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About this Guide

This guide demonstrates step-by-step procedures to help you enroll in you benefit elections and covers a variety of
scenarios, such as new hire enrollment, open enrollment, or due to a life event such as birth, marriage, etc.

The benefit enrollment examples in this document are for typical medical elections. The workflow will vary
depending on your employer's rules and benefit offerings.

Some features in this document may not be available to you, based on software settings established for your
employer and/or the insurance carrier.



Getting Started

Accessing Your Account
= Logging In - Benefits Administrator Provides Credentials

— Logging In - Account Creation

— Resetting Your Password and Accessing Your Username

Navigating the System

- Viewing the Home Page

- Changing Your Password
— Editing Your Dependents

- Updating Your Personal Information

- Logging Out

— Inactivity Logout Alert




Accessing Your Account
There are two methods for accessing your account:

1. The first method is that your Benefits Administrator will contact you to provide you with your Username
and initial Password.

2. The second method is by using the Account Creation feature. When you create an account, you will create
your own Username and Password for accessing the system.

Note: You may not have both of these options, depending on preferences set for your employer.
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Logging In - Accessing Your Account Using Benefits Administrator Provided Credentials

Use the login credentials provided by your Benefits Administrator. If you have not received this information, please
contact your Benefits Administrator.

1. Enter your Username and Password.

AR

Log in to your account

leass

Username*

Password*

Can't access your account? p

Create an account)

2. Select Log in or press Enter on your keyboard. The first time you log into the system, you will have to
change your initial password. See the Changing Your Password section below for help.



Logging In - Creating an Account Using the Account Creation Feature

1. Select the Create an Account link to begin the account creation process.

,',,,\, Log in to your account

Username*

Password*

Can't access your account? »

Create an account)

2. Enter the following required information into the corresponding fields:

Last Name
® Date of Birth

3. Enter the code shown on the screen in the Security Check field. The code will be different each time. If you
have difficulty reading the code, select the refresh icon to generate a new one.

Create your account

Provide your identifying information

Last Name *

Date of Birth * (mm/dd/yyyy)

Security check

| Type the text | Privacy & Terms

Cancel
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4. Create your Username and Password. All required fields are indicated by an asterisk. After you enter all
required information.

5. (Optional) Enter your email address and phone number.
6. Create a Secret Question and answer. You will be asked to provide multiple questions and answers.

7. Select Save.

Register Your Account

Create your New Account by Providing the Information Requested Below

Name Randal Appleton
Date of Birth 01/10/1980
Zip Code 12345
Social
Security 777-00-7700 Username:
Number Username
Email Address | | L“e““ be i
tween
Mobile and 50
Number \ I alphanumeric
* Username 1 | characters
Password:
* Create 1 l Must contain
Password at least one
* Confirm number
- SHIT | Must contain
at least one
L3 R
s?mt | ---Please Select--- upper case
Question | and one
*Secret I lower case
A 1 letter
* Secret Cannot
Question 2 |\ ---Please Select--- contain more
B than two of
Secret 1 I the same
A 2 characters
*Secret | consecutively
A | ---Please Select--- i i
* Secret the same as
e | e
Username or
SSN

[Lowen |

Note: You may be prompted to select a communication preference so that the insurance carrier can
contact you regarding benefits. If so, go to Step 8 a. You may be prempted to enter a communication
preference for system messages, such as ones created by your Benefits Administrator to notify you to

complete information, enroll in your Open Enrollment benefits, etc. If so, go to Step 8 b. Otherwise, skip to

Step 9 below.
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8. (Optional) Enter your communication preferences:

a. Select the communication preference for the insurance carrier to contact you regarding benefits
and select Save. You can select Skip if you do not want to enter a communication method.

How would you like to be contacted by the carrier offering you benefits?

Email Text Phone
() Personal Email ) Cell Phone ™) Cell Phone
™ Work Email = Work Cell Phone (™) Home Phone

™) Alternate Phone

™) Work Phone
Mail

(") Primary Address

“

b. Select the communication preferences for system messages and select Save. You can select Skip
if you do not want to enter a communication preference.

Communications Preference

Select all that apply
Email
) Personal Email

) Work Email

“

9. Review the confirmation message that informs you that your registration was successful.

10. Select Next and you will be logged into the system.

Registration Successful

You have successfully created your new account! Click "Next" to log in to your new account.

Welcome Randal Appleton
Your Username is RALPHAPP9898
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Note: Your employer may not have the Account Creation feature enabled. If Account Creation is not available, you
can select the Can’t access your account link to retrieve your account information.

Resetting Your Password and Accessing Your Username

When you access the login page, you must enter your valid Username and Password. You have a few opportunities
to enter your information before you are temporarily locked out of the system. If you successfully enter your
username and password after the temporary lockout, you will access the system. If you do enter the correct
information after a specified number of attempts, an administrator must reset your password for you.

However, if you forget your account information you don’t need to continue to guess what it is. You can retrieve it
easily. Perform these steps to retrieve or reset your account information.

1. Select the Can’t access your account link to begin the account retrieval process.

L
) Log in to your account

[

Username®

Password*®

Can't access your account?

Create an account )

2. Select the Member radio button for your user type.

Account access

Please begin by choosing an option below.
Select the role that best describes you:

() Member

O HR Administrator

() Agent

() Carrier Representative
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3. Select one of the radio buttons to retrieve your information.
Note: If you select | need to create a new account, please refer to the above procedure — Logging In -
Creating an Account Using the Account Creation Feature

Account access

Please begin by choosing an option below.
How can we help you?
@) | have a problem with my password

@) | forgot my username

@) | need to create a new account

Next Cancel

4. Enter the following required information into the corresponding fields:

— Last Name
— Date of Birth

5. Enter the code shown on the screen. The code will be different each time. If you have difficulty reading
the code, select the refresh icon to generate a new one.

Forgot your username?

Provide your identifying information

Last Name *

Date of Birth * (mm/dd/yyyy)

Security check

| Type the text | Privacy & Terms

Next Cancel
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6. (If applicable) Select the employer for which you want to retrieve your account information and select
Next.

Note: This step is applicable only if you have information entered into the system for more than one
employer. If you work for only one employer, go to Step 7 below.

Reset your account
Choose your Employer

*Which employer are you trying to () ABC Company
access?
() Sample Company

7. Determine the verification method for your account.

Reset your login

Select your verification method

™) Answer secret Questions
™ Send a passcode to the email address on file

™) Send a passcode via text to the mobile number on file

Next Cancel

In this example, we are answering secret questions. If you have not established secret questions or if you prefer to
have the passcode sent to you, you will need to check your account and then enter the passcode to continue; you

can then go to Step 9.

