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Running Queries allows you to view changes and 

discrepancies within Edison 

Running Queries 

2 

This Applies to all Agencies  
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Click on Main Menu. 

Main Menu 

AL Boyd 

AL Boyd 
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Main Menu 

Running Queries 

Click the “HCM Reporting Tools” link from 

the “Main Menu” list.   

Click the “Query” folder”  

 from the “HCM Reporting Tools” folder.  

Click on the “Query Viewer” link from the 

Query Folder. 



Running Queries 

5 

Type “TN_BA” into the “begins with” field 

to view a list of the queries you can run.  



Queries to Run Monthly 

6 

NOTE: The following 3 queries need to be run monthly: 

 

TN_BA142_TEMP_PRIMARY_NID_DEP 

TN_BA142_TEMP_PRIMARY_NID_EMPL 

TN_BA313_ADDRESS_CHANGES 

 

STATE AGENCIES 

The following query needs to be run 7 days before payday: 

TN_BA278_DOUBLE_DED_ARREARS 

Click “Search”. 

Instructions 
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Then you can view a list of the queries you 

can run.  

A query can be run to HTML (it will display 

within Internet Explorer) or to Excel 

 

The query can also be scheduled to run.  

 (State Agencies need to use this option) 



TN_BA142_TEMP_PRIMARY_NID_DEP 
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Select the “Excel” button. 
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TN_BA142_TEMP_PRIMARY_NID_DEP 

9 

Click the “Open” button.  

 The Query will open in Excel format. 
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TN_BA142_TEMP_PRIMARY_NID_DEP 
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Example: 

 TN_BA142_TEMP_PRIMARY_NID_DEP 

 Excel Format 

The Dep NID block will have a  

generic number listed in it. 

NOTE:  From here you have the capability to 

print or save the file.   

This indicates a record. 
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TN_BA142_TEMP_PRIMARY_NID_EMPL 

Select the “Excel” button.  
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TN_BA142_TEMP_PRIMARY_NID_EMPL 

Select the “Open” button and the 

Query will open in Excel format. 
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TN_BA142_TEMP_PRIMARY_NID_EMPL 
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Example: 

 TN_BA142_TEMP_PRIMARY_NID_EMPL 

Excel Format 

NOTE:  From here you have the capability to 

print or save the file.   

This indicates no records. 
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TN_BA219_MED_DEN_COVERAGE 

Select the “Excel” button. 



TN_BA219_MED_DEN_COVERAGE 
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 Click the “View Results” button.  

Enter or click on the calendar icon to select the Coverage Begin Date. 

This query has a prompt.   

Enter the First Day of the Month of Coverage.  
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TN_BA219_MED_DEN_COVERAGE 

16 

Click the “Open” button  

 The Query will open in Excel format. 



TN_BA219_MED_DEN_COVERAGE 

17 

This indicates there are 1439 records. Reason for the 

large sum of records in this example are due to the coverage 

 begin date. This query will always show all elections 

 as of the coverage begin date selected. The date of 1/1/YEAR 

will include the elections made during  

open enrollment. 

Example: 

 TN_BA219_MED_DEN_COVERAGE 

Excel Format 

NOTE: From here you have the capability 

to print the file or save it.   
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TN_BA313_ADDRESS_CHANGES 

Select the “HTML” button. 
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TN_BA313_ADDRESS_CHANGES 

Click the “View Results” button. 

Enter or click on the calendar icon to select the From and To dates you want to search. 
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TN_BA313_ADDRESS_CHANGES 

Click the “Open” button and  

 the Query will open in Excel format. 
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TN_BA313_ADDRESS_CHANGES 

21 

alma0202001   Al Adams 

Example:  

 TN_BA313_ADDRESS_CHANGES 

 Query which was ran to HTML 

From here you can select to run your query in the following: 

Excel Spreadsheet , CSV Text File, or XML File 

NOTE:  From here you have the capability to print in any 

download mode you select.   
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Adding A Query To Your Favorites In 

Query Viewer 

Click on the “Main Menu” 

button above the TN Logo. 
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Favorites WorkCenter 

Enter “TN_BA” in the “begins with field”.  

 

Click the “Search” button. 
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Select the Query you wish to add to 

your favorites by clicking on the 

“Favorites” button.  



25 

You will see the query 

TN_BA142_TEMP_PRIMARY_NID_DEP 

in your “My Favorite Queries”.   



Allow you to schedule your queries  

within Edison 

26 

Scheduling Queries 



Schedule Queries 
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There are two ways in which 

you can Schedule Queries. 

