
HR/CMS User Group 
Meeting

June 7, 2023



Welcome

Virtual Webinar

Chat function disabled

Mute function enabled

Use Q&A to ask questions

Session is recorded
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Agenda

Welcome & Remarks
Core User Support
HR/CMS Updates
State Retirement Board
Empower/SMART Plan
Payroll Processing
Metro Credit Union
Fiscal Year End/Accounts Payable
Total Administrative Services Corp
Benefit Strategies
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Welcome & Remarks
William McNamara

Comptroller of the Commonwealth



Core User Support

HRD and CTR are hosting drop-
in sessions for all core users

Sessions will be on Teams and 
will be scheduled monthly and 
will start in July

Opportunity to connect with 
control agencies and ask 
questions regarding HR/CMS 
best practices
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HR/CMS Upgrade Follow-Up

Dates, Dates, Dates

Time Reporter Data (TRD) must be completed during the initial hire

TRD date needs to match Hire/Rehire date

If you do not activate TRD at rehire, inserting active rows after will 
NOT prompt payable time, log a ticket for correction

Reports To and Location Code changes must be completed in 
Manage Position to carry over to Manage Job (check job for blocking 
rows first)

Log EOTSS ServiceNow tickets for any support
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State Retirement Board
Enrollment Forms
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HOW TO FILL OUT A NEW 
MEMBER ENROLLMENT FORM











FOR FINANCIAL PROFESSIONAL AND PLAN SPONSOR USE ONLY.

Commonwealth of Massachusetts 
SMART Plan Update

Payroll User Group Meeting
June 7th, 2023



SMART Plan Agenda

1
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▪ ROTH Contributions

▪ SMART Plan Overview

▪ Retirement Plan Advisor Services

▪ Questions



ROTH Contributions
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The Roth option reduces your take-home pay dollar for 

dollar and offers the following benefits:

1. It essentially locks in today’s tax rates on

all contributions.

2. For those who expect to be in a higher tax bracket 

when they retire, the Roth option allows you to pay 

taxes on your contributions when they are contributed

(presumably at a lower tax rate than you would expect to

pay at retirement).



ROTH Option – Deferral File
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Plan Statistics (as of March 31, 2023)
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Total SMART Plan

◼ Total Plan assets

◼ Roth Assets

◼ Total Participants

◼ Q1 Contributions

$ 11.33 Billion

$227.01 Million 

284,909

$136.55 Million

OBRA Mandatory

◼ Participants

◼ Target Date Fund Assets

◼ Objective-Based Fund Assets

167,489

$2.61 Million

$1.36 Million



Retirement Plan Advisor

1
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▪ Retirement Readiness Reviews
▪ Allocation assistance
▪ Appointments can be scheduled on-line:
➢ www.mass-smart.com
➢ SMART@Empower.com

Pride in our Partnership: Empower and the MA SMART Plan

http://www.mass-smart.com/
mailto:SMART@Empower.com
https://empower.wistia.com/medias/8gsht5bblr


FOR FINANCIAL PROFESSIONAL AND PLAN SPONSOR USE ONLY.

Questions?

SMART@Empower.com

Thank you

mailto:SMART@Empower.com


Payroll Processing
Federal Tax Calculation
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Employee Tax Withholding

The 2017 Tax Cuts and Jobs Act 
(TCJA) created significant changes 
to taxable liability and the impact 
of taxes on employee’s income

Changed the way taxable income 
is calculated and reduced the tax 
rates on that income

The IRS made changes to income 
tax withholding resulting in a new 
W-4 in 2020
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Case Study

Employee updated tax withholding on 4/20/2023, using the form 
version: W-4 – 2020 or Later

Selected extra withholding of $100

The new systematic calculation resulted in a lower tax withholding 
even with the additional $100

While taxable gross is only $2.60 more in 5/20/2023 PPE; the 
Adjusted Annual Wage Amount is $12,832.40 less than 4/8/2023
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Federal Tax Withholding Calculation

