure 67: Carrier Plan Contacts View Page

Field Description

Carrier System generated

Displays the carrier code.

Plan System generated

Displays the first two positions of the carrier enrollment code.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Role System generated

Displays the title, position, etc., of the payroll office
contact/personnel office contact/carrier contact/carrier plan
contact.
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Name System generated

Displays the name of the carrier plan contact.

Address Line 1 System generated

Displays the first line of the carrier plan contact’s street or post
office box address.

Address Line 2 System generated

Displays the second line of the carrier plan contact’s street or post
office box address.

Address Line 3 System generated

Displays the third line of the carrier plan contact’s street or post
office box address.

City System generated

Displays the name of the carrier plan contact’s city.

Note: If the address is an overseas military address, this
field displays FPO for fleet post office or APO for army
post office in lieu of the city.

State System generated

Displays the carrier plan contact’s State, U.S. territory, or
overseas military abbreviation. For a list and descriptions of State,
U.S. territory, and overseas military abbreviations, see State, U.S.
Territory, and Overseas Military Abbreviations Table (on page
226).

Zip System generated

Displays the carrier plan contact’'s ZIP Code.

Foreign Country System generated

Displays the carrier plan contact’s country code. For a list and
descriptions of country codes, see Country Codes Table (on
page 229).

Phone Number System Generated

Displays the carrier plan contact’s telephone number.

Fax Number System generated

Displays the carrier plan contact’s fax number.

Email Address System generated

Displays the carrier plan contact's email address.
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Remarks System generated

Displays the remarks about this record.

Last Changed ID System generated

Displays the user ID number of the individual who made the most
recent change to the record.

Last Changed Date System generated

Displays the date of the most recent change.

Last Changed Time System generated

Displays the time of the most recent change.

Activating or Inactivating a Carrier Contact Record
The Activate/Inactivate function allows users to activate and inactivate carrier contact records.
To Activate or Inactivate a Carrier Contact Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

¥ CLER  [moon] e | fom | tamsior] s | 0

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above,

3. Eorms

1. Payroll Office e 2809
e Info e 2810
e Contacts 4. Transmission
= Payroll Office Contacts ® File Transfer
m Personnel Office Contacts e Online Entry
e Errors 5. Reports
e Transmissions ® Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary
2. Carrier e Payroll Office Reconciliation
e Info e Carrier Validation
e Enrollment Codes ® Payroll Office Enrollment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary
® Carrier Contacts ® Carrier Gain/Loss Summar:
= Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors ® Reconciliation Action Summary
¢ Transmissions ® Reconciliation Summary
* Enrollees e Carrier Discrepancy Listing
e Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM e

Figure 68: CLER Main Menu Page
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2. The Carrier Main Page is displayed.
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Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 69: Carrier Main Page

3. Select Contacts at the top of the Carrier Main Page. The Contacts Main Page is displayed
with the Carrier Contacts and Carrier Plan Contacts options.

j{ (:I ]:R Payroll Office [ Camier | Forms [ Transmission | Reports | gl 100
Info  IDs Enroliment Codes Contacts Errors. Transmissions Enrallees

Contacts Main Page

Select from the following tables to view or update.

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name,
address, phone number and email address.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phone number and email address.

Figure 70: Contacts Main Page

4. Click the carrier Contacts link to display the Carrier Contacts page.

FCLER el S8 = o] o @

Carrier Contacts

Click the button to add a new Carrier Contacts record. Enter selection criteria in the following fields and click the SUBMIT
button to search for records based on your entries.

Carrier ID Type

Display: Inactive (

Order By: 1D

Figure 71: Carrier Contacts Page

5. Complete the fields on the Carrier Contacts page and click Submit.
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Click Reset to clear all data entered.

Field Instruction/Description

Carrier ID Required, alphanumeric, 7 positions

Enter the carrier ID code assigned by NFC’s CLER Operations
and Reconciliation Unit.

Type Optional

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Display Optional, default

Defaults to A11 display option. Allows users to display search
results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

All - Displays all contacts for the payroll office ID and type code
entered.

Active - Displays active contacts for the payroll office ID and
type code entered.

Inactive - Displays inactive contacts for the payroll office ID
and type code entered.

Order By Optional, default

Defaults to the ID sort option. This field allows users to sort search
results by the options listed below. To choose a sort option, select
the radio button next to one of the following values:

ID - Search by ID number.

Type - Search by type code.

6. The Carrier Contacts Search Results page is displayed.
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Note: The Inactivate button is displayed next to records that have been activated, and the Activate
button is displayed next to records that have been inactivated.

¥ CLEER. [mwotone "G rm | romsion| oo | g0 35

Info 10s Enroliment Codes Contacts Errors Transmissions Enrollees

Carrier Contacts

Carrier ID Type Status Name Phone Email Options

1 General Inactive ‘. i - Miew |
General Inactive | Miew |
General Inactive | Miew |
General Inactive . EEn

Figure 72: Carrier Contacts Search Results Page

Field Instruction/Description

Carrier ID System generated

Displays the carrier ID code assigned by NFC's CLER Operations
and Reconciliation Unit.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Status System generated

Displays active to indicate that the record has been activated
in CLER.

Displays inactive to indicate that the record has been
inactivated in CLER.

Name Optional, alphanumeric, 30 positions maximum

Enter the name of the carrier contact.

Phone System generated

Displays the carrier contact's telephone number.

Email Optional, alphanumeric, 60 positions

Enter the carrier contact’s email address.

7. Click Activate to activate an inactivated record. A pop-up message is displayed to confirm
the record has been activated.

8. Click OK to close the pop-up.
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9. Click Inactivate to inactivate an activated record. A pop-up message is displayed to
confirm the record has been inactivated.

10. Click OK to close the pop-up.

Activating or Inactivating a Carrier Plan Contact Record

The Activate/Inactivate function allows users to activate and inactivate carrier plan contact

records.

To Activate or Inactivate a Carrier Plan Contact Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

T CLEK

Payroll Office ] Carrier

I

Forms

| Tansmission | Reports | 4@ Lo

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

1. Payroll Office
.

2. Carrier
.

Please send questions or comments to

nfc.cler@nfc.usda.gov

Info
Contacts
= Payroll Office Contacts
m Personnel Office Contacts
Errors
Transmissions
Enrollees

Info
Enrollment Codes
IDs
Contacts
m Carrier Contacts
m  Carrier Plan Contacts
Errors
Transmissions
Enrollees

OPM :2

Figure 73: CLER Main Menu Page

3.

4.

5.

Forms
.
L]

2809
2810

Transmission

File Transfer
Online Entr

Reports

Payroll Discrepancy Listing
Discrepancy Summary

Payroll Office Reconciliation
Carrier Validation

Payroll Office Enrollment Transmission
Carrier Enrollment Transmission

Enrollment Change Summary

Carrier Gain/Loss Summary

Reconciliation Reason Summary
Reconciliation Action Summary
Reconciliation Summary

Carrier Discrepancy Listing

Pay Period Transmissions Payment Amounts

102



Centralized Enrollment Clearinghouse System (CLER)

2. The Carrier Main Page is displayed.
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Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 74: Carrier Main Page

3. Select Contacts at the top of the Carrier Main Page. The Contacts Main Page is displayed

with the Carrier Contacts and Carrier Plan Contacts options.
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~_Info  1Ds  Enroliment Codes  Contacts  Errors  Transmissions  Enrollees

LOG
OFF

Contacts Main Page

Select from the following tables to view or update.

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name,
address, phone number and email address.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phone number and email address.

Figure 75: Contacts Main Page

4. Click the carrier Plan Contacts link to display the Carrier Plan Contacts page.

B LR oo e | | s

Info  1Ds Enroliment Codes Contacts. Errors. Enroll

LOG
OFF

Carrier Plan Contacts

Click the button to add a new Carrier Plan Contacts record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Carrier Plan Type
| ]| v

Active () Inactive ()

Display: Al

Order By: Carrier @ Plan () Type ()

Figure 76: Carrier Plan Contacts Page

5. Complete the fields on the Carrier Plan Contacts page and click Submit.
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Click Reset to clear all data entered.

Field Instruction/Description

Carrier Optional, alphanumeric, 7 positions

Enter the carrier ID code.

Plan Required, alphanumeric, 2 positions

Enter the first two positions of the carrier enrollment code.

Type Optional

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Display Optional, default

Defaults to A11 display option. Allows users to display search
results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

Al1l - Displays all contacts for the payroll office ID and type code
entered.

Active - Displays active contacts for the payroll office ID and
type code entered.

Inactive - Displays inactive contacts for the payroll office ID
and type code entered.

Order By Optional, default

Defaults to the Carrier sort option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select the radio button next to one of the following values:

Carrier - Search by carrier code.
Plan - Search by plan code.
Type - Search by type code.

6. The Carrier Plan Contacts Search Results page is displayed.
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Note: The Inactivate button is displayed next to records that have been activated, and the Activate
button is displayed next to records that have been inactivated.

¥ CLER [ o [oee| e | 0

i Codes Contacts. Errors Tra Enroll

Carrier Plan Contacts

Carrier Plan Type Status Name Phone Email Options

General  Active e Winactivatel Undate |

Figure 77: Carrier Plan Contacts Search Results Page

Field Description

Carrier System generated

Displays the carrier code.

Plan System generated

Displays the first two positions of the carrier enrollment code.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Status System generated

Displays active to indicate that the record has been activated
in CLER.

Displays inactive to indicate that the record has been
inactivated in CLER.

Name System generated

Displays the name of the carrier plan contact.

Phone System generated

Displays the carrier plan contact’s telephone number.

Email System generated

Displays the carrier plan contact's email address.

7. Click Activate to activate an inactivated record. A pop-up message is displayed to confirm
the record has been activated.
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8. Click OK to close the pop-up.

9. Click Inactivate to inactivate an activated record. A pop-up message is displayed to
confirm the record has been inactivated.

10. Click OK to close the pop-up.

Updating a Carrier Contact Record
The Update function allows users to update carrier contact records.
To Update a Carrier Plan Contact Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

T CLEK

CLER Main Menu

Paymllomd] Carrier [ Forms [ Transmission [ Reports

#e 7

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Office e 2809
e Info e 2810
¢ Contacts 4. Transmission

.
2. Carrier
.

= Payroll Office Contacts

m Personnel Office Contacts
Errors
Transmissions
Enrollees

nfo
Enrollment Codes
IDs

& File Transfer

& Online Entn
Reports
Payroll Discrepancy Listing
Discrepancy Summary

Payroll Office Reconciliation
Carrier Validation

Payroll Office Enrollment Transmission
Carrier Enrollment Transmission

Contacts
m Carrier Contacts
m  Carrier Plan Contacts
Errors
Transmissions
Enrollees

Enrollment Change Summary

Carrier Gain/Loss Summary

Reconciliation Reason Summary
Reconciliation Action Summary
Reconciliation Summary

Carrier Discrepancy Listing

Pay Period Transmissions Payment Amounts

Please send questions or comments to

oy
nfc.cler@nte.usda.gov OPM :<

Figure 78: CLER Main Menu Page
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2. The Carrier Main Page is displayed.
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Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 79: Carrier Main Page

3. Select Contacts at the top of the Carrier Main Page. The Contacts Main Page is displayed
with the Carrier Contacts and Carrier Plan Contacts options.
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Contacts Main Page

Select from the following tables to view or update.

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name,
address, phone number and email address.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phone number and email address.

Figure 80: Contacts Main Page

4. Click the carrier Contacts link to display the Carrier Contacts page.
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Carrier Contacts

Click the button to add a new Carrier Contacts record. Enter selection criteria in the following fields and click the SUBMIT
button to search for records based on your entries.

Carrier ID Type

Display: Inactive (

Order By: 1D

Figure 81: Carrier Contacts Page

5. Complete the fields on the Carrier Contacts page and click Submit.
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Click Reset to clear all data entered.

Field Instruction/Description

Carrier ID Required, alphanumeric, 7 positions

Enter the carrier ID code assigned by NFC’s CLER Operations
and Reconciliation Unit.

Type Optional

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Display Optional, default

Defaults to A11 display option. Allows users to display search
results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

All - Displays all contacts for the payroll office ID and type code
entered.

Active - Displays active contacts for the payroll office ID and
type code entered.

Inactive - Displays inactive contacts for the payroll office ID
and type code entered.

Order By Optional, default

Defaults to the ID sort option. This field allows users to sort search
results by the options listed below. To choose a sort option, select
the radio button next to one of the following values:

ID - Search by ID number.

Type - Search by type code.

6. The Carrier Contacts Search Results page is displayed.
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Enroll Codes Contacts Errors. Tra Enroll

Carrier Contacts

Carrier ID Type Status Name Phone Email Options

1 General Inactive i | Miew |
General Inactive | Miew |
General Inactive | Miew |
General Inactive EE

Figure 82: Carrier Contacts Search Results Page
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Field Instruction/Description

Carrier ID System generated

Displays the carrier ID code assigned by NFC's CLER Operations
and Reconciliation Unit.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Status System generated

Displays actiwve to indicate that the record has been activated
in CLER.

Displays inactive to indicate that the record has been
inactivated in CLER.

Name Optional, alphanumeric, 30 positions maximum

Enter the name of the carrier contact.

Phone System generated

Displays the carrier contact's telephone number.

Email System generated

Displays the carrier contact's email address.
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7. Click Update next to the applicable record. The Carrier Contacts Update page is
displayed.
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Enroll Codes Contacts Errors Transmissions Enrollees

Carrier Contacts Update

Enter data for the Carrier Contacts record and click the Update Record button to save your entries. Fields marked with * are
required.

Carrier ID* Type*
v

Role

Name

Address

City State Zip Foreign Country
\ : [~ I v

Phone Number Fax Number
[ || |
Email Address

) |
Remarks

‘ Update Record || Clear Data H Cancel ‘

Figure 83: Carrier Contacts Update Page

8. Complete the applicable fields on the Carrier Contacts Update page.

Field Instruction/Description

Carrier ID* Required

Select the carrier ID number from the drop-down menu.

Type* Required

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Role Optional, alphanumeric, 40 positions maximum
Enter the title, position, etc., of the carrier contact/carrier plan
contact.

Name Optional, alphanumeric, 30 positions maximum

Enter the name of the carrier contact.
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Field

Instruction/Description

Address Line 1

Optional, alphanumeric, 40 positions maximum

Enter the first line of the carrier contact’s street or post office box
address.

Address Line 2

Optional, alphanumeric, 40 positions maximum

Enter the second line of the carrier contact’s street or post office
box address.

Address Line 3

Optional, alphanumeric, 40 positions maximum

Enter the third line of the carrier contact’s street or post office box
address.

City Optional, alphanumeric, 25 positions maximum
Enter the name of the carrier contact’s city.

State Optional, alphanumeric, 2 positions maximum
Select the payroll office’s, carrier's, carrier contact's, or carrier plan
contact's State, U.S. territory, or overseas military abbreviation
from the drop-down menu. Refer to the State, U.S. Territory, and
Overseas Military Abbreviations Table (on page 226) for a list
and descriptions of State, U.S. territory, and overseas military
abbreviations.

Zip Optional, alphanumeric, 11 positions maximum

Enter the carrier contact’s ZIP Code.

Foreign Country

Optional

Select the carrier contact’s country code from the drop-down
menu. For a list and descriptions of country codes, see Country
Codes Table (on page 229).

Phone Number

System generated

Displays the carrier contact's telephone number.

Fax Number

Optional, alphanumeric, 25 positions

Enter the carrier contact’s fax number.

Email Address

Optional, alphanumeric, 60 positions

Enter the carrier contact’s email address.

Remarks

Optional, alphanumeric, 80 positions

Enter remarks about this record.

Click Update Record. If no errors occur, a pop-up message is displayed to confirm the

record has been updated.
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10. Click OK to close the pop-up.

Note: To update another record, click Cancel to return to the Carrier Contacts Search Results page.
Click Update next to the applicable record.

Updating a Carrier Plan Contact Record
The Update function allows users to update carrier plan contact records.
To Update a Carrier Plan Contact Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

‘13 CLER Payroll Office |  Camier |  Fomms | Transmission |  Report #e

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

Carrier Discrepancy Listing
Pay Period Transmissions Payment Amounts

3. Forms
1. Payroll Office e 2809
e Info e 2810
e« Contacts 4. Transmission
m Payroll Office Contacts e File Transfer
m Personnel Office Contacts * Online Entry
e Errors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary
2. Carrier # Payroll Office Reconciliation
e Info ® Carrier Validation
e Enroliment Codes e Payroll Office Enrolliment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts & Enrollment Change Summary
m Carrier Contacts e Carrier Gain/Loss Summar
m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees .
L]

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM e

Figure 84: CLER Main Menu Page
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2. The Carrier Main Page is displayed.
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Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 85: Carrier Main Page

3. Select Contacts at the top of the Carrier Main Page. The Contacts Main Page is displayed

with the Carrier Contacts and Carrier Plan Contacts options.
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LOG
OFF

Contacts Main Page

Select from the following tables to view or update.

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier including name,
address, phone number and email address.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier plan
including name, address, phone number and email address.

Figure 86: Contacts Main Page

4. Click the carrier Plan Contacts link to display the Carrier Plan Contacts page.
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Info  1Ds Enroliment Codes Contacts. Errors. Enroll

LOG
OFF

Carrier Plan Contacts

Click the button to add a new Carrier Plan Contacts record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Carrier Plan Type
| ]| v

Active () Inactive ()

Display: Al

Order By: Carrier @ Plan () Type ()

Figure 87: Carrier Plan Contacts Page

5. Complete the fields on the Carrier Plan Contacts page and click Submit.
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OR

Click Reset to clear all data entered.

