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Edison eForm Process 

 eForms is an automation process to hire, re-hire, or transfer 

employees in your agency.  

 Once you obtain a completed and signed enrollment form 

with the applicable required dependent documentation, you 

will be able to: 

 Enter employee personal data, job data, dependent 

personal data, benefit elections into Edison eForm, 

 Attach the dependent documents, and 

 Submit it directly to BA. 

 

Note:  eForms CAN be entered during BA lockout.  
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Edison eForm 

 Once a service center analyst evaluates the transaction 
for completeness and accuracy, it will be approved in 
Edison.  

 If additional documentation is necessary to complete 
the transaction, it will be sent back to you via the 
Edison eForm system with the request for additional 
information.  

 You will be alerted by email when you have a Benefit 
eForm that has been sent back for revision.  

 You will also be able to view the Benefit eForm to see 
where it is in the approval process after it has been 
submitted. 
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Edison eForm 

 Currently, we are locked out of making job and/or 

enrollment changes in Edison for certain groups, for six 

(6) workdays per month.  

 We validate and submit transactions that are placed in a 

holding status and are released immediately once we 

are out of lockout. 

 Our document processing time has improved since the 

implementation of the eForm process.  
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Access eForm through Modules into Benefits 

WorkCenter 
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eForm New Hire 

Click Add a Hire form 
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Personnel Search Action Form with SSN 

Enter Social Security Number (SSN) and Click Search   
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Personnel Search Action Form with no Result 

Click Add Person for Hire  
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Employee Identification Information Blank  

SSN will automatically populate. 

Complete all Fields with an Asterisk  
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Employee Identification Information Complete 

Click Start Hire  
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Hire eForm Step 1 

Search 

Close 

Complete all Fields with an 

Asterisk  
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Hire eForm Step 1 Complete 

Click Save & Next  

Apartment numbers & PO Box numbers go on Line 1 with the street address 
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Address Message  

You may receive this message.  

If you know the address is correct select No. 

Select Yes if you need to make a correction. 
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Hire eForm Step 2 “Job Data Information” 

Complete all Fields with an 

Asterisk  

Employee Edison ID # 
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Hire eForm Step 2 “Effective Date and  

Reason Code” 

Effective Date – This is the hire date and not the effective date of coverage.  

 If you have a probationary period (LG), hire your member in Edison 

the day after their probationary period has been satisfied.  

9/18/2018 
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Hire eForm Step 2 “Position Number” 

Business Unit, Department 

and Location Code will 

populate based on the  

position number   

Notice 

9/18/2018 
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Hire eForm Step 2 “Empl Class/Dental” 

Select Empl Class/Dental 

It is very important to select the correct options, as it 

populates the benefit options available to employees.   

9/18/2018 



18 

Hire eForm Step 2 “Vision”  

Enter Empl Class/Dental 

It is very important to select the correct option, as it 

populates the benefit options available to employees.   

Click Submit  

9/18/2018 
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Hire eForm Step 2 “Message” 

9/18/2018 9/18/2018 
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Hire eForm Step 3 “Authorized” 
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Hire eForm Step 3 “Possible Messages” 

To continue to enroll the employees benefits, you must have 

received the message showing “Processing is Complete” and 

have the “Enroll in Benefits” button. 
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Hire eForm Step 3 “Authorized” 

You have the option to let your employee enter their own benefits in  

Edison using the ESS.  
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Benefit Add Lookup Search 

The Employee ID/Edison number automatically populates 

Click Search 
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Benefit eForm Step 1 

Click  Add Dependent button if adding dependents,  

if not,  Click Next 
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Benefit eForm Step 1 “Adding Dependents” 

Notice 

Complete all Fields with an 

Asterisk  

Notice 

Notice 
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Benefit eForm Step 1 “Adding Dependents” 

For additional dependents,   

Click  “Add Dependent”  
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Click Next  

Notice 
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Notice 

Select covered participant 

and the coverage requested. 