1. You can select the 

“Schedule Query” button in 

“Query” folder.  

2. You can select the 

“Schedule” button in the 

Query Viewer. 



Schedule Queries 

From The Query Folder 

28 

To Schedule a Query from the Main Menu.  

Click on the Main Menu, HCM Reporting 

Tools Folder, Query Folder, and then the 

Schedule Query link. 



Schedule Queries 

29 

Click  the “Add a New Value” button if 

you have never run this query. 



Schedule Queries 

30 

Once you have created the Run 

Control ID, you can simply type 

the name of the Run Control ID 

on this screen. 



Schedule Queries 

Naming your Query 

31 

Create a name for your query and type it in the 

 “Run Control ID” field. 

 Name your query as it relates to the query.  

 

Note:  No spaces allowed in the name of the query. 

Examples: 

DoubleDedArrears – Acceptable  

double ded arrears - Unacceptable 



Scheduled Query  

32 

After naming your query,  

Click Add. 



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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If you click on the “Search” button 

without typing in a name, you will have 

over 2700 queries to select  from.  NOTE:  To see a list of the queries you can run,  

type “TN_BA” in the “Query Name” field. 

 Click the “Search” button. 

 



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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If you know the query name or part of the name, 

you can type that information in the field.  



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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Enter the Selected Query Name (TN_BA278) 

Click the “Search” button.  

 

Example:  TN_BA278.  

  



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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Click on the link of the query you would 

like to schedule to run.  



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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Enter the “Pay Period End Date” 

Click the “OK” button. 



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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Click the “Run” button at the top right. 



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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The format will default to TXT, but you can 

change the query format to see it as a 

PDF or an Excel (XLS) document. 



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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We selected to use XLS for the excel 

document format.  

Click the “OK” button. 



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 

41 

Make a note of the “Process Instance” Number.  

This number is helpful if there is an issue in the 

future when retrieving this query.  

Non Payroll ABC’s 

 Click the  “Report Manager” button. 

  

State ABC’s Only  

Click the “Process Monitor” button. 

  



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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After clicking the Report Manager button, 

this page appears. To see the query, 

select the “Administration” button. 



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 

43 

Click the Description:  

“EE’s with double deductions” 

button in the Report List.  

  
Notice the Process Instance Number 

matches the one you wrote down earlier.  

The report may take a minute 

to run.  Continue to click the 

Refresh button until the 

Distribution Status shows 

“Posted”. 

  



Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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Click the second link under “File List” ending 

in “.PDFX” or “.XLSX” to view the Query. 

NOTE:  The query will open in a separate window. 

Again you will notice your process 

instance number from earlier.  
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After clicking on the query name in 

the file list this windows appears.  

Click the “Open” button.  

Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS 
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Scheduled Query  

TN_BA278_DOUBLE_DED_ARREARS  

This is a 

 TN_BA278_Double_DED_Arrears 

 Query which was ran to Excel. 
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To Schedule a query from the Query Viewer. 

Click the “Schedule” button. 

Schedule 

TN_BA278_Double_DED_ARREARS 

from the Query Viewer 
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Click the “Add a New Value” button 

if you have never run this query. 

 

 

Scheduled Query 

Add a New Value 
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Scheduled Query 

Create a name for your Query 

Create a name for your query and type it in 

the “Run Control ID” field.  Name your query 

as it relates to the query.  

No spaces allowed in the name of the query. 

Example: 

DoubleDedArrears - Acceptable  

Double Ded Arrears  - Unacceptable 
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Scheduled Query 

Adding a Run Control ID 

After naming your query, 

Click Add. 
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From here you will continue running this 

query as previously discussed. 

Schedule 

TN_BA278_Double_DED_ARREARS 

From the Query Viewer 
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This query shows a list of 

queries ABCs can run. 



TN_BA219_MED_DEN_ELECTIONS 

TN_BA103_CHILD_AGE_26 Page 54 

TN_BA207_DEP_TERMS Page 55 

TN_BA219_MED_DEN_COVERAGE 

Page 57 

Benefit Coverage Queries 

53 

Page 56 
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TN_BA103_CHILD_AGE_26 

Prompts When to Run Intended Results 

From date:  MM/DD/YYYY 

To date:  MM/DD/YYYY 
Quarterly 

This query is the age off query that shows    

ABCs dependents approaching their 26th 

birthday at which time they will be removed 

from the plan.  ABC's can specify a date 

range, such as 60 or 90 days.  