Field Instruction/Description

Carrier Optional, alphanumeric, 7 positions

Enter the carrier ID code.

Plan Required, alphanumeric, 2 positions

Enter the first two positions of the carrier enrollment code.

Type Optional

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Display Optional, default

Defaults to A11 display option. Allows users to display search
results by the options listed below. To choose a display option,
select the radio button next to one of the following values:

Al1l - Displays all contacts for the payroll office ID and type code
entered.

Active - Displays active contacts for the payroll office ID and
type code entered.

Inactive - Displays inactive contacts for the payroll office ID
and type code entered.

Order By Optional, default

Defaults to the Carrier sort option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select the radio button next to one of the following values:

Carrier - Search by carrier code.
Plan - Search by plan code.
Type - Search by type code.
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6. The Carrier Plan Contacts Search Results page is displayed.

¥ CLER. [moow S fom o] woos | g

Enroliment Codes Contacts Errors Transmissions Enrollees

Carrier Plan Contacts

Carrier Plan Type Status Name Phone Email Options

General Active Wiew MM‘

Figure 88: Carrier Plan Contacts Page

Field Description

Carrier System generated

Displays the carrier ID code.

Plan System generated

Displays the first two positions of the carrier enrollment code.

Type System generated

Displays General type code to indicate that the payroll office
contact holds an administrative position.

Displays Technical type code to indicate that the payroll office
contact holds a technical position.

Status System generated

Displays actiwve to indicate that the record has been activated
in CLER.

Displays inactive to indicate that the record has been
inactivated in CLER.

Name System generated

Displays the name of the carrier plan contact.

Phone System generated

Displays the carrier plan contact’s telephone number.

Email System generated

Displays the carrier plan contact's email address.
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7. Click Update next to the applicable record. The Carrier Plan Contacts Update page is
displayed.
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Enroll Codes Contacts Errors Transmissions Enrollees

Carrier Contacts Update

Enter data for the Carrier Contacts record and click the Update Record button to save your entries. Fields marked with * are
required.

Carrier ID* Type*
v

Role

Name

Address

City State Zip Foreign Country
\ : [~ I v

Phone Number Fax Number
[ || |
Email Address

) |
Remarks

‘ Update Record || Clear Data H Cancel ‘

Figure 89: Carrier Contacts Update Page

8. Complete the applicable fields on the Carrier Plan Contacts Update page.

Field Instruction/Description

Carrier ID* Required

Select the carrier ID number from the drop-down menu.

Type* Required

Select either General for an administrative contact or
Technical for a technical contact from the drop-down menu.

The Type code indicates whether the payroll office contact is an
administrative contact or a technical contact.

Role Optional, alphanumeric, 40 positions maximum
Enter the title, position, etc., of the carrier contact/carrier plan
contact.

Name Optional, alphanumeric, 30 positions maximum

Enter the name of the carrier contact.
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10.

Address Line 1

Optional, alphanumeric, 40 positions maximum

Enter the first line of the carrier contact’s street or post office box
address.

Address Line 2

Optional, alphanumeric, 40 positions maximum

Enter the second line of the carrier contact’s street or post office
box address.

Address Line 3

Optional, alphanumeric, 40 positions maximum

Enter the third line of the carrier contact’s street or post office box
address.

City Optional, alphanumeric, 25 positions maximum
Enter the name of the carrier contact’s city.

State Optional, alphanumeric, 2 positions maximum
Select the payroll office’s, carrier's, carrier contact's, or carrier plan
contact's State, U.S. territory, or overseas military abbreviation
from the drop-down menu. Refer to the State, U.S. Territory, and
Overseas Military Abbreviations Table (on page 226) for a list
and descriptions of State, U.S. territory, and overseas military
abbreviations.

Zip Optional, alphanumeric, 11 positions maximum

Enter the carrier contact’s ZIP Code.

Foreign Country

Optional

Select the carrier contact’s country code from the drop-down
menu. For a list and descriptions of country codes, see Country
Codes Table (on page 229).

Phone Number

Optional, alphanumeric, 25 positions

Enter the carrier contact’s telephone number.

Fax Number

Optional, alphanumeric, 25 positions

Enter the carrier contact’s fax number.

Email Address

Optional, alphanumeric, 60 positions

Enter the carrier contact’'s email address.

Remarks

Optional, alphanumeric, 80 positions

Enter remarks about this record.

Click Update Record. If no errors occur, a pop-up message is displayed to confirm the

record has been updated.

Click OK to close the pop-up.
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Note: To update another record, click Cancel to return to the Carrier Plan Contacts Search Results
page. Click Update next to the applicable record.

Viewing Carrier Error Records

The Errors option on the Carrier Main Page allows users with the proper access authority to view
error counts by type for each carrier by processing year and quarter.

To View a Carrier Error Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

‘13 CLER Payroll Office |  Camier |  Fomms | Transmission |  Report #e

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms

Carrier Discrepancy Listing
Pay Period Transmissions Payment Amounts

1. Payroll Office e 2809
e Info e 2810
e« Contacts 4. Transmission
m Payroll Office Contacts e File Transfer
m Personnel Office Contacts * Online Entry
e Errors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary
2. Carrier # Payroll Office Reconciliation
e Info ® Carrier Validation
e Enroliment Codes e Payroll Office Enrolliment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts & Enrollment Change Summary
m Carrier Contacts e Carrier Gain/Loss Summar
m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees .
L]

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM e

Figure 90: CLER Main Menu Page
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2. The Carrier Main Page is displayed.
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Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 91: Carrier Main Page

3. Select Errors at the top of the Carrier Main Page. The Carrier Errors page is displayed.

HCLER [ e e ] e | @0

Errors Enroll

Carrier Errors

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries.

Carrier ID Year Quarter

Order By: Carrier ID (8  Year/Quarter ()

Figure 92: Carrier Errors Page
4. Complete the fields on the Carrier Errors page and click Submit.
OR

Click Reset to clear all data entered.

Field Instruction/Description

Carrier ID Required, alphanumeric, 7 positions

Enter the carrier ID code assigned by NFC’s CLER Operations
and Reconciliation Unit.

Year Optional, alphanumeric, 4 positions

Enter the reconciliation year for the requested error statistics.
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Quarter Optional, alphanumeric, 1 position

Enter the reconciliation quarter for the requested error statistics.

Order By Optional, default

Defaults to the Carrier sort option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select the radio button next to one of the following values:

Carrier ID - Search by Carrier ID.

Year/Quarter - Search by reconciliation year and
reconciliation quarter.

5. The Carrier Errors Search Results page is displayed.

S R e e e 0 57

Carrier Errors

Carrier ID Year Quarter Records with Errors Records with Warnings Total Errors Total Warnings Options
| 2014 2 0 0 0 o EEN

Records Found: 1

Figure 93: Carrier Errors Search Results Page

Field Description

Carrier ID System generated

Displays the carrier ID code assigned by NFC's CLER Operations
and Reconciliation Unit.

Year System generated

Displays the reconciliation year for the requested error statistics.

Quarter System generated

Displays the reconciliation quarter for the requested error
statistics.

Records with Errors | System generated

Displays the total number of carrier enrollee records with errors.
Records with warnings are not included.

Records with System generated
Warnings . . . .
Displays the total number of carrier records with warnings.
Records with errors are not included.

Total Errors System generated

Displays the total number of errors identified.
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Total Warnings

System generated

Displays the total number of warnings identified.

6. Click view next to the applicable record. The Carrier Errors View page is displayed.

Note: To view another record, click your browser’s Back button to return to the Carrier Errors Search
Results page. Click View next to the applicable record.

B CLER. [twoone "G rom | vomeson| s | g0 52

Info 1Ds il Codes Contacts Errors Transmissions

Carrier Errors View

Use the browser Back arrow to select another record to view. NOTE: Some of the data in this section is updated at the end of the
processing cycle for the quarter and may not be complete until that time.

BLUE CROSS AND BLUE SHIELD

Carrier ID Year Quarter

Records with Errors Records with Warnings

Total Errors Total Warnings

Records Reconciled Errors Reconciled

Carrier Errors Disputed Errors Confirmed Errors

Figure 94: Carrier Errors Vlew Page

Field Description
Carrier ID System generated
Displays the carrier ID code assigned by NFC's CLER Operations
and Reconciliation Unit.
Year System generated
Displays the reconciliation year for the requested error statistics.
Quarter System generated

Displays the reconciliation quarter for the requested error
statistics.

Records with Errors

System generated

Displays the total number of carrier enrollee records with errors.
Records with warnings are not included.

Records with
Warnings

System generated

Displays the total number of carrier records with warnings.
Records with errors are not included.
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Total Errors System generated

Displays the total number of errors identified.

Total Warnings System generated

Displays the total number of warnings identified.

Records Reconciled | System generated

Displays the count of records that have a reconciliation reason
and action entered for every error on the record.

Errors Reconciled System generated

Displays the count of errors that have a reconciliation reason and
action entered.

Carrier Errors System generated

Displays the count of errors that have a reconciliation reason and
action entered that indicates that the carrier is at fault.

Disputed Errors System generated

Displays the count of errors that have a reconciliation reason and
action entered that indicate that the carrier is at fault and that the
carrier disputes.

Confirmed Errors System generated

Displays the count of errors that have a reconciliation reason and
action entered that indicate that the carrier is at fault and that the
carrier accepts.

Maintaining Carrier Transmission Records
The Transmissions option on the Carrier Main Page allows users to view and maintain

information about each transmission file submitted by a carrier by processing year and quarter.

For more information see:

Viewing a Carrier TransSmisSion RECOId...........coovviiiiviiiiiiieeiiee e 122
Validating a Carrier TransmisSSion RECOId ..........ccoviiiiiiiiiieiiiiie e 127

Viewing a Carrier Transmission Record

The View function allows users to view carrier transmission records.
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To View a Carrier Transmission Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

W CLER (~ool o | s Joms] o | g0

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3.
1. Payroll Office

e Info
e Contacts 4.

= Payroll Office Contacts e File Transfer

= Personnel Office Contacts e Online Entry
& Errors 5. Reports
& Transmissions & Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier e Payroll Office Reconciliation

® Info e Carrier Validation
e Enrollment Codes e Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

m Carrier Contacts & Carrier Gain/Loss Summary

= Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors e Reconciliation Action Summary
e Transmissions e Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

.

Pay Period Transmissions Payment Amounts

Please send questions or comments to N1
nfc.cler@nfc.usda.gov OPM e

Figure 95: CLER Main Menu Page

2. The Carrier Main Page is displayed.
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Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enroliment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.
Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 96: Carrier Main Page
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3. Select Transmissions at the top of the Carrier Main Page. The Carrier Transmissions page
is displayed.

jLGJJE w Forms ]‘I"ransnisslon { Reports ) @ oo

Codes Contacts Errors 1l

Carrier Transmissions

Enter selection criteria in the following fields and click the SUBMIT butten to search for records based on your entries.

Carrier ID Year Quarter

oOrder By: Carrier ID (8  Year/Quarter ()

Figure 97: Carrier Transmissions Page
4. Complete the fields on the Carrier Transmissions page and click Submit.
OR

Click Reset to clear all data entered.

Field Instruction/Description

Carrier ID Required, alphanumeric, 7 positions

Enter the carrier ID code assigned by NFC’s CLER Operations
and Reconciliation Unit.

Year Optional, alphanumeric, 4 positions

Enter the reconciliation year for the requested transmission
record.

Quarter System generated

Displays the reconciliation quarter for the requested transmission
record.

Order By Optional, default

Defaults to the ID sort option. This field allows users to sort search
results by the options listed below. To choose a sort option, select
the radio button next to one of the following values:

ID - Search by ID number.

Type - Search by type code.
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5. The Carrier Transmissions Search Results page is displayed.

FCLER TR = [l = (00w

Carrier Transmissions

Carrier ID Year Quarter Submission Submission Date Code Status Validation Options

E . Validate

Records Found: 1

Figure 98: Carrier Transmission Search Results Page

6. Click View next to the applicable record. The Carrier Transmissions View page is
displayed.

Note: To view another record, click your browser’s Back button to return to the Carrier
Transmissions Search Results page. Click View next to the applicable record.

¥ CLEE (o=l o | [ nevos | g ¢

Info 1Ds Enroliment Codes Contacts Errors Transmissions Enrollees

Carrier Transmissions View

Use the browser Back arrow to select another record to view.

BLUE CROSS AND BLUE SHIELD

Carrier ID Year Quarter

Submission Submission Date As of Date

Records Sent Records Received Records Processed

Date Processed Time Processed Code Status Source

Email Date Email Time

Last Validate Date Last Validate Time Last Validate ID Indicator

Figure 99: Carrier Transmissions View Page

Field Description

Carrier ID System generated

Displays the carrier ID code assigned by NFC's CLER Operations
and Reconciliation Unit.

Year System generated

Displays the reconciliation year for the requested transmission
record.
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Quarter System generated
Displays the reconciliation quarter for the requested transmission
record.

Submission System generated

Displays the number of transmissions submitted for the
reconciliation quarter selected.

Submission Date System generated

Displays the date the transmission was submitted.

As of Date System generated

Displays the date the transmitted enroliment data was extracted.

Records Sent System generated

Displays the number of records sent in the transmission.

Records Received System generated

Displays the number of records found in the transmission file
during processing.

Records Processed System generated

Displays the number of records accepted to store in the CLER
tables.

Date Processed System generated

Displays the current system date when the process was run.

Time Processed System generated

Displays the current application time when the process was run.

Code System generated

Displays the transmission processing code. The code I (Initial) or
blank indicates an initial file, code A (Add) indicates an
additional file, and code R (Replace) indicates replace all previous
files.

Status System generated

Displays 000 for an accepted transmission; otherwise, a carrier
system code is displayed. It indicates the status of a carrier
enrollment data transmission. For a list and descriptions of carrier
system codes, see Carrier System Codes Table (on page 219).
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Source System generated

Displays the source of transmission data indicator. The value in
the first position equals M for mainframe or S for server. The value
in the second position equals T for transmission or M for manual
entry.

Email Date System generated

Displays the date the last email was sent to this submitter as a
reminder to send a transmission for the current reconciliation
quarter.

Email Time System generated

Displays the time the last email was sent to this submitter as a
reminder to send a transmission for the current reconciliation
quarter.

Last Validate Date System generated

Displays the date the transmission was last validated.

Last Validate Time System generated

Displays the time the transmission was last validated.

Last Validate ID System generated

Displays the user ID number of the person who last validated the
transmission.

Indicator System generated

Displays if the transmission has been validated by the carrier. ¥
indicates the transmission has been validated, C indicates the
transmission has been cancelled, and an empty field indicates the
transmission has not been validated.

Validating a Carrier Transmission Record

The Validate function allows users to confirm that the carrier agrees with all of the reconciliation
reason and action codes entered by the payroll offices for the enrollee records in the selected
transmission file. Entries the carrier makes to dispute the reconciliation of individual enrollee
records, before or after using this option, will not be affected.
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To Validate a Carrier Transmission Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

Y'CLER [~ o= | o= Tl v | w5

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Office e 2809

e Info e 2810
e« Contacts 4. Transmission

m Payroll Office Contacts e File Transfer

m Personnel Office Contacts * Online Entry
e Errors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier # Payroll Office Reconciliation

e Info ® Carrier Validation
e Enroliment Codes e Payroll Office Enrolliment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts & Enrollment Change Summary

m Carrier Contacts e Carrier Gain/lLoss Summa

m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

e Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM FCY

Figure 100: CLER Main Menu Page

2. The Carrier Main Page is displayed.
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Contacts Errors Enroll

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enrollment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 101: Carrier Main Page
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3. Select Transmissions at the top of the Carrier Main Page. The Carrier Transmissions page

is displayed.
jg ( :I II PayrollOfﬂcer Carrier 1 Forms ]Transmisslon{ Reports 23 k};ﬁ’
¥ d Info  1Ds Codes Contacts Errors 1l
Carrier Transmissions
@
Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries.
Carrier ID Year Quarter

order By: Carrier ID (8  Year/Quarter ()

Figure 102: Carrier Transmissions Page
4. Complete the fields on the Carrier Transmissions page and click Submit.
OR

Click Reset to clear all data entered.

Field Instruction/Description

Carrier ID Required, alphanumeric, 7 positions

Enter the carrier ID code assigned by NFC’s CLER Operations
and Reconciliation Unit.

Year Optional, alphanumeric, 4 positions

Enter the reconciliation year for the requested transmission
record.

Quarter Optional, alphanumeric, 1 position

Enter the reconciliation quarter for the requested transmission
record.

Order By Optional, default

Defaults to the Carrier sort option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select the radio button next to one of the following values:

Carrier ID - Search by carrier ID.

Year/Quarter - Search by reconciliation year and
reconciliation quarter.

5. The Carrier Transmissions Search Results page is displayed.
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Note: The Validate button is displayed next to transmission files that have not been validated or
whose validation has been cleared of all enrollee records that do not have individual validation
entries. The Clr Valid button is displayed next to transmission files that have been validated.

X CLER (SR o | weie] won | 9 5

Info IDs Codes Contacts Errors

Carrier Transmissions
Carrier ID Year Quarter Submission Submission Date Code Status Validation Options

E | view JVaidate]

Records Found: 1

Figure 103: Carrier Transmissions Search Results Page

Field Description

Carrier ID System generated

Displays the carrier ID code assigned by NFC's CLER Operations
and Reconciliation Unit.

Year System generated

Displays the reconciliation year for the requested transmission
record.

Quarter System generated

Displays the reconciliation quarter for the requested transmission
record.

Submission System generated

Displays the number of transmissions submitted for the
reconciliation quarter selected.