8. Select the correct answer to each question and select Next. If your answer does not match the
information in the system, you receive an error message. After a few attempts, you are locked out of the
account-reset process, and an administrator must reset your account.

Forgot your username?

Answer your secret questions

What is your favorite food? *
In what city were you born? *

Who is your favorite author? *

Next Cancel
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9. Enter your new password and confirm it in the corresponding fields and select Save. Your Username will
remain the same. The criteria for your password are listed on the screen.

Reset your password

Update your Password
Your username is: RALPHAPP9898

Enter and confirm your new password below.
Password must contain between 8 and 15

New Password * characters

Password must contain at least one
number

Password must contain at least one upper
case and one lower case letter

Password cannot contain Username or
SSN

Password cannot have more than two
identical characters in a row

Confirm New Password *
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Navigating the System

Once you log into the system, you can easily access your information from the Home page.

Viewing the Home Page

The first time you log in, you will see a welcome message and benefit enrollment information. You can begin
enrolling in your benefits by selecting the Get Started button. You can also access other information, such as your
Language Preferences, Dependents, and your Login Information. Your access to the types of information you see
on the Home page depends on preferences established for your company. You can explore the icons on the Home
page and make any necessary updates either before or after you enroll in your benefits.

HOME LEARNING CENTER

g Welcome, Mark!
R b ™ Last Login: Tue Aug 19,2014 03:13:30 PM EDT

You have new benefits being offered to you:

You have 26 days to elect your Current Enroliment
benefits,

Get Started

Medicare Video Glossary
o View and edit Medicare ’ ® ’ Confused by benefit terminology?

Login Information
g Edit Password
r
( = Dependents
View and edit dependent
information

Language Preferences

‘vn Edit language preferences

Logout

© 2015 Benefitfocus.com, Inc. | Confidential and Proprietary

Important Information

Welcome to Online Enroliment!

After the enroliment is complete, please
remember to print out your employee detail
report and confirm with the HR office.

You can expect the enroliment process to
take you about 10-15 minutes.
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Changing Your Password

Your Password is considered personal and confidential. You can update your Password anytime from the Home
page by selecting the Login Information link.

‘ Login Information

g QI? Edit Password
r

Use the following steps to complete the Change Your Password process:
1. Select the Login Information button from the Home page.
2. Select the Edit button under the Password heading.
3. Create a new password in the New Password field by using the following criteria:

Your Password Must Contain:

Between 8 and 15 characters (special character not required, but permitted)

At least one capital letter

® Atleast one lower case letter

At least one number

Your Password Cannot:

®  Bethe same as your old Password

Have more than two of the same characters in a row

4. Reenter the new password in the Confirm new password field.

HOME LEARNING CENTER

Your Account

Change your username, password and secret questions.

Username
[ Edit

Current username

Password

New password Your password must contain:
8-15 characters
At least | number
Confirm new password Atleast | upper case and | lower case letter

Your password cannot contain:
More than 2 of the same characters in a row

E Carcal Your Login ID

Secret questions
[REdit

5. Select Save.

6. Select Home in the Navigation Bar to be redirected to the Home page.
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Changing Your Username

You can update your Username anytime from the Home page by selecting the Login Information link.

Login Information

g &?’ Edit Password
r

Use the following steps to complete the process:
1. Select the Login Information button from the Home page.
2. Select the Edit button under the Username heading.
3. Create a new username in the New username field. You username must be between 6 and 50 characters.

4. Reenter the new username in the Confirm new username field.

HOME LEARNING CENTER

Your Account

Change your username, password and secret questions.

Username

Current username

New username Username must be between
6 to 50 alphanumeric characters
can have special characters
Confirm new username

Password
[ Edit

Secret questions
[ Edit

5. Select Save.

6. Select Home in the Navigation Bar to be redirected to the Home page.
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Entering or Updating Your Secret Questions

Secret questions provide added security to your account information. There are a specific number of secret
questions that you must answer, depending on settings established for your company. You can access secret
questions from the Login Information section on the Home page.

Login Information

Q Q’ Edit Password
r

Use the following steps to complete the process:
1. Select the Login Information button from the Home page.
2. Select the Edit button under the Secret questions heading.

3. Select the secret question types and provide answers for each of the questions.

HOME LEARNING CENTER

Your Account

Change your username, password and secret questions.

Username
[& Edit

Current username

Password
[ Edit

Secret questions

Secret question | * You must:

Select required number of secret questions
Select unique questions

Secret question answer | * Answer all questions

«

—-Please Select---

Secret question 2 *

——-Please Select-—-

«

Secret question answer 2 *

Secret question 3 *

«

—-Please Select---

Secret question answer 3 *

4. Select Save.

5. Select Home in the Navigation Bar to be redirected to the Home page.
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Editing Your Dependents

From the Home page, you can select the Dependents icon to access current dependent information or add
dependents. You can also add dependents as part of the benefit enrollment flow.

Dependents

()
{ . View and edit dependent
i ¥ information

Follow these steps to add a new dependent:

1. Select the Add Dependent button.

HOME LEARNING CENTER
Before you enroll in benefits
Do you need to add any dependents to your profile?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

To add a dependent, click "Add Dependent’

Add Dependent
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2. Enter the dependent demographic information. Required fields are indicated with an asterisk (*).

HOME LEARNING CENTER

Before you enroll in benefits

Do you need to add any dependents to your profile?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

To add a di dent, click 'Add Dependent’

P

Add Dependent
First name * Middle name Last name *
Suffix Preferred name

—-Please Select—  §

Date of Birth *

Gender * *

() Female () Male

SSN

Relationship *

--Please Select——

«

Address
™ Use Employee Address

“ Save & Add Another Cancel

Next Previous

3. Select Save.

4, Select Next.
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5. Review the dependent information and then select Next.

BENEFITFCCUS

HOME LEARNING CENTER
Before you enroll in benefits
Do you need to add any dependents to your profile?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

To add a dependent, click ‘Add Dependent’
Name Relationship Date of Birth Gender

Jane Ames Spouse 01/01/1965 Female Actions v

Add Dependent

m PreVious

After entering dependent information, you begin the benefit enrollment flow. You can return to the Home page at
any time by selecting the Home tab in the Navigation Bar.

Updating Your Personal Information

You may update your personal information from the Home page screen using the Profile tab or icon. The Profile
page presents you with the opportunity to enter and review demographic information. Depending on settings
established for your employer, you may also be required to enter other information, such as emergency contacts
and alternate address information.

