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1. Login to Paycor. Hover over Me, and then click Benefits.
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2. You will then be directed to your Benefits Home screen:

& My Benefits v My Profile

Welcome, Welcome to Benefits
Jeffrey Employee AdViSOf

My Profile

Edit my profile

Edit dependent profiles
Change my address
Life Events

Birth

Marriage

Loss of Spouse's Benefit Eligibility
Elsewhere

All other Life Events

My Forms My Benefits Effective Date-| 11/21/2016
Documents
# Enroliment Confirmation Form

YYou have no active benefits as of 11/21/2016. I Medicare Part D - Creditable Coverage

3. From this screen, you can:
e View your benefits
e Get information on the plans you’re enrolled in
e Find carrier information

e Process a life event change that allows you to update your benefits, such as:
o Marriage — add a spouse
o Birth/Adoption of a child — add a new child
o Divorce — remove a former spouse
o Loss of coverage through a spouse’s plan — allows you to add benefits
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1. You can view your current benefit information by selecting Current Benefits when
hovering over the My Benefits menu:

] My Benefits v My Profile

Current Benefits

Life Events

Jeffrey Employee

My Profile

2. This will take you to a summary confirmation screen that will show all benefits you
are enrolled in, pending enroliments, as well as who is covered and the cost. The
per pay costs reflected on the page depend on whether or not the “Include pending
costs” is selected and if there are benefits in a pended state.

* My Benefits v My Profile News Library v @ Help

Current Benefits, Confirmation Statement for Joe Employee

Below are your current elections. You may click on the plan name for more information about each plan

Your Benefits as Of 2[8/20] 6 View your benefits as of another date: | 2/8/2016 [ ]
PRINT ;
';‘"’“ have an email address on TOTAL COSTS PER YEAR TOTAL COSTS PER PAY PERIOD
ile, you will have the option to
email a copy of your benefits
confirmation to that address. Your Cost SOOO Your Cost SOOO
Employer Cost / $0.00
(+) Expand All () Collapse All (I’:l Include pending costs 0)
u N Medical Your cost per pay period S] 7539

& This benefit election is pending until approved by HR Department

UHC Medical Plan H
. COST DETAILS PER PAY PERIOD
Coverage: Employee + Family

Effective Date: 2/1/2016

Total Premium ~ $175.39

Employer Cost $0.00
Who will be covered on this plan:

Employee Cost  $175.39
Name Relationship { Coverage @ l Effective Date

Joe Employee Employee o Covered 2/1/2016
Jane Employee Spouse O Covered 2/1/2016
Jennifer Employee Child o Covered 2/1/2016
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1. You can view plan detail information and access plan documentation by clicking
on the benefit type from the Benefits Quicklook menu on the bottom half of the
Home screen.

My Benefits 11/21/2016

n MEDICAL
Core Plan _

Dependents Covered 0 of 2

n DENTAL

Dental Plan

Effective Date

Dependents Covered 1 of 2

BASIC EMPLOYEE LIFE
Basic Group Life Plan

SUPPLEMENTAL EMPLOYEE LIFE

Voluntary Life - Employee

SUPPLEMENTAL SPOUSAL LIFE

Voluntary Life - Spouse

View All Benefits

Selecting the plan type, for example “Medical’, will take you to a page that will

show details of the plan you are enrolled in (if available) as well as any plan
documents associated with that plan.

< Back to Home Page

Your Prescriptions
A Deductibles/Maximums

Annual Plan Year
Deductible In-
Network - Individual

Annual Plan Year
Deductible In-
Network - Family

Does co-pay apply to
deductible?

Annual Out-of-

< Back to Home Page

Short Term Disability
- BuyUp

Mutual of Omaha

UHC Medical Plan H
United Healthcare

Your Prescriptions

$2,500
Plan Links & & STD- Buy-up Summary -
45,000 Documents Exec
k2 STD- Buy-up Summary -
Hourly
No
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From the Benefits Home screen:

1. Click on the Life Events link:

Welcome,
Jeffrey Employee

My Profile

Edit my profile
Edit dependent profiles

Change my address

fl_ife Events

Birth
Marriage

Loss of Spouse’s Benefit Eligibility
Elsewhere

All other Life Events

.

