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INTRODUCTION
Using the “I Am a Plan Administrator” section of the website, you can add new employees, edit
information for existing employees and enter multiple salary changes by using the grid feature.
For more detail regarding the tasks you can perform using the Plan Administrator portal, refer to
the Plan Administrator Tip Sheet.

OUR WEBSITE
To access the Plan Administrator portal, go to our homepage which can be found at
www.fasadmin.com. Enter the site by selecting your language preference.

You may be interested in looking at the News section to find out about updates to our website or
services. Our Team tells you a bit about our executive and management teams and the FAQ
sections provide answers to the most frequently asked questions regarding who we are and what
we do.
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ACCESSING THE PLAN ADMINISTRATOR PORTAL
To access the Plan Administrator portal, select the “FAS Client Portal” tab, as shown by the red
arrow in the picture below.

Select “I Am a Plan Administrator”.
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From here you can access frequently asked questions (as indicated by the blue arrow) intended to
assist you with the administration of your benefit plan. To add a new employee or modify
information for an existing employee, enter the username and password which has been provided
to you by your FAS Client Service Executive.

Once you have logged in, you will see a menu on the left side of your screen that provides you
with several options. Each section is detailed on the following pages.
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ADD NEW EMPLOYEE
The process of adding a new employee has been split into a number of steps in order to provide
immediate feedback wherever data validation is occurring. Each of these steps is explained in
further detail below.
Please select a client/group
The client/group structure is created as a way of organizing any differences in coverage levels
between classifications of your employees. If you happen to have only a single client and a
single group, this step will be skipped altogether. If this screen appears, select the appropriate
Client from the values which appear in the drop down box.

Once you have selected the appropriate Client, the corresponding Group will appear in the drop
down box. [Note: Make sure you check for multiple options in the Group drop down
box as you may have more than one Group to choose from].
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After selecting the appropriate Client and Group, select the ‘Continue’ button to proceed to the
next step.
Step 1 – Basic Information
In this step, you will add the employee’s name, date of birth and gender.

After you have entered the name, date of birth and gender, select the ‘Next’ button to proceed to
the next step.
When you select ‘Next’, the system checks to make sure the individual you are trying to enter
does not already exist in our system. If a match is found, a message will appear telling you to
contact FAS in order to add this employee.
Step 2 – Employment Details
In this step, you will enter the employee’s date of employment, hours per week, salary (the exact
field which appears might vary somewhat depending on the characteristics of your plan),
occupation and province of employment.
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When entering an occupation, you can select the closest match from the drop down list. If you
cannot locate a close enough match in the list, select ‘Other’ and then enter the exact description
of the occupation in the blank field which appears.

After you have entered the necessary information, select ‘Next’ to proceed to the next step.
Late Entrant Check: After you select ‘Next’, the system will compare the
Employment Start Date with your plan’s waiting period and determine if the
employee has been added within 31 days of becoming eligible for benefits.
If the employee is considered a ‘Late Entrant’, a message will appear warning
you that you can proceed with entering the record but further information
will be required before the employee becomes eligible.
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Step 3 – Address
In this step, you will enter the employee’s address.

As you start entering the city, the system will search the database for a match and you can select
the correct city from the list which appears. Once you have entered the city, the province will
populate automatically but watch for multiple provinces in the province drop down box as cities
with the same name can exist in different provinces.

After you have entered the address, select ‘Next’ to proceed to the next step.
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Step 4 – Contact Information
In this step, you will enter the employee’s phone number and email address.

After you have entered the phone number and email address, select ‘Next’ to proceed to the next
step.
Step 5 – Spouse Information
In this step, you will enter information with respect to the employee’s spouse.

