Plan Year 2016 Open Enrollment
Electronic Process — Enrollment Guide

Weloome ts the [Hoctromi Orer Lurollment process for Flan Gear 2076,

Please note, ALL EMPLOYEES, regardless of whether you are participating in our benefits or not will
need to go through the electronic system to verify and update information.

You will have the opportunity to elect, decline or change the following benefits in this system:

e Medical;

e Vision;

e Voluntary Supplemental Life;

e Health Savings Account (HSA) election. You MUST be enrolled in the High Deductible Health
Plan to participate in the HSA. (HRA participants do not need to elect anything);

e Supplemental Retirement Accounts (403b);

e Supplemental Retirement Account Catch-up (403b —for employees over 50 ONLY);

e NEW BENEFIT: Voluntary Critical lliness Insurance (AFLAC);

e NEW BENEFIT: Voluntary Accident Insurance (AFLAC).

We hope this document will assist you as you navigate the electronic system. The open enrollment
module is accessed through your Employee Self Services screen, on the right hand side.

Please use the worksheets here to record your data prior to signing in. We ask that if at all possible you
only go through the system one time. If you must make changes and go through a second time, notify
Sarah Arnold, HR Assistant at sarnold@nrao.edu.

Thank you!
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Electronic Open Enrollment is accessed through your Employee Self-Service/Electronic

Timekeeping portal. Log in as if you were going to enter your timecard, and click the ESS
tab at the top of the page.

Before entering the Open Enrollment module, you may want to View Current Benefit
Elections.

Caution: Do not use your browser forward and back buttons to navigate in the system.
Always use the links and buttons within your enrollment windows.
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ORACLE’ 1D Edwards EnterpriseOne Roles +  Personalizatior

Home Navigator « Open Applications Recent Reports = Favorites +

Benefits Confirmation
E-MAIL a Copy of This Statement
Current Elections
YOUR NAME Employee Number: Your Number
Your Address
Total Employee Cost: $1,273.61 (per pay period)
Employee
Cost
. (per pay
Benefits Category Benefits Plan Selected period)
Qutside Of Benefit Group ADD Supplemental 2X 50
Qutside Of Benefit Group Life Dependent First MON $230
M | Outside Of Benefit Group Life Dependent Second MON §2.30
Outside Of Benefit Group Life Dependent Third MON $2.30
Cutside Of Benefit Group Life Spouse Mon $711
Medical Benefits Medical EE + Family $261.00
Covered Dependents:
YOUR DEPENDENT
Dental Benefits Dental EE + Family $54.00
Vision Vision EE + Family §$18.04
Supplemental Life Supplemental Life 2X $19.00
LTD LTD = 30 Years of Age $1492
403B Deduction 403bTIAA-CREF%Pay Pericd enter as a deimal §39264
Health Savings Account HSA Family Contribution § 500.00
Health Savings Account HSA EE FAMILY 50
Vacation Benefit Vacation Exempt 50
Vacation Benefit Accrual Pool $0
Sick Time Benefit Sick Time Benefit $0
Doctor Visits PTO Doctor/Dentist 30
Employer Reportable
Benefits MedFam $0
5

javascript:onClick=)JDEDTAFactory.getinstance(").post{'0_1_56")

Your View Current Benefit Elections page will be similar to the screen above. You
should be able to see the benefits you have elected and their associated coverage tier
(family, employee only, Supplemental Life 2x, etc.).

You may have dependents showing on this screen; however, they will not be linked to
the plans, and may be incorrect. We are cleaning up our dependent data with this
exercise.

You can print this screen from your browser print button, take a screen shot and print
from Word, or email the statement to yourself. When you are done reviewing, hit
Exit to return to the main screen.
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ORACLE' 1D Edwards EnterpriseOne Rokes »  Permnsleton v Mep  MERRIONS, DEMISEM (0900

Self-Service Director

YOUR NAME
Your marital status

Confirm Information.

Do not use the Exit button unless you

e — Navigation buttons.

are ready to leave and discard your
changes.

vseriptonCiick= JDEDTAFactory. getinatancel | postiD_1 617 B0

When you enter the Open Enrollment Module, you will see several pieces of
important information. In the upper left-hand corner, will be your:

e Name

e Marital status
e Salary

e Birth Date

Ensure that this data is correct. If it is not, exit the process and notify Sarah
Arnold at sarnold@nrao.edu immediately.