My Forms

Welcome to Bene
Advisor

My Benefits

2. The system will walk you through providing the appropriate information based on
the life event chosen.
3. After a plan is selected or the plan is waived the plan type icon will turn green. The
*Selection Required text changes to Completed. This lets you know the
enrollment for that plan type is complete. The plan pod will display the plan's name,
vendor, coverage level, and whether dependents are covered, not covered, or
ineligible. Anytime during the enrollment process changes can be made by
selecting View Plan Options.

n Medical

pLan Core Plan 7 United Healthcare /  View plan details

coveraGE  Employee + Family

Lydia Employee
Lester Employee

Lilly Employee Child

@ Completed

Employee
Spouse

© Cover
@ cover
® cover

$261.26 v
Your Cost per pay period

| don't want this benefit (waive) ] View Plan Options
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4. Clicking the arrow next to the cost opens a flyout menu with more detailed
information, which typically includes the total premium and employer contribution.

Core Plan Your Cost per pay period:
$5261.26 \@

United Healthcare Ry
Cost Summary (per pay period)

DEDUCTIBLE: OUT-OF-POCKET MAX: CO-INSURANCE: 20% View plan detail

Individual: $700 Individual: $2,100 [Lotalbremiin §752.92

Family: $1,900 Family. 54,200 Spousal Surcharge $0.00
Employee Cost $261.26

5. The system will walk you through the allowable selection/change of your plans
based on enrollment rules per the life event type. Note: These changes will not
be complete until you get to the end of the enrollment and you click the Save
Enroliment button after selecting “I agree, and I'm finished with my enrollment”
box.

Once You've Reviewed All Your Selections:

Participation

I hereby acknowledge | have read the statements contained herein, or they have been read to me, and the statements are true and complete to the best of my knowledge. |
understand any misrepresentation or omission contained herein may be used to reduce or deny claim or void the contract if such misrepresentation or omission affects
acceptance of the risk. | hereby enroll for benefits for which | am presently eligible, or for which | may become eligible, under my employer's group contract(s). If any deductions
are required for this coverage, | authorize such deductions from my earnings and | understand that any premiums will be automatically deducted from my paycheck on a pre-tax
basis (before 1ax dollars) unless | submit a declination election. | reserve the right to revoke this deduction authorization at any time upon written notice.

I:| | agree, and I'm finished with my enrollment

« Save My Enrollment!
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1. On

the Home page, click on My Profile.
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*

My Benefits v My Profile Library v

Wel J i
elcome, Joe Welcome to Benefits

E You have alerts Advisor

@ Address
Current Benefits

Life Events

2. Select Employee File on the left menu.
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*® My Benefits v My Profile News Library v

Personal Information

Family Information
Beneficiaries
Security Question

Life Event

Employee File

Employee File

& Joe Employee

Search for Uploaded Documents

Personalized Forms

Title Add Employee File Document

Description

Document Type v

Cancel Reset Fields

Specified search criteria returned no results

X Preferences @ Change Password =+

o |
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3. Click Add Employee File Document.
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* My Benefits v My Profile

Personal Information
Family Information
Beneficiaries
Security Question
Life Event

Employee File

Personalized Forms

News Library v

Employee File
& Joe Employee

Search for Uploaded Documents

Title
Description

Document Type

Specified search criteria returned no results

Reset Fields

X Preferences

Add Employee File Document

ﬂ Change Password =+

4. Enter a Title, Description and Document Type and then select the document to
be uploaded. Please note the acceptable document file types.

Personal Information
Family Information
Beneficiaries
Security Question
Life Event

Employee File

Personalized Forms

Employee File

& Joe Employee

* Title

* Description

* Document Type | Unspecified

A

Supported file types include .doc, .docx, .pdf, .xls, xlsx., and

txt. Files may be up to 6 MB in size.

* Fields are required

Save Cancel
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5. Click Save.

Personal Information
Family Information
Beneficiaries
Security Question
Life Event

Employee File

Personalized Forms

Employee File

o Employee File information was saved successfully.

& Joe Employee

* Title
* Description

* Document Type | ynspecified ~

*File | Choose File | No file chosen

* Fields are required

Save Cancel

6. You can view the uploaded documents by clicking on the Employee File menu.

Personal Information
Family Information
Beneficiaries
Security Question
Life Event

Employee File

Personalized Forms

Employee File

& Joe Employee

Search for Uploaded Documents

Title
Description

Document Type I

Search Cancel Reset Fields

—p Test Document

Test Document

Add Employee File Document

Type View

Unspecified View
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