Your Profile information may be available from the Navigation Bar or via the Profile icon. If not, begin enrolling in
your benefits and then navigate to the Profile page.

Profile

6@ View and edit personal information

HOME PROFILE BENEFITS LEARNING CENTER

U

Complete the following steps to make updates within your Profile page:
1. Select the Profile button.

2. Review and enter information in each section; required fields are indicated with an asterisk.
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Profile

Review and complete the required information for your profile below.

~ Personal information

Personal and demographic information

First name * Middle name Last name *
Christian Diaz
Suffix

---Please Select--- ' &

Date of Birth * Social Security Number
02/01/1980 999-88-1234

Gender * Marital status

() Female (&) Male ---Please Select--- y

Contact Information

Home phone Cell phone Alternate phone
Email
Address | * Address 2
100 Main Street
City * State / Province *
Charleston sC s
Country * Zip*
USA ¥ | 29400

| agree to allow Sample Carrier send me email

[_J I consent to receiving this information via email.

» Emergency contact(s)

3. Select Save within each section.

4. Select the Return Home button to return to the Home page.
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Logging Out

In order to avoid unauthorized access to your information, you must safely end a session by selecting Logout. The
Logout link appears in the upper, right corner of the screen.

You will be prompted with a Logout notification message when you have incomplete benefit elections. The
notification will provide options for you to continue and Save any changes you made before exiting or logging out
of the system.

To log out of the system:

1. Select the Logout link at the top of the screen.

HOME PROFILE BENEFITS LEARNING CENTER

2. Select the Log Out option, or select Continue Enrollment to return to the current screen to complete and
save information before exiting.
You have incomplete benefit elections.

Please click Continue Enrollment below to complete your

benefit enrollment,

| LogOut | | Continue Enroliment |

Inactivity Logout Alert
After 15 minutes, the system will generate warning messages that indicate you will be logged out of the system

due to inactivity. This warning message will provide you the opportunity to Preserve a Session or Logout.

Note: Warning Messages are time sensitive. The system automatically logs you out of the system when a selection
is not made within the time allowed. You will be required to log in again to resume a session.

Inactivity Alert

Your session has been automatically maintained for the maximum allowable time.

Preserve Session | Logout Now

for a few more minutes




Making First-Time Elections

®  Benefit Enrollment Overview

®  Making Benefit Elections

LEARNING CENTER

We Icome, Robert! Important Information

You have new benefits being offered to you:
\ 8 Y Welcome to Online Enroliment!

After the enrollment is complete, please
remember to print out your employee detail
report and confirm with the HR office.

You can expect the enrollment process to
take you about 10-15 minutes.

You have 6 days to elect your Current Enroliment benefits.

Login Information Video Glossary

2 Edit Password Confused by benefit terminology?
r

Dependents
View and edit dependent
information

Language Preferences

g’n Edit language preferences

Logout



Benefit Enrollment Overview

The Home page shows you the tasks you need to complete. Select the Get Started button to begin. This link is
available only the first time you log into the system. After initial enrollment, you are presented with the Home
page links to view and edit information.
Here are the basic steps for completing your benefit elections:
1. Navigate from page to page by selecting the Next or Previous buttons.
2. Select Cancel on any screen to return to the Home page.
Note: If you have not completed and saved your benefit elections, you will receive a warning message,
which allows you to return to your benefit elections to complete and save them before leaving the
current screen.

3. Save your elections on each benefit Summary page when you have entered all required information.

a) Look over your information closely. If you need to change any information, select the Edit or Actions
button next to the corresponding section.

b) Select Save once you have made all necessary changes.
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Making Benefit Elections

The Benefits page will display the benefits that you are eligible for and the timeframe for enrollment. If available,
the Cart Summary icon will display in the top right corner throughout the enrollment process. The Cart Summary
feature displays your plan costs and is updated as you make your elections.

Your employer may contribute a fixed amount of money, also called a defined contribution that you can apply
toward your benefits. If so, you’ll see the Defined Contribution Balance in the Cart Summary. The defined
contribution amount works much like a gift card; the cost of your benefits will reduce the defined contribution
amount as you make your selections.

The Plan Shopping App (PSA) helps you estimate potential out-of-pocket plan costs and display plan differences
side-by-side. If the PSA is available for your employer, you access it from the Plan Selection page. For additional
information, read the Plan Shopping App section included in this guide.
Follow these steps to enroll in your benefits:

1. Select the Get Started button on the Home page.

BENEFITFGCUS

HOME LEARNING CENTER

Welcome back, Mark! Important Information

NSl You have new benefits being offered to you: Welcome to Oniine Enroliment!

\ ;
\ You have 30 days to elect your Current Enroliment After the enrollment is complete, please i
remember to print out your employee detail

benefits report and confirm with the HR office.
You can expect the enroliment process to
<— take you about 10-15 minutes.
-~
Medicare Video Glossary

e von View and edit Medicare Confused by benefit terminology?

g Login Information
g Edit Password
r
| Dependents
g View and edit dependent
information

Language Preferences

'{n Edit language preferences

Logout
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2. Choose one of the following options:

a. Select the Add Dependent button If you need to add dependents to include in your benefit elections;
continue with Step 3.

b. Select Next to continue enrolling in benefits without adding dependents. Go to Step 4.

o Profile 0 Shop for benefits ° Confirm & finish

Before you enroll in benefits

Do you need to add any dependents to your profile?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Add Dependent
PreVious

3. Enter dependent demographic information. Required fields are indicated with an asterisk (*).

a. Select Save once you have entered all dependent information.

Add Dependent
First name * Middle name Last name *
Suffix Preferred name

---Please Select-— | %

Date of Birth *

Gender * *

(© Female () Male

SSN

Relationship *

---Please Select---

-«

Email

Address
@ Use Employee Address

“ Save & Add Another Cancel

© 2015 Benefitfocus.com, Inc. | Confidential and Proprietary 26



b. Review the information on the screen and select Next to begin enrolling in your benefits.

o Profile e Shop for benefits o Confirm & finish

Before you enroll in benefits

Do you need to add any dependents to your profile?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Name Relationship Date of Birth Gender

Jane Ames Spouse 01/01/1975 Female Actions v

Add Dependent

Next Previous

4. Select Get Started to begin enrolling in benefits.

° Profile a Shop for benefits o Confirm & finish

Current Benefits CART SUMMARY
This is a summary of your current benefit elections.