If the employee does not have a spouse, select ‘No’ to proceed to the next step. If the employee
does have a spouse, select ‘Yes’ and the following screen will appear:
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When you select ‘Next’, the system checks to make sure the individual you are trying to enter
does not already exist in our system. If a match is found, a message will appear telling you to
contact FAS in order to add this spouse.
Common Law Spouse: In order to be eligible for benefits, a common law
spouse must have lived with the employee for at least the time period
established for your plan (usually 12 months). If, based on the date of
cohabitation, the common law spouse will not become eligible until some point
after the employee becomes eligible, a message will appear confirming when
the common law spouse will become eligible.
After entering the information for the spouse, select ‘Next’ to proceed to the next step.
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Step 6 – Children
In this step, you will enter information regarding the employee’s children.

If the employee does not have any children, select ‘No’ to proceed to the next step. If the
employee does have dependent children, select ‘Yes’ and the following screen will appear:

After entering information for the first child, select ‘Add Child’ if you want to enter information
for another child. Continue selecting ‘Add Child’ until you have added all children and then
select ‘Next’ after adding all children to proceed to the next step.
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Each time you select ‘Add Child’ or when you select ‘Next’ after adding all children, the system
checks to make sure the child you have just tried to enter does not already exist in our system. If
a match is found, a message will appear telling you to contact FAS in order to add this child.
The system will also display a number of different messages which are triggered depending on
the child’s date of birth and type. These messages are summarized below:
 If the Dependent Type is Common Law Child and the child is not eligible until some
point after the employee becomes eligible, a message will appear confirming when the
common law child will become eligible.
 If the Dependent Type is Other, a message will appear confirming proof of guardianship
will be required in order for the child to be eligible for benefits.
 If the Dependent Type is Natural Child and the employee has a common law spouse who
does not become eligible until some point after the employee is eligible, you will be asked
if the natural child is a child with the common law spouse. If the answer is Yes, a
message will appear which confirms the common law spouse will be eligible as of the
later of the employee’s eligibility date or the child’s date of birth.
 Regardless of the Dependent Type, if the child exceeds your plan’s maximum age for
dependents, you will be asked if the child is handicapped. If the answer is Yes, a message
will appear confirming proof of handicap will be required in order for the child to be
eligible for benefits. If the answer is No, a message will appear which confirms the child
is not eligible for benefits.
 Regardless of the Dependent Type, if the child exceeds your plan’s maximum age for
dependents but is still young enough to qualify for benefits if they are attending school,
you will be asked if the child is a full time student. If the answer is Yes, a message will
appear confirming proof of school will be required in order for the child to be eligible for
benefits. If the answer is No, you will then be asked if the child is handicapped. If the
child is not a full time student and is not handicapped, a message will appear which
confirms the child is not eligible for benefits.
Step 7 – Beneficiary Information
In this step, you will enter beneficiary information for the employee.
If you have already added a spouse and/or dependent children in previous steps, these individuals
will automatically appear on the beneficiary screen in order to speed up entry. If you need to
enter beneficiary information for a combination of individuals who do and who do not appear on
the screen, make sure you complete the applicable beneficiary information for those names that
do appear first, then enter the first and last name of the beneficiary you want to add and select the
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‘Add Beneficiary’ button.
For example, if we want to designate June Cash as the primary beneficiary at 100% and George
Jefferson as the secondary beneficiary at 100%, you would enter the information in the order as
illustrated in the screen shots below:
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Continue adding as many beneficiaries as you need to add using the Add Beneficiary button. Do
not select the ‘Next’ button until you have finished entering all beneficiaries.
Step 8 – Lines of Coverage
This step may not be applicable to your specific plan in which case the screen will be blank and
you can simply select the ‘Next’ button to proceed. If this step is applicable to your specific
plan, you just have to select the appropriate line of coverage from the options which are
presented.
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Step 9 – Spouse’s Benefits
In this step, you will enter coordination of benefits information for the employee’s spouse. If
any of the employee’s children have other coverage through an individual other than the
employee’s spouse, you will need to contact FAS and provide this information.

If the employee’s spouse does not have any coverage through your plan or another plan, you can
skip this step by selecting either ‘No’ or ‘Next’.
If the employee’s spouse does have other coverage, complete the grid by selecting the appropriate
level of coverage (Family, Couple or Single) for each benefit type. Leave the level of coverage
as N/A if you do not know if the spouse has that type of coverage.

