Section 1: Accessing Benefits Enroliment

Newly Hired/Newly Eligible Associates

If you are a new employee or recently became eligible for benefits
your event will be available from the Employee Dashboard.

Click either “Enroll” button and proceed to Section 2.

Important: you will be timed out after
20 minutes of inactivity and your
elections will not be saved or
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You now have the opportunity to enroll in benefits.
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Status:

You have until midnight Eastern Time on
02/23/2013 to make your elections.

Enroll

recorded. If you need more time, it is
very important that you click “Next”
until you reach the Summary page.
From the Summary page you will be
able to click “Save & Return Later.”
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If you are reporting a life event please choose the “Report an Event” button
from the Employee Dashboard. This opens a pop up window.
Please choose from the drop down menus to report your event.

If you press “Cancel” at any time
during the process, your changes will
not be saved and you will be returned

to the Employee Dashboard.
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Event.

Welcome to your benefits enroliment site. You may review your current enroliment or report an event. If you
need to change your benefit coverage for an event, such as a marriage or birth of a child, click Report an

Report an Event

To report a life event, please provide the event reason and date in the fields below.
Please select the reason why you would like to change your benefits: *

Please enter the date when the reason for the change occurred: *
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Important: Life event options
will not go into effect until
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approved. See Section 4 for
additional information.

e the opportunity to update your benefits due
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Your Life event will be avaliable for 24 hours. If you re-enter the system during
your 24 hour period you may access the event from the Employee Dashboard,

click either “Enroll” button.

Annual Enrollment

From the Employee Dashboard you can click the Enroll Today! button anytime during the Annual Enroliment Period.
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Annual Enrollment

It is time to review and make changes to your benefits for
the next year. Please take advantage of this opportunity to

select your benefits.
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Benefits Overview

‘ Current Election A
Benefit Plan Election
Dental Modified Dental

Enroll Today!

View Confirmation

Note: To protect your sensitive information, we recommend that you clear your

browser cache/temporary documents before you close your browser window.
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Emulation Date: 08/27/2012
Open Events
Annual Enreliment
Event Date: 01/01/2013
Status:

Open

You have until midnight Eastern Time on
12/30/2012 to make your elections.

Enroll

My Links

Report an Event
Report a marriage, birth, or other changes

Document Library



Section 2: Adding and Managing Dependents

Dependents must be added to the system before they can be added to coverage. You will need your dependents
names, birthdates and Social Security Numbers to complete this section.

Click the blue Manage Dependents hyperlink from the Summary page.

Dependents

Manage Dependents Reveal

Any dependent already in the system will be listed on the Manage Dependents page.

To add a new dependent to coverage, click the green “+” sign to add dependents.

Manage Dependents annual Enroliment - 017012013

You may begin adding your dependent(s)

First Name M Last Name Birth Date SSN Relationship Cender Disabled Full Time Student
There are currently no entries. Click () toadd a new entry.
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Submit 0 Cancel

The “Add Dependents” page opens. Complete the dependent’s information in the fields as required. Click the
Done button after each entry. Repeat to add all dependents you wish to cover under your plan. Then click
Submit.

O You must enter a Social Security Number to proceed.

Add Dependents

Enter information about your dependent in the fields below. Click Add Another to add another dependent.

“ Required Fields

First Name:* Sarah Middle Name-

Last Name:* Sample Suffix:

Birth Date:* 7/15/2008 =2 Social Security Number: 1123456789
Cender:* Female v Relationship-* Child v

Full Time Student

Disabled

Disability Date- * |

Contact Information

Important: Adding a Dependent to the system does not add the dependent to coverage. If you want a
dependent to have coverage for Medical and/or Dental and/or Vision
you must make those specific elections in each benefit area.




Section 3: Electing Benefits

Once you have completed adding your dependents, you may begin electing benefits.

Select the plan you wish to elect for the upcoming plan year using the radio buttons, then select the dependents you want
to add to coverage by clicking the checkbox.

Medical Annual Enroliment - 01/01/2013

View my cost amounts: @S

Please refer to the Cuide To Your Benefits for details on each available medical plan. You can click on the medical plan names to access
mycigna.com
Select a medical plan option and coverage below.

Opuions

Employee + One Eligible Employee + Two or more Eligible
Plan Options Employee
P ploy Dependent Dependents

EIC Value Health Plan PPO

EIC Choice Health Plan AEHP

Waive Coverage

Coverage Information

Name Relationship
Self
) Spouse

Legend

Taxation

Deduct the benefit cost from my paycheck before taxes are withheld

F’ Next 0 Cancel

When you have finished making your benefit elections for all benefit areas, click the “Done” button to be returned to the
Summary page. Review all of the information and if everything is accurate, click the “Confirm Elections” button at the
bottom of the page, the Certification Statement opens. Click the “I Agree” button.

Use the radio buttons to specify if you want an email sent to notify you when updates are complete using the radio buttons.
If an email address is not listed for you, you will need to type your email address each time you access this site. After you

click “Submit”, the Confirmation page opens, you will see a green bar appear across the top of your Summary with your
confirmation number.

Confirmation  annual Enroliment - 017012013

You have successfully completed your enrollment. Your confirmation number is 20121028162053

A You must provide proof for the elections and /or dependents highlighted below before coverage goes into effect. On each highlighted election, click Conditions Apply for details.

If you would like a paper copy of your elections, click "Done” and then click "View Confirmation® which is located on the next screen. If you do not have access to a printer, please contact Human Resources.
Click Done to complete the enrollment process.

Important: Your elections will NOT be processed until you have completed the certifications steps
and received a confirmation number.




Section 4: Pended Events and Dependents

When you complete your new hire enrollment, report a qualified life event, add a dependent or add dependents
to coverage, your changes will be pended until you provide the required documentation.

Event Documentation Required
Photocopy of birth certificate for dependent children, marriage
New Hire license for spouse.
Marriage Photocopy of marriage license
Divorce/Legal Separation Photocopy of court order
Spouse Losing or Gaining Eligibility Certificate of Creditable Coverage or letter from current employer
Birth/Adoption/Establish Guardianship Photocopy of birth certificate or court order
Death of a Dependent or Spouse Photocopy of death certificate
Your own loss or gain of other Coverage Certificate of Creditable Coverage or letter from current carrier

The warning symbol and a yellow bar will alert you that your dependent or your event is pended and indicate
the needed documentation.

Section 5: Beneficiary Designation

Enroliments (7]

> (7] 1D Status: A Emulation Date: 11/01/2012

Beneficiary Designations annuai enroliment - 01/01/2013

The Total Primary Percent and Total Contingent Percent must each equal 100%. To add beneficiaries, click Manage
Beneficiaries.

When you remove a designation for a beneficiary, only the designation is removed and not the beneficiary.

Coverage -Company provided Basic Life Insurance

w@

Name Relationship Percent Designation

Total Primary Percent 0%

Total Contingent Percent 0%

Done | Return to Options €& cancel

Click the green “+” sign to add your beneficiaries.
To designate a dependent you have previously added to the system as your beneficiary, simply select the drop
down arrow under the Name cell to select your beneficiary.

You may also elect to add a beneficiary that is not a dependent under your benefit coverage including yourself.
To do so, click on the down arrow in the Name cell to add the new beneficiary — select “Beneficiary not listed?
Add one.”

Elect the percentage you would like to designate to each beneficiary. You may select both Primary and
Contingent designations, and each must total 100%. You cannot select the same person as both primary and
contingent beneficiaries.