Submission Date System generated

Displays the date the transmission was submitted.

Code System generated

Displays the transmission processing code. The code I (Initial) or
blank indicates an initial file, code A (Add) indicates an
additional file, and code R (Replace) indicates replace all previous
files.

Status System generated

Displays 000 for an accepted transmission; otherwise, a carrier
system code is displayed. It indicates the status of a carrier
enrollment data transmission. For a list and descriptions of carrier
system codes, see Carrier System Codes Table (on page 219).

130



Centralized Enrollment Clearinghouse System (CLER) n o E/

Validation System generated

Displays the status of the validation. The Validated code is
displayed when the transmission is validated. The Cleared
code is displayed when the transmission validation is cleared.

6. Click Vvalidate next to the applicable transmission file to validate all enrollee records in
the transmission file that do not have individual validation entries. If no errors occur, a
pop-up message is displayed to confirm that the record has been validated.

7. Click OK to close the pop-up.

8. To clear the previous validation setting for the enrollee records in a transmission file,
click CIr valid next to the applicable transmission file. If no errors occur, a pop-up
message is displayed to confirm the validated record has been cleared.

9. Click oK to close the pop-up.

Maintaining Carrier Enrollee Records
The Enrollees option on the Carrier Main Page allows users to view and validate carrier enrollee

records by processing year, quarter, name, and key fields. With the proper access authority,
corrective action response codes may be entered.

For more information see:

Viewing a Carrier ENrollee RECOIM .........ooouiiiiiiiiiiiiiieieee e 131
Viewing a Matching Carrier Enrollee Record or Duplicate Payroll Office Enrollee

LRL=To 0] o LR PR PPPRRPON 137
Validating a Carrier ENrollee RECOI .........ccceoiiiiiiiiiiiiiiiice e 145

Viewing a Carrier Enrollee Record

This topic has been updated to add the Employee/Annuitant_Ind field description and screen
captures have been updated to reflect updates.

The View function allows users to view carrier enrollee records.
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To View a Carrier Enrollee Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

Y'CLER [~ o= | o= Tl v | w5

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Office e 2809

e Info e 2810
e« Contacts 4. Transmission

m Payroll Office Contacts e File Transfer

m Personnel Office Contacts * Online Entry
e Errors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier # Payroll Office Reconciliation

e Info ® Carrier Validation
e Enroliment Codes e Payroll Office Enrolliment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts & Enrollment Change Summary

m Carrier Contacts e Carrier Gain/lLoss Summa

m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

e Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM FCY

Figure 104: CLER Main Menu Page

The Carrier Main Page is displayed.

jLGLERW Forms | Wansmission | Reports | 8@ 12

Contacts Errors Enroll

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enrollment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 105: Carrier Main Page
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2. Select Enrollees at the top of the Carrier Main Page. The Carrier Enrollees page is
displayed.

L E R e e e 00 5

Carrier Enrollees

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries. Fields marked
with * are required.

Carrier ID* Year* Quarter*

2oie v

Payroll Enrollment

Office Code SSN - from to

Last Name First Name Middle Name

Error Warning
Code Code

101 p [201
102 202

120V |z03
Display: All Records (@) Matches () No Matches () Discrepancies () warnings ()

Unreconciled ()  Reconciled () Confirmed () Disputed () Not Validated ()
Order By:  1st |Name V‘ 2nd |SSNO V‘ 3rd ‘ hd
ath | v sth | v
SUBMIT RESET

Figure 106: Carrier Enrollees Page
3. Complete the following fields on the Carrier Enrollees page and select the Submit button.
OR
Select the Reset button to clear all entered data.

Carrier ID (see "Carrier ID - (Carrier Identifiers Search Results) Field Description" on
page 272)

Year (see "Year (Drop-Down) Field Instructions" on page 382)

Quarter (see "Quarter* (Drop-Down) Field Instructions" on page 359)
Payroll Office (see "Payroll Office - Field Instruction" on page 351)
Enrollment Code (see "Enrollment Code Field Instructions" on page 296)
SSN - From (see "SSN From - Field Instruction" on page 367)

SSN - To (see "SSN To - Field Instruction" on page 368)

Last Name (see "Last Name - Enrollee Field Instruction" on page 308)

First Name (see "First Name - Enrollee Field Instruction" on page 301)

133



S

Centralized Enrollment Clearinghouse System (CLER)

Middle Name (see "Middle Name - Field Instruction" on page 311)

Error Code (see "Error Code - Field Instruction" on page 297)

Warning Code (see "Warning Code - Field Instruction" on page 380)

Display (see "Display - Field Instruction" on page 284)

Order By: Ist (see "Order By Ist - (Carrier ID) Field Instruction" on page 316)
Order By: 2nd (see "Order By 2nd - (Carrier ID) Field Instruction" on page 322)
Order By: 3rd (see "Order By 3rd - (Carrier ID) Field Instruction" on page 328)
Order By: 4th (see "Order By 4th - (Enrollee) Field Instruction" on page 333)
Order By: 5th (see "Order By 5th - (Enrollee) Field Instruction" on page 339)

The Carrier Enrollees Search Results page is displayed.

T CLER o — v—ee] | e

Info  IDs  Envollment Codes  Contacts  Errors  Transmissions  Enroliees

Carrier Enrollees

Carrier ID BCBS100: BLUE CROSS AND BLUE SHIELD Refresh
Year/Quarter 202171

Employee/ Fail
Enrollee SSN Last Name First Name Payroll Office Code Discrepancies Annuitant_Ind Count Options

XOO00000K DOE JANE 24777777 111 202 R o I EEED
XOO00000K DOE JANE 24777777 111 R Y view ]

Records Found: 2

Figure 107: Carrier Enrollees Search Results Page

The following fields are displayed on the Carrier Enrollees Search Results page:
Carrier ID (see "Carrier ID - (Carrier Enrollees) Field Instruction" on page 272)
Year (see "Year - (Reconciliation Year) Field Description" on page 383)

Quarter (see "Quarter - (Reconciliation Quarter) Field Description" on page 357)
Enrollee SSN (see "Enrollee SSN - Field Description" on page 294)

Last Name (see "Enrollees (New/Add (System Generated) Field Instructions" on page
295)

First Name (see "First Name - Enrollee Field Description" on page 301)

Payroll Office (see "Payroll Office - Carrier Enrollees Search Results Field
Description" on page 350)

134



e

Centralized Enrollment Clearinghouse System (CLER)

Code (see "Code - Carrier Enrollment Code Field Description" on page 278)
Discrepancies (see "Discrepancy - Field Description" on page 283)

Employee/Annuitant Ind (see "Employee/Annuitant Indicator - Field Description" on
page 292)

Fail Count (see "Fail Count - Field Description" on page 298)

4. Select the View button next to the applicable record. The Carrier Enrollees View page is
displayed.

¥ CLEE. [mo~="a"T e F

Forms.
Info  IDs  Enroliment Codes  Contacts  Errors  Transmissions

Carrier Enrollees View

Use the browser Back arrow to select ancther record to view. To see matching Payroll Office records for this Enrollee record, click on the
following button{s):#1. ({5

Carrier ID Year Quarter Submission

Payroll Enrollment

office 1D (= SSN

Last Name First Name Middle Name

Effective Date of Coverage

Deceased

Annuitant SSN Pseudo SSN Other Payroll ID Other Carrier ID
Submitter Use #1 Submitter Use #2 Submitter Use #3
Date Processed Time Processed Source Fail Count

Select another discrepancy: 1

Discrepancy 202 - Withholdings/Contribution Amount Missing Or Incorrrect [ Exp il
Reconciliation Reason

Reconciliation Action

Corrective Action v

Payroll Office Comments (400 character max) Carrier Comments (400 character max)

ID Date Time
Last Payroll Update:
Last Carrier Update:

Figure 108: Carrier Enrollees View Page

Note: To view another record, select your browser’s Back button to return to the Carrier Enrollees
Search Results page. Select the View button next to the applicable record.

The following fields are displayed on the Carriers Enrollees View page:

Carrier ID (see "Carrier ID - (Carrier ldentifiers Search Results) Field Description" on
page 272)
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Year (see "Year - (Reconciliation Year) Field Description" on page 383)
Quarter (see "Quarter - Field Description" on page 357)

Submission (see "Submission - (Number) Field Description" on page 371)
Payroll Office ID (see "Payroll Office ID - Field Description" on page 352)
Enrollment Code (see "Enrollment Code - Field Description" on page 296)
SSN (see "SSN - Field Description" on page 366)

Last Name (see "Last Name - Enrollee Field Description" on page 308)
First Name (see "First Name - Enrollee Field Description" on page 301)
Middle Name (see "Middle Name - Enrollee Field Description" on page 311)

Effective Date (see "Effective Date (System Generated) Field Instructions" on page
290)

Deceased Annuitant SSN (see "Deceased Annuitant SSN - Field Description" on page
281)

Pseudo SSN (see "Order By: 3rd Reconciliation Reason Field Instructions" on page
332)

Other Payroll ID (see "Other Payroll ID - Field Description" on page 349)
Other Carrier ID (see "Other Carrier ID - Field Description" on page 346)
Submitter Use #1 (see "Submitter Use #1 - Field Description" on page 372)
Submitter Use #2 (see "Submitter Use #2 - Field Description" on page 372)
Submitter Use #3 (see "Submitter Use #3 - Field Description" on page 373)

Date Processed (see "Date Processed - (Record Processed) Field Description" on page
281)

Time Processed (see "Time Processed - (Record Processed) Field Description" on page
373)

Source (see "Payroll Office - Field Instruction" on page 351)

Fail Count (see "Fail Count - Field Description" on page 298)
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Select Another Discrepancy (see "Select Another Discrepancy - Field Instruction" on
page 365)

Discrepancy (see "Discrepancy - Field Description" on page 283)

Reconciliation Reason (see "Reconciliation Reason - Field Description" on page 362)
Reconciliation Action (see "Reconciliation Action - Field Description" on page 360)
Corrective Action (see "Corrective Action - Field Description" on page 280)

Payroll Office Comments (see "Payroll Office Comments - Field Description" on page
351)

Carrier Comments (see "Carrier Comments - Field Description" on page 270)
Last Payroll Update ID (see "Last Payroll Update ID - Field Description" on page 309)

Last Payroll Update Date (see "Last Payroll Update Date - Field Description" on page
309)

Last Payroll Update Time (see "Last Payroll Update Time - Field Description" on page
310)

Last Carrier Update ID (see "Last Carrier Update ID - Field Description" on page 304)

Last Carrier Update Date (see "Last Carrier Update Date - Field Description" on page
304)

Last Carrier Update Time (see "Display Total Payment Amounts Field Instructions" on
page 289)

Viewing a Matching Carrier Enrollee Record or Duplicate Payroll Office Enrollee
Record

The Matching button on the Payroll Office Enrollees View page allows users to view certain
enrollee data from a carrier enrollee record that matches a selected payroll office enrollee record.
Since there may be more than one matching carrier enrollee record, a Matching button is
displayed for each matching record.

The Duplicate button next to the Discrepancy field on the Payroll Office Enrollees View page
allows users to view data from another payroll office enrollee record that was submitted for the
same enrollee. The Matching and Duplicate functions facilitate the reconciliation process.

To View Matching Carrier Enrollee Records or Duplicate Payroll Office Enrollee Records:

1.

Select the Payroll Office tab on the CLER Main Menu.

137



E - ! Centralized Enrollment Clearinghouse System (CLER)

2. Select Enrollees on the Payroll Office Main page. The Payroll Office Enrollees page is
displayed.

2 = I 5 1
= Transmission | 106G
jt(:l IgR ,mw1, Carrier Forms Reports | 3@ o0
Info  Contacts Errors. Transmissions Enrollees
Payroll Office Enrollees
Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries. Fields
marked with * are required.
Payroll
office 10+ [~
Transmission Type™* I -
If Reconciliation is selected, the Year and Quarter fields are required and the Submission Date field cannot be complated.
If Pay Period is selected, the As of Date - Fram and As of Date - To fields are required and the Year and Quarter fields cannot
be completed.
Year® |2015 Quarter® I 4| \'i
AS of Date for Pay Period Transmission
From: I sl l
To: I ’V” i I .
Enrollment Other ID Other ID
Agency POI Carrier  Code S5N - from SSN - to From To
Last Name First Name Middle Name  Employee/Annuitant Indicator
Error  Warning
Code Code
101 A [201
102 202
120 V| 203
Display: Al Records (@ Matches () No Matches () Discrepancies () Warnings ()
Unreconciled () Raconciled (O Confirmad (O Disputed ()  Not Validated O
d 1st 2nd 3rd 4th
Order BY: [iame Elfsswo | = 2
Sth &th 7th 8th
I K| ]l ]
Sth
|3
SUBMIT I RESET I

Figure 109: Payroll Office Enrollees Page
3. Complete the following fields on the Payroll Office Enrollees page:
Payroll Office ID

Transmission Type (see "Transmission Type - (Required) Field Instruction" on page
377)

Year (see "Year - (Required) Field Instruction" on page 383)

Quarter (see "Quarter - (Select - Reconciliation) Field Instruction" on page 358)
As of Date for Pay Period Transmission From

As of Date for Pay Period Transmission To

Agency

POI
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Carrier

Enrollment Code

SSN - from (see "SSN From - Field Instruction" on page 367)
SSN - to

Other ID From

Other ID To

Last Name (see "Last Name - Enrollee Field Instruction" on page 308)
First Name (see "First Name - Enrollee Field Instruction" on page 301)
Middle Name

Employee/Annuitant Indicator

Error Code

Warning Code

Display

Order By Ist

Order By 2nd

Order By 3rd

Order By 4th

Order By 5th

Order By 6th

Order By 7th

Order By 8th

Order By 9th

4. Select the Submit button to confirm all data entered. The Payroll Office Enrollees search
results page is displayed.
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OR

Select the Reset button to clear all data entered.

Note: The Payroll Office Enrollees Search results (Other ID) page is displayed when 24900002,
24900003, or 160099XX is entered in the Payroll Office ID field on the Payroll Office
Enrollee’s page.

HCLER S — 1 — 1= — o5

Payroll DfHke Enralises Pay Perad Trantmissians

Payroll Offsce 1D st}
Pay Period Transmissions from As of Date 01/91/3013 to As Of Date 83/81/3013
Emplnyves
Anraitant As of Fail

Enradles SAN Last Name Foryl Mgy Carnee Code Agency POL Tadiator Date Arvasenl Warssng Caunt Opteens
8CEs 111 ausa A W1/2013 $522.22 L R
eces 112 a9 n o1y $922.22
BCES 112 212 N 31/2013 $311.98 o ]
BcEs 113 2099 A 2/4/2013 $311.90 ]
BCBS 111 e R A2013 933232 o EED
BCES 113 9¥99 A AuI013 $522.22 e
CEs 111 Ll U1y $82.22 o ELZS
ecEs 111 v n U201y sm22.22 | ]
BCES 111 27 n /12003 $322.22 o k]
BCEs 12 299 A 2/1/2083 $3532.22 o BEITE
BCSS 113 e A 242083 9532.22 ¢ (B
ACASE 113 9599 A UPNT $511.98 0 EIza
BCES 111 2wy R /U013 $511.98 0
BCEs 111 7 R U013 $311.90 o EZ=N
BCBS 111 L L /2013 $31L00 o EXE
BCES L11 9999 R AL/2013 $332.22 o |t ]
BCBS 113 e R 3003 9532.22 o [EIXB
8RS 111 G99 A Rudony $512.22 o ELTR
aCEs 111 as N U201y $822.22 o EZH
BcEs 111 2993 N /201y $322.22 o
BCBS 111 2999 N /2003 $322.22 o EEEE
BcES 113 9wa A U4/2003 $9532.22 o EEE
BCBS 111 9 A VUl 953222 o EITH
aCBS 1131 9% A B0 $522.22 o EIza
BCES 111 L AL Yuns ssx22 o [EEEm

Figure 110: Payroll Office Enrollees Pay Period Transmissions Search Results Page

The data on the Payroll Office Enrollees search results page is categorized into the
following fields:

Enrollee SSN (see "Enrollee SSN - Field Description" on page 294)
Last Name (see "Last Name - Enrollee Field Description" on page 308)
First Name (see "First Name - Enrollee Field Description" on page 301)
Carrier (see "Carrier - Field Description" on page 268)

Code

Agency

POI
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Employee Annuitant Indicator (see "Employee/Annuitant Indicator - Field
Description" on page 292)

As of Date (see "As of Date - Carrier Transmissions Field Description" on page 267)
Amount (see "Amount - Field Description" on page 267)

Warning (see "Warnings - Field Description" on page 381)

Fail Count (see "Fail Count - Field Description" on page 298)

Options
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5. Select the View button next to the applicable record. The Payroll Office Enrollees View

page is displayed.

Carrier

| Fomms

LOG
OFF

TTransnissionT Raport.% ; {%

FCLEK

Payroll Office Enrollees View

@

Use the browser Back arrow to select another record to view. To see matching Carrier records for this Enrollee racord, click on the

following button(s): £1.