Once you have completed entering the coordination of benefits information, select ‘Next’ to
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proceed to the next step.
Step 10 – Coverage Options
In this step, you will indicate if the employee is waiving coverage or is opting for single coverage
even though he/she has dependents.

If the employee is not waiving any coverage or is not opting for single coverage even though
he/she has dependents, you can skip this step by either selecting ‘No’ or ‘Next’. It is very
important that you do not make any entries in this step unless the employee is opting out of
coverage or is opting for single coverage.
If the employee is waiving coverage or opting for single coverage, complete the grid by selecting
the appropriate level of coverage.
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In this case, N/A means the employee is not opting out of coverage and is not selecting single
coverage. In other words, N/A means the employee is selecting the full coverage he/she is
entitled to.
Once you have completed your entry, select ‘Next’ to complete your entry and proceed to the
Summary Page.
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Summary Page
The Summary Page displays all of the information you have entered for the new employee.
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At this point, you can review your entry and make any necessary corrections by selecting the Edit
link in the section you want to edit. For example, if you want to edit the employee’s date of
birth, select the edit link next to the employee’s name. Selecting the edit link will return you to
the step which contains the information you want to modify. Once you’ve made any necessary
edits, you can select ‘Go To Summary’ at the top of the page to return to the Summary Page
instead of going through all of the steps again.
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Once you are ready to submit your information, select ‘Yes’ at the bottom of the Summary Page.
There will be a slight delay as the information is committed to the database and once the save is
successful, you will be returned to the Summary Page and the option ‘Return to list of
Employees’ will appear in the top left corner of the Summary Page.

If, after saving, you notice an error which needs to be corrected, you will need to contact FAS to
make the necessary correction.
If you need to add another new employee, select ‘Add New Employee’ from the menu on the left
and follow the steps all over again.

EDIT EXISTING EMPLOYEES
When you select Edit Existing Employees, the page will be populated with a list of the employee
records you have the appropriate rights to modify. Only those employees who, as of the current
date, are not deceased, are not terminated or have not yet reached the plan’s maximum age will
display on the page.
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You can use the Name search to search for a specific employee’s record. You do not have to
enter an exact match of the name – you can enter a partial name and the system will display the
closest matches. If the name of the employee you want to modify does not appear as expected,
please contact your FAS Client Service Executive.
Once you have located the employee record to be modified, select the edit link to the right of
their name. The Summary Page for the selected employee will appear. This Summary Page
looks exactly like the Summary Page you saw in the ‘Add New Employee’ section.
Edit Section: Employee Name

Use the edit link next to the employee’s name to change the following fields for the employee:
last name, first name, middle name, language of preference, date of birth or gender. This is also
the section where you would enter the date of death for an employee.
If you make a change in any of the edit sections, make sure you enter an effective date before
selecting ‘Save’. You can also use the Return to Summary link to return to the Summary Page.

Edit Section: Group & Client

Use the edit link next to the Group & Client title in order to modify the employee’s assigned
Group (also referred to as a division) or their assigned Client (also referred to as a unit or class).
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Edit Section: Address

Use the edit link next to the Address title to modify the employee’s address. You are able to add
an address which does not take effect until a future date – just use the appropriate effective date
in the effective date field.
Edit Section: Contact Information

Use the edit link next to the Contact Information title to change the employee’s telephone
number or email address.
Edit Section: Employment Information

Use the edit link next to the Employment Information title to change the employee’s weekly
hours or gross salary or occupation or province of employment. This is also where you would
enter a termination date for an employee. Please note that once you enter a termination date and
save the record, you will no longer be able to make further changes to this record.
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Edit Section: Spouse/Dependent Information

