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Purpose

Use this procedure to create an Annual Enrollment changing a previously enrolled plan .
Scenario
A Staff Member decides to change his current health enroliment plan and changes it for a new one.
Trigger
Perform this procedure when to be completed.
Prerequisites
e To be completed
Menu Path
Use the following menu path(s) to begin this transaction:
e ESS = Benefits and Payments =* Annual Enrollment

Transaction Code

ESS
Helpful Hints
e The R/O/C columns in the Field Description tables in the procedure section, defines
whether the field is Required (R), Optional (O), Conditional (C).
Role(s)

e Staff Member
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Employee Services

Login in Umoja using your user credentials.

Usp | Directory | hdex

@ Status Owerview =
You can display an overview of Te siatus of

Guides you thrugh o sember of Life and Wk
Events om & Bt of & $hEd 10 Baginning
work ol 8 new Sompany.

repris.
Tina Marsgament
Oukck Links
in this area, yow can use services bo record Trarvaler Work Conber

Perscnal information

In this area, you can use services io manisin

YOur DpEN pro0ESsEs hee. and dapisy your personal data.
Entitlements Beneiits and Payment
.G men
=] |
W Ihi Bred, o CAN BCCEAS 10 o Doply T8 pIANS 1 Wit yOU B58 CuTently
eragipmanis enrclied, enrcll in new Benef plass, and
dowiticad an earolment form.
Diplay yeur salury sisiement
Life and Work Events
o]
ol Travel, Shipment and Expenses

I ihe area, you can hande and precess travel
Pedeeale, SNpSest, rivel et 80d Expenie

Benefits and Payment

2. Click

Benefits and Payment

@ Benefits

Annyust Erepiment
On the Anaual Enrcliment form you are slowed 1o 33 remerns, andioe
ENAAGE CIOEYBRE TOT YOURBEIT BN your Gl dapendenty
Purticipation Overdew
I this afea Yo can view the heslh and ife nsurance plans in which yoo are
ehled
Confirmatcs Torm
Gnee you have completed your hesth sadior e insurance sskection you
mary print 8 confrmaton statement for your reconds.
Payment
Dmplary Satary Statement
Wou can vigw your mesl recent salary stabemant hers.
Daspiay Flanned Recoveries
“fou can create of change DMficial Travel Requests.
PaiyTredl Samulston

“fou can aimulate changes o yinr salary, lax data, and social newance
data, and see how & would efect your salary stabement here.

oa

@o
o

mo Additional Information

om O webake can provide you detalisd indoemation regandng e Mealth and Lide

aurance optons svadable.
Hialh g Life durance wobile

Click &nnual Enrolment,
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Plan Selection
[& Frevcus fevew Eeroiment b
I this 8788 you aen abie fo select your Benefis from tha cptions avalable 12 you. Whenaver, you et o plan the avalatle opficns will Saclay In sddticn, when applcatie, you will be akle io add your
Tyes Pian Enrodment \Valdly Costs Remaris
-
- Madal Starts oa 01072014 Empirs Bl Croas PPO 552 36 UISD Monthly  Big CronsSie Shskl Medical - SU « Famiy
* 002
* Denisl Siwrts on 01072014 Cigna Destsl PPD ¥ 25 USD Menthly

The amourts in this colimn contain estimated contrutions only. Thie smcunts shown may defer from the amousts shown 0N YOUr paycheck.

<

4. Click to select the type of insurance.

Enroliment

Enroliment

. K
Plan Selection

[A Previes Aevew Laroiment &)

I this 8788 you aen abie fo select your Benefis from tha cptions avalable 12 you. Whenaver, you et o plan the avalatle opficns will Saclay In sddticn, when applcatie, you will be akle io add your
Tyes Pian Enrodment \Valdly Costs Remaris

B3
O - Wegesl  Giwnsoa 01072014 Empes Dl Creas PO 55536 USD Menthly Bl CrosaSile Sk Wecal - SU s Famdy

- 002
* Deental Starts oa 01072014 Cigna Destal PRD 5 25 USD Lonthly

The amourts in this colimn contain estimated contrutions only. Thie smcunts shown may defer from the amousts shown 0N YOUr paycheck.

BT

<

5. Click to remove an existing insurance plan.

6. Click to select the insurance plan.
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Enroliment

Enroliment

N ) I )
Plan Selection

[ Frevieus | | [Review Esroiment )

I this a'es you e able in seiect your Benelin from the options svalabie 1o you. Wenever, you et 8 plan the svaisbie optens will Saglsy. in sSdticn, whes appleatie. you will Be able 1o add your ¢
Type Pian Envolment Vadediy Cows Remaria
* i

] ® Medcw Ewol Sunsonon072014
- o0z
Derviad Searts on 00072044  Cigna Denisl PPO 5525 USD Menihly  Tigng Danial PPO - SN + Famiy
The smourts in this colimn centan estmated contrtutons only. The Smcunts shown may o fer from the AMOUStS S0/ 0N WOUr payCheck