Payroll
Office ID Year Quarter Submission
2018 1 1
Tra Type Employee Annuitant Indicator As of Date
R R 312018
Enrollment
Agency POI Carrier Code SSN
AETM N4
Last Name First Namea Middla Name

Effective Date of Coverage Amount

10 19 2016 676.11
Deceased
Annuitant SSN  Pseudo SS5N Other Payroll ID Other Carrier ID

Submitter Use #1 Submitter Use #2 Submitter Use #3

Time Processed Source Fail Count
10:59:19 M 1]

Date Processed
03 07 2018

Select another discrapancy:

Discrepancy
Reconciliation Reason
Reconciliation Action

Corrective Action

Payroll Office Comments (400 character max)

Carrier Comments

400 character max

ID
Last Payroll Update:
Last Carrier Update:

Date Time

Figure 111: Payroll Office Enrollees with Matching Carrier Record - Payroll Office Page

6. Select the Matching button on the Payroll Office Enrollees View page. The Carrier
Enrollees View page containing the data from the matching carrier enrollee record is
displayed. The data displayed on the Carrier Enrollees View page is limited to the payroll
office identification number, carrier identifier, enrollment effective date, and the year and

quarter the carrier enrollee record was submitted.

Note: If the payroll enrollee record data displayed on the Payroll Office Enrollees View page is
matched with the data from another payroll office enrollee record, Discrepancy Code 165 or 167 is
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displayed in the Discrepancy field. When these discrepancies occur, the Duplicate button is displayed
next to the Discrepancy field. Select the Duplicate button to display the Payroll Office Enrollees
View page containing the data from the matching payroll office enrollee record. The data displayed
on the Payroll Office Enrollees View page is limited to the payroll office identification number,
carrier identifier, enrollment effective date, and the year and quarter the payroll office enrollee record
was submitted.

E’i( EI E_R | Payroll Office [“_c;&_l;:wj Forms TTransnﬂsslonT Reports | Lo
. - “W T InfoIDs Enroliment Codes Comtacts  Erfors  Transmissions  Enrollees

Payroll Office Enrollees View

Use the browser Back arrow to select another record to view.
Payroll
Office ID Year Quarter Submission

2018 2k 1

Transmission Type Employee Annuitant Indicator As of Date
R R 3/1/2018

Enrollment
Agency POI Carrier Code SSN
AETN IN4

Last Name First Name Middle Name

Effective Date of Coverage Amount

10 159 2016 676.11

Deceasad

Annuitant SSN  Pseudo SSN Other Payroll ID ‘Other Carrier ID
Submitter Usa #1 Submitter Use #2 Submitter Usa #3
Date Processed Time Procassed Source Fail Count

0z o7 2018 10:59:19 M L1

Select another discrepancy:

Discrepancy
Reconciliation Reason b
Reconciliation Action bl

Corrective Action

Payroll Office Comments (400 character max) Carrier Comments (400 character max)

ID Date Time
Last Payroll Updata:

Last Carrier Update:

Figure 112: Payroll Office Enrollees with Matching Carrier Record Page - Carrier View

The data on the Payroll Office Enrollees View page is categorized into the following
fields:

Payroll Office ID (see "Payroll Office ID - Field Description" on page 352)

Year
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Quarter (see "Quarter - Field Description" on page 357)
Submission
Transmission Type (see "Transmission Type - Field Description" on page 377)

Employee Annuitant Indicator (see "Employee/Annuitant Indicator - Field
Description" on page 292)

As of Date (see "As of Date - Carrier Transmissions Field Description" on page 267)
Agency

POI

Carrier (see "Carrier - Field Description" on page 268)

Enrollment Code (see "Enrollment Code - Field Description" on page 296)
SSN

Last Name (see "Last Name - Enrollee Field Description" on page 308)
First Name (see "First Name - Enrollee Field Description" on page 301)
Middle Name (see "Middle Name - Enrollee Field Description" on page 311)
Effective Date of Coverage

Amount

Deceased Annuitant SSN (see "Deceased Annuitant SSN - Field Description" on page
281)

Pseudo SSN (see "Pseudo SSN - Field Description" on page 357)

Other Payroll ID (see "Other Payroll ID - Field Description" on page 349)
Other Carrier ID (see "Other Carrier ID - Field Description" on page 346)
Submitter Use #1 (see "Submitter Use #1 - Field Description" on page 372)
Submitter Use #2

Submitter Use #3 (see "Submitter Use #3 - Field Description" on page 373)
Date Processed

Time Processed
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Source (see "Source - Field Description" on page 365)

Fail Count (see "Fail Count - Field Description" on page 298)

Discrepancy

Reconciliation Reason (see "Reconciliation Reason - Field Description" on page 362)
Reconciliation Action (see "Reconciliation Action - Field Description" on page 360)
Corrective Action

Payroll Office Comments (see "Payroll Office Comments - Field Description" on page
351)

Carrier Comments (see "Carrier Comments - Field Description" on page 270)
Last Payroll Update ID (see "Last Payroll Update ID - Field Description" on page 309)

Last Payroll Update Date (see "Last Payroll Update Date - Field Description" on page
309)

Last Payroll Update Time (see "Last Payroll Update Time - Field Description" on page
310)

Last Carrier Update ID (see "Last Carrier Update ID - Field Description" on page 304)

Last Carrier Update Date (see "Last Carrier Update Date - Field Description" on page
304)

Last Carrier Update Time (see "Last Carrier Update Time - Field Description" on page
305)

Note: To view another record select your browser’s Back button to return to the Payroll Office
Enrollees search results page and select the View button next to the applicable record.

Validating a Carrier Enrollee Record

This topic has been updated to add the Employee/Annuitant_Ind field description and screen
captures have been updated to reflect updates.

The Validate function allows users to validate carrier enrollee records.
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To Validate a Carrier Enrollee Record:

1. Select the Carrier tab at the top of the CLER Main Menu.

Y'CLER [~ o= | o= Tl v | w5

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Office e 2809

e Info e 2810
e« Contacts 4. Transmission

m Payroll Office Contacts e File Transfer

m Personnel Office Contacts * Online Entry
e Errors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier # Payroll Office Reconciliation

e Info ® Carrier Validation
e Enroliment Codes e Payroll Office Enrolliment Transmission
e IDs ® Carrier Enrollment Transmission
e Contacts & Enrollment Change Summary

m Carrier Contacts e Carrier Gain/lLoss Summa

m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

e Pay Period Transmissions Payment Amounts

Please send questions or comments to N
nfc.cler@nfc.usda.gov OPM FCY

Figure 113: CLER Main Menu Page

The Carrier Main Page is displayed.

jLGLERW Forms | Wansmission | Reports | 8@ 12

Contacts Errors Enroll

Carrier Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Carrier including name, address and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Enrollment Codes - View and maintain information about each Carrier's enrollment codes including plan, option and valid date
ranges. With the proper access authority you may add new records, delete records and update existing information.

IDs - View and maintain information about each Carrier ID including valid date ranges and system processing values. With the proper
access authority you may add new records, delete records and update existing information.

Contacts -

Carrier Contacts - View and maintain information about subject matter and technical contacts for each Carrier
including name, address, phone number and email address. With proper access authority you may add new records,
delete records and update existing information.

Carrier Plan Contacts - View and maintain information about subject matter and technical contacts for each Carrier
plan including name, address, phone number and email address. With proper access authority you may add new
records, delete records and update existing information.

Errors - View error counts by type for each Carrier by processing year and quarter.

Transmissions - View information about each transmission file submitted by a Carrier by processing year and quarter including file
header information, date and time processed and number of records sent, received and processed.

Enrollees - View and validate Carrier enrollee records by processing year and quarter, name, and key fields. With the proper access
authority you may enter corrective action response codes.

Figure 114: Carrier Main Page
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2. Select Enrollees at the top of the Carrier Main Page. The Carrier Enrollees page is
displayed.

L E R e e e 00 5

Carrier Enrollees

Enter selection criteria in the following fields and click the SUBMIT button to search for records based on your entries. Fields marked
with * are required.

Carrier ID* Year* Quarter*

2oie v

Payroll Enrollment

Office Code SSN - from to

Last Name First Name Middle Name

Error Warning
Code Code

101 p [201
102 202

120V |z03
Display: All Records (@) Matches () No Matches () Discrepancies () warnings ()

Unreconciled ()  Reconciled () Confirmed () Disputed () Not Validated ()
Order By:  1st |Name V‘ 2nd |SSNO V‘ 3rd ‘ hd
ath | v sth | v
SUBMIT RESET

Figure 115: Carrier Enrollees Page
3. Complete the following fields on the Carrier Enrollees page and select the Submit button.
OR
Select the Reset button to clear all data entered.
Carrier ID (see "Carrier ID* Carrier Validation Field Instructions" on page 273)
Year (see "Year (System Generated) Field Instructions" on page 384)
Quarter (see "Quarter (Drop-Down) Field Instructions" on page 357)
Payroll Office (see "Payroll Office (Optional) Field Instructions" on page 351)
Enrollment Code (see "Enrollment Code Field Instructions" on page 296)
SSN - From (see "SSN - From Field Instructions" on page 366)
SSN - To (see "SSN - To Field Instructions" on page 367)
Last Name (see "Last Name Field Instructions" on page 309)
First Name (see "First Name Field Instructions" on page 301)

Middle Name (see "Middle Name Field Instructions" on page 311)
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Error Code (see "Error Codes Field Instructions" on page 297)

Warning Code (see "Warning Code (Optional) Field Instructions" on page 381)
Display (see "Display Field Instructions" on page 287)

Order By: Ist (see "Order By: Ist Carrier Validation Field Instructions" on page 319)
Order By: 2nd (see "Order By: 2nd Carrier Validation Field Instructions" on page 324)
Order By: 3rd (see "Order By: 3rd Carrier Validation Field Instructions" on page 330)
Order By: 4th (see "Order By 4th - (Enrollee) Field Instruction" on page 333)

Order By: 5th (see "Order By 5th - (Enrollee) Field Instruction" on page 339)

The Carrier Enrollees Search Results page is displayed.

| Transmission |  Reports Log

T

Carrier Enrollees

Carrier ID  Rafresh |

Year/Quarter
Employee/ Fail
Enrollee SSN Last Name First Name Payroll Office Code Discrepancies Annuitant_Ind Count Options

Uty ) prEn

Records Found: 1

Figure 116: Carrier Enrollees Search Results Page
The following fields are displayed on the Carrier Enrollees Search Results page:

Carrier ID (see "Carrier ID - (Carrier ldentifiers Search Results) Field Description" on
page 272)

Year (see "Year - (Payroll Office Enrollees) Search Results Field Description" on page
383)

Quarter (see "Quarter - Field Description" on page 357)

Enrollee SSN (see "Enrollee SSN - Field Description" on page 294)
Last Name (see "Last Name - Enrollee Field Description" on page 308)
First Name (see "First Name - Enrollee Field Description" on page 301)

Payroll Office (see "Payroll Office - Carrier Enrollees Search Results Field
Description" on page 350)
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Code (see "Code - Carrier Enrollment Code Field Description" on page 278)
Discrepancies (see "Discrepancy - Field Description" on page 283)

Employee/Annuitant Ind (see "Employee/Annuitant Indicator - Field Description" on
page 292)

Fail Count (see "Fail Count - Field Description" on page 298)

4. Select the validate button next to the applicable record. The Carrier Enrollees Validate
page is displayed.

Note: The Validate button on the Carrier Enrollees Search Results page is only displayed next to
records with discrepancies.

P CLER [~ Tansmission | TR F

Forms
Info  TDs  Encollment Codes  Contacts  Errors  Transmissions

Carrier Enrollees Validate

Enter data for the Carrier Enrollee record and click the Validate Record button to save your entries. Fields marked with ® are required. To
see matching Payroll Office records for this Enrolles record, click on the following button(s): #1. |

Carrier 1D Year Quarter Submission

Payroll Enroliment

Office ID Code SSN

Last Name First Name Middle Name

Effective Date of Coverage

Deceased

Annuitant SSN Pseudo SSN Other Payroll ID Other Carrier ID
Submitter Use #1 Submitter Use #2 Submitter Use #3
Date Processed Time Processed Source  Fail Count

Select another discrepancy: 1

Discrepancy 201 - Enrollees Name Does Not Match { Explar |
Reconciliation Reason

Reconciliation Action

Corrective Action® L ~])

Payroll Office Comments (300 character max) _ Carrier Comments (400 character max)

iD Date Time
Last Payroll Update:

Last Carrier Update:

validate Record |[ Clear Data |[ cancel |

Figure 117: Carrier Enrollees Validate Page

Note: To view matching payroll office records for this enrollee record, select the Matching button at
the top of the page.
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5. Select the Vvalidate Record button. If no errors occur, a pop-up message is displayed to
confirm that the record has been validated.

6. Select the OK button to close the popup.

Note: To validate another record, select the Cancel button to return to the Carrier Enrollees Search
Results page. Select the Validate button next to the applicable record.
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Viewing Reports

The Reports option allows users to create customized reports based on information in CLER.

This section includes the following topics:

Viewing Payroll Discrepancy Listing (REPOIt 1) .....cc.cooviieeeiiiiieiniiie e 151
Viewing Discrepancy Summary (REPOIT 2)......ccccuiiiiiiiieeeeeiiiiiieiee e e e s ereireee e e 156
Viewing Payroll Office Reconciliation (RePOIt 3)........cccceeiiiiiiiiiiieniiiiiiieeee e 161
Viewing Payroll Office Reconciliation (RePOIt 3)........cccceeiiiiiiiiinieniiiiiiieeee e 171
Viewing Carrier Validation (REPOIT 4) .......coccvviiiiiiiiiiiie e 176
Viewing Payroll Office Enrollment Transmission (Report5) .......c.cccccevvvvveinnneen. 184
Viewing Carrier Enrollment Transmission (REPOrt 6).........ccccvveevivieeniieeeiniiinennns 184
Viewing Enrollment Change Summary (RePOIt 7) .......ceeeeeiiiiiiieieeeeesiiiiiieeeee e 190
Viewing Carrier Gain/Loss Summary (Report 8)........cccceeeeeiiiiiiieee e e 193
Viewing Reconciliation Reason Summary (RepOrt 9).........occouueieiieeiiiiiiiiieeeeeninins 196
Viewing Reconciliation Action Summary (Report 10) ........ccccocvveerniiireniieeesnneennn 199
Viewing Reconciliation Summary (Report 11).......ccccccvviiiiiieiiiiieenieee e 202
Viewing Carrier Discrepancy Listing (Report 12).........cccceeeiiiiiiiniiiiiniieee e 208
Viewing Pay Period Transmissions Payment Amounts (Report 13) ................... 212

Viewing Payroll Discrepancy Listing (Report 1)

The 1. Payroll Discrepancy Listing option on the Reports Selection page allows users to view the
Payroll Discrepancy Listing report. This report provides a listing by payroll office identification
number of payroll office and carrier enrollee records that match, as well as records marked with
payroll office warning and discrepancy codes.

151



Centralized Enrollment Clearinghouse System (CLER)

To View a Payroll Discrepancy Listing Report:

1. Select the Reports tab on the CLER Main Menu. The Reports Selection page is displayed.

Reports Selection | 1. Payroll Discrepancy Listing

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll P y Listing - P a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.
Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.
Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.
Payroll Office Enrollment Transmission - Shows the timeli of the transmission of quarterly Payroll Office enrollment data.
Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

1l Change y - Shows how enroliment changes occur between one quarter and any prior quarter.

Carrier Gain/Loss Summary - Shows how enrolliment changes occur between one quarter and any prior quarter.
Reconciliation Reason Summary - Shows what caused the discrepancies that were uncovered during the recenciliation process
for a single quarter.
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter,
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay peried.

PENONEW

Figure 118: Reports Selection Page

2. On the drop-down menu on the Reports Selection page select 1. Payroll Discrepancy
Listing.

3. Select the GO button to display the 1. Payroll Discrepancy Listing page.

B CLEER. [motone] e | fom | vamon [T 80 0

Reports Selection | 1. Payroll Discrepancy Listing

1. Payroll Discrepancy Listing

Enter selection criteria in the following fields, select the cutput cption from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field. You must make at least two
selection entries in addition to the required items.

Payroll
Office ID* Year* Quarter* Fail Count SSN Other ID

From| | From| | from| |
o [ | T | | o | |

Personnel Enrollment  Error Warning
Agency  Office ID Carrier Code Code Code
| | R 2
ex. AGSD
Display: Al | unreconciled ()  Errors () Wamnings () Reconciled () Matches () Not Validate:
Order By: ist | Name V: 2nd :SSNO N 3rd [ N

ath | sth ~|sth | v

Check box to create report without totals: ’:

Display the report v| [ susmrT | | reseT |

Figure 119: 1. Payroll Discrepancy Listing Report Search Page

152



Centralized Enrollment Clearinghouse System (CLER)

4. Complete the following fields on the 1. Payroll Discrepancy Listing page:
Payroll Office ID
Year (see "Year - (Required) Field Instruction" on page 383)
Quarter (see "Quarter - (Select) Field Instruction" on page 357)
Fail Count From (see "Fail Count From - Field Instruction" on page 299)
Fail Count To (see "Fail Count To - Field Instruction" on page 299)
SSN From (see "SSN From - Field Instruction" on page 367)
SSN To
Other ID From
Other ID To
Agency
Personnel Office ID
Carrier

Enrollment Code (see "Enrollment Code - (Drop-down) Field Instruction" on page
296)

Error Code

Warning Code

Display (see "Display - Field Instruction" on page 284)
Order By 1st

Order By 2nd

Order By 3rd

Order By 4th

Order By 5th

Order By 6th

Check Box to Create Report Without Totals (see "Check Box to Create Report Without
Totals - Field Instruction" on page 275)
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5. Select the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report
e Save report as a spreadsheet

e Save report as a text file

6. Select the Submit button to display the Payroll Discrepancy Listing report in the selected
format.

OR

Select the Reset button to clear all data entered.