2019 W-4 
Married 0

Worksheet 
Step

2020 W-4 
Married 0

2020 W-4 Married 0 
Step 2 Checked

$  117,986.96 2a $  105,086.96 $  117,986.96 

$  104,250.00 2b $  104,250.00 $  109,225.00 

$    10,294.00 2c $    10,294.00 $    16,290.00 

22% 2d 22% 22%

$    13,736.96 2e $          836.96 $      8,761.96 

$      3,022.13 2f $          184.13 $      1,927.63 

$    13,316.13 2g $    10,478.13 $    18,217.63 

$          512.16 2h $          403.01 $          700.68 

$                   - 3a $                   - $                   -

$                   - 3b $                   - $                   -

$          512.16 3c $          403.01 $          700.68 

$                   - 4a $          100.00 $          101.00 

$          512.16 4b $          503.01 $          801.68 

June 7, 2023

2019 W-4 
Married 0

Worksheet 
Step

2020 W-4 
Married 0

2020 W-4 Married 0 
Step 2 Checked

$      4,537.96 1a $      4,537.96 $      4,537.96 

26 1b 26 26

$  117,986.96 1c $  117,986.96 $  117,986.96 

$                   - 1d $                   - $                   -

$                   - 1e $  117,986.96 $  117,986.96 

$                   - 1f $                   - $                   -

$                   - 1g $    12,900.00 $                   -

$                   - 1h $    12,900.00 $                   -

$                   - 1i $  105,086.96 $  117,986.96 

$                   - 1j

$                   - 1k

$  117,986.96 1l
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Resources & Reference

New employees and current 
employees should use the Tax 
Withholding Estimator to 
inform appropriate tax 
withholding

W-4 Form (2023)

Tax Withholding Estimator

Publication 15-T use worksheet 
1A to calculate Federal tax 
withholding
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https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/individuals/tax-withholding-estimator
https://www.irs.gov/pub/irs-pdf/p15t.pdf




June 2023 Updates 







Here to Stay…



Your NEW Point of Contact:

Brandon Williams, CCUFC
Metro@Work Relationship 
Manager
BWilliams@MetroCU.org
877.MY.METRO ext. 5408

Upcoming Site Visits
MITC Building: 6/21 – 11:30am to 1:30pm
Ashburton Place: 6/22 – 11:00am to 
1:30pm



Fiscal Year End
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Close/Open Resources

The Close/Open resource page
includes:

• the Close/Open calendar 

• latest announcements

• on-demand sessions from 
Close/Open week 2023

• Close/Open Boot camps
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https://intranet.macomptroller.org/close-open/


Chart of Account Changes

By today you should have:
• Identified FY2024 COA changes, e.g., program codes or appropriation 

changes

• Prepared for any potential appropriation changes (budget is not finalized, 
still in conference if there are any changes)

• Planned for any position transfer and LCM distributions for FY24

• Started to enter PH documents for Accounts Payable

Do not over encumber!!
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Key Dates in June

For PPE June 17 – Last full payroll of FY2023
• June 16 – Last day for HR & Garnishment transaction in HR/CMS

• June 19 – Last day for posting Time & Attendance

• June 20 – Last day for making Labor Distribution changes in LCM

Finalize all Payroll Hold activity for AP by June 30

PPE July 1 – Payroll is prorated by business days of the pay period 
(Mon-Fri) there are 10 business days in FY2023

June 7, 2023 34 of 73



Split Year Earnings

Sick, Vacation and Comp Buyouts entered as amounts will post to 
7/1, and therefore, FY2024

Sick, Vacation and Comp Buyouts entered as hours will post to 6/30 
and therefore, FY2023

Prior Period Adjustments should be entered in Timesheet on a date 
before 6/17/2023

Use of a ComboCode with time posted on Saturday, July 1 will post 
labor charges to FY2024
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HR/CMS Account Code Roll

Now available (new report every Friday in June)

HMMARS3 Report identifies:
• All positions assigned to invalid accounts

• If incumbent exists, then EmplID and Rec # are shown

Agencies must take corrective action before 6/30/2023

Failure to act will result in positions being automatically updated on 
July 7

Invalid codes will be updated with the FIRST valid account code 
within your department
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Mass Termination of Contract Jobs

Non-Higher Education agencies will occur on July 7

Higher Education agencies will not occur until the Fall

Includes all Active contractors hired before and unpaid since 
October 1, 2022

Departments will be notified

Mobius report is HMPCS004 – Termination of Contract Jobs
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Payroll Receipt Vouchers

New process send to 
Comptroller’s team first

All vouchers for any pay 
periods should be submitted 
ASAP

Cash cutoff for PRRVs is June 30
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LCM Rules Roll – POAA Rules

All current rules will expire on June 30

Draft rules for FY2024 are available now

Departments should review draft rules and delete any rules that will not 
apply to FY2024

Departments must include full justification for rule as a comment and 
submit for approval

• Departments do not need to email paperwork to Statewide Payroll Team
• Rules request form is no longer used
• Departments should retain a signed copy of rules on file