You have incomplete benefits. Please check the steps below to make sure you have completed all the steps . .
A Recurring Deductions
in the enrollment process.

You have not enrolled in any benefits.

Medical 2014

Section Incomplete - Please complete by 09/19/2014

In this section you will be shopping for:

+ Medical

e
\

Note: All changes to your benefits must be approved by your HR Administrator before they
become effective.

Return home
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5. Determine who will be covered on the plan and select Next.

° Profile 0 Shop for benefits 0 Confirm & finish

Medical: Who do you want to cover?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Select Name Relationship Date of Birth Gender
v Mark Ames Subscriber 01/01/1980 Male
0) Jane Ames Spouse 01/01/1975 Female Actions v

W

Add Dependent

| would like to decline Medical coverage.
Decline Coverage

Next Previous

6. Review your benefit plan options. Depending on settings established for your company, you may have
decision support tools, such as video, plan detail documentation, etc. to help you choose a benefit plan.

Medical

Please select your plan. You may change who you want to cover by selecting the drop down next to persons covered.

Costs based on Persons Covered = 2 selected v

$80.77 5iweeky cost PPO Plan PPO Video
e — b i Preferred Provider Organization (PPO
Office visits $25 nformation

For more information about a PPO

Emergency Room Visits $150 Plan, please watch this short,
Prescription Drugs $35 informative video
Q Plan details
HDHP Video
High Deductible Health Plan (HDHP)
9 HDHP with HSA .
$6.92 biweay con Information
B | Individual Deductible $1500 For more information about an HDHP,
Select Plan please watch this short, informative
Dr. Office Visit $15 video
Perscription Drug $10
Emergency Room $50 HSA Vide
Plan detail HSA
W) - = . Health Savings Account Information
This video discusses the benefits of
enrolling in a Health Savings Account if
Decline Coverage you select an HDHP.

Previous Cancel

© 2015 Benefitfocus.com, Inc. | Confidential and Proprietary 28



Note: You may also have the option to compare plans through the Plan Shopping App, if available for your
employer. Please read the Plan Shopping App section for more information.

7. Select the Select Plan button once you have decided on a benefit plan that best suits your needs.

8. (If applicable) Enter Primary Care Provider (PCP) Information and select Next.

Medical

Search from the list of providers to enter your PCP (Primary Care Provider) information.

PCP Code

PCP Name
Mark Ames Search
Is the employee a current patient with this provider?
--- Please Select --- -
[[J Use the same provider for my dependents
Jane Ames Search

Is the dependent a current patient with this provider?

- Please Select ---

«

What is a primary care provider?

Next Previous Cancel

a. Review the Summary of PCP information.

b. Select Next.
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9. (If applicable) Answer the Medicare question. If you select Yes, continue with Step 9.a. below. If you
select No, select Next and continue with Step 10. Note: You cannot enroll in an HSA if you indicate that
you are covered by Medicare.

Covered by Medicare?

Providing Medicare information can help coordinate payment of medical expenses.

Are you or any of your dependents covered by Medicare?

, Yes

y No

What is Medicare?

a. Determine who is covered by Medicare and if you have all the required information and select Next.

b. Enter required Medicare information and select Add Medicare.

BENEFITFCCUS

Add & Save Medicare
Enter the following information.

Jane Ames's Medicare Information

Medicare Number * Eligibility Reason *
O Age [0 Renal Disease () Disability

Eligibility Date

Hospital Insurance Part A
® No
O Yes

Medical Insurance Part B
® No

= Yes

Prescription Coverage Part D
® No

™) Yes

What is Medicare?

Add Medicare Previous
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c. Review Medicare information and select Save & Continue.

Review & Save Medicare

Edit, remove or add Medicare information for yourself or your dependent(s). If updates are not needed select save.

Jane Ames's Medicare Information

Medicare Number Part A Effective Date Actions

999999999A 02/01/2014

10. (If applicable) Answer the Additional Insurance question. If you select Yes, continue with Step 10.a. below.
If you select No, select Next and continue with Step 11.

Actions v

a. Determine if you have the required information. If yes, continue with Step b. Otherwise, go to Step
11 below.

Additional Insurance

Do you have all the following required information for entering an insurance policy?

Policy Number, Policyholder, Carrier's Name, Carrier's Phone Number or Address, and Effective Dates

() Yes, | have all the above required information.
() No, | do not have all the above required information.

What is additional insurance?

Previous Cancel
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b. Enter the Policy Number and select Next.

Medical: Additional Insurance

Enter the policy number for this insurance policy.

Policy Number *

Previous Cancel

c. Select the policyholder and select Next.

Medical: Additional Insurance

Select the policyholder of this insurance policy. (Policy 999999999)
@) Mark Ames

Jane Ames

() Other

Previous Cancel
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d. Enter the insurance carrier information and select Next.

Medical: Additional Insurance

Enter the carrier information for this insurance policy. (Policy 999999999)
Carrier Name *

Please enter the Carrier's address AND/OR phone number.

Carrier Address * Carrier Address 2
City * State / Province * [ Not applicable
ZIP / Postal code * Country *
or
Carrier Phone *

Previous Cancel

e. Determine who is actively covered on the policy, enter the dates, and select Next.

Medical: Additional Insurance

Please enter all additional insurance policy information for the persons covered under this plan including yourself. (Policy 999999999)

Full name SSN Current Status *Coverage Effective Date Coverage End Date
Mark Ames 999-77-8888 Actively Covered ;
Jane Ames 902-55-4444 Actively Covered :

Please Note:

It is very important that you enter a coverage effective date and coverage end date for every person who was covered in the past and a coverage
effective date for every person who is actively covered.

m Previous Cancel
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f.  Review the details and select Next.

Medical: Additional Insurance

Please review your additional insurance policies.

Policy Number Policy Holder Carrier Name Actions
999999999 Jane Ames Sample Carrier Actions v

Add Additional Insurance Policy

Previous Cancel

11. (If applicable) Review the information for the HSA. If you select the HSA, continue with Step 11.a.
Otherwise, go to Step 12 below.

Health Savings Account (HSA)

Because you have selected a High Deductible Health Plan (HDHP), you are eligible for a Health Savings Account (HSA). A
Health Savings Account allows you to contribute money into an account that may be used to pay for qualified medical
expenses at any time without federal tax liability or penalty.

What are the benefits?

= —

. Health Savings Account Information
This video discusses the benefits of
enrolling in a Health Savings Account if

Decline Coverage you select an HDHP.

Previous Cancel
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a. Select how you would like to contribute to the HSA and select Next.