Payroll Discrepancy Listing

Payroll Office Carrier

SSN Name Code Eff.Date Whid Amt Agency POI Name Code Eff. Date Discrepancy Fail Count
Errors:
Warnings:

Total Records:

Figure 120: Payroll Discrepancy Listing Report Page

The following fields are displayed on the Payroll Office section of the Payroll
Discrepancy Listing report:

SSN
Name
Code

Eff. Date
Whld Amt
Agency

POI
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The following fields are displayed on the Carrier section of the Payroll Discrepancy
Listing report:

Name

Code (see "Code - Carrier Enrollment Code Field Description" on page 278)
Eff. Date (see "Eff. Date - (Carrier) Field Description" on page 290)
Discrepancy

Fail Count (see "Fail Count - Field Description" on page 298)

Errors (see "Errors - Field Description" on page 297)

Warnings (see "Warnings - Field Description" on page 381)

Total Records

Note: To return to the 1. Payroll Discrepancy Listing page, close the report.

1£24900002, 24900003, or 160099XX was entered in the Payroll Office ID field on
the Payroll Discrepancy Listing (Report 1) page, the Payroll Discrepancy Listing (Other

ID) report is displayed.
Payroll Office Carrier
OTHER ID SSN Name Code Eff.Date Whid Amt Name Code Eff. Date Discrepancy Fail Count
Errors: 0
Warnings: 0

Total Records: 0

Figure 121: Payroll Discrepancy Listing (Other ID) Report Page

The following fields are displayed on the Payroll Office section of the Payroll
Discrepancy Listing (Other ID) report:

Other ID
SSN

Name
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Code
Eff. Date
Whld Amt

The following fields are displayed on the Carrier section of the Payroll Discrepancy
Listing (Other ID) report:

Name

Code (see "Code - Carrier Enrollment Code Field Description" on page 278)
Eff. Date (see "Eff. Date - (Carrier) Field Description" on page 290)
Discrepancy

Fail Count (see "Fail Count - Field Description" on page 298)

Errors (see "Errors - Field Description" on page 297)

Warnings (see "Warnings - Field Description" on page 381)

Total Records

7. Close the report to return to the 1. Payroll Discrepancy Listing page.

Viewing Discrepancy Summary (Report 2)

The Discrepancy Summary (Report 2) option on the Reports Selection page allows users to view
the Discrepancy Summary report. This report provides a comparison of the number of enrollee
records with discrepancies occurring in one quarter with those that occurred in any other quarter.
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To View a Discrepancy Summary Report:
1. Select the Reports tab at the top of the CLER Main Menu.

‘1? CLER “PayiollOffice | Camier | Fomms | Transmission | Reports

CLER Main Menu

LCG
QFEE

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3.
1. Payroll Office

e Info
e Contacts 4.

= Payroll Office Contacts e File Transfer

= Personnel Office Contacts e Online Entry
& Errors 5. Reports
& Transmissions & Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier e Payroll Office Reconciliation

® Info e Carrier Validation
e Enrollment Codes e Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

m Carrier Contacts & Carrier Gain/Loss Summary

= Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors e Reconciliation Action Summary
e Transmissions e Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

® Pay Period Transmissions Payment Amounts

Please send questions or comments to N1
nfc.cler@nfc.usda.gov OPM e

Figure 122: CLER Main Menu Page

2. The Reports Selection page is displayed.

M CILEER [l o | s | v - 108

Reports Selection | 1. Payroll Discrepancy Listing v|

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.

3. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.

4. Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.

5. Payroll Office Enrollment Transmission - Shows the timeliness of the transmission of quarterly Payroll Office enrollment data.

6. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

7. Enrollment Change Summary - Shows how enrollment changes occur between one quarter and any prior quarter.

8. Carrier Gain/Loss Summary - Shows how enrollment changes occur between one guarter and any prior quarter.

9. Reconciliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter,
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.

Figure 123: Reports Selection Page

3. Click the drop-down menu on the Reports Selection page and select Discrepancy
Summary.
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4. Click GO to display the Discrepancy Summary (Report 2) page.

F CLEK

Payioll Office | Camier | Forms | Transmission [ Reports @8 .00

Reports Selection

2. Discrepancy Summary

| 2. Discrepancy Summary A ‘

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Leaving an entry blank will return all values for that field.

Payroll Enrollment Fail
Year* Quarter*  Office ID* Carrier Code Count
From 2014 V] [ooonooos v] [ ] [ ] Feom[ |

| Display the report

][ suemrr | [ Reser |

Figure 124: Discrepancy Summary (Report 2) Page

5. Complete the fields on the Discrepancy Summary (Report 2) page.

Field Instruction

Year* From Required, default
Select the year that begins the range of reconciliation years from
the drop-down menu. If no year is selected, this field automatically
defaults to the current reconciliation year.

Year* To

Required, default

Select the year that ends the range of reconciliation years from the
drop-down menu. If no year is selected, this field automatically
defaults to the current reconciliation year.

Quarter* From

Required, default

Select the quarter that begins the range of reconciliation quarters
from the drop-down menu. If no quarter is selected, this field
automatically defaults to the current reconciliation quarter.

Quarter* To

Required, default

Select the quarter that ends the range of reconciliation quarters
from the drop-down menu. If no quarter is selected, this field
automatically defaults to the current reconciliation quarter.

Payroll Office ID*

Required

Select the payroll office identification number from the drop-down
menu.

Carrier

Optional

Select the carrier code from the drop-down menu.
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Enrollment Code Optional

Select the enrollment code from the drop-down list.

Fail Count From Optional, numeric, 3 positions maximum.
Enter a specific fail count number to search for enrollee records by
a specific fail count number, then proceed to the To field.

OR

Enter the number that starts the range of fail count numbers to
search for enrollee records by a range of fail count numbers, then
proceed to the To field.

Fail Count To Optional, numeric, 3 positions maximum

Entered the number that was entered in the From field to search
enrollee records by a specific fail count number.

OR

Enter the number that ends the range of fail count numbers to
search for enrollee records by a range of fail count numbers.

6. Click the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report
e Save report as a spreadsheet

e Save report as a text file

7. Click Submit to display the Discrepancy Summary report in the selected format.

OR

Click Reset to clear all data entered.

Discrepancy Summary
Payroll Offica =

Year/Quarter Change

From To Actual Percent
Payroll Office:

Total Enrcllee Records

Total Matches Found

Total Discrepancies Found
Total Discrepances Reconcilad

Parcent Discrepancies Reconciled

Figure 125: Discrepancy Summary Report

To return to the Discrepancy Summary (Report 2) page, close the report.
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Field

Description

Payroll Office

System generated

Displays the payroll office identification number.

Year/Quarter From

System generated

Displays the reconciliation year/quarter that begins the range of
reconciliation years/quarters.

Year/Quarter To

System generated

Displays the reconciliation year/quarter that ends the range of
reconciliation years/quarters.

Change Actual

System generated

Displays the number that indicates the actual changes in values
between prior and current reconciliation years/quarters.

Change Percent

System generated

Displays the percent changes in values between prior and current
reconciliation years/quarters.

Total Enrollee
Records

System generated

Displays the total number of enrollees that meet the criteria
entered on the Discrepancy Summary page.

Total Matches Found

System generated

Displays the total number of matched records that meet the
criteria entered on the Discrepancy Summary page.

Total Discrepancies
Found

System generated

Displays the total number of records with discrepancies that meet
the criteria entered on the Discrepancy Summary page.

Total Discrepancies

System generated

Reconciled ) .
Displays the total number of reconciled records that meet the
criteria entered on the Discrepancy Summary page.

Percent System generated

Discrepancies . .

Reconciled Displays the percentage of records reconciled to total

discrepancies that meet the criteria entered on the Discrepancy
Summary page.
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Viewing Payroll Office Reconciliation (Report 3)
The Payroll Office Reconciliation (Report 3) option on the Reports Selection page allows users
to view the Payroll Office Reconciliation report. This report lists each enrollee record that has a

discrepancy and indicates whether that discrepancy has been reconciled.

To View a Payroll Office Reconciliation Report:

1. Select the Reports tab at the top of the CLER Main Menu.

T CLEK

Payroll Office ] Carrier [

Forms

| mansmission | Reports | 4@ |3

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Eorms
1. Payroll Office ® 2809

e Info e 2810
e Contacts 4. Transmission

= Payroll Office Contacts e File Transfer

= Personnel Office Contacts e Online Entry
& Errors 5. Reports
& Transmissions & Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier e Payroll Office Reconciliation

® Info e Carrier Validation
e Enrollment Codes e Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

m Carrier Contacts & Carrier Gain/Loss Summary

= Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors e Reconciliation Action Summary
e Transmissions e Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

® Pay Period Transmissions Payment Amounts

Please send questions or comments to

nfc.cler@nfc.usda.gov

Figure 126

OPM :2

: CLER Main Menu Page

The Reports Selection page is displayed.

LOG
OFF

F CLER. [mroom] ore | e [ s

Reports Selection |

1. Payroll Discrepancy Listing

Ve

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

quarter.

9. Reconcil

10. Reconcil
11. Reconcil

Figure 127:

In this section, the following options may be selected above:

Report Selection Page

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrollee of each discrepancy.
2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other

3. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.
4. Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.

5. Payroll Office Enrollment Transmission - Shows the timeliness of the transmission of quarterly Payroll Office enrollment data.
6. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

7. Enrollment Change Summary - Shows how enrollment changes occur between one quarter and any prior quarter.

8. Carrier Gain/Loss Summary - Shows how enrollment changes occur between one guarter and any prior quarter.

tion Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter,
tion Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.
tion Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.

13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.
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Reconciliation.

4. Click GO to display th

3. Click the drop-down menu on the Reports Selection page and select Payroll Office

e Payroll Office Reconciliation (Report 3) page.
|

Payroll Office | Carrier Forms | Transmission [ Reports | @ Lo¢

F CLEK

Reports Selection

3. Payroll Office Reconciliation

Enter selection criteria in the followin

view

‘ 3. Payroll Office Reconciliation

g fields, select the output option from the box at the bottom left and click the SUBMIT button

to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print

function. Fields marked with * are req

uired. Leaving an entry blank will return all values for that field. You must make at least two

selection entries in addition to the required items.

Payroll Reconciliation
Office ID* Year* Quarter* Fail Count Date SSN
bom | rom|__ ][ V][] reom| |
o [ ] ot [ M[ V[ v | |
Personnel Enrollment
Agency  Office ID Carrier Code User ID Other ID - From Other ID - To
| | [~ [~ | | |
ex. AGI0
Order By: 1st ‘Name V| 2nd ‘ V‘ 3rd | V‘
ath | v sth | ~| 6th | v

Check box to create report without totals: O

‘ Display the report VH S

uBmIT || RESET |

Figure 128: Payroll Office Reconciliation (Report 3) Page

Complete the fields on the Payroll Office Reconciliation (Report 3) page.

Field

Instruction/Description

Payroll Office ID*

Required

Select the payroll office identification number from the drop-down
menu.

Year* Required, default
Select the reconciliation year from the drop-down menu. If no year
is selected, this field automatically defaults to the current
reconciliation year.

Quarter* Required default

Select the reconciliation quarter from the drop-down menu. If no
quarter is selected, this field automatically defaults to the current
reconciliation quarter.
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Fail Count From Optional, numeric, 3 positions maximum.

Enter a specific fail count number to search for enrollee records by
a specific fail count number, then proceed to the To field.

OR

Enter the number that starts the range of fail count numbers to
search for enrollee records by a range of fail count numbers, then
proceed to the To field.

Fail Count To Optional, numeric, 3 positions maximum

Entered the number that was entered in the From field to search
enrollee records by a specific fail count number.

OR

Enter the number that ends the range of fail count numbers to
search for enrollee records by a range of fail count numbers.

Reconciliation Date Optional

From
This is the date that begins the range of reconciliation dates. To

select this date, select the month from the first drop-down menu,
select the day from the second drop-down menu, and select the
year from the third drop-down menu.

Reconciliation Date Optional

To
This is the date that ends the range of reconciliation dates. To
select this date, select the month from the first drop-down menu,
select the day from the second drop-down menu; and select the
year from the third drop-down menu.

SSN - From Optional, alphanumeric, 9 positions

To search for a specific enrollee record by SSN, enter the SSN
and skip the To field.

To search for a range of enrollee records by a range of SSNs,
enter the SSN that starts the range, then proceed to the To field.

Note: A search for enrollee records by complete enrollee
SSNs will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.
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SSN-To

Optional, alphanumeric, 9 positions

To search for a range of enrollee records by a range of SSNs,
enter the SSN that ends the range; otherwise, leave blank.

Note: A search for enrollee records by complete enrollee
SSNs will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.

Agency

Optional, alphanumeric, 4 positions

Enter the Agency ID code of the office where the enrollee is
employed (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

Personnel Office ID

Optional, alphanumeric, 4 positions

Enter the personnel office identification (POI) number.

Carrier

Optional

Select the carrier code from the drop-down menu.

Enrollment Code

Optional

Select the enrollment code from the drop-down list.

User ID

Optional, alphanumeric, 8 positions maximum

Enter the user identification number of the person creating the
report.
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Other ID - From Optional, alphanumeric, 15 positions maximum

To search for a specific enrollee record by Other ID, enter the
Other ID and skip the To field.

To search for a range of enrollee records by a range of Other IDs,
type the Other ID that starts the range, then go to the To field.

Note for RSP: Enter the civil service annuitant (CSA) or
civil service final (CSF) identifier without the first two
characters (i.e., CS). For example, the CSA identifier is
typed as AXXXXXXXX, and the CSF identifier is typed as
FXXXXXXXX.

These fields are used by the RSP and OWCP. RSP personnel use
these fields to search for enrollee records by CSA or CSF
identifier. OWCP personnel use these fields to search for enrollee
records by claim identifier. To search for enrollee records using
these fields, follow the instructions below.

Note: A search for enrollee records by complete Other IDs
will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.

Other ID - To Optional, alphanumeric, 15 positions maximum

To search for a range of enrollee records by a range of Other IDs,
enter the Other ID that ends the range; otherwise, leave blank.

Note for RSP: Enter the CSA or CSF identifier without the
first two characters (i.e., CS). For example, the CSA
identifier is typed as AXXXXXXXX, and the CSF
identifier is typed as FXXXXXXXX.

These fields are used by the RSP and OWCP. RSP personnel use
these fields to search for enrollee records by CSA or CSF
identifier. OWCP personnel use these fields to search for enrollee
records by claim identifier. To search for enrollee records using
these fields, follow the instructions below.

Note: A search for enrollee records by complete Other IDs
will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.
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Order By: 1st Optional, default

Defaults to the Name sort option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select one of the following options from the drop-down
menu to display the selected criteria in first sort search order:

Agency - Search results by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.

Pers. Office ID - Search by POI number.
Reconciliation Date - Search by reconciliation date.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

User 1ID - Search by user ID number.

Order By: 2nd Optional

Select one of the following options from the drop-down menu to
display the selected criteria in second sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.

Pers. Office ID - Search by POl humber.
Reconciliation Date - Search by reconciliation date.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

User ID - Search by user ID number.
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Order By: 3rd Optional

Select one of the following options from the drop-down menu to
display the selected criteria in third sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.

Pers. Office ID - Search by POl nhumber.
Reconciliation Date - Search by reconciliation date.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

User ID - Search by user ID number.

Order By: 4th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in fourth sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.

Pers. Office 1ID - Search by POI number.
Reconciliation Date - Search by reconciliation date.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

User 1ID - Search by user ID number.
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Order By: 5th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in fifth sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.

Pers. Office 1ID - Search by POl number.
Reconciliation Date - Search by reconciliation date.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

User ID - Search by user identification number.

Order By: 6th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in sixth sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Fail Count - Search by the number of times a discrepancy or
warning record has failed the quarterly edit process.

Name - Search by enrollee name.

Pers. Office ID - Search by POl number.
Reconciliation Date - Search by reconciliation date.
SSNO - Search by enrollee SSN.

Other 1ID - Search by the identifier used by RSP/OWCP to
identify the enrollee.

User ID - Search by user identification number.

Check box to create | Optional

report without totals ) )
Select this check box to omit totals from the report.

1. Click the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report
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e Save report as a spreadsheet

e Save report as a text file

2. Click submit to display the Payroll Office Reconciliation report in the selected format.

OR

Click Reset to clear all data entered.

Note: If 24900002, 24900003, or 160099XX was entered in the Payroll Office ID field on the Payroll

Office Reconciliation (Report 3) page, the Payroll Office Reconciliation (Other ID) report is
displayed.

Payroll Office Reconciliation

Reconciliation
SSN Name Carrier Agency POI Code Reason Date User ID Action Fail Count

With Errors: 0
Without Errors: 0
Total Records: 0

Figure 129: Payroll Office Reconciliation Report Page

To return to the Payroll Office Reconciliation (Report 3) page, close the report.

Field Description

SSN System generated
Displays the enrollee’s SSN.

Name System generated
Displays the enrollee’s name submitted by the payroll
office/carrier.

Carrier System generated

Displays the carrier ID code.
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Agency System generated

Displays the Agency ID code of the office where the enrollee is
employed (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees

page.

POI System generated

Displays the POI of the office where the enrollee’s records are
maintained.

Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees

page.

Code System generated

Displays the enrollment code.

Reconciliation System generated

Reason . I . -
Displays the reconciliation reason code. For a list and descriptions

of reconciliation reason codes, see Reconciliation Reason
Codes Table (on page 221).

Reconciliation Date System generated

Displays the reconciliation date.

Reconciliation User ID | System generated

Displays the user identification number of the person who entered
the reconciliation reason code.

Reconciliation Action | System generated

Displays the reconciliation action code. For a list and descriptions
of reconciliation action codes, see Reconciliation Action Codes
Table (on page 224).