New Rules for FY2024 must have a From date of 7/1/2023 and To date of 
12/31/9999
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POAA continued

Document IDs for draft rules are defined as follows:
• Department ID

• Assigned Appropriation or ALL if the rule applies to all Appropriations

• A if the rule applies to all Units or U if the rule is Unit-specific

• A if the rule applies to all Positions or P if the rule is Position-specific

• C23 (to indicate that it is a Create rule generated in 2023)

• Unique number

Departments can enter *C23* as the Document ID search criteria to 
find all draft POAA rules
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PALT, DEACC and Others

PALT Rules – Rules are specific to FY; departments must reapply for 
all PALT rules

DEACC – Please contact Statewide Payroll Team to request removal 
of rules that no longer apply for FY2024

PCREQ/DEPTEs/EDPRs/LDPRs – Will continue in effect for FY2024; 
departments should review and make any changes needed
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Accounts Payable
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Accounts Payable Period

Pay periods ending: 7/15, 7/29, and 8/12

Two ways to charge FY2023:
• Enter prior period adjustment in timesheet for date prior to June 17

• Use an Accounts Payable earning code in Additional Pay (see CTR memo for 
list of AP Earning Codes)
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Payroll Holds

Are required for all charges – even negative and net zero – during 
Accounts Payable

Executive department need A&F approval for any increases to PHs 
for Type 1 accounts where the total encumbered is greater than 
$75,000

FY2023 Encumbrance deadline is Friday, June 9

After June 30, NO NEW PH for BUDGETED FUNDS

Make sure you have enough money to cover FY2023 charges 
through Split Year before you encumber money in a PH
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PRLDE & PRLIF Cleanup

State Finance Law requires that accounts are funded before 
expenditures are made

All State Accounts must be balance before the end of AP period
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Deficiency Payroll

If you do not get all payments entered before 8/12/2023, any prior 
fiscal year payments will have to be processed as deficiencies

Requests are submitted to the Statewide Payments Team and upon 
approval departments transfer money to CTR account

Department uses deficiency earning codes as directed by Statewide 
Payroll Team to process charges in HR/CMS

Payroll Accounting Team will handle the distribution in LCM
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HR/CMS User 

Group Meeting

June 7, 2023



HCSA/DCA CHANGE FORM

Web-Based and Paper Versions located on massfsatasc.com

Click on ‘Resources’ link at bottom of page

Participant Resources – Forms   GIC Coordinator Resources 
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https://www.tasclargemarkets.com/commonwealthofma


Change form to be used for the following events:

1. Qualifying Event Resulting in Add or Change of Coverage* 

2. Leave of Absence (LOA)  

3. Reclassification

4. Payroll Refund Request

5. Termination of Employment (submitted by GIC Coordinator)

* Enrollment form MUST also be completed/submitted if an employee is adding coverage due to a qualifying life event and 
documentation MUST be provided for all status changes
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Change of Status

1. Qualifying Event Resulting in

Add or Change of Coverage

(NOTE:  Enrollment form MUST also 
be completed/submitted if adding 
coverage due to a qualifying life 
event)
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Can be submitted by Employee or GIC 
Coordinator

Form must be submitted within 60 days 
of the date of the qualifying event



1. Qualifying Event Resulting in

Add or Change of Coverage 
(cont.)

• Change in Status Types and 
Approved Supporting 
Documentation

• GIC Coordinator Approval 
Required
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Can be submitted by Employee or GIC 
Coordinator



Leave of Absence (LOA)

2. Leave of Absence (LOA)
(Notification of Beginning 
and/or Ending) 
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Can be submitted by Employee or GIC 
Coordinator

NOTE:  Prepay or Direct Bill options are 
not allowed if completion/submission of 
this form is NOT done prior to the 
beginning of LOA



Reclassification/Payroll Refund Requests

3. Reclassification

4. Payroll Refund 
Requests

53

Can be submitted by Employee or GIC Coordinator



Termination of Employment (Submitted by GIC Coordinator)
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Submitted by GIC Coordinator – if 
Employee did not Submit prior to 

leaving State employment

5. Termination of 
Employment (submitted by 
GIC Coordinator)



Processes for Change of Status Form
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1. Qualifying Event Resulting in Add or Change of Coverage

If Form is submitted to TASC by Employee with 
approved supporting documentation:

TASC will send copies of documents to GIC Coordinator 
requesting them to approve/sign and return to TASC

If Form is submitted to TASC by Employee without 
approved supporting documentation: 