• Employee ID 

• NID (SSN) 

• Dep/Benef. (number) 

• Name 

• Relation (to Employee) 

• Birthdate 

• Student (not used by Benefits) 

• Student Last Date 

• Plan Type (Medical, Dental, Vision, etc.) 

• Coverage elected (East, Middle, or West) 

• Plan (Partnership Cigna, BCBS, etc.) 

• Disabled 

• Benefits Program (HED, LG, LE, State) 

 

This information will be returned with the Header Title at the Top of the query: 
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TN_BA207_DEP_TERMS 

Prompts When to Run Intended Results 

Keyed Since Date:  MM/DD/YYYY Quarterly 

This query shows all dependents terminated 

for any reason from the date you enter in the 

prompt. 

• Employee ID 

• Name (First & Last) 

• NID (SSN) 

• Employee Record 

• Event Class 

• Event Description 

 

• Plan Type (Medical, Dental, Vision, etc.) 

• Coverage Code 

• Deduction Begin Date 

• Coverage Begin Date 

• Election Date  

 

This information will be returned with the Header Title at the Top of the query: 
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TN_BA219_MED_DEN_COVERAGE 

Prompts When to Run Intended Results 

Coverage Begin Date:  MM/01/YYYY As Needed 

This query will show any new coverage that is 

effective MM/01/YYYY. This query can be run 

throughout the year for new hire enrollments 

or changes for special qualifying events. This 

query also includes vision. 

This information will be returned with the Header Title at the Top of the query: 

• Department ID 

• Position Number 

• Business Unit 

• Employee ID 

• NID (SSN) 

• Name (First & Last name) 

 

 

 

• Plan Type (Medical, Dental, Vision, etc.) 

• Benefit Plan (Partnership Cigna, BCBS, etc.) 

• Description (Benefit Plan) 

• Coverage Code 

• Description (Coverage Code) 
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TN_BA219_MED_DEN_ELECTIONS 

Prompts When to Run Intended Results 

Keyed From Date:  MM/DD/YYYY 

Keyed To Date:  MM/DD/YYYY 
As Needed 

This query will show all elections made in 

Edison between a specific date range. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Department ID 

• Position Number 

• Employee ID 

• NID (SSN) 

• Name (First & Last Name) 

• Plan Type (Medical, Dental, Vision, etc.) 

 

 

• Coverage Election (Elect, Terminate, etc.) 

• Benefit Plan (Partnership Cigna, BCBS, etc.) 

• Description (Benefit Plan) 

• Coverage Code 

• Description (Coverage Code) 

• Date Keyed 

• Coverage Begin Date 
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TN_BA125_LVE_WOPAY_FOR_MT_22M 

Prompts When to Run Intended Results 

NONE Quarterly 

This query will show those employees who 

have been on Leave of Absence for more than 

22 months. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Employee Record # 

• Pay Status 

• Effective Date 
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TN_BA162_VIEW_PAYCHECK 

Prompts When to Run Intended Results 

Edison Employee ID:  00xxxxxx 

From Period End Date:  MM/DD/YYYY 

To Period End Date:  MM/DD/YYYY 

As Needed 
This query will show the deductions that an 

employee has for a specific time frame. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Department ID 

• Pay Run ID (based on date) 

• Company (TN or INS) 

• Group 

• Pay Period End Date 

• Plan Type (Medical, Dental, Vision, etc.) 

 

 

• Benefit Plan (Partnership Cigna, BCBS, etc.) 

• Deduction Code 

• Deduction Class 

• Current Deduction 

• Current Paycheck 

• Current Refund 

• Net Taken 
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TN_BA172_RETRO_DEDUCTIONS 

Prompts When to Run Intended Results 

RP Pend. Dt:  MM/DD/YYYY Monthly 

(LG, LE, UT/TBR ONLY) This query lists all 

employees that will have a retro deduction 

listed on the Collections Applied Report.  The 

retro can be positive or negative depending on 

the situation. 

This information will be returned with the Header Title at the Top of the query: 

• Retro/Deduction Effective Date 

• Reprocess End Date 

• Company 

• Group (TN or INS) 

• Unit (LETEA, LGGA1, etc.) 

• Department ID 

• Pay Period End Date 

• NID (SSN) 

• Employee ID 

• Name 

• Benefit Program (GA1, TEA, TEO, etc.) 

• Plan Type (Medical, Dental, Vision, etc.) 

• Plan (BCBS, Cigna, etc.) 