Reconciliation Fail System generated

Count . . o
Displays the number of times the initial discrepancy has been

identified.
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With Errors

System generated

Displays the sum of enrollee records with codes in the Reason
and Action fields.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Without Errors

System generated

Displays the sum of enrollee records with no codes in the Reason
and Action fields.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Total Records

System generated

Displays the the sum of enrollee records on the report.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

OTHER ID

With Errors: 0
Without Errors: 0
Total Records: 0

Payroll Office Reconciliation

Reconciliation
SSN Name Carrier Code Reason Date User ID Action Fail Count

Figure 130: Payroll Office Reconciliation (Other ID) Report Page

Viewing Payroll Office Reconciliation (Report 3)

The 3. Payroll Office Reconciliation option on the Reports Selection page allows users to view the
Payroll Office Reconciliation report. This report lists each enrollee record that has a discrepancy
and indicates whether that discrepancy has been reconciled.
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To View a Payroll Office Reconciliation Report:

1. Select the Reports tab on the CLER Main Menu. The Reports Selection page is displayed.

B OLER. (o] cne | rom | o [T g0

Reports Selection | 1. Payroll Discrepancy Listing V]

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll P y Listing - P a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.
Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.
Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.
Payroll Office Enrollment Transmission - Shows the timeli of the transmission of quarterly Payroll Office enrollment data.
Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

1l Change y - Shows how enroliment changes occur between one quarter and any prior quarter.

Carrier Gain/Loss Summary - Shows how enrolliment changes occur between one quarter and any prior quarter.
Reconciliation Reason Summary - Shows what caused the discrepancies that were uncovered during the recenciliation process
for a single quarter.
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter,
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay peried.

PENONEW

Figure 131: Reports Selection Page

2. On the drop-down menu on the Reports Selection page, select 3. Payroll Office
Reconciliation.

3. Select the GO button to display the 3. Payroll Office Reconciliation page.

Reports Selection [ 3. Payroll Office Reconcifiaion /|0

3. Payroll Office Reconciliation

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field. You must make at least two
selection entries in addition to the required items.

Payroll Reconciliation
Office ID* Year* Quarter* Fail Count Date SSN
00000001 V| [2014 V| [3 v From | From| v|[ v v| From |
To | | To | VH V|[ V] To |
Personnel Enrollment

Agency  Office ID Carrier Code User ID Other ID - From Other ID - To
| | | v [ v |
ex. AGI0
Order By:  1st Name v/ 2nd [ | 3rd l v]

4th | V| sth | v 6th | v|

Check box to create report without totals: [

[Display the report || susmiT || RESET

Figure 132: 3. Payroll Office Reconciliation Search Page
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4. Complete the following fields on the 3. Payroll Office Reconciliation page:
Payroll Office ID
Year (see "Year - (Required) Field Instruction" on page 383)
Quarter (see "Quarter - (Select) Field Instruction" on page 357)
Fail Count From (see "Fail Count From - Field Instruction" on page 299)
Fail Count To (see "Fail Count To - Field Instruction" on page 299)
Reconciliation Date From
Reconciliation Date To
SSN From (see "SSN From - Field Instruction" on page 367)
SSN To
Agency
Personnel Office ID
Carrier

Enrollment Code (see "Enrollment Code - (Drop-down) Field Instruction" on page
296)

User ID

Other ID From
Other ID To
Order By 1st
Order By 2nd
Order By 3rd
Order By 4th
Order By 5th
Order By 6th

Check Box to Create Report Without Totals (see "Check Box to Create Report Without
Totals - Field Instruction" on page 275)
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5. Select the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report.
e Save report as a spreadsheet.

e Save report as a text file.

6. Select the Submit button to display the Payroll Office Reconciliation report in the selected
format. The Payroll Office Reconciliation report is displayed.

OR

Select the Reset button to clear all data entered.

Payroll Office Reconciliation

Reconciliation
SSN Name  Carrier Agency POI Code Reason Date UserID Action Fail Count

With Errors: 0
Without Errors: 0
Total Records: 0

Figure 133: Payroll Office Reconciliation Report Page

The data in the Payroll Office Reconciliation report is categorized into the following
fields:

SSN

Name

Carrier (see "Carrier - Field Description" on page 268)

Agency

POI

Code (see "Code - Carrier Enrollment Code Field Description" on page 278)

The following fields are displayed on the Reconciliation section of the Payroll Office
Reconciliation report:
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Reason (see "Reconciliation Reason - Field Description" on page 362)
Date

User ID

Action (see "Reconciliation Action - Field Description" on page 360)
Fail Count (see "Fail Count - Field Description" on page 298)

With Errors

Without Errors

Total Records

1£24900002, 24900003, or 160099XX was entered in the Payroll Office ID field on
the Payroll Office Reconciliation (Report 3) page, the Payroll Office Reconciliation
(Other ID) report is displayed.

Payroll Office Reconciliation

Reconciliation
OTHER ID SSN Name Carrier Code Reason Date User ID Action Fail Count

With Errors: 0
Without Errors: 0
Total Records: 0

Figure 134: Payroll Office Reconciliation Other ID Report Page

The data in the Payroll Office Reconciliation (Other ID) report is categorized into the
following fields:

Other ID

SSN

Name

Carrier (see "Carrier - Field Description" on page 268)

Code
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The following fields are displayed on the Reconciliation section of the Payroll Office
Reconciliation (Other ID) report:

Reason (see "Reconciliation Reason - Field Description" on page 362)
Date

User ID

Action (see "Reconciliation Action - Field Description" on page 360)
Fail Count (see "Fail Count - Field Description" on page 298)

With Errors

Without Errors

Total Records

7. Close the report to return to the 3. Payroll Office Reconciliation page.

Viewing Carrier Validation (Report 4)

The Carrier Validation (Report 4) option on the Reports Selection page allows users to view the
Carrier Reconciliation report. This report lists each enrollee record that has a discrepancy that the
payroll office has determined to be a problem with the carrier’s records.
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To View a Carrier Validation Report:
1. Select the Reports tab at the top of the CLER Main Menu.

‘1? CLER “PayiollOffice | Camier | Fomms | Transmission | Reports

CLER Main Menu

LCG
QFEE

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3.
1. Payroll Office

e Info
e Contacts 4.

= Payroll Office Contacts e File Transfer

= Personnel Office Contacts e Online Entry
& Errors 5. Reports
& Transmissions & Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier e Payroll Office Reconciliation

® Info e Carrier Validation
e Enrollment Codes e Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

m Carrier Contacts & Carrier Gain/Loss Summary

= Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors e Reconciliation Action Summary
e Transmissions e Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

® Pay Period Transmissions Payment Amounts

Please send questions or comments to N1
nfc.cler@nfc.usda.gov OPM e

Figure 135: CLER Main Menu Page

2. The Reports Selection page is displayed.

M CILEER [l o | s | v - 108

Reports Selection | 1. Payroll Discrepancy Listing v|

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.

3. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.

4. Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.

5. Payroll Office Enrollment Transmission - Shows the timeliness of the transmission of quarterly Payroll Office enrollment data.

6. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

7. Enrollment Change Summary - Shows how enrollment changes occur between one quarter and any prior quarter.

8. Carrier Gain/Loss Summary - Shows how enrollment changes occur between one guarter and any prior quarter.

9. Reconciliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter,
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.

Figure 136: Reports Selection Page

3. Click the drop-down menu on the Reports Selection page and select Carrier Validation.
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4. Click GO to display the Carrier Validation.

O] R (iosa] are | R | v SR g0

Reports Selection ‘ 4. Carrier Validation v |

4. Carrier Validation

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field. You must make at least two
selection entries besides the required items.

Fail Validation

Carrier ID* Year* Quarter* Count Date SSN

Fom[ | Fom[_ V][ V][ V| From| |
o [ ] [ ML V[ v | |

Payroll Enrollment

Office ID Code User ID Other ID - From Other ID - To

N T | | L |
Order By: 1st ‘ Name V| 2nd ‘ V| 3rd | V|
ath | v/ sth | v 6th | v|
Check box to create report without totals: [
[ Display the report v/ [ susmrr || reser |

Figure 137: Carrier Validation (Report 4) Page

5. Complete the fields on the Carrier Reconciliation (Report 4) page.

Field Instruction/Description

Carrier ID* Required

Select the carrier ID number from the drop-down menu.

Year* Required, default

Select the reconciliation year from the drop-down menu. If no year
is selected, this field automatically defaults to the current
reconciliation year.

Quarter* Required default

Select the reconciliation quarter from the drop-down menu. If no
guarter is selected, this field automatically defaults to the current
reconciliation quarter.

Fail Count From Optional, numeric, 3 positions maximum.
Enter a specific fail count number to search for enrollee records by
a specific fail count number, then proceed to the To field.

OR

Enter the number that starts the range of fail count numbers to
search for enrollee records by a range of fail count numbers, then
proceed to the To field.
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Fail Count To Optional, numeric, 3 positions maximum

Entered the number that was entered in the From field to search
enrollee records by a specific fail count number.

OR

Enter the number that ends the range of fail count numbers to
search for enrollee records by a range of fail count numbers.

Validation Date From | Optional

Select the month from the first drop-down menu, select the day
from the second drop-down menu; and select the year from the
third drop-down menu. This is the date that begins the range of
reconciliation dates.

Validation Date To Optional

Select the month from the first drop-down menu, select the day
from the second drop-down menu; and select the year from the
third drop-down menu. This is the date that ends the range of
reconciliation dates.

SSN - From Optional, alphanumeric, 9 positions

To search for a specific enrollee record by SSN, enter the SSN
and skip the To field.

To search for a range of enrollee records by a range of SSNs,
enter the SSN that starts the range, then proceed to the To field.

Note: A search for enrollee records by complete enrollee
SSNs will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.

SSN-To Optional, alphanumeric, 9 positions

To search for a range of enrollee records by a range of SSNs,
enter the SSN that ends the range; otherwise, leave blank.

Note: A search for enrollee records by complete enrollee
SSNs will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on

this page.
Payroll Office ID Required
Select the payroll office identification number from the drop-down
menu.
Enrollment Code Optional

Select the enrollment code from the drop-down list.
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User ID Optional, alphanumeric, 8 positions maximum
Enter the user identification number of the person creating the
report.

Other ID - From Optional, alphanumeric, 15 positions maximum

To search for a specific enrollee record by Other ID, enter the
Other ID and skip the To field.

To search for a range of enrollee records by a range of Other IDs,
type the Other ID that starts the range, then go to the To field.

Note for RSP: Enter the civil service annuitant (CSA) or
civil service final (CSF) identifier without the first two
characters (i.e., CS). For example, the CSA identifier is
typed as AXXXXXXXX, and the CSF identifier is typed as
FXXXXXXXX.

These fields are used by the RSP and OWCP. RSP personnel use
these fields to search for enrollee records by CSA or CSF
identifier. OWCP personnel use these fields to search for enrollee
records by claim identifier. To search for enrollee records using
these fields, follow the instructions below.

Note: A search for enrollee records by complete Other IDs
will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.
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Other ID - To Optional, alphanumeric, 15 positions maximum

To search for a range of enrollee records by a range of Other IDs,
enter the Other ID that ends the range; otherwise, leave blank.

Note for RSP: Enter the CSA or CSF identifier without the
first two characters (i.e., CS). For example, the CSA
identifier is typed as AXXXXXXXX, and the CSF
identifier is typed as FXXXXXXXX.

These fields are used by the RSP and OWCP. RSP personnel use
these fields to search for enrollee records by CSA or CSF
identifier. OWCP personnel use these fields to search for enrollee
records by claim identifier. To search for enrollee records using
these fields, follow the instructions below.

Note: A search for enrollee records by complete Other IDs
will display the records without the need to complete
another optional data entry field (e.g., Agency or POI) on
this page.

Order By: 1st Optional, default

Defaults to the Name sort option. This field allows users to sort

search results by the options listed below. To choose a sort
option, select one of the following options from the drop-down
menu to display the selected criteria in first sort search order:

Enrollment Code - Search by enrollment code.
Name - Search by enrollee name.

SSNO - Search by enrollee SSN.

Order By: 2nd Optional

Defaults to the Name sort option. This field allows users to sort

search results by the options listed below. To choose a sort
option, select one of the following options from the drop-down
menu to display the selected criteria in second sort search order:

Enrollment Code - Search by enrollment code.
Name - Search by enrollee name.

SSNO - Search by enrollee SSN.
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Order By: 3rd Optional

Select one of the following options from the drop-down menu to
display the selected criteria in third sort search order:

Enrollment Code - Search by enrollment code.
Name - Search by enrollee name.

SSNO - Search by enrollee SSN.

Order By: 4th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in fourth sort search order:

Enrollment Code - Search by enrollment code.
Name - Search by enrollee name.

SSNO - Search by enrollee SSN.

Order By: 5th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in fifth sort search order:

Enrollment Code - Search by enrollment code.
Name - Search by enrollee name.

SSNO - Search by enrollee SSN.

Order By: 6th Optional

Defaults to the Name sort option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select one of the following options from the drop-down
menu to display the selected criteria in sixth sort search order:

Enrollment Code - Search by enrollment code.
Name - Search by enrollee name.

SSNO - Search by enrollee SSN.

Check box to create | Optional

report without totals ) )
Select this check box to omit totals from the report.

1. Click the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report
e Save report as a spreadsheet

e Save report as a text file

2. Click submit to display the Carrier Reconciliation report in the selected format.
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OR

Click Reset to clear all data entered.

Carrier Validation

Carrier Validation
Enrollment Payroll Office Reason Validation Corrective Fail
SSN Enrollee Code Number Code Date UserId Action Count

Total Records: 0

Figure 138: Carrier Validation Report Page

To return to the Carrier Reconciliation (Report 4) page, close the report.

Field Description

Carrier System generated

Displays the carrier ID code.

SSN System generated
Displays the enrollee’s SSN.

Enrollee System generated

Displays the enrollee’s name.

Enrollment Code System generated

Displays the enrollment code/carrier enrollment code.

Payroll Office Number | System generated

Displays the payroll office number.

Reason System generated

Displays the reconciliation reason code. For a list and descriptions
of reconciliation reason codes, see Reconciliation Reason
Codes Table (on page 221).

Validation System generated

Displays the status of the validation.

Validation Date System generated

Displays the validation date.
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User ID System generated

Displays the user identification number of the person who entered
the validation reason code.

Corrective Action System generated

Displays the code that identifies the carrier’s response to the
validation action code displayed in the Validation Action field.

Fail Count System generated

Displays the number of times this record has failed the quarterly
edit process.

Total Records System generated

Displays the total number of enrollee records displayed on the
report.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Viewing Payroll Office Enrollment Transmission (Report 5)

The Payroll Office Enrollment Transmission option on the Reports Selection page allows
authorized users to view the Payroll Office Enrollment Transmission report. This report provides

information regarding the timeliness of the transmission of quarterly payroll office enrollment
data.

Note: Carriers are not authorized to produce this report.

Viewing Carrier Enrollment Transmission (Report 6)

The Carrier Enrollment Transmission (Report 6) option on the Reports Selection page allows
users to view the Carrier Enrollment Transmission report. This report provides information
regarding the timeliness of the transmission of quarterly carrier enrollment data.
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To View a Carrier Enrollment Transmission Report:

1. Select the Reports tab at the top of the CLER Main Menu.

‘1? CLER “PayiollOffice | Camier | Fomms | Transmission | Reports

LCG
QFEE

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Eorms
1. Payroll Office ® 2809

e Info e 2810
e Contacts 4. Transmission

= Payroll Office Contacts e File Transfer

= Personnel Office Contacts e Online Entry
& Errors 5. Reports
& Transmissions & Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier e Payroll Office Reconciliation
® Info e Carrier Validation
Enrollment Codes e Payroll Office Enrollment Transmission

e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

= Ca Contacts & Carrier Gain/Loss Summary

= Ca Plan Contacts ® Reconciliation Reason Summary
e Errors e Reconciliation Action Summary
e Transmissions e Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

® Pay Period Transmissions Payment Amounts

Please send questions or comments to

nfc.cler@nfc.usda.gov

OPM 32

Figure 139: CLER Main Menu Page

2. The Reports Selection page is displayed.

P CLER (mroml o | o [ [

Reports Selection |

LOG
QFF

1. Payroll Discrepancy Listing W

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.

3. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.

4. Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.

5. Payroll Office Enrollment Transmission - Shows the timeliness of the transmission of quarterly Payroll Office enrollment data.

6. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

7. Enrollment Change Summary - Shows how enrollment changes occur between one quarter and any prior quarter.

8. Carrier Gain/Loss Summary - Shows how enrollment changes occur between one guarter and any prior quarter.

9. Reconciliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter,
tion Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.

11. Reconci ion Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.

Figure 140: Reports Selection Page

3. Click the drop-down menu on the Reports Selection page and select Carrier Enroliment
Transmission.
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4. Click GO to display the Carrier Enrollment Transmission (Report 6) page.

jLGLE—R Payroll Office [ Casslas l Forms { Transmission Reports ge oo

Reports Selection ‘ 6. Carrier Enrollment Transmission ~ |

6. Carrier Enrollment Transmission

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field.

Year* Quarter* Carrier Id
rrom (2015 R
o B
Transmissions: All (® Accepted () Rejected () Not Received ()
OrderBy:  1ist | Carrier ID ~| 2nd | MES v

Check box to create report without totals: D

Display the report || sumrr || ReseT |

Figure 141: Carrier Enrollment Transmission (Report 6) Page

5. Complete the fields on the Carrier Enrollment Transmission (Report 6) page.

Field Instruction/Description

Year* From Required, default

Select the year that begins the range of reconciliation years from
the drop-down menu. If no year is selected, this field automatically
defaults to the current reconciliation year.