TASC will send copy of change form to GIC Coordinator 
and request that the GIC Coordinator obtain the 
approved supporting documentation.  GIC Coordinator 
will send the approved/signed change form, along with 
the approved supporting documentation back to TASC

If approved/signed Form is submitted to TASC by GIC 
Coordinator with approved supporting documentation:

TASC will process the change

If Form is submitted to TASC by GIC Coordinator and is 
not approved/signed and/or does not have the 
approved supporting documentation:

TASC will return the form to GIC Coordinator and 
request that the GIC Coordinator obtain the approved 
supporting documentation and return that to TASC 
along with the approved/signed change form



Processes for Leave of Absence (LOA)
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2. Leave of Absence (LOA) 

If Form is submitted to 
TASC by Employee:

TASC will process the 
change and send copy to 
GIC Coordinator

If Form is submitted to 
TASC by GIC Coordinator:   

TASC will process the 
change

NOTE:  Acknowledgement MUST be made if GIC 
Coordinator is submitting the form for LOA on behalf 
of the employee



Processes for Reclassification & Payroll Refund Requests
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3. & 4.  Reclassification & Payroll Refund Requests

• TASC will collect these type of requests and send on a bi-weekly basis to:
Cameron McBean (Cameron.mcbean@state.ma.us) 

If Cameron is out of office (receipt of an out of office reply) –the request will be sent to 
Jannine Dewar (jannine.dewar@state.ma.us) 

• Cameron (or Jannine) will approve or deny the request and send back to TASC Commonwealth email
• TASC will forward their approval or denial to the GIC Coordinator
• GIC Coordinator is then responsible for notifying the employee/participant, refunding payroll deductions 

as applicable and updating MAGIC as applicable

If Requests are Approved by GIC:
TASC will move participants appropriately in the system for Reclassifications
TASC will manage any funding adjustments appropriately in the system for Payroll Refunds

mailto:Cameron.mcbean@state.ma.us
mailto:jannine.dewar@state.ma.us


Processes for Terminations submitted by GIC Coordinator
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5. Termination of Employment (submitted by GIC Coordinator):

• TASC will process the termination

NOTE:  Completion of the Change Form for terminations will assist in reconciling payroll file discrepancies

All form submissions, whether via the website or via paper form MUST be dated and have the acknowledgement 
checked and Name of  Person Completing the Form



TASC Processes for New Hire Enrollments and 
Enrollments Due to a Qualifying Life Event

• New Hire Enrollments

– TASC will pull enrollments from massfsatasc.com every week on Monday

– TASC will process the enrollments

– Enrollments will be sent to the GIC Coordinator

– GIC Coordinator to advise TASC via CommonwealthofMA@tasconline.com email inbox if any discrepancies found

– GIC Coordinator to enter elections/deductions into payroll system – including the $1.00/PEPM Admin Fee deduction

– GIC Coordinator to ensure that 1st payroll deduction is taken from employee’s checks (based on eligibility start date)

• Enrollments due to a Qualifying Life Event

– TASC will check for change forms on a daily basis and process as described in the previous slides 

– If employee is adding coverage due to a qualifying life event, TASC will look for a completed/submitted enrollment form 
also and marry these two documents together and send to the GIC Coordinator (separate from the enrollment file for new 
hires)

• If no enrollment form was submitted, TASC will reach out to the employee and ask them to also complete the 
enrollment form
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TASC CONTACT INFORMATION

• GIC Coordinators
– All communications to TASC from GIC Coordinators should be via the 

CommonwealthofMA@tasconline.com email inbox.  This email inbox should not 
be shared with employees

• Employee Participating in Benefits
– Employees should contact TASC via the dedicated Customer Care Phone #, which 

is also located on the back of their TASC card:

800-745-9202

Monday – Friday:  8:00am to 5:00pm, all time zones

Saturday:  8:00am to 12:00pm, Eastern Time
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Questions?



Information contained herein is proprietary, confidential and non-public and is not for public release.

Payroll User Group 

Meeting

Wednesday March 8th, 2023



Agenda 

▪ Important Plan Year Dates

▪ Payroll Refund/Reclassification Request Overview

▪ Commuter Choice Parking and Transit Overview
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FY2023 Plan Year Important Dates

Plan Year: 7/1/2022 -6/30/2023

Grace Period: Will be handled by TASC

Final Filing Date: Will be handled by TASC

Important Reminders will be sent every Friday in June for these dates:

This is a reminder that your account balances for HCSA/DCAP will start it’s transfer process 

on 7/1/2023 to the new TPA Administrator for the FY2023 plan year grace period. All claims 

processing will cease on 6/30/2023 at midnight and the debit cards will be turned off. As of 

July 1, FY2023 FSA balances will be administered by the GIC’s new vendor, TASC. You 

should be able to review your balance and submit claims at massfsatasc.com on or around 

July 18, 2023.