• Deduction Code 

• Deduction Class 

• Deduction Amount 

• New Amount to be deducted 

• Amount Override 

• Retro Amount 

• Process Flag 
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TN_BA209_HLTH_INS_PREM_AGENCY 

Prompts When to Run Intended Results 

Date From:  MM/DD/YYYY 

Date To:  MM/DD/YYYY 

Business Unit: 

    STATE - First 5 digits of Dept. # 

    HETBR - TN Board of Regents 

    HEUTN - UT  

    LETEA - LE Active Teachers 

    LETEO - LE Active Support Staff 

    LGGA1 - LG Active level 1 

    LGGA2 - LG Active level 2 

    LGGA3 - LG Active level 3 

NP/TN: 

    NP - Non Payroll Members 

    TN - Payroll Members 

As Needed 

This query will show the specific total deduction 

amount for each budget code, Employee portion and 

Employer portion.  This is used as a budgeting tool for 

agencies. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Budget Code 

 

• Deduction Source (Employee or Employer) 

• Deduction Amount 
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TN_BA216_BUDGET_QUERY 

Prompts When to Run Intended Results 

Business Unit: 

   STATE - First 5 digits of Dept. # 

    HETBR - TN Board of Regents 

    HEUTN - UT  

    LETEA - LE Active Teachers 

    LETEO - LE Active Support Staff 

    LGGA1 - LG Active level 1 

    LGGA2 - LG Active level 2 

    LGGA3 - LG Active level 3 

As Needed 

This query will show the specific deduction for 

each individual in your agency, Employee 

portion and Employer portions.  This is used 

as a budgeting tool for agencies. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Position Number 

• Department ID 

• Last Name 

• First Name 

• Coverage Code (Employee, Family, etc.) 

• Employer Rate 

• Employee Rate 



64 

TN_BA297_LOA_IN_BILLING 

Prompts When to Run Intended Results 

NONE Monthly 
This query will allow you to see anyone 

actively enrolled in billing. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• First Name 

• Last Name 

• Effective Date 

• Plan Type (Medical, Dental, Vision, etc.) 

• Billing Status (A is Active) 



TN_BA77_LE_5_DIGIT_ZIP 
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TN_BA01_DEPENDNT_DEMOG 
(Due to the size of the spreadsheet it has been split) 

Prompts When to Run Intended Results 

Business Unit: 

    STATE - First 5 digits of Dept.# 

    HETBR - TN Board of Regents 

    HEUTN - UT  

    LETEA - LE Active Teachers 

    LETEO - LE Active Support Staff 

    LGGA1 - LG Active level 1 

    LGGA2 - LG Active level 2 

    LGGA3 - LG Active level 3 

As Needed 

This query will show all of an employee's 

dependent demographics including the date of 

the last update. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Employee Record 

• NID (SSN) 

• Employee Name  

• Action (HIR) 

• Reason (NPE) 

• Pay Status 

• HR Status 

• Business Unit 

• Department ID 

• Job Code 

• Benefit Program Effective Date 

• Benefit Program (GA1, GA2, 

TEO, etc.) 

• CBR Event ID 

• Dependent ID 

• Dependent Name  

• Same Address as Employee (Y 

or N) 

• Postal 

• Relationship to Employee 

• Dependent Beneficiary Type 

• Marital Status of Dependent 

• Marital Status Date 

• Sex 

• Birthdate of Dependent 

• Death Date 

• Student (Y or N) 

• Disabled (Y or N) 

• Medicare Date 

• COBRA Date 

• CSB Eligible 

• CBR Action 

• CBR Employee ID 

• Student Date 

• Court Ordered Dependent 

• FEHB 

• Federal Plan 

• Same Phone Number as 

Employee 

• Type of Phone 

• Address Type 

• Eligible Leave 

• Certificate Verification 

• Dependent Employee ID 

• Civil Service Status 

• Employer Name 

• Same Public Service 

• Date of last Update 
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TN_BA01_DEPENDNT_DEM (Cont.) 

(Due to the size of the spreadsheet it has been split) 
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TN_BA142_TEMP_PRIMARY_NID_DEP 

Prompts When to Run Intended Results 

NONE Monthly 

This query will show you all of the dependents 

that have a temporary Social Security Number 

and the name of the employee for that 

dependent.  If you do not have the permanent 

SSN, you will need to get this information from 

the employee.  