Note: the contribution strategy is determined for your company; you may not have all of these
options

Health Savings Account (HSA)

Contribute to your HSA Estimated Contrib
If you do not want to contribute to your HSA, select next. $0.00 of $6,550.00
Summary
Add contribution e ot 5000
How would you like to contribute to your HSA? — what's this? Contribution total: $0.00

O Initial contribution
(O Ongoing contribution
(O Schedule contribution for a future date

Previous Return home

b. Enter the contribution amount and select Add.

Edit employee initial contribution

Contribution amount *

§ | 250.00

Cancel

© 2015 Benefitfocus.com, Inc. | Confidential and Proprietary 35



c. Review your contribution information. You can edit or add contribution amounts. The Estimated
Contribution Amount displays on the right side of the screen, showing how much you are contributing
toward the taxable limit for HSAs.

d. Select Next to continue.

Health Savings Account (HSA)

Contribute to your HSA Estimated Contributi
If you do not want to contribute to your HSA, select next. $250.00 of $6,550.00
Amount Date Description Actions Summary
Your contribution total: $250.00
$250.00 [ 1x ] Employee initial contribution Actions v Employer contribution total: $0.00
Contribution total: $250.00

© Add Contribution

Previous Return home
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12. Review your benefit election information. The Cart Summary shows specific plan cost and contribution
information. Expand any section to review more information and select the Edit button to make changes.

° Profile o Shop for benefits

e Confirm & finish

Your Medical 2014 benefit summary is shown below. To make changes, click Edit. Please note that your
benefits have not been saved. You must click Save to complete the section.

Medical
HDHP with HSA

Effective Date:
Coverage Level:

You Pay:
B < Pendeas

Persons Covered
Medicare

Additional Insurance
Additional Information

o Health Savings Account (HSA)
HSA

Effective Date:

Edit coverage

Additional Information

B -

13. Select Save once you have completed all elections. You are returned to the Home page and receive the

08/20/2014
Employee and Family

$6.92 every two weeks

2 covered

No policy on record >

| policy on record >

08/20/2014

Congratulations message at the top of the screen.
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CART SUMMARY

This is a summary of your current benefit elections.

Recurring Deductions (every two weeks)

Medical $6.92

Health Savings Account (HSA) $0.00

Recurring Deductions (every two $6.92
‘weeks)

One-Time Deductions

Health Savings Account (HSA) $250.00

One-Time Deductions $250.00
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14. Review and print your Employee Detail Report for your records.

HOME PROFILE BENEFITS LEARNING CENTER

@ Congratulations, Mark! You have successfully completed your enroliment process.

Your confirmation number is: 5796806 | 54-9ds9f4. Please review and print your Benefit Detail Report for your records.
& Print your enroliment details

Profile Video Glossary Important Documents

View and edit personal information ’ ‘ Confused by benefit terminology?
| z Employee Detail Report

Benefits
6 View and edit benefit information Important Information
i

‘Welcome to Online Enroliment!

After the enrollment is complete, please
Login Information remember to print out your employee detail
Edit Password report and confirm with the HR office.

You can expect the enroliment process to

take you about 10-15 minutes.

Dependents

@ View and edit dependent
I SCos What would you like to do?

P —_— Language Preferences Go to Health Savings Account (HSA)

vn Edit language preferences

Logout
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Reviewing Benefit Costs

You will see information about your benefit costs throughout the enrollment workflow. If your company uses a
Defined Contribution toward your benefits, you will see that amount in your Cart. If your company contributes
toward your premium, you will see that amount on the Benefit Summary page.

You can review costs before you select the Save button. This section describes the different ways in which costs
display to you. Note that these are only examples and that your experience may vary, depending on settings
established for your company.

®  Understanding Your Costs

®  Reviewing Defined Contribution Information

®  Understanding Employer Contributions Toward Financial Accounts




Understanding Your Costs

As you begin to shop for benefits, you will see the costs for each plan:

Medical

Please select your plan. You may change who you want to cover by selecting the drop down next to persons covered.

Costs based on Persons Covered  Jill Atkins v

0 | Compare plans & estimate your cost

[_) Compare plan HDHP with HSA
Plan Cost $69.23| Individual Deductible $2500
Employer Cost ($46.15)| Family Deductible $5000
Dr. Office Visit Deductible, then 100%
e ergency Room Visit Deductible, then 100%
$23.08 5 weusy Cox \

Q Plan details HSA
() Compare plan PPO Plan
Plan Cost $207.69| Individual Deductible $1000
Employer Cost ($138.46) | Family Deductible $2000.00
Dr. Office Visit $30 copay (PCP)/$50 copay

YOU PAY (Specialist)

$69.23 5 weeky cost Emel Room Visit $75 Copay

Q Plan details

0 | Compare plans & estimate your cost

Decline Coverage
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Once you select a plan, the costs will display in the Shopping Cart. You can select the cart icon in the top, right
corner of the screen at any time to review what you have selected so far:

R s

CART SUMMARY

: This is a summary of your current benefit elections.
Profile Shop for benefits Confirm & finish

Recurring Deductions (every two weeks)

Dental: Who do you want to cover? et i
Health Savings Account (HSA) $0.00
Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Recurring Deductions (every two weeks) $23.08

Select Name Relationship Date of Birth Gender

T
v Jill Atkins Subscriber 01/01/1980 Female
Add Dependent

2 | would like to decline Dental coverage.
Decline Coverage

As you continue to shop, items are added to your cart, and you can continue to review your costs:

v, |
U ——_—
CART SUMMARY

¢ This is a summary of your current benefit elections.
Profile Shop for benefits Confirm & finish

Recurring Deductions (every two weeks)

oo Medical
Vision: Who do you want to cover? i
Health Savings Account (HSA) $0.00
Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits. Dental $13.85
Select Name Relationship Date of Birth Gender
Recurring Deductions (every two weeks) $36.93
v Jill Atkins Subscriber 01/01/1980 Female
Add Dependent

. | would like to decline Vision coverage.
Decline Coverage
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As with any online shopping cart, these items are not final until you submit them. On the Benefit Summary page,
you can review all of your items and see the total costs in the Cart Summary box. You can also see the breakdown
of costs, if applicable, by selecting the icon next to the amount that you will pay for benefits:

° Profile a Shop for benefits o Confirm & finish

Your Medical 2014 benefit summary is shown below. To make changes, click Edit. Please note that your
benefits have not been saved. You must click Save to complete the section.