Within the system are navigation buttons. Use these buttons to move
between screens.

IMPORTANT: The system DOES NOT SAVE INFORMATION BETWEEN SCREENS.
It will time-out and lose your changes after an hour. We highly recommend
completing the worksheets here before entering the online system. If you Exit
before the final acceptance screen, your changes will be lost.
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ORACLE' 1D Edwards EnterpriseOne Rodes v Permnluatin +  Mep  MERSIONS, DEMPSEM [FUSC0]  SgnOu

Employee Personal Information

Lmghoyee Information Umgloyee Address

YOUR NAME @
YouRNAME Verify your Tax ID (SSN) is

L] Your employee number
Your SSN

correct.

This screen includes your Employee Number and Tax ID (SSN).

Ensure that this data is correct. If it is not, exit the system, notify Sarah Arnold
at sarnold@nrao.edu immediately.

Within the system are navigation buttons. Use these buttons to move

between screens. The system DOES NOT SAVE INFORMATION BETWEEN
SCREENS.
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ORACLE' 1D Edwards EnterpriseOne Roies =

Employee Personal Information

Lmgloyee Infarmation Lmployee Address

YOUR NAME @
Line £

{1 posti0_1 617

The address screen is fully editable. If your address is incorrect, you may fix it
here. The module will upload the corrections to JDE.

If your dependents have the same mailing address you can click on the box in
this screen to have it filter through to the dependent entry screens.
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ORACLE' 1D Edwards EnterpriseOne Roles v Permnluation + M MERSUONS, DEMISEM [0S00)

Self-Service Director
YOUR NAME
Heat, you will be makedt o upsdeln your phons numbens

Employee Personal information
= Empiyes Phans Nusber

Iposti 1617 0% -

A table of contents will be shown between each major section of the system,
alerting you to what is coming up next.
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ORACLE' 1D Edwards EnterpriseOne Roies v Permnalmatin + Mg MERRIONS, DENISEN [FU900

Employes Phone Numbers

YOUR NAME 9

Frefiv Mumber

Jpost01 817 105 -

The employee phone number screen is fully editable. Please include one
phone number where you can be reached outside of work.

This information will feed the online staff phone book. If you do not want
your home or cell phone listed there, email Sarah Arnold at
sarnold@nrao.edu, and we can ensure it is kept private.

Record your phone numbers here prior to signing in.

Home

Cell

Work

Other

Other
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ORACLE' JD Edwards EnterpriseOne Foles v  Permnalmtion v Mep  MER
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ORACLE' 1D Edwards Enterpris

Employee Emengency Contacts

YOUR NAME 9

Clich o0 perans fme £ change the miformaten

o e e If you have contacts already entered, click
on their name to edit their information.

dd A Contact | Delete & Contact | e < Prmvous ot >

The employee emergency contact screen may show existing individuals. You
can edit them by clicking on their name. Please include at least one person we
can contact outside of work on your behalf.

You may have as many contacts as you like, we will follow the order of the list
from top to bottom.

To add a new contact, click the “Add A Contact” button.
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ORACLE' 1D Edwards EnterpriseOne Roies v Permnalmatin + Mg MERRIONS, DENISEN [FU900

Emergency Contact Information

YOUR NAME @
=

Marme « First, ML, Lot

<« Previcass Hext

jevaserpt: HI0% -

The employee emergency contact screen is fully editable. Please include at
least one person we can contact outside of work on your behalf.

You may have as many contacts as you like, we will follow the order of the list
from top to bottom.

We do not need mailing addresses for emergency contacts. Name, phone
number, and relationship is all that is required.

Record your emergency contacts here prior to signing in.

Name Relationship Phone number
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ORACLE' JD Edwards EnterpriseOne - 3 2 15 onC
(I (0 &

Self-Service Director
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ORACLE' 1D Edwards EnterpriseOne Rokes »  Permnsleton v Mep  MERRIONS, DEMISEM (0900

Dependent List

YOUR NAME @
‘Click: on person’s name (o charge bis or her personal information

If you have dependents in the system, click on
their name to edit their information.

Ackd K Dipercherd

The dependent screen may show existing dependents in the system. You can
edit their information by clicking on it. If you need to delete a dependent,
contact Sarah Arnold at sarnold@nrao.edu.