The Hold button is to be used 

when you are unable to 

complete  

Step 2 or Step 3 
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Notice 

Notice 

Remember this employee hire effect date was 09/18/2018 

Notice 

Notice 

Click Next 

10/01/2018 
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Benefit eForm Step 3 “Adding Attachment” 

Click Add File Attachment 

Notice 
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Benefit eForm Step 3 “Attachment Added” 
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Benefit eForm Step 3 “Acknowledge Attachment” 

Notice 

Click Submit 
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Benefit eForm Step 3 “Submit Message” 
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Benefit eForm Step 4 “Finalized” 

If there are attachments it will go to a Pending Status. 

If no attachments, it will go to a Complete status. 
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eForm Rehire and Transfers 

Click  Add a Hire form 
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Personnel Search Action Form with Employee ID 

Rehire or Transfer 

Enter Employee ID/Edison Number or Social Security Number (SSN) 

Click Search 
 

00477936 



37 

Personnel Search Action Form with Results 

The Green Check means employee is still active in Edison. “You will still enter them in 

system” 

The Yellow Check means employee is inactive in Edison. 

Click the ID Number 

Member Edison ID # Member Name 

00477936 
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Rehire or Transfer eForm Step 1 

Update any information needing to be updated.  

Click Save & Next 



39 

Hire eForm Step 2 “Job Data Information” 

Complete all Fields with an 

Asterisk  

Employee Edison ID # 
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Rehire or Transfer eForm Step 2 

Notice 

All TBR, STOLA, and ASD agency are required to enter 

the employees Annual Comp Rate  

Notice 

10/1/2018 

00477936 
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Rehire or Transfer eForm Step 2 “Complete” 

Click Submit 

Notice 

10/1/2018 

00477936 
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Rehire or Transfer eForm Step 1 

Update any information that needs to be updated.  

Click Save & Next 

00477936 
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Rehire or Transfer eForm Step 2 “Message” 

10/1/2018 

00477936 
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Rehire or Transfer eForm Step 3 “Finalized” 

00477936 
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Benefit Add Lookup Search 

Click Search 

00477936 
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Benefit eForm Step 1 

Check inside the block “Update this Dependent” to update information. 

Click  Add Dependent if you need to add additional dependents. 

Notice there is no “Verification Needed”  

00477936 
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Benefit eForm Step 1 “Updating” 

Update any information that needs to be updated.  

Click next and complete as 

 you would in a new hire situation.   

00477936 
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Additional Hire eForm Comments 

Any changes for a submitted Hire eForm will require a  

Corrections & Clarification Form, Enrollment Change Application, or Zendesk ticket 

explaining the correction. 

 

To check the status of a Hire eForm click the “ View a Hire form” button. 

 

You will receive emails from Edison updating you on the status of the Hire eForm. 
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Additional Benefit eForm Comments 

To create a Benefit eForm click the “Create a Benefits Enrollment eForm” button. 

 

If you placed a Benefits eForm on Hold click the “Update a Benefit Enrollment eForm” button. 

 

To check the status of a Benefit eForm click the “ View a Benefit Enrollment eForm” button. 

 

You will receive emails from Edison updating you on the status of the Benefits eForm. 
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Reminders 

Please only submit one Benefit eForm per employee. We see multiple forms 

being entered for the same people, which causes the forms to error. 

  

If a form is entered, but not yet approved, it can be changed under the update 

option.  

  

Once the eBenefit form is submitted and approved, any changes will have to be 

made by an enrollment change application even if they are still within their 

eligibility period. 

  

If there is a newborn without a SSN yet that needs to be added, you will need to 

enter it as 999999999. 

  

When you are rehiring an employee with dependents, once you select enroll 

Benefits at the end of Step 3 or create a Benefit eForm on Step 1 of the Create A 

Benefit eForm, it will show you their previous dependents.   

There is no “Verification Needed” showing. 

 

Dependent verification will be required for any dependents added back to 

coverage more than ninety (90) days after the employee’s termination. 



 

For Questions Contact: 
Benefits Administration 

 
 
 

800.253.9981 or 615.741.3590 
Monday – Friday, 8a - 4:30p CT or create a 

Zendesk Ticket 
 

 