CART SUMMARY

This is a summary of your current benefit elections.
Medica| Recurring Deductions (every two weeks)
HDHP with HSA ”

fedc $23.08

Cost information (every two weeks)

Effective Date: 08/25/2014
- S d Plan cost $69.23
ou Pay: ﬁ X
@ | Employer Cost 46.15
Coverage Level: Employee Only | vo, Pay $23.08
weeks)

m Q. Plan details

Once you select the Save button, your benefits are submitted to your Benefits Administrator for review. Once
approved, your benefit election information is sent to the insurance carrier.
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Reviewing Defined Contribution Information

If your employer uses a defined contribution strategy, you will see the amount your employer is contributing
toward you benefits in the Shopping Cart. Defined contribution works much like a gift cart. Your employer
contributes a specified amount toward your benefits, and each time you select a benefit, that amount is reduced
from the total amount in your cart.

Once you begin the enrollment process, the defined contribution balance displays next to the Shopping Cart:

Defined Contributions Balance $192.31 &

° Profile ° Shop for benefits o Confirm & finish

Medical: Who do you want to cover?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Select Name Relationship Date of Birth Gender
v Jill Atkins Subscriber 01/01/1980 Female
Add Dependent

" | would like to decline Medical coverage.
Decline Coverage

N Previous
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On the Plan Selection page, you will see the cost per benefit, including the defined contribution amount from your

employer:

BENEFITFCGCUS

Defined Contributions Balance $192.31 &

Medical

Please select your plan. You may change who you want to cover by selecting the drop down next to persons covered.

Costs based on Persons Covered il Atkins ~

0 | Compare plans & estimate your cost

(*) Compare plan HDHP with HSA
Plan Cost $69.23 Individual Deductible
Employer Cost ($46.15) | Family Deductible
Defined Conuributions  ($192.31) | Dr. Offce Visit
Emergency Room Visit
AMOUNT REMAINING
$169.23 5 weeky cosc
Q Plan details
[_) Compare plan PPO Plan
Plan Cost $207.69| Individual Deductible
Employer Cost ($138.46)| Family Deductible

Defined Contributions ~ ($192.31)]  Dr. Office Visit

AMOUNT REMAINING e
$123.08 &iweeiy cost

Q Plan details

0 | Compare plans & estimate your cost

Decline Coverage

$2500
$5000
Deductible, then 100%
Deductible, then 100%

HSA
$1000
$2000.00
$30 copay (PCP)/$50 copay
(Specialist)
$75 Copay
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As you continue to shop for benefits, the defined contribution amount will be reduced by the cost of the benefits
you have selected:

.
Defined Contributions Balance $169.23 [ —JAd
&

CART SUMMARY

- This is a summary of your current benefit elections.
Profile Shop for benefits Confirm & finish

Recurring Deductions (every two weeks)

Medical

Dental: Who do you want to cover? e

Defined Contributions ($23.08)

Note{ You'l also be able to add dependents and select who you want to cover when you enroll in Health Savings Account (HSA) * 0
or edit your benefits. .

* These benefits are not eligible for employer contributions.

Select Name Relationship Date of Birth Gender
Recurring Deductions (every two weeks) $0.00
v Jill Atkins Subscriber 01/01/1980 Female
AMOUNT REMAINING
Add Dependent $ 169.23 (every two weeks)

| would like to decline Dental coverage.
Decline Coverage

Next Previous

The Benefit Summary page will show the detailed cost for each plan, including (if applicable) any amount
remaining:

Defined Contributions Balance $146.15 “§&
° Profile a Shop for benefits o Confirm & finish

Your Medical 2014 benefit summary is shown below. To make changes, click Edit. Please note that your

benefits h t be d. Yo st click Save t lete the section.
nefit lave not en save: Ou must clich lve to complete the section. CART SUMMARY

This is a summary of your current benefit elections.

H Recurring Deductions (every two weeks
Medical - g ry )
HDHP with HSA
Medical $23.08
Defined Contributions ($23.08)
Effective Date: 08/25/2014 Health Savings Account (HSA) * $0.00
You Pay: $0.00 ©® Dental $13.85
Defined Contributions ($13.85)
Coverage Level: Employee Only Viion —
Defined Contributions ($9.23)
m Q  Plan details * These benefits are not eligible for employer
contributions.
Persons Covered | covered > Reciug Dediotions (S 8000
weeks)
. . AMOUNT REMAINING
>
Medicare No policy on record CTRE Bl o e
Additional Insurance No policy on record >
Additional Information >
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If your employer allows you to keep remaining amounts, you will be directed to apply them accordingly after you
save your benefit elections. First, you will select the Get Started button:

° Profile o Shop for benefits 0 Confirm & finish

Enroliment Complete! CART SUMMARY
This is a summary of your current benefit elections.
You have completed enrollment for the current benefit year. To make changes to any of your benefits

select "view details”, then "view/edit information”. e

Medical $23.08
i Defined Contributions

Medycal 2014 . o Rl ($23.08)

+ Section Complete! Available to Edit until 09/24/2014 Health Savings Account (HSA) * $0.00

Dental $13.85

° Defined Contributions Defined Contributions ($13.85)
Vision $9.23

Section Incomplete Defined Contributions ($9.23)

* These benefits are not eligible for employer

contributions.
GetStarted h
N Recurring Deductions (every two $0.00

weeks)
Note: All changes to your benefits must be approved by your HR Administrator before they
become effective. AMOUNT REMAINING
s | 46. 15 (every two weeks)

Then, you will apply the remaining amount and select Save:

Defined Contributions

Distribution of your Defined Contributions for 01/01/2014 through 12/31/2014.
You have $ 146.15 of your employer credits remaining.

Where would you like to apply this remaining amount?
Health Savings Account (HSA) s

Save Cancel
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Understanding Employer Contributions Toward Financial Accounts

If your employer contributes an amount towards your financial accounts, you will see the contribution in addition
to any amount you may be permitted to contribute. For example, your employer may contribute an initial,
ongoing, and/or scheduled amount toward your Health Savings Account (HSA). If so, the amount(s) will display on
the HSA Contribution screen:

Health Savings Account (HSA)

Contribute to your HSA Estimated Contributions
Amount  Date Description Actions $o21010f:$2.200.00
$25.00 m Employer's initial contribution Summary
Your contribution total: $0.00
$021 @ 08/01/2014 - 1273112014 Employer's ongoing contribution Employer contribution total: $52.10
Contribution total: $52.10
$25.00 © 12152014 Employer's scheduled contribution

© Add Contribution

Previous Return home

An initial contribution is applied once toward your HSA when you initially enroll in benefits.