<

7. Click to start the new enrollment process.

8. Click to select the new plan's options.

Enrollment

Enroliment Hsl

L a Chll |
Plan Adjustment

[ 7revees] | [EotmPua Seecton] | [SccBegensents &

Offer for Medical
Antaa Opes Choics PPOPOS
Esgire Biwn Cross PRO iou e currantly earciied in Bhis plan
Wake Bedical
Aetna Open Choice PPOIPOS - choose plan options (starts on 01.07.2014)
Optioa et Depcoverbeoxd  StaffUemer Cont LN Subsidy  Payrel Currescy
Antag Heath  SU ooy 55378 W16 USD
Aptea Heath 5M =1 Dep 568 81 #2011 USD
[ Acteaeath 5« Famiy 107988 128150 USD

9. Click L Select Dependents b 6 select the appropriate dependants.
10. Check Spouse BENEFITS.

11.  Check Child BENEFITS.

12. Check Second Child BENEFITS.
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Enroliment

. 1, i B ) S—
Plan Adpatment Select Dependent

[# Previews | [AddPsn to Selection

Name feelationshg Seict
Spouse BEKEFTTS Spouse B Rel-Recop. [
Chit EENEFITS: Chas ¥
Second Chid BENEFTTS  Chid [

13.  Click [ Add Plan to Selection | {5 a4 the insurance plan.

Enrollment

Enrollment

L

;T Iy I—

Pian Selection

[4 Previws | [Review Esroiment ]

I thil 08 you B B0 10 A9MC YOuT BeNE TN Mo (e Spticns Svalable 10 you. WENGVEY, you 63 8 plan the svalable optoas will Saplay, I SAIECA, wWhi Applcatis, yos will be able 10 8dd your ¢

Tyee Pasn Enroment Vabsty Cow Reratia
* W

Wedesl Staris oa (1072014 Astna Dpen Choe PRPOPOS 107823 USD Wosthly  Agina Healh - SH = Famiy
- 0002
- Danital Starts g4 01.87.2004  Cigna Deatal PRO 5.25 USD Mzathiy Ciani Duntsl PPO - M « Fmidy
“:amwrﬂ!n thes cobsmn contain estmated contrbutions only. The smounts shown may defer from the amounts shown on your paycheck .
e | Ede Paae || Remave Pian |

<

14.  Click | Review Enrolment ] 5 review the enrolled insurance plans.
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Enroliment

Enroliment

L3 P — =
Pian Sesten R Enroliment

A Feess)

& sumesary of the plan(s) you are enrclied in is inted beicw. [T you are satsfied with your ssleciion, submil | i compiets the precess. If you would loe io chanpe your seleciion, you st 9o retern b
Selection for Open Enroliment

Fan Enrclment Vakdity Costs. iuctions Erevicus Pas
v Megcu

Slarts on 01.07.3004  detna Open Choice PROPOS 107588 VS0 Woathly  Aa atemative plan of the same plan bype has been selecied  Empre Blue Cross PPO

£ >

15.  Click to submit the insurance plan enrollment.

Enrollment

Enrollment

A Yeur plan seisctions Rave been saved

p—— A ———— 2
Paas Seieten Review Enrcliment

4

[ Pevis] | [Save ¥

A suseary of thi Bn(N) you 00 enrcled i i lated belo, If yow aie Rt fed with your Selectee, subsml € 15 COmplete the preceis. If you woukl B 10 chsnge your election, you Sut oo retern b
Selection for Open Enroliment
Pian Enncment Vakity Costs Actions Frevious Pan
 Medical
' Starts o0 01.07.2014  deing Open Choice FROMPOS  1,075.88 USD Mosthly A akemative slan of the same plan fype has bees selected  Empre Blue Cross FRO

What do you wast io S next?
1o Emplgves Seif-Sarvices Homegage

Pt o n Foern Al Pign
WNEG S Heats and Lile Fiuraocs wetals
£ >

16. Your plan selections have been saved.

17.  Click frnt tonfrmation Form: A1 Flansto print the insurance plans in a PDF file.
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Enroliment

Enroliment oo

p— ] =
Pian Seicta Rewwiew Enroliment

4

[ Previows ) | [Save ]

| Benefits confirmation

o
Unitad oy 02.06.2014

MNT
Esployea BENEFITS
Addross

18.
Click ™ to scroll down the ESS screen.

Enroliment

s

Mr

Employes BENEFITS
Address

ity

13
10000007 Employes BENEPITS P
Fersonne Area Rbarer
tnited States Bow York
| Employes Groug F; LT
International 8taff Professional & Above Int*l - Americas
First program Foupng Fecond program preng
Standard Regqular
Medical
Aetra Open Choice FPO/POS 21.07.2014 - 3L1.12.59%9
Basck |
d >

19. Click ™ to scroll down the PDF file and review all the details.
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[ Berw® corbrmmaticn,

| Back |
d >

20. The PDF file has been entirely reviewed
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You have created an Annual Enrollment changing a previously enrolled plan.
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