To add new dependents, click the Add New Dependent button. A worksheet
to record your dependent data is on the next page.

CAUTION! Do not click Add New Dependent button unless you truly have
someone to add. Not adding new information after clicking the button will
create a duplicate record of yourself and the system will not allow you to
continue.
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Name Relationship | Date of Birth SSN Address (if different from employee)
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ORACLE' 1D Edwards EnterpriseOne Roies =

Update Dependent Information
Dependent Information Dependent Address Uegendent Additional Infermation

DEPENDENT NAME @

«a Prevous Mt 3>

The first dependent screen is fully editable. Use the worksheet on the previous
page to record this information before signing into the system.

Required fields are Name, Tax ID (SSN), Date of Birth, Gender, and Mailing
Address.
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ORACLE' 1D Edwards EnterpriseOne Roles v Fermnaluatin + Mg MERRIO, DEMISEM [FU900]  SgnD

Update Dependent Information

Dependent informatica Oependent Address Degendent Additional Lnfermatian
DEPENDENT NAME “uarrm e, Frrgerpe | @
Address Line 1

Eckdress Line

Frastal Code

The second dependent screen is also fully editable. Use the worksheet to
record this information before signing into the system.

Required fields are Name, Tax ID (SSN), Date of Birth, Gender, Mailing Address.
If the dependent lives at the same address as you and this is not prefilled, you
use the Same as Dependent button to transfer this information to the record
automatically.
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ORACLE' 1D Edwards EnterpriseOne Rokes v Fermonsletion +  Mep  MERAICK, DENRSEM [10900]

Update Dependent Information
Dependent Informaticn Dependent Address. ependent Additional Information
DEPENDENT NAME @
Serder Ml Farri
Resgorghig *  [5ea e .
Dode e Bt
aby Disabls of Cand

Diate of Mecicare Diste

»
Exe Predous =

joveseript 100

Use the worksheet to record this information before signing into the system.

Required fields are Name, Tax ID (SSN), Date of Birth, Gender, Mailing Address.
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ORACLE' 1D Edwards EnterpriseOne Roles v Permnluation + M MERSUONS, DEMISEM [0S00)

Medical Plans

YOUR NAME

If you are , click on a link to open a window
with fully editable pdf forms.

Heakuaie

<% Previcnns Hext ¥

On this screen you will see yourself and all entered dependents. Select each
dependent you want to cover and which plan(s) you want them covered under.

If you are DECLINING medical coverage, select only yourself and hit the next
button.
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ORACLE' 1D Edwards Enterpris

Hlect Coverage

YOUR NAME @

Make your plan selection on this screen. If you are not changing, be sure your
current election (confirm on “View Current Benefits” report) is clicked and hit
next.

If you have more than one dependent you selected on the previous screen, you
will not see an option for “Employee + 1” coverage.

If you are DECLINING medical coverage, you can select that option here.
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ORACLE' 1D Edwards Enterpris

Hlect Coverage

YOUR NAME @

Total Deuctions Fer Pay Pericd 2754.54

Make your plan selection for vision on this screen. If you are not changing, be
sure your current election (confirm on “View Current Benefits” report) is
clicked and hit next. It is possible this screen will be skipped if you are not
making changes.

If you are DECLINING vision coverage, you can select that option here.
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ORACLE' 1D Edwards EnterpriseOne Roles v Permnluation + M MERSUONS, DEMISEM [0S00)

Indemnity Plans

YOUR NAME @
Seact the banafit Catagonas you want to change.

Batoman ol @ &

Select each other coverage you are continuing or electing on this screen. If you
do not want a benefit, do not select it.
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ORACLE' 1D Edwards EnterpriseOne

Hect Coverage

YOUR NAME

If you are , click on a link to open a window with fully editable pdf forms. ®

Rrcainses

Your life insurance selection should be pre-filled. If not, check your Current
Benefits report and select the appropriate coverage.

If you want to increase your coverage, do so here by selecting the appropriate
amount. Click the form link at the top, complete and send to HR via the form
button or at benefitforms@nrao.edu.

NOTE: Increases to life insurance will require you submit a form to Cigna for
medical underwriting. HR will provide this form if you increase your coverage.
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Elect Coverage

YOUR NAME @

If you are , click on a link to open a window with fully editable pdf forms.
/
e @ T O
3 Flam
bac Plan, Ceat A
Remember to enter percentages as decimals,

> not whole numbers. You can split your

Fidley % Pay Penod entes 3 8 dsomel s election between the carriers.
........