Year* To Required, default

Select the year that ends the range of reconciliation years from the
drop-down menu. If no year is selected, this field automatically
defaults to the current reconciliation year.

Quarter* From Required, default

Select the quarter that begins the range of reconciliation quarters
from the drop-down menu. If no quarter is selected, this field
automatically defaults to the current reconciliation quarter.

Quarter* To Required, default

Select the quarter that ends the range of reconciliation quarters
from the drop-down menu. If no quarter is selected, this field
automatically defaults to the current reconciliation quarter.

Carrier Id Required

Select the carrier ID code assigned by NFC’'s CLER Operations
and Reconciliation Unit from the drop-down menu.
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Transmissions Optional, default

Displays search results by the options listed below. If no display
option is selected, this field automatically defaults to the A11

display option. To choose a display option, select the radio button
next to one of the following values:

All - Search by all transmissions.
Accepted - Search by accepted transmissions.
Rejected - Search by rejected transmissions.

Not Received - Search by not received transmissions.

Order By: 1st Optional, default

Defaults to the Name sort option. This field allows users to sort

search results by the options listed below. To choose a sort
option, select one of the following options from the drop-down
menu to display the selected criteria in first sort search order:

Carrier ID - Search by carrier ID number.
Name - Search by enrollee name.

Year/Quarter - Search by reconciliation year and
reconciliation quarter.

Submission Date - Search by submission date.

Status - Search by transmission status.

Order By: 2nd Optional

Select one of the following options from the drop-down menu to
display the selected criteria in second sort search order:

Carrier ID - Search by carrier ID number.
Name - Search by enrollee name.

Year/Quarter - Search by reconciliation year and
reconciliation quarter.

Submission Date - Search by submission date.

Status - Search by transmission status.

Order By: 3rd Optional

Select one of the following options from the drop-down menu to
display the selected criteria in third sort search order:

Carrier ID - Search by carrier ID number.
Name - Search by enrollee name.

Year/Quarter - Search by reconciliation year and
reconciliation quarter.

Submission Date - Search by submission date.

Status - Search by transmission status.
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Check box to create | Optional

report without totals ) )
Select this check box to omit totals from the report.

Click the drop-down menu at the bottom of the page and select one of the following
format options:

e Display report
e Save report as a spreadsheet

e Save report as a text file
Click submit to display the Carrier Enrollment Transmission report in the selected format.

OR

Click Reset to clear all data entered.

Carrier Enrollment Transmission

Carrier

Name Year Quarter Date Due Submission Date Status

Accepted: 0
Rejected: 0
Not Received: 0
Total: 0

Figure 142: Carrier Enrollment Transmission Report

To return to the Carrier Enrollment Transmission (Report 6) page, close the report.

Field Description
Carrier System generated

Displays the carrier ID code.
Name System generated

Displays the name of the carrier.
Year System generated

Displays the reconciliation year.
Quarter System generated

Displays the reconciliation quarter.
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Date Due

System generated

Displays the transmission due date (MMDDYYYY) for the
reconciliation quarter.

Submission Date

System generated

Displays the date (MMDDYYYY) the carrier enrollment data file
was submitted for processing.

Status

System generated

Displays 000 for an accepted transmission; otherwise, a carrier
system code is displayed. It indicates the status of a carrier
enrollment data transmission. For a list and descriptions of carrier
system codes, see Carrier System Codes Table (on page 219).

Accepted

System generated

Displays the number of transmissions that passed front-end edits
and were accepted for processing.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Rejected

System generated

Displays the number of transmissions that did not pass front-end
edits and were rejected.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Not Received

System generated

Displays the number of transmissions that were expected but not
received.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Total

System generated

Displays the sum of transmission records displayed on the report.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.
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Viewing Enrollment Change Summary (Report 7)

The 7. Enroliment Change Summary option on the Reports Selection page allows users to view the
Enrollment Change Summary report. This report lists additions and changes in enrollment
between carriers and enrollment codes when comparing 1 quarter to any prior quarter.

To View an Enrollment Change Summary Report:

1. Select the Reports tab on the CLER Main Menu. The Reports Selection page is displayed.

jt( :LER "Payrol Office | Camies | Fomms Tmmm

Reports Selection I 1. Payroll Di_screpancy Listing ) V_I [E]

Select a report from the drop down list above and press the GO button to enter selection critenia for that report.

In this section, the following options may be selected above:

1. Payroll Di pancy Listing - a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.
. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.
Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.
. Payroll Office Enrollment Transmission - Shows the timeli of the transmission of quarterly Payroll Office enrcllment data.
. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.
Change y - Shows how enroliment changes occur between one quarter and any prior quarter.
. Carrier Gain/Loss Summary - Shows how enroliment changes occur between one quarter and any prior quarter.
Recondiliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter.
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter,
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay peried.

LENIUAL

Figure 143: Reports Selection Page

2. Select the drop-down menu on the Reports Selection page and select 7. Enrollment Change
Summary.
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3. Select the GO button to display the 7. Enrollment Change Summary page.

jLGLER Payroll Office | Camier | Forms | Transmission | Loo

X
Reports Selection | 7. Enrollment Change Summary | [GONI

7. Enroliment Change Summary

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field.

Payroll Enrollment
Year® Quarter* Office ID* Carrier Code
From[2014 v| [3 v [ 00000001 W vl v
To 2014 W ER

Check box to create report without totals: O

[Display the report w|[ susmiT | [ ReseT |

Figure 144: 7. Enrollment Change Summary Report Search Page
4. Complete the following fields on the 7. Enrollment Change Summary page:
Year From
Year To
Quarter From
Quarter To
Payroll Office ID
Carrier

Enrollment Code (see "Enrollment Code - (Drop-down) Field Instruction" on page
296)

Check Box to Create Report Without Totals (see "Check Box to Create Report Without
Totals - Field Instruction" on page 275)

5. Select the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report.
e Save report as a spreadsheet.

e Save report as a text file.

191



Centralized Enrollment Clearinghouse System (CLER)

6. Select the Submit button to display the Enrollment Change Summary report in the
selected format. The Enrollment Change Summary report is displayed.

OR

Select the Reset button to clear all data entered.

Enrollment Change Summary

From To Change Enrollees
Carrier Code Qtr 3 2014 Qtr 3 2014 # % New/Add Left/Drop
0 0 1} 0.0% 0 0

Total Records: 0

Figure 145: Enrollment Change Summary Report Page

The data in the Enrollment Change Summary report is categorized into the following
fields:

Carrier (see "Carrier - Field Description" on page 268)
Code

From (Quarter/Year)

To (Quarter/Year)

Change #

Change %

Enrollees (New/Add)

Enrollees (Left/Drop)

Total Records

7. Close the report to return to the 7. Enrollment Change Summary page.
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Viewing Carrier Gain/Loss Summary (Report 8)

The Carrier Gain/Loss Summary (Report 8) option on the Reports Selection page allows users to
view the Carrier Gain/Loss Summary report. This report provides information regarding the
movement of enrollees between carriers and plans (enrollment codes) when comparing one
quarter to any prior quarter.

To View a Carrier Gain/Loss Summary Report:

1. Select the Reports tab at the top of the CLER Main Menu.

‘1? CLER Payroll Office | Camier |  Fomms | Transmission |  Reports

LCG
QFF

k.

CLER Main Menu

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out"
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. FEorms
1. Payroll Office e 2809

e Info e 2810
e Contacts 4. Transmission

m Payroll Office Contacts e File Transfer

m Personnel Office Contacts e Online Entry
e Erors 5. Reports
e Transmissions e Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier * Payroll Office Reconciliation

e Info e Carrier Validation
e Enroliment Codes e Payroll Office Enroliment Transmission
e IDs & Carrier Enrollment Transmission
* Contacts # Enrollment Change Summary

m Carrier Contacts e Carrier Gain/Loss Summar

m Carrier Plan Contacts ® Reconciliation Reason Summary
* Errors * Reconciliation Action Summary
& Transmissions & Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

e Pay Period Transmissions Payment Amounts

Please send questions or comments to

nfc.cler@nfc.usda.gov

Figure 146

OPM 32

: CLER Main Menu Page

The Reports Selection page is displayed.

LOG
OFF

ELGLER "payroll Office | Camier | Forms | Tansmission [ Reports

Reports Selection

| 1. Payroll Discrepancy Listing

v

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

quarter.

9. Reconcil

10. Reconcil

Figure 147:

In this section, the following options may be selected above:

Reports Selection Page

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrcllee of each discrepancy.
2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other

3. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.
4. Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.

5. Payroll Office Enrollment Transmission - Shows the timeliness of the transmission of quarterly Payroll Office enroliment data.
6. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

7. Enrollment Change Summary - Shows how enroliment changes occur between one quarter and any prior quarter.

8. Carrier Gain/Loss Summary - Shows how enrollment changes occur between one quarter and any prior quarter.

tion Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter.
tion Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.
tion Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.

13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.
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3. Click the drop-down menu on the Reports Selection page and select Carrier Gain/Loss
Summary.

4. Click GO to display the Carrier Gain/Loss Summary (Report 8) page.

ﬁi?_G‘]:E‘R mmﬂm{ — ‘ - ‘ Transmission Reports goc

Reports Selection ‘ 8. Carrier Gain/Loss Summary W |

8. Carrier Gain/Loss Summary

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field.

Enrollment Payroll

Year* Quarter*  Carrier* Code Office ID
mom 20wt v| 3w [ v [ ] | v

W v 59

Check box to create report without totals: O

Display the report || susmrT || ReseT |

Figure 148: Carrier Gain/Loss Summary (Report 8) Page

5. Complete the fields on the Carrier Gain/Loss Summary (Report 8) page.

Field Instruction/Description

Year* From Required, default

Select the year that begins the range of reconciliation years from
the drop-down menu. If no year is selected, this field automatically
defaults to the current reconciliation year.

Year* To Required, default

Select the year that ends the range of reconciliation years from the
drop-down menu. If no year is selected, this field automatically
defaults to the current reconciliation year.

Quarter* From Required, default

Select the quarter that begins the range of reconciliation quarters
from the drop-down menu. If no quarter is selected, this field
automatically defaults to the current reconciliation quarter.

Quarter* To Required, default

Select the quarter that ends the range of reconciliation quarters
from the drop-down menu. If no quarter is selected, this field
automatically defaults to the current reconciliation quarter.

Carrier* Required

Select the carrier code from the drop-down menu.
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Enrollment Code Optional

Select the enrollment code from the drop-down list.

Payroll Office ID Required

Select the payroll office identification number from the drop-down
menu.

Check box to create Optional
report without totals

Select this check box to omit totals from the report.

6. Click the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report
e Save report as a spreadsheet

e Save report as a text file

7. Click submit to display the Carrier Gain/Loss Summary report in the selected format.
OR

Click Reset to clear all data entered.

Carrier Gain/Loss Summary

From: Qtr 3 2014 To: Qir 3 2014 Enrellment Changes
Carrier Code Carrier Code Added o Dropped o

o] 0.00% 0 100.00%
Total Records: 0

Figure 149: Carrier Gain/Loss Summary Report Page

To return to the Carrier Gain/Loss Summary (Report 8) page, close the report.

Field Description
From: Quarter/Year System generated
Carrier

Displays the carrier code.

From: Quarter/Year System generated
Code )
Displays the enrollment code.
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To: Quarter/Year System generated
Carrier . .
Displays the carrier code.

To: Quarter/Year Code | System generated

Displays the enrollment code.

Enrollment Changes | System generated
Added .
Displays the number of enrollment changes that were added.

Enroliment Changes System generated
%
Displays the percent of enrollment changes that were added.

Enrollment Changes | System generated

Dropped .
Displays the number of enroliment changes that were dropped.

Enroliment Changes System generazed
%
Displays percent of enrollment changes that were dropped.

Total Records System generated

Displays the total number of enrollee records displayed on the
report.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Viewing Reconciliation Reason Summary (Report 9)

The 9. Reconciliation Reason Summary option on the Reports Selection page allows users to view
the Reconciliation Reason Summary report. This report provides information regarding the cause
of the discrepancies that were identified during the reconciliation process for a single quarter.
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To View a Reconciliation Reason Summary Report:

1. Select the Reports tab on the CLER Main Menu. The Reports Selection page is displayed.

s l 1. Payroll Discrepancy Listing V_I [ﬂ]

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll Di pancy Listing - P! a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.
Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.
Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.
Payroll Office Enrollment Transmission - Shows the timeli of the transmission of quarterly Payroll Office enrollment data.
Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

1l Change y - Shows how enroliment changes occur between one quarter and any prior quarter.

. Carrier Gain/fLoss Summary - Shows how enroliment changes occur between one quarter and any prior quarter,
. Recondiliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter.
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrcllee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.

coNawaw

Figure 150: Reports Selection Page

2. Select the drop-down menu on the Reports Selection page and select 9. Reconciliation
Reason Summary.

3. Select the GO button to display the 9. Reconciliation Reason Summary page.

MLER rl’lyrolmT Carrier T Forms Twm

Reports Selection [ 9, Reconciliation Reason Summary ~ | [GO.

9. Reconciliation Reason Summary

Enter selection criteria in the following fields, select the output optien from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field.

Enrollment Payroll

Year* Quarter* Carrier Code Office ID
[ M [~ V]
Personnel

:hgem;y Office ID Reason Code
I | [ |

ex. AGSO

Order By:  1st | Carrier v/ 2nd | V| ard v/
4th w| sth w| 6th v|

Check box to create report without totals: u

Display the report wv|[ susmiT || ReseT |

Figure 151: 9. Reconciliation Reason Summary Report Search Page

4. Complete the following fields on the 9. Reconciliation Reason Summary page:
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Year (see "Year - (Required) Field Instruction" on page 383)
Quarter (see "Quarter - (Select) Field Instruction" on page 357)
Carrier

Enrollment Code (see "Enrollment Code - (Drop-down) Field Instruction" on page
296)

Payroll Office ID (see "Payroll Office ID - (Select - Optional) Field Instruction" on
page 352)

Agency

Personnel Office ID

Reason Code

Order By Ist

Order By 2nd

Order By 3rd

Order By 4th (see "Order By 4th - (Carrier) Field Instruction" on page 333)
Order By 5th (see "Order By 5th - (Carrier) Field Instruction" on page 339)
Order By 6th (see "Order By 6th - (Carrier) Field Instruction" on page 343)

Check Box to Create Report Without Totals (see "Check Box to Create Report Without
Totals - Field Instruction" on page 275)

5. Select the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report .
e Save report as a spreadsheet.

e Save report as a text file.

6. Select the Submit button to display the Reconciliation Reason Summary report in the
selected format. The Reconciliation Reason Summary report is displayed.
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OR

Select the Reset button to clear all data entered.

Reconciliation Reason Summary

Payroll Office
Payroll Office Carrier Code Agency POI Reason Total

Total Errors: 0
Total Records: 0

Figure 152: Reconciliation Reason Summary Report Page

The data in the Reconciliation Reason Summary report is categorized into the following
fields:

Payroll Office (see "Payroll Office - Field Description" on page 351)

Carrier (see "Carrier - Field Description" on page 268)

Code

Agency

POI

Reason

Total

Total Errors

Total Records (see "Total Records - (Records) Field Description" on page 376)

7. Close the report to return to the 9. Reconciliation Reason Summary page.

Viewing Reconciliation Action Summary (Report 10)

The 10. Reconciliation Action Summary option on the Reports Selection page allows users to view
the Reconciliation Action Summary report. This report provides information regarding the action
to be taken to correct the discrepancies identified during the reconciliation process for a single
quarter.
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1. Select the Reports tab on the CLER Main Menu. The Reports Selection page is displayed.

jt( :LER "Payrol Office | Camies | Fomms Immm

Reports Selection I 1. Payroll Di_screpancy Listing ) V_] [E]

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll Di pancy Listing - P! a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.
. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.
Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.
. Payroll Office Enrollment Transmission - Shows the timeli of the transmission of quarterly Payroll Office enrollment data.
Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

1l Change y - Shows how enroliment changes occur between one quarter and any prior quarter.

Carrier Gain/Loss Summary - Shows how enrollment changes occur between one quarter and any prior quarter.
Recondiliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter.
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter,
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay peried.

pmNanaw

Figure 153: Reports Selection Page

2. Select the drop-down menu on the Reports Selection page and select 10. Reconciliation

Action Summary.

3. Select the GO button to display the 10. Reconciliation Action Summary page.

W CLER. (o] e | o | o [ o0 52

Reports Selection [ 10. Reconciliation Action Summary V'_

10. Reconciliation Action Summary

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with = are required. Leaving an entry blank will return all values for that field.

Enrollment Payroll

Year* Quarter* Carrier Code Office ID
2014 v| (3w v| | v v
Personnel
Agency Office ID  Action Code
v]

ex. AGI0D
Order By: 1st | Carrier V| 2nd | ard '

ath | v| sth v| sth v

Check box to create report without totals: O

Display the report V” SUBMIT RESET I

Figure 154: 10. Reconciliation Action Summary Report Search Page

4. Complete the following fields on the 10. Reconciliation Action Summary page:
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Year (see "Year - (Required) Field Instruction" on page 383)
Quarter (see "Quarter - (Select) Field Instruction" on page 357)
Carrier

Enrollment Code (see "Enrollment Code - (Drop-down) Field Instruction" on page
296)

Payroll Office ID (see "Payroll Office ID - (Select - Optional) Field Instruction" on
page 352)

Agency
Personnel Office ID
Action Code

Order By Ist (see "Order By Ist - (Carrier - Action Code) Field Instruction" on page
316)

Order By 2nd (see "Order By 2nd - (Carrier - Action Code) Field Instruction" on page
322)

Order By 3rd (see "Order By 3rd - (Carrier - Action Code) Field Instruction" on page
328)

Order By 4th (see "Order By 4th - (Carrier - Action Code) Field Instruction" on page
333)

Order By 5th (see "Order By 5th - (Carrier - Action Code) Field Instruction" on page
340)

Order By 6th

Check Box to Create Report Without Totals (see "Check Box to Create Report Without
Totals - Field Instruction" on page 275)

5. Select the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report.
e Save report as a spreadsheet.

e Save report as a text file.