Use the Add Spouse, Add Child and Add Beneficiary links next to the Spouse/Dependent
Information title in order to add a spouse, add a child or add a new beneficiary. Please note – the
Add Spouse link will only appear if the employee does not already have a spouse. If you need to
add a new spouse, you must first terminate the existing spouse (see the Edit Section: Spouse).
Late Entrant Check: After you add a new spouse or a new child, the system will
check the date the spouse or child will become eligible and determine if the spouse
or child has been added within 31 days of becoming eligible for benefits. If the
spouse or child is considered a ‘Late Entrant’, a message will appear warning you
that you can proceed with entering the record but further information will be
required before the spouse or child becomes eligible.
If you need to add a new spouse or new children who are also beneficiaries, add the spouse and
child records first and then use the edit beneficiary information link which will appear to the
right of their name on the Summary Page in order to update the beneficiary information.
Edit Section: Spouse

Use the edit link next to the Spouse title to modify the marital status, the date of cohabitation or
marriage, the spouse’s name, the spouse’s language of preference, the spouse’s gender or the
spouse’s date of birth. This is also where you would enter a date of death or a termination date
for a spouse.
If an employee has an existing spouse and you need to add a new spouse, you will first have to
enter a termination date for the existing spouse before you can proceed with adding the new
spouse.
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Edit Section: Child

Use the edit link next to the Child title to modify the child’s name, gender, date of birth or type.
This is also where you would enter a date of death or a termination date for a child.
Edit Section: Beneficiary

Use the edit link next to the Beneficiary title (you will only see a Beneficiary title if the
employee has named a beneficiary who is someone other than his/her spouse or child) in order to
change beneficiary information.
Edit Section: Lines of Coverage

Use the edit link next to the Lines of Coverage title in order to modify the selected line of
coverage (a line of coverage will only appear in this section if it is applicable to your benefit
plan).
Edit Section: Spouse’s Coverage

Use the edit link next to the Spouse’s Coverage title in order to modify coordination of benefits
information for the spouse. If the spouse previously had coverage and no longer has coverage for
a particular benefit type, you would select N/A for that particular benefit type.
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For example, in the sample provided previously, June Cash had family coverage for extended
health, prescription drug and vision and single coverage for dental. If, as of February 1, 2013,
June Cash no longer had any dental coverage, the entry in the Spouse’s Coverage screen would
look like this:

Edit Section: Coverage Waiver

Use the edit link next to the Coverage Waiver title in order to modify any coverage the employee
may have waived. In other words, use this section if the employee previously chose full coverage
and now wants to elect single coverage or opt out of coverage. You would also use this section if
the employee previously chose single coverage or opted out of coverage and now wants full
coverage.
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For example, in the sample provided previously, Johnny Cash chose single coverage for
Extended Health, Prescription Drug and Vision and opted out of Dental Benefits. His Coverage
Waiver screen before changes looks like this:

If we want to change him to full coverage for Extended Health, Prescription Drug and Vision and
single coverage for Dental as of February 1, 2013, the entry screen would look like this:

You will always use the N/A column to indicate full coverage. DO NOT USE THE
FAMILY COLUMN TO INDICATE FULL COVERAGE.
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MULTIPLE SALARY CHANGES
When you select ‘Multiple Salary Changes’, you will see a screen that looks like this:

If you select ‘Start with Clear Form’, you will be presented with a screen which allows you to
search for a single employee. If you are entering a salary change for a single employee, it is just
as efficient to add that salary from the ‘Edit Existing Employee’ section. The ‘Multiple Salary
Changes’ section is the most efficient way to enter salary changes for multiple employees at
once.
If you select ‘Display Current Employees’, you will see a screen like this which offers additional
display options.
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Once you have selected the display option you want, the list of employees will be displayed as
follows:

Simply enter a new salary for those employees you want to update and enter the effective date of
that salary change in the corresponding box to the right. Keep in mind that the effective dates do
not have to be the same for each employee – each employee can have an effective date unique to
him/her as necessary.

When you are finished, simply log out of the portal and close your browser.

If you have any questions about using the website or accessing your information, or any other
matter related to your benefit plan, please contact your FAS Client Service Executive.
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