Your 403b (supplemental retirement account) selection should be pre-filled. If

not, check your Current Benefits report and select the appropriate coverage. If
you want to continue with your current contribution, be sure it is appropriately
elected.

You can front-load your 403b contribution at the beginning of the year. If you
want to maximize over the year, divide the annual amount by your number of
pay periods. REMEMBER: you are entering a PER PAY PERIOD AMOUNT. If you
want to front load we will need a second form to stop the larger amount.

If you want to change your contributions, do so here by entering the amount
based on your contribution type (flat dollar or percent of pay). If you do click
the form link at the top, complete and send to HR via the form button or at
benefitforms@nrao.edu.
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ORACLE' 1D Edwards EnterpriseOne

Hlect Coverage

YOUR NAME @

4008 Fidsity Catch Ug % £

A

If you are not over the age of 50, you are not eligible for the 403b catch-up.

If you are currently contributing, your catch-up selection should be pre-filled. If
not, check your Current Benefits report and select the appropriate coverage. If
you want to continue with your current contribution, be sure it is appropriately
elected.

You can front-load your 403b catch-up contribution at the beginning of the
year. REMEMBER: you are entering a PER PAY PERIOD AMOUNT. If you want
to front load we will need a second form to stop the larger amount.

If you want to change your contributions, do so here by entering the amount
based on your contribution type (flat dollar or percent of pay). If you do click
the form link at the top, complete and send to HR via the form button or at
benefitforms@nrao.edu.
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Elect Coverage
YOUR NAME H H H H :
If you are , click on a link to open a window with fully editable pdf forms.
Health Savings Account
Records 1 -4 Customize Grid =
Enter Amount Plan
Elect Plan or Rate Cost
[l HSA Employee Contribution 300.00
HSA Family Contribution 500.0000 500.00 The Catch-Up is only available if you
[]  HsA Catch Up Over 50yrs .00 are over 55.
D HSA Decdline Coverage .00

Recalculate

Exit < < Previous
Send E-mail to HR

Your HSA (health savings account) selection should be pre-filled. If not, check
your Current Benefits report and select the appropriate coverage. If you want
to continue with your current contribution, be sure it is appropriately entered.

You can front-load your HSA contribution at the beginning of the year. If you
want to maximize your contribution over the year, divide the annual amount
by your number of pay periods. REMEMBER: you are entering a PER PAY

PERIOD AMOUNT. If you want to front load we will need a second form to stop
the larger amount.

If you want to change your contributions, do so here by entering the amount
based on your contribution type (flat dollar or percent of pay). If you do click

the form link at the top, complete and send to HR via the form button or at
benefitforms@nrao.edu.
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Elect Coverage

YOUR NAME
Insurancs Accidenta] EE making changes (electing new coverage)

| Records 1-5 Customize Grid (& (& [
| ‘ Plan
Blact Plan Cost
[0 | fecIns EE Only MO 14.33
[0 feccins EE & Spouse MO 22.47|
[ | AcInsEE+1MO 2977,
[ fec Ins Family MO 37.92|
Recalculate

Next > >

Send E-mail to HR

If you elected Accident Insurance from AFLAC in the main election list, you will
see this coverage screen. If you did not, you will not get this screen. If you are
electing this coverage, you will need to complete an enrollment form.

HR will provide enrollment forms to all employees electing this new voluntary
benefit.
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ORACLE' 1D Edwards EnterpriseOne Roles v Permnluation + M MERSUONS, DEMISEM [0S00)

Dependent Enrollment

T 7]
YOUR NAME @

Total Deductiorn Per Pary Peviod 77544

Check on it coveraps you would ke fo provide for yourseif and your depandent

fecaloulsce

Containg commands foe werekng with the sekected nems. LT

Assign coverage to the individuals you want to be on the Accident Plan (AFLAC)
by clicking on their names in this screen.
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ORACLE' 1D Edwards EnterpriseOne Roies v Permnalmatin + Mg MERRIONS, DENISEN [FU900

Hect Coverage

YOUR NAME @

Total Desductions Fer Pay Pericd 1792.86
fleconds 1 - 2 Gtz Gd & D
Ben “an
Vel s

ary .
] Veluntary Crical iness Emoloyes Tobacoo

secaicuate

If you elected Critical lliness coverage from AFLAC in the main election list, you
will see this coverage screen. If you did not, you will not get this screen.