®  Anongoing contribution is applied per pay period for a specified amount of time.

A scheduled contribution is applied once on a specific day in the future.

You may or may not need to contribute toward your HSA in order for your employer’s contribution(s) to be
activated. As with your employer contributions, you may be able to contribute an initial, ongoing, and/or
scheduled amount.

Note: HSA and other financial account contributions are dependent on the rules established for your employer.

You may see different amounts and different contribution strategies, depending on these rules. The above screen
is used for example purposes only.
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Making Changes to Benefit Elections

Reviewing Your Benefits Elections

Entering a Life Event to Make Changes to Benefit Elections

HOME PROFILE BENEFITS LEARNING CENTER

Welcome back, Mark! Important Documents

% Employee Detail Report

( = Profile | Video Glossary
O View and edit personal information [ @ ’ Confused by benefit terminology?
J Important Information

Welcome to Online Enroliment!
Benefits

View ard'sdit banefit Lifo rmation After the enrollment is complete, please
remember to print out your employee detail

report and confirm with the HR office.
You can expect the enroliment process to
Login Information take you about 10-15 minutes.

g Edit Password
r

What would you like to do?
Dependents

View and edit dependent Go to Health Savings Account (HSA)
information

Language Preferences

'vn Edit language preferences

Logout
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Reviewing Your Benefits Elections
Once you have completed and saved your benefit elections, you can review them and make any changes if

necessary. Note: You may be required to enter a qualifying life event to make changes to your benefit. If so, please
see the next section entitled Entering a Life Event to Make Changes to Benefit Elections.

To make changes to current benefit elections, follow these steps:

1. Select the Benefits link from the Home page or from the Navigation Bar.

Benefits

@ View and edit benefit infformation

HOME PROFILE BENEFITS LEARNING CENTER
o

2. Use the View details link to review your elections.

BENEFITFCCUS

HOME PROFILE BENEFITS LEARNING CENTER

Enrollment Complete!

You have completed enroliment for the current benefit year. To make changes to any of your benefits, select "view/edit information."

N )
° Medical 2014 View details >

+ Section Complete! Available to Edit until 05/14/2014

Note: All changes to your benefits must be approved by your HR Administrator before they become effective

Return home
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3. Select the View/Edit Information button to update plan selection details.

Medical 2014 PRI
+ Section Complete! Available to Edit until 09/19/2014

Your Offer Summary:

+ Medical

HDHP with HSA

$6.92 every two

weeks

é Health Savings Account (HSA)
HSA Contribution

$250.00 per benefit

year

& View / Edit Information
W
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4. Select the Edit plan button to change your benefit plan.

Medical =
HDHP with HSA
Effective Date: 08/20/2014
Coverage Level: Employee and Family

You Pay: / $6.92 every two weeks
Q Plan details
% \ J

5. Expand any section and select the Edit button to update other information.

Persons Covered — ) OVered v
® Mark Ames (You) View Details >

® Jane Ames (Spouse) View Details >

B —

© 2015 Benefitfocus.com, Inc. | Confidential and Proprietary 51



6. Continue making any necessary changes to your information.

7. Review your changes you return to the Benefit Summary screen.

° Profile G Shop for benefits o Confirm & finish

Your Medical 2014 benefit summary is shown below. To make changes, click Edit. Please note that your
benefits have not been saved. You must click Save to complete the section.

CART SUMMARY
This is a summary of your current benefit elections.
Medical Recurring Deductions (every two weeks)
HDHP with HSA
Medical $4.62
Health Savings Account (HSA) $0.00
Effective Date: 08/20/2014
Recurring Deductions (every two $4.62
Coverage Level: Employee Only weeks)
You Pay: $4.62 every two weeks L
m Q, Plan details Health Savings Account (HSA) $250.00
Persons Covered | covered v One-Time Deductions $250.00
® Mark Ames (You) View Details >

Add Dependent

Medicare | policy on record >
Additional Insurance | policy on record >
Additional Information >

= Health Savings Account (HSA)
HSA

Effective Date: 08/20/2014

Additional Information >

Save Cancel

8. Select Save to save your changes.

&
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Entering a Life Event to Make Changes to Benefit Elections
Life events are reasons that your may add and remove dependents or change benefit elections. These are defined
by the insurance carrier for your company. They typically include events such as a having a baby, adoption,

marriage, divorce, legal separation, military leave, return from military leave, and so on.

The following steps show how to enter a marriage life event in the system. Steps for other life events may vary;
marriage is just used as an example here.

1. Select Change my benefits due to a life event from the Home page.

HOME PROFILE BENEFITS LEARNING CENTER

Welcome back, Frank! Important Documents

% Employee Detail Report

Profile ) Video Glossary

| View and edit personal information ‘ Confused by benefit terminology?

) What would you like to do?

Benefits Go to Health Savings Account (HSA)

; View and edit benefit information Change my benefits d{‘ﬁ to a life event

(= | Login Information
[ g | Edit Password

r
( ") Dependents

View and edit dependent
information

) Language Preferences

| Edit language preferences

\

Logout
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2. Select the life event from the drop-down box, enter the date of the event, and select Next.

HOME PROFILE BENEFITS LEARNING CENTER

Select reason for changing your benefits
You are making a change to benefit elections. Why are you making this change?
Select life event *

--- please select —

«

Life event not listed?

Enter the date of this life event *

Next Cancel

3. Select the Update Section button.

Update your benefits due to Marriage (Employee).

Based on your event, you can update the benefits below.

0 Medical 2014

You will have the ability to update:

+ Medical

HDHP with HSA
$4.62 every two weeks

B Health Savings Account (HSA)
HSA Contribution

$200.00 per benefit year

Update Section —
it

Return home
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4. Review the information and select Yes, update my benefits when you are ready to make changes.

Welcome to your Medical benefits!

Let's get started editing your benefits!

First, take a look at your current coverage and tell us if you would like to make any updates.

+ Medical

HDHP with HSA

Effective Date: 08/21/2014

Medical

Based on your qualified life event you may:
* You can cancel your coverage.
* You are permitted to change your plan.
* You may change your coverage level.

* You can add dependents to your existing coverage.
* You can cancel coverage for any dependent.

Yes, update my benefits No updates needed
\

5. Select the Add Dependent button to add your spouse to the policy.

Medical: Who do you want to cover?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Select Name Relationship Date of Birth Gender
v Frank Anderson Subscriber 01/01/1980 Female
Add Depe&dent

| would like to decline Medical coverage.
Decline Coverage

Next Previous
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6. Enter the dependent’s required information and select Save.