This information will be returned with the Header Title at the Top of the query: 

• Department Number 

• Employee ID 

• Employee NID (SSN) 

• Employee Name 

• Dependent NID (SSN needs to be updated) 

• Dependent ID 

• Effective Date 

• Dependent Name 

• Dependent Birthdate 
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TN_BA142_TEMP_PRIMARY_NID_EMPL 

Prompts When to Run Intended Results 

NONE Monthly 

This query will show you all of your employees 

that have a temporary Social Security Number.  

If you do not have the permanent SSN, you will 

need to get this information from the employee.  

This information will be returned with the Header Title at the Top of the query: 

• Department Number 

• Effective Date 

• Employee ID 

• NID (SSN to be changed) 

• Name 
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TN_BA164_INVALID_COUNTY 

Prompts When to Run Intended Results 

NONE Quarterly 

This query will show you if any of your 

employee's have been entered into Edison with 

an invalid county. 

This information will be returned with the Header Title at the Top of the query: 

• HR Status 

• Company 

• Employee ID 

• Address Type 

• County Listed in Address 
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TN_BA222_ADDRESS_VERIFICATION 

Prompts When to Run Intended Results 

Business Unit: 
    STATE - First 5 digits of Dept. # 

    HETBR - TN Board of Regents 

    HEUTN - UT  

    LETEA - LE Active Teachers 

    LETEO - LE Active Support Staff 

    LGGA1 - LG Active level 1 

    LGGA2 - LG Active level 2 

    LGGA3 - LG Active level 3 

As Needed 
This query will show all of your employee's 

addresses. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Department ID 

• Description of Department 

• NID (SSN) 

• Employee ID 

• Name 

• HR Status 

• Address 
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TN_BA233_MISSING_HOME_ADDRESS 

Prompts When to Run Intended Results 

NONE Quarterly 
This query will show you all of your employee's 

that are missing a home address in Edison 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Employee Record # 

• Employee Name 

• Business Unit 

• Department ID 

• Mail Drop 
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TN_BA242_RELATIONSHIP_TYPE 

Prompts When to Run Intended Results 

Relationship to Employee:  
(Use spy-glass to select correct relationship) 

As Needed 

This query will show all Dependents listed as a 

certain Relationship.  You will select the 

relationship you would like to audit when 

prompted. 

This information will be returned with the Header Title at the Top of the query: 

• Relationship to Employee (Your Selection) 

• Employee ID 

• Head of Contract Name (Employee) 

• Address 

• Dependent Number 

• Dependent Name 

• Dependent Birthdate 
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TN_BA282_INVALID_EMAIL 

Prompts When to Run Intended Results 

NONE Quarterly 

This query will show who does not have an 

email address listed or if the email listed 

appears to be invalid. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Department ID 

• Employee ID 

• Employee Name 

• User ID of Employee 

• Email Address 

• Last Date Address was updated 

• Last User who updated Email  
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TN_BA302_PERSON_AND_JOB 

Prompts When to Run Intended Results 

NONE As Needed 

This query shows all personal and job 

information for all active employees in your 

agency. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Name 

• Birthdate 

• Sex 

• Marital Status 

• NID (SSN) 

• Address of Employee 

• Phone Number 

• Email Address 

• Department ID 

• Position Number 

• Compensation Frequency 

• Compensation Rate 
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TN_BA313_ADDRESS_CHANGES 

Prompts When to Run Intended Results 

Effective Date From:  MM/DD/YYYY 

Effective Date To:  MM/DD/YYYY 
Monthly 

Shows all the addresses that have been 

updated for an agency.  

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• NID (SSN) 

• Name 

• Effective Date 

• Status of Address 

• Address 

• Last Date address was updated 

• Login of Who Updated Address 

• Description of the login 
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TN_BA77_LE_5_DIGIT_ZIP 

Prompts When to Run Intended Results 

NONE Quarterly This query will identify invalid ZIP codes. 

This information will be returned with the Header Title at the Top of the query: 

• Company  

• Department ID 

• Description of Department 

• Group  

• Employee ID 

• NID (Last 4 digits of SSN) 

• Name 

• Address Type 

• Address (with Zip Code) 



78 

TN_BA133_AUDIT_OPEN_ENRL_ESS Page 79 

TN_BA219_AETP_INS_ELECTIONS Page 80 

TN_BA219_NEW_HIRE_ESS Page 81 

TN_BA219_OE_NOT_SUBMITTED Page 82 

TN_BA265_OE_ELECTIONS_IN_ESS Page 83 

TN_BA309_INELIG_FOR_PARTNER Page 84 

ESS and AE Queries 
(Employee Self Service and Annual Enrollment) 

TN_BA311_ESS_NEW_DEPENDENTS Page 85 



79 

TN_BA133_AUDIT_OPEN_ENRL_ESS 

Prompts When to Run Intended Results 

Edison Employee ID:  00xxxxxx During/After AE 

This query will show all of an employee's 

elections made through ESS with a date/time 

stamp.  If the employee submits the enrollment 

multiple times, all of the activity will show on 

this report. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Employee Record 

• Dependent Number 

• Employee or Dependent Name 

• Plan Type (Medical, Dental, Vision, etc.) 