HR will provide enrollment forms to all employees electing this new voluntary
benefit.
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ORACLE' 1D Edwards EnterpriseOne Rokes v Fermonsletion +  Mep  MERAICK, DENRSEM [10900]

Elect Coverage T (0
YOUR NAME @

Total Geductions Fer Pay Period 2792.86
Records 1 - 1 Gtz Gd & D
Bet | Fan

| | Velusary Crivcal Meess Spouse

Bt skodate

If you elected Critical Iliness coverage from AFLAC in the main election list, you
will see this coverage screen. If you did not, you will not get this screen.
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ORACLE' 1D Edwards EnterpriseOne Roles v Fersonalmtcn +  Meo  MERRIOC, DENISEM [#0900]

Dependent Enrollment

T &
YOUR NAME @
Tetal Dedhuctiorns Per Pay Period 771286

Extt £ Prvicas ot 2x

Assign coverage to the individuals you want to be on the Critical lliness Plan
(AFLAC) by clicking on their names in this screen.
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ORACLE' JD Edwards EnterpriseOne Foles v  Fermonalmtion v Mep  MERSICK

Seif-Service Director 1M &
YOUR NAME

Upen Lniclment
Empioyee Personal information
Employes Phone Numbers
Empicyee Emerpency Contacts
Decendent List
Vi Pars
Insemady Flans

F Preves fianst Changes
Aczopl Borel Charges
Firal Sergfie Condrm. Sime.
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Preview Benefit Changes

Electi Pending
Benelits as ol: 12721115 Pending Submission and Approval

Your requested changes will be forwarded to Human Resources for their review . validation and
update

YOUR NAME Employes Numbar Your number
Your Address
Total Employes Cost: $ 2,792 86 (per pay pencd)

Totals May Include Amounts From Categories Not Shown

Employee
Cost
per pary
s Benefs Category Benefits Plan Selected puriod)
526500
Your Dependents
Farnily S1804
Supglemental Life Supplemental | Ife 2% $19.00
4038 Deduction 403 TIAN-CREF%Pay Period entér s a deimal $ 36264
4038 Dad Calch UP Over a
Age 55 B Nol Participating 50
Health Savings Account  HSA Family Contribusion 5 500,00
Healh Savings Account HSA EE FAMILY 50
Insurance Accidental EE  Family Monthly §3752
Insurance Crcal Care EE  Valurtary Critical liness Employee 50
'_,‘.""'"'r" Criical Caro Valurary Critical liness Spouse $0
Cost Per Pay Parlod: 3 i
: 131653

You can return to previous screens in the preview window by clicking on the
underlined links. When you are through reviewing those sections, click next
and you will automatically return to this screen.

When you are happy with your changes, click Submit Your Changes.
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ORACLE' 1D Edwards EnterpriseOne Roles v Fermnalmton v+ Mep

Self-Service Director
YOUR NAME

T ABSIST NRAD M THE TRAKSITION FROM A PAPER BAZED OFEN ENAOLLMENT PROGESS TO THE ELECTRCHIC ENAOLLMENT PROCESS WE ARE ASKING THAT ALL EMPLOYEES COMPLETE THE ENROLLMENT PROCESS BOTH ELECTRONICALLY AND DN PAPER. This wil nlow he Human
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Open Enrolment
Empicyee Peronal intormaton
Ergskayen Mhore Husbers
Erpicyem Frmgensy Cente:ty
Degmrsten Lint
Mol Flarm.
Indermnity Plam
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= sccent enatt Changes
Frral Bermtt Cortm. $tmt.

<< Proan
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ORACLE' JD Edwards EnterpriseOne

Acceptance Form

D you Burhirine Puman Resoures t Lbdste your reconds et the changes you have mag

If you are ready to have your changes recorded in JDE, click the | Accept
button. This will take you to a final confirmation screen. It will take a moment
or two for the information to process and upload.

WE RECOMMEND YOU EMAIL A COPY OF THE FINAL CONFIRMATION TO
YOURSELF FOR YOUR OWN RECORDS.
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