Add Dependent
First name * Middle name Last name *
Suffix Preferred name

—-Please Select— | §

Date of Birth *

Gender * *

() Female () Male

SSN

Relationship *

——-Please Select—

-

Email

Address
@ Use Employee Address

“ Save & Add Another Cancel

7. Review the dependent’s information and select Next.

Medical: Who do you want to cover?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Select Name Relationship Date of Birth Gender

v Frank Anderson Subscriber 01/01/1980 Female

~ Jill Anderson Spouse 01/01/1975 Female Actions v
Add Dependent

s | would like to decline Medical coverage.
Decline Coverage

m PreVIous
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8. Review the information on the Plan Selection page. Your current benefit selection is outlined in blue and
shows Plan Selected. Notice the Persons Covered box now shows 2 selected since you added a spouse.
Depending on the rules established for your company, you may be able to change your benefit plan.

Medical

Please select your plan. You may change who you want to cover by selecting the drop down next to persons covered.

Costs based on Persons Covered| 2 selected v 4_

$80.77 6. weeky Cost PPO Plan

Individual Deductible $250
Dr. Office Visit $25
Emergency Room $150
Prescription Drug $35

Q Plan details
$6.92 siweeky Cost HDHP with HSA

Individual Deductible $1500.00
Dr. Office Visit $15
Perscription Drug $10
Emergency Room $50

Q  Plan details HSA

Decline Coverage

Previous Cancel

9. Select Next on the Plan Selection page to continue.

10. Continue with the benefit enroliment process. In this scenario, answer the Medicare and Additional
Insurance questions:

Covered by Medicare?

Providing Medicare information can help coordinate payment of medical expenses.

Are you or any of your dependents covered by Medicare?
~ Yes

@No

What is Medicare?

m PMious
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Additional Insurance

Currently, do any of the persons covered for this benefit including yourself have other health
insurance?

O Yes
® No

Please Note:

It is very important to enter your and/or your covered dependents' insurance policies. By
providing this information, you will ensure that the claims for you and your covered
dependents will be processed timely and accurately.

What is additional insurance?

Previous Cancel

11. (If applicable). Make changes to other information, such as your HSA contribution.

Welcome to your Health Savings Account (HSA) benefits!

Let's get started editing your benefits!

First, take a look at your current coverage and tell us if you would like to make any updates.

é Health Savings Account (HSA)

HSA

Effective Date: 08/21/2014

Health Savings Account (HSA)

Based on your qualified life event you may:
* You can cancel your coverage.
* You are permitted to change your plan.
* You may change your coverage level.
* You can add dependents to your existing coverage.
* You can cancel coverage for any dependent.

Yes, update my benefits No updates needed
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12. Continue reviewing information and making applicable changes until you reach the Benefit Summary
page. Review your information on the Benefit Summary page.

Your Medical 2014 benefit summary is shown below. To make changes, click Edit. Please note that your

benefits have not been saved. You must click Save to complete the section.

CART SUMMARY

This is a summary of your current benefit elections.

Medical Recurring Deductions (every two weeks)
HDHP with HSA
Medical $6.92
Health Savings Account (HSA) $25.00

You have entered a life or family change based on:

Marriage (Employee) on 08/16/2014

[

Recurring Deductions (every two ~ $31.92
weeks)

Effective Date: 08/21/2014

Coverage Level: Employee and Family

You Pay: $6.92 every two weeks

B3 2 Pendenis

Persons Covered 2 covered >

Medicare

No policy on record >

Additional Insurance No policy on record >

Additional Information >
o Health Savings Account (HSA) ”
HSA

You have entered a life or family change based on: Marriage (Employee) on 08/16/2014

Effective Date: 08/21/2014
Additional Information >

13. Select the Persons Covered link to review the newly-added spouse information.

Persons Covered 2 co%ered v

View Details >

® Frank Anderson (You)

® Jill Anderson (Spouse)

View Details >
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14. Select Save on the Benefit Summary page when you have made all necessary changes and reviewed your
benefit elections.

Save
\t

You are returned to the Home page, which shows the Congratulations message.

15. Print the Employee Detail Report for your records.

HOME PROFILE BENEFITS LEARNING CENTER

@ Congratulations, Frank! You have successfully updated your benefits due to Marriage (Employee).

Your confirmation number is: 5799726421-221ff8. Please review and print your Benefit Detail Report for your records.
& Print your enrollment details

Profile g ) Video Glossary

Important Documents
View and edit personal information ' Confused by benefit terminology?

K Employee Detail Report

( Benefits
@ View and edit benefit information What would you like to do?
a

Go to Health Savings Account (HSA)

Login Information
Edit Password

Change my benefits due to a life event

Dependents
View and edit dependent X
information Y

Language Preferences

qﬁ Edit language preferences
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Making Open Enroliment Elections

Reviewing and Updating Your Personal Information

Completing Your New Benefits

HOME LEARNING CENTER

Welcome back, Frank! Important Information

You have new benefits being offered to you: Welcome to Open Enroliment!

You have 10 days to elect your Open Enroliment benefits. Sample Company has exciting new benefit
offerings for you this year! Be sure to review
all of you benefits before making elections.
Don't hesitate to contact HR at 555-1313 for
more information.

Get Started

What would you like to do?

Go to Health Savings Account (HSA)

Login Information Video Glossary

Q Edit Password Confused by benefit terminology?
r

Dependents

@ View and edit dependent information

Language Preferences

‘g‘n Edit language preferences

Logout
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Reviewing and Updating Your Personal Information

Before you begin enrolling in your Open Enrollment benefits, you may review and update personal information in

the system. Note: Depending on preferences established for your company, you may not be able to update
demographic information.

1. Select the Profile tab on the Home page. Note: if you do not see the Profile tab, continue with Step 1.a.

Otherwise, go to Step 2.

e

PROFILE BENEF

LEARNING CENTER

Welcome, Frank!

Important Information
Last Login: Thu Aug 21, 2014 01:47:24 PM EDT ‘Welcome to Open Enroliment!
. Sample Company has exciting new benefit
You have new benefits being offered to you: offerings for you this year! Be sure to review
You have 10 days to elect your Open Enroliment benefits. all of you benefits before maling elections,

Don't hesitate to contact HR at 555-1313 for

more information.

What would you like to do?

Go to Health Savings Account (HSA)

| Login Information - | Video Glossary
g ‘ Edit Password ‘ | @ ‘ ‘ Confused by benefