Vensure Departments
Accounting
· W9 Requests
· Backup if you can not reach Payroll for DD concerns / stop payments.
Benefits
· ACA 1094/1095
· Coverage changes / Life events (need proof)
· Cobra
· HSA / FSA 
· Card requests
· Plan / Deduction questions
· Open enrollment windows
Client Portal (Client Solutions)
· ESS configuration / customization 
· Portal documents upload
Client Support
· EE info change (DL / SSN needed)
· New hire entry (ask payroll first)
· Pay card support.
Employee Screening
· Background / Drug test requests from clients
· If an EE wants status refer to WSM
Garnishments
· EE inquiries about garnishments
· New / Update to court order requests
Legal
· Identity theft with police reports
Paid time off
· PTO audits / inquires.
Payroll (assign to Processor)
· Any concerns regarding the EE pays.

Product Management (Perks)
· EE Perks, Pet insurance, Zayzoon, All State, Rental Car, Legal plans, etc.
Retirement 
· 401k inquires. 
· Roth / IRA
Strategic Relations (CR/HR/LOA/ER)
· All client requests.
· New Mgr Users for the portal with security settings
· Client Address changes 
· Reach out to clients if payroll is not being processed
· Assist all departments on any open issues.
· Worksite location adds.
· Leaves inquiry. 
· Terminated client queue. 
· ER queues. 
System operations
· Password resets
Timekeeping
· Timeclock inquires.
Unemployment service
· Unemployment question
W2
· Issues or concerns with W2s
Worker’s comp 
· Workers’ compensation inquires.
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