• Election (Elect or Waive) 

• Plan (BCBS, Cigna, etc.) 

• Description of Plan 

• Coverage Code 

• Annual Pledge (only for State Flex) 

• Schedule ID (Open Enrollment or New Hire) 

• Date and Time of Election 

• Election after Submit 



80 

TN_BA219_AETP_INS_ELECTIONS 

Prompts When to Run Intended Results 

Event Date:  01/01/YYYY During AE 

This query will show who has made changes 

to their health insurance during AE.  It will 

show the old coverage and the new coverage. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Employee ID 

• Benefit Record 

• Name 

• Benefit Program 

• Plan Type (Medical, Dental, Vision, etc.) 

• Coverage Begin Date 

• New Benefit Plan (BCBS, MetLife, etc.) 

• New Coverage Code (Single, etc.) 

• Old Benefit Plan 

• Old Coverage Code 

• Election Source 
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TN_BA219_NEW_HIRE_ESS 

Prompts When to Run Intended Results 

From Coverage Begin Date:  MM/DD/YYYY 

To Coverage Begin Date:  MM/DD/YYYY 
Monthly 

This query will show everyone who has not 

submitted an enrollment, including those who 

have made changes in ESS but have not 

submitted their enrollment.  They will need to 

go back and submit for the changes to take 

effect.  

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Last and First Name 

• Email 

• Department ID 

• Department Description 

• Reason Not Submitted 

• County 
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TN_BA219_OE_NOT_SUBMITTED 

Prompts When to Run Intended Results 

Event Date:  01/01/20YY Weekly During AE 

This query will show everyone who has not 

submitted an enrollment, including those who 

have made changes in ESS but have not 

submitted their enrollment.  They will need to 

go back and submit for the changes to take 

effect.  Look for the employees with "SAVED" in 

the "Saved but not Submitted" column in the 

query. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Last and First Name 

• Email 

• Department ID 

• Department Description 

• Reason Not Submitted 

• County 
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TN_BA265_OE_ELECTIONS_IN_ESS 

Prompts When to Run Intended Results 

Schedule ID:  

    OEGYY - Local Government 

    OEHYY - Higher Education 

    OESYY - State 

    OETYY - Local Education 

During/After AE 

This query is an audit of all elections made by 

your employees during AE.  If they submit an 

enrollment multiple times, each enrollment 

they submit will show with a date and time 

stamp. 

This information will be returned with the Header Title at the Top of the query: 

• Department ID 

• Employee ID 

• Employee Record 

• Name 

• Plan Type (Medical, Dental, Vision, etc.) 

• Election 

• Plan (BCBS, Dental, Vision, etc.) 

• Plan Description 

• Coverage Code (Single, etc.) 

• Annual Pledge (State Flex only) 

• Schedule ID 

• Date and Time of Submission 

• Elect After Submission  
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TN_BA309_INELIG_FOR_PARTNER 

Prompts When to Run Intended Results 

Eligibility Field 2:  INELIG20YY Before AE 
This query will identify all of your employees 

who did not fulfill the Partnership Promise. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Eligibility Field (States if Employee is not 

Eligible and What Year) 

• Name of Employee 
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TN_BA311_ESS_NEW_DEPENDENTS 

Prompts When to Run Intended Results 

Class: 

    ALL - State/Higher Ed. New Hires 

    NHR - LE/LG New Hires 

    OE - AE for All Agencies 

Beginning Event Date:  MM/DD/YYYY 

Ending Event Date:  MM/DD/YYYY 

Monthly 

This query will show you all new dependents 

that were added by the employee through ESS.  

This can be used for new hires or during AE. 

This information will be returned with the Header Title at the Top of the query: 

• Department ID 

• Position Number 

• Class (You selected this) 

• Schedule ID 

• Event Date 

• Employee ID 

• Employee Record 

• Employee Name 

• Benefit Program (GA1, GA2, TEA, etc.) 

• Plan Type (Medical, Dental, Vision, etc.) 

• Dependent Number 

• Dependent Name 

• Proof Received (Dependent Verification) 
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General Queries 
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TN_BA_AGENCY_QUERY_LIST 

Prompts When to Run Intended Results 

NONE Quarterly 
This query will show you all of the queries that 

an ABC has access to run. 

This information will be returned with the Header Title at the Top of the query: 

• Query Name • Description of Query 
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TN_BA15A_HOLD_COVERAGE_ARREARS Page 89 

TN_BA172B_RETRO_DEDUCTIONS Page 90 

Page 66 

State Queries 
(Queries that are run by Central State Agencies only) 

TN_BA219_AETP_FLEX_ENROLLMENTS Page 91 

TN_BA220_LIFE_NO_MED_ENRLMNT Page 92 

TN_BA229_COUNT_120_DAY_EMPLS Page 93 

TN_BA229_COUNT_DEFFERD_COMP Page 94 

TN_BA229_COUNT_NOT_IN_DEF_COMP Page 95 

TN_BA278_DOUBLE_DED_ARREARS Page 100 

TN_BA308_SM_HIRED_AFTER_15TH Page 101 

TN_BA312_WCP_WIT_ARREARS Page 102 

TN_BA229_DEF_COMP_DED_BY_EMPL Page 96 

TN_BA229_LIST_NOT_IN_DEF_COMP Page 97 

TN_BA266_EMPLS_IN_DEF_COMP Page 98 

TN_BA266_EMPL_NOT_IN_DEF_COMP Page 99 

TN_BA324_1450_EMPLOYEES Page 103 
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TN_BA15A_HOLD_COVERAGE_ARREARS 

Prompts When to Run Intended Results 

NONE Monthly 

This query will show a list of employees who 

are on payroll and are past due that BA plans 

on canceling if they do not pay. 

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Company 

• Group (INS, TN, BIL, etc.) 

• Department ID 

• Plan Type (Medical, Dental, Vision, etc.) 

• Plan (BCBS, Cigna, etc.) 

• Deduction Code 

• Deduction Class 

• Arrears Amount 

• HR Status 



90 

TN_BA172B_RETRO_DEDUCTIONS 

Prompts When to Run Intended Results 

RP Pend. Dt: MM/DD/YYYY 

Unit: 

    STATE first 5 digits of Dept. # 

Monthly 

This query lists all employees that will have a 

retro deduction listed on the paycheck.  The 

retro can be positive or negative depending 

the situation. 

This information will be returned with the Header Title at the Top of the query: 

90 

• Retro/Deduction Effective Date 

• Reprocess End Date 

• Company 

• Group (TN or INS) 

• Unit (First 5 digits of Dept. #) 

• Department ID 

• Pay Period End Date 

• NID (SSN) 

• Employee ID 

• Name 

• Benefit Program (GA1, TEA, TEO, etc.) 

• Plan Type (Medical, Dental, Vision, etc.) 

• Plan (BCBS, Cigna, etc.) 

• Deduction Code 

• Deduction Class 

• Deduction Amount 

• New Amount to be Deducted 

• Amount Override 

• Retro Amount 

• Process Flag 
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TN_BA219_AETP_FLEX_ENROLLMENTS 

Prompts When to Run Intended Results 

Event Date:  01/01/YYYY As Needed 

This query will show who is enrolled in 

flexible benefits.  If you want to see who is 

enrolled in flex benefits for 2015 so you can 

remind them to re-enroll for 2016 use the date 

Jan. 1, 2015. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Employee ID 

• Benefits Record # 

• Name 

• Benefits Program 

• Plan Type 

• Benefit Plan 

• Coverage Begin Date 

• Election Source 
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TN_BA220_LIFE_NO_MED_ENRLMNT 

Prompts When to Run Intended Results 

Business Unit: 

    STATE First 5 digits of Dept. # 

    HETBR - TN Board of Regents 

    HEUTN - UT  

Keyed Since Date:  MM/DD/YYYY 

As Needed 

This query will list all of your employees that 

have basic life insurance - not medical.  It 

shows the plan type and the election date. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Employee ID 

• Name 

• Plan Type 

• Coverage Election 

• Plan 

• Election Date 
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TN_BA229_COUNT_120_DAY_EMPLS 

Prompts When to Run Intended Results 

As of Date:  MM/DD/YYYY As Needed 
This query will show the number of 120 day 

employees in each agency. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Department ID 

• Description of Department 

• Plan 

• Count (Number of Employees) 
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TN_BA229_COUNT_DEFFERD_COMP 

Prompts When to Run Intended Results 

As of Date:  MM/DD/YYYY As Needed 

This query will show you the number of 

employees in each agency that is in Deferred 

Comp.  This list does not show any names of 

those employees. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Department ID 

• Description of Department 

• Plan Type 

• Count (Number of Employees) 
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TN_BA229_COUNT_NOT_IN_DEF_COMP 

Prompts When to Run Intended Results 

As of Date:  MM/DD/YYYY As Needed 

This query will show you the number of 

employees in each agency that is NOT in 

Deferred Comp. This query does not show any 

names of those Employees. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Department ID 

• Description of Department 

• County 

• Count (Number of Employees) 
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TN_BA229_DEF_COMP_DED_BY_EMPL 

Prompts When to Run Intended Results 

Edison Employee ID:  00xxxxxx As Needed 
This query will show all an employee's 

Deferred Compensation deductions.   

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Employee Record 

• Name 

• Department ID 

• Check Date 

• Plan Type 

• Benefit Plan 

• Deduction Class (Employee or Employer) 

• Current Deduction 
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TN_BA229_LIST_NOT_IN_DEF_COMP 

Prompts When to Run Intended Results 

As of Date:  MM/DD/YYYY As Needed 

This query shows all state employee's that are 

not participating in Deferred Compensation.  

Your results will only show your agency 

information. 

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• Department ID 

• Description of Department 

• Last, First, & Middle Name 

• Full or Part time 

• Severance Months 

• Email Address 
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TN_BA266_EMPLS_IN_DEF_COMP 

Prompts When to Run Intended Results 

As of Date:  MM/DD/YYYY As Needed 

This query list all of the employees 

participating in the Deferred Compensation 

Program.  

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Employee Record 

• Name 

• Business Unit 

• Department ID 

• Plan Type (401k or 457) 

• Plan 
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TN_BA266_EMPL_NOT_IN_DEF_COMP 

Prompts When to Run Intended Results 

As of Date:  MM/DD/YYYY As Needed 

This query list all of the employees NOT 

participating in the Deferred Compensation 

Program.  

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Employee Record 

• Name 

• Business Unit 

• Department ID 
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TN_BA278_DOUBLE_DED_ARREARS 

Prompts When to Run Intended Results 

Pay Period End Date:  MM/DD/YYYY 
7 days before 

payday 

This query will identify the people who will be 

double deducted for benefits coverage.  Once 

you run the query, the field called Current 

Payback will show the additional amount that 

will be deducted. 

This information will be returned with the Header Title at the Top of the query: 

• Company 

• Pay Period End Date 

• Employee ID 

• Department ID 

• Plan Type 

• Plan 

• Plan Description 

• Deduction Class (Before or After-tax) 

• Current Deduction 

• Current Payback 

• Last, First, and Middle Name 

• Address 
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TN_BA308_SM_HIRED_AFTER_15TH 

Prompts When to Run Intended Results 

Coverage Begin Date:  MM/DD/YYYY 

16th of the Month:  MM/DD/YYYY 

Last Day of the Month:  MM/DD/YYYY 

Monthly 

This query shows everyone hired after the 15th 

of the month.  They will be billed for their first 

month's premium on the 15th of the following 

month.  If they start too late in the month to have 

enough money to deduct their premiums, they 

will be double-deducted at the end of the month. 

This information will be returned with the Header Title at the Top of the query: 

• Group 

• Employee Record 

• Employee ID 

• Name 

• Last Start 

• Coverage Begin Date 

• Effective Date 

• Election Date 

• Plan Type 

• Plan 

• Coverage Code 



102 

TN_BA312_WCP_WITH_ARREARS 

Prompts When to Run Intended Results 

NONE Monthly 

This query will show all Workers Comp. 

employee's with Arrears on their account.  The 

amount of arrears is listed on the query.  

This information will be returned with the Header Title at the Top of the query: 

• Employee ID 

• Company 

• Group 

• Department ID 

• Plan Type (Medical, Dental, Vision, etc.) 

• Plan (BCBS, MetLife, etc.) 

• Deduction Code 

• Deduction Class 

• Arrears (Amount owed) 

• HR Status 

• Benefit Program 
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TN_BA324_1450_EMPLOYEES 

Prompts When to Run Intended Results 

NONE As Needed 

This query will identify the employees that have 

been identified and approved as 1450 

employees.   

This information will be returned with the Header Title at the Top of the query: 

• Business Unit 

• NID (SSN) 

• Employee ID 

• Last and First Name 