We are encouraging you to get your claims filed by a certain date depending on your method 

of filing to ensure that your claims are processed. Claims received after the suggested date 

will run the risk of not being processed and could result in having to be filed with the new TPA 

Administrator after the blackout period and transfer process complete
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Timelines for Claims

.
• US Mail – Received by 6/15/2023

• FAX/Email – Received by 6/21/2023

• Online Portal/Mobile App – File all claims by 6/25/2023

▪ Debit Cards will be turned off on 6/30/2023 at midnight for HCSA/DCAP. Commuter Choice 

will still work as normal.

▪ All Accounts on LOA will have their elections adjusted to the amount that was received in 

FY2023 and that information will be passed over in the account balance report that will be 

provided to TASC. 
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Coordinator Payroll Refund and Reclassification 

Form
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Agency Coordinator Submits Request 

Refund and Reclassification requests must be submitted using the online form, on our website, 

under Coordinator Resources section

Must be submitted within 60 calendar days of the first deduction taken in error

You must provide details –assume the reader has no information on the case/situation

If inadequate details are provided, you risk denial of the request

GIC Approves/Denies

GIC is sent requests bi-weekly for approval/denial.

There is no appealing the GIC decision

Notice of Approval/Denial Sent to Coordinator

Coordinators receive an email informing them of the approval/denial.  

You must communicate this to your employee

You may not change or stop deductions unless you have received approval/denial 

confirmation

Need Help with Refund forms or Questions? Email: 

Angela.Thivierge@voya.com



Commonwealth Commuter Programs 
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Need Help with Commuter forms or Questions? Email: 

Angela.Thivierge@voya.com

The Commonwealth of 

Massachusetts 

Commuter Transit & 

Parking benefits have 

their own dedicated 
page:

https://www.benstrat.com/
clients/commonwealth/ 

Items found on this page are:

• Member login page

• Direct link to the election 

change E-Form

• FAQ

• Commuter Claim Form

• Process calendars

https://www.benstrat.com/clients/commonwealth/


Commuter Election Form
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• To enroll, make changes, or drop out – members must complete the Online Election 

Change E-Form 

• E-Form can be found on our website - here

• Members are encouraged to review the Process Calendars for important deadlines

• If the agency coordinator receives an email notification for an employee that does not 

belong to their agency, please alert Benefit Strategies immediately –forward the email to 

commonwealth@benstrat.com

Need Help with Commuter forms or Questions? Email: 

Angela.Thivierge@voya.com

https://benefitstrategies.formstack.com/forms/commuter_election_form
mailto:commonwealth@benstrat.com


Transit Process Calendar
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Parking Process Calendar
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Commuter Reminders and Examples
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**The amount pre-funded each month is based on the previous month’s benefit amount IF the 

processing date is later than the 20th**

Examples
The deadline to submit the July 2022 Election Change E-Form was June 1st for the TRANSIT 
benefit.
This benefit month was processed via payroll yesterday, June 7th and will be deducted from the 
June 10th paycheck.
Funds will be credited to the debit card on June 20th to be used for the July benefit month.

The deadline to submit the July 2022 Election Change E-Form is June 15th for the PARKING 
benefit.
This benefit month will be processed via payroll on June 21st and will be reflected in the June 
24th paycheck.
Funds will be pre-funded to the debit card on June 20th **

Need Help with Commuter forms or Questions? Email: 

Angela.Thivierge@voya.com



Have Questions? 

Contact Information for Employees: 

Mon → Thurs: 8:00am – 6:00pm ET

Friday: 8:00am – 5:00pm ET

(Automated system available at all times)

Text-To-Chat: 1-877-353-9442

Email: Commonwealth@benstrat.com

Toll Free: 1-877-353-9442

Language translation services available

Fax: 603-232-8079

Contact Information for Coordinators:

Account Manager:  Angela Thivierge 
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Coordinator Contact ONLY: 

Please do not refer a member 

to this email address: 

Angela.Thivierge@Voya.com

My phone number will be 

made available from my email, 

and I am always happy to set 

up a call to answer any 

questions you may have about 

forms and resources!

mailto:Commonwealth@benstrat.com
mailto:Angela.Thivierge@Voya.com


Thank you
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