6. Select the Submit button to display the Reconciliation Action Summary report in the
selected format. The Reconciliation Action Summary report is displayed.
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OR

Select the Reset button to clear all data entered.

Reconciliation Action Summary

Payroll Office
Payroll Office Carrier Code Agency POI Action Total

Total Errors: 0
Total Records: 0

Figure 155: Reconciliation Action Summary Report Page

The data in the Reconciliation Action Summary report is categorized into the following
fields:

Payroll Office (see "Payroll Office - Field Description" on page 351)

Carrier (see "Carrier - Field Description" on page 268)

Code

Agency

POI

Action

Total

Total Errors

Total Records (see "Total Records - (Records) Field Description" on page 376)

7. Close the report to return to the 10. Reconciliation Action Summary page.

Viewing Reconciliation Summary (Report 11)

The Reconciliation Summary (Report 11) option on the Reports Selection page allows users to
view the Reconciliation Summary report. This report provides information regarding the
progress that has been made to reconcile the discrepancies found in a single quarter.
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To View a Reconciliation Summary Report:
1. Select the Reports tab at the top of the CLER Main Menu.

‘1? CLER “PayiollOffice | Camier | Fomms | Transmission | Reports

CLER Main Menu

LCG
QFEE

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3.
1. Payroll Office

e Info
e Contacts 4.

= Payroll Office Contacts e File Transfer

= Personnel Office Contacts e Online Entry
& Errors 5. Reports
& Transmissions & Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier e Payroll Office Reconciliation

® Info e Carrier Validation
e Enrollment Codes e Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

m Carrier Contacts & Carrier Gain/Loss Summary

= Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors e Reconciliation Action Summary
e Transmissions e Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

® Pay Period Transmissions Payment Amounts

Please send questions or comments to N1
nfc.cler@nfc.usda.gov OPM e

Figure 156: CLER Main Menu Page

2. The Reports Selection page is displayed.

M CILEER [l o | s | v - 108

Reports Selection | 1. Payroll Discrepancy Listing v|

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.

3. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.

4. Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.

5. Payroll Office Enrollment Transmission - Shows the timeliness of the transmission of quarterly Payroll Office enrollment data.

6. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

7. Enrollment Change Summary - Shows how enrollment changes occur between one quarter and any prior quarter.

8. Carrier Gain/Loss Summary - Shows how enrollment changes occur between one guarter and any prior quarter.

9. Reconciliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter,
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.

Figure 157: Reports Selection Page

3. Click the drop-down menu on the Reports Selection page and select Reconciliation
Summary.
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4. Click GO to display the Reconciliation Summary (Report 11) page.

jLGLER .pgyroll()fﬁce[ Carrier l Forms {‘n'ansmisslon Reports. B@ L0°

Reports Selection ‘ 11. Reconciliation Summary v ‘

11. Reconciliation Summary

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field.

Payroll Reconciliation
Office ID* Year* Quarter* Date

From[ _VI[ wI[ V]
T

Personnel Enrollment
Agency Office ID Carrier Code

I L~ [ v

ex. AGS0

oOrder By: 1st ‘ Carrier V| 2nd ‘ V| 3rd | A4
4th v

Check box to create report without totals: [

[ Display the report | [ susmrr || reser |

Figure 158: Reconciliation Summary (Report 11) Page

5. Complete the fields on the Reconciliation Summary (Report 11) page.

Field Instruction/Description

Payroll Office ID* Required
Select the payroll office identification number from the drop-down
menu.

Year* Required, default

Select the reconciliation year from the drop-down menu. If no year
is selected, this field automatically defaults to the current
reconciliation year.

Quarter* Required default

Select the reconciliation quarter from the drop-down menu. If no
quarter is selected, this field automatically defaults to the current
reconciliation quarter.

Reconciliation Date Optional

From
This is the date that begins the range of reconciliation dates. To

select this date, select the month from the first drop-down menu,
select the day from the second drop-down menu, and select the
year from the third drop-down menu.
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Reconciliation Date
To

Optional

This is the date that ends the range of reconciliation dates. To
select this date, select the month from the first drop-down menu,
select the day from the second drop-down menu; and select the
year from the third drop-down menu.

Agency

Optional, alphanumeric, 4 positions

Enter the Agency ID code of the office where the enrollee is
employed (example: AG90 for U.S. Department of Agriculture,
Office of the Chief Financial Officer).

Personnel Office ID

Optional, alphanumeric, 4 positions

Enter the POI number.

Carrier

Optional

Select the carrier code from the drop-down menu.

Enrollment Code

Optional

Select the enrollment code from the drop-down list.

Order By: 1st

Optional, default

Defaults to the Carrier option. This field allows users to sort
search results by the options listed below. To choose a sort
option, select one of the following options from the drop-down
menu to display the selected criteria in first sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Personnel Office ID - Search by POI number.

Order By: 2nd

Optional

Select one of the following options from the drop-down menu to
display the selected criteria in second sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enroliment code.

Pers. Office ID - Search by POl humber.
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Order By: 3rd Optional

Select one of the following options from the drop-down menu to
display the selected criteria in third sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Pers. Office ID - Search by POl humber.

Order By: 4th Optional

Select one of the following options from the drop-down menu to
display the selected criteria in fourth sort search order:

Agency - Search by Agency code.
Carrier - Search by carrier code.
Enrollment Code - Search by enrollment code.

Pers. Office ID - Search by POI number.

Check box to create | Optional
report without totals

Select this check box to omit totals from the report.

6. Click the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report
e Save report as a spreadsheet

e Save report as a text file
7. Click submit to display the Reconciliation Summary report in the selected format.

OR

Click Reset to clear all data entered.

Reconciliation Summary

Discrepancies Corrective Actions
Pay Ofc Carr Code Agcy POIL Enrollees Match % # Recon % Unrecon Validated 9% Unvalidated

Figure 159: Reconciliation Summary Report Page
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To return to the Reconciliation Summary (Report 11) page, close the report.

Field Description
Pay Ofc Displays the payroll office identification number.
Carr System generated
Displays the carrier code.
Code System generated
Displays the enrollment code.
Agcy System generated
Displays the Agency ID code. This code consists of the
Department code and Agency code.
POI System generated
Displays the POI of the office where the enrollee’s records are
maintained.
Note: The Other ID field is displayed in lieu of this field
when 24900002, 24900003, or 160099XX is entered in the
Payroll Office ID field on the Payroll Office Enrollees
page.
Enrollees System generated
Displays the number of enrollee records that meet the criteria
entered on the Reconciliation Summary page.
Match System generated
Displays the number of matching records that meet the criteria
entered on the Reconciliation Summary page.
% System generated
Displays the percentage of matching records to enrollee records.
# System generated
Displays the number of discrepancies.
Recon Displays the number of reconciled discrepancies.
% System generated
Displays the percentage of reconciled discrepancies to reported
discrepancies.
Unrecon System generated
Displays the number of unreconciled discrepancies.
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Validated System generated

Displays the number of discrepancies/reconciliation actions that
were validated by the carrier.

% System generated

Displays the percentage of discrepancies/reconciliation actions
validated to total corrective actions.

Unvalidated System generated

Displays the number of discrepancies/reconciliation actions that
were not validated by the carrier.

Code-Total System generated

Displays the sum of records by enrollment code.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Carrier-Total System generated

Displays the sum of records by carrier.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Grand-Total System generated

Displays the sum of records by enrollment code and carrier.

Note: If the check box used to omit totals from a report is
selected, this field is not displayed.

Viewing Carrier Discrepancy Listing (Report 12)

This topic has been updated to add the Employee/Annuitant_Ind field description and screen
captures have been updated to reflect updates.

The carrier Discrepancy Listing option on the Reports Selection page allows users to view the
Carrier Discrepancy Listing report. This report provides a list of carrier and payroll office
enrollee records that match, as well as records marked with carrier warning and discrepancy
codes, by the carrier ID code.
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To View a Carrier Discrepancy Listing Report:
1. Select the Reports tab on the CLER Main Menu.

‘1? CLER “PayiollOffice | Camier | Fomms | Transmission | Reports

CLER Main Menu

LCG
QFEE

Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3.
1. Payroll Office

e Info
e Contacts 4.

= Payroll Office Contacts e File Transfer

= Personnel Office Contacts e Online Entry
& Errors 5. Reports
& Transmissions & Payroll Discrepancy Listing
e Enrollees e Discrepancy Summary

2. Carrier e Payroll Office Reconciliation

® Info e Carrier Validation
e Enrollment Codes e Payroll Office Enrollment Transmission
e IDs e Carrier Enrollment Transmission
e Contacts e Enrollment Change Summary

m Carrier Contacts & Carrier Gain/Loss Summary

= Carrier Plan Contacts ® Reconciliation Reason Summary
e Errors e Reconciliation Action Summary
e Transmissions e Reconciliation Summary
e Enrollees e Carrier Discrepancy Listing

® Pay Period Transmissions Payment Amounts

Please send questions or comments to N1
nfc.cler@nfc.usda.gov OPM e

Figure 160: CLER Main Menu Page

The Reports Selection page is displayed.

M CILEER [l o | s | v - 108

Reports Selection | 1. Payroll Discrepancy Listing v|

Select a report from the drop down list above and press the GO button to enter selection criteria for that report.

In this section, the following options may be selected above:

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.

3. Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.

4. Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.

5. Payroll Office Enrollment Transmission - Shows the timeliness of the transmission of quarterly Payroll Office enrollment data.

6. Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

7. Enrollment Change Summary - Shows how enrollment changes occur between one quarter and any prior quarter.

8. Carrier Gain/Loss Summary - Shows how enrollment changes occur between one guarter and any prior quarter.

9. Reconciliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter,
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12. Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.

Figure 161: Reports Selection Page

2. Select the drop-down menu on the Reports Selection page and select 12. Carrier
Discrepancy Listing.
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3. Select the GO button to display the 12. Carrier Discrepancy Listing page.

HCLEER [vooml ane | G | wemion [RRSS g0 ¢

Reports Selection | 12. Carrier Discrepancy Listing A |

12. carrier Discrepancy Listing

Enter selection criteria in the following fields, select the output option from the box at the bottom left and click the SUBMIT button
to display the report or send it to a spreadsheet or text file on your computer. Reports may be printed by using the browser's print
function. Fields marked with * are required. Leaving an entry blank will return all values for that field. You must make at least two
selection entries in addition to the required items.

Carrier ID* Year#* Quarter* Fail Count SSN
From[ | from| |
To | | To |
payroll Enrollment  Error Warning
Office ID Code Code Code
v [ v [ vl v
Display: All (8 Unreconciled () Errors () Warnings () Reconciled () Matches () Not Validated ()
Order By: 1st |Name V‘ 2nd |SSNO V‘ 3rd | V‘
ath | v sth | ~| 6t | v

Check box to create report without totals: |

[Display the report v [ susmiT | [ ReseT |

Figure 162: Carrier Discrepancy Listing Page
4. Complete the following fields on the 12. Carrier Discrepancy Listing page:
Carrier ID (see "Carrier ID - (Carrier Enrollees) Field Instruction" on page 272)
Year (see "Year - (Required) Field Instruction" on page 383)
Quarter (see "Quarter - (Select) Field Instruction" on page 357)
Fail Count From (see "Fail Count From - Field Instruction" on page 299)
Fail Count To (see "Fail Count To - Field Instruction" on page 299)
SSN - From (see "SSN From - Field Instruction" on page 367)
SSN - To (see "SSN To - Field Instruction" on page 368)

Payroll Office ID (see "Payroll Office ID - (Select - Optional) Field Instruction" on
page 352)

Enrollment Code (see "Enrollment Code - (Drop-down) Field Instruction" on page
296)

Error Code (see "Error Code - Field Instruction" on page 297)

Warning Code (see "Warning Code - Field Instruction" on page 380)
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Display (see "Carrier - (Required) Field Instruction" on page 269)
Order By: Ist (see "Order By Ist - (Carrier ID) Field Instruction" on page 316)
Order By: 2nd (see "Order By 2nd - (Carrier ID) Field Instruction" on page 322)

Order By: 3rd (see "Order By: 3rd Carrier Discrepancy Field Instructions" on page
329)

Order By: 4th (see "Order By 4th - (Carrier) Field Instruction" on page 333)
Order By: 5th (see "Name (System Generated) Carrier Field Instructions" on page 312)
Order By: 6th (see "Order By 6th - (Carrier) Field Instruction" on page 343)

Check Box to Create Report Without Totals (see "Check Box to Create Report Without
Totals - Field Instruction" on page 275)

5. Select the drop-down menu at the bottom of the page and select one of the following
format options:

e Display the report
e Save report as a spreadsheet

e Save report as a text file

6. Select the Submit button to display the Carrier Discrepancy Listing report in the selected
format.

OR

Select the Reset button to clear all data entered.

*Controlled Unclassified Tnformation®

Carrier Discrepancy Listing
Carrier Id = GEHA100 and Year = 2021 and Quarter = 1 and SSHO from = 000000000 and SSMO to = 111111111 and Payroll Office = 24900002 and Enroliment Code = 311
Carrier Payroll Office

SSN Name Code EHf. Date Payroll Id Name nnrr'-?.?rl::::f:jnd Code Eff. Date Payroll Id Amount t Discrepancy Fail Count

Figure 163: Carrier Discrepancy Listing (Report 12)
The following fields are displayed on the Carrier Discrepancy Listing page:

Carrier (see "Carrier - (Carrier Enrollment Codes Search Results) Field Description"
on page 269)

Payroll Office (see "Payroll Office ID - Field Description" on page 352)
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SSN (see "SSN - Field Description" on page 366)

Name (see "Name - Carrier Field Description" on page 313)

Code (see "Code - Carrier Enrollment Code Field Description" on page 278)
Eff. Date (see "Eff. Date - (Carrier) Field Description" on page 290)
Payroll ID (see "Payroll Office ID - Field Description" on page 352)

Name (see "Name - Carrier Field Description" on page 313)

Employee/Annuitant_Ind (see "Employee/Annuitant Indicator - Field Description" on
page 292)

Code (see "Code - Carrier Enrollment Code Field Description" on page 278)
Eff. Date (see "Eff. Date - (Carrier) Field Description" on page 290)
Amount (see "Activating or Inactivating a Carrier Contact Record" on page 98)

Discrepancy (see "Discrepancy - (Carrier Enrollees View) Field Description" on page
283)

Fail Count (see "Fail Count - Field Description" on page 298)

Errors (see "Errors - Field Description" on page 297)

Warnings (see "Warnings - Field Description" on page 381)

Total Records (see "Total Records - (Records) Field Description" on page 376)

7. To return to the Carrier Discrepancy Listing page, close the report.

Viewing Pay Period Transmissions Payment Amounts (Report 13)

This topic has been updated to add the Employee/Annuitant_Ind field description and screen
captures have been updated to reflect updates.

The 13. Pay Period Transmissions Payment Amounts option on the Reports Selection page allows
FEHB carriers to see a grand total of all premiums collected or payment amounts for enrollees by
the payroll office.
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To View a Pay Period Transmissions Payment Amount Report:

1.

Select the Reports tab on the CLER Main Menu. The Reports Selection page is displayed.

Reports Selection l 1. Payroll Di_screpancy Listing ) V_] [ﬂ]

Select a report from the drop down list above and press the GO button to enter selection critenia for that report.

In this section, the following options may be selected above:

1. Payroll Discrepancy Listing - Provides a listing by Payroll enrollee of each discrepancy.

2. Discrepancy Summary - Allows comparison of discrepancies occurring in one quarter with those that occurred in any other
quarter.
Payroll Office Reconciliation - Shows each enrollee that has a discrepancy and whether that discrepancy has been reconciled.
Carrier Validation - Shows each enrollee that has a discrepancy and if that discrepancy has been validated.
Payroll Office Enrollment Transmission - Shows the timeli of the transmission of quarterly Payroll Office enrcllment data.
Carrier Enrollment Transmission - Shows the timeliness of the transmission of quarterly Carrier data.

Change y - Shows how enroliment changes occur between one quarter and any prior quarter.

. Carrier Gain/fLoss Summary - Shows how enroliment changes occur between one quarter and any prior quarter,
. Recondiliation Reason Summary - Shows what caused the discrepancies that were uncovered during the reconciliation process
for a single quarter.
10. Reconciliation Action Summary - Shows what had to be corrected during the reconciliation process for a single quarter.
11. Reconciliation Summary - Shows the progress that has been made to reconcile the discrepancies found in a single quarter.
12, Carrier Discrepancy Listing - Provides a listing by Carrier Id enrollee of each discrepancy.
13. Pay Period Transmissions Payment Amounts - Provides information from Payroll Offices relative to the amount of premiums
collected for each completed pay period.

coNawaw

Figure 164: Reports Selection Page

On the drop-down menu on the Reports Selection page, select 13. Pay Period
Transmissions Payment Amounts.

Select the GO button to display the 13. Pay Period Transmission Payment Amounts page.

j?‘_GLER PayrollOffice | Carrier | Forms | Transmission [ Reports | g o0

Reports Selection | 13. Pay Period Transmissions Payment Amounts| w | G0 |

@

13. Pay Period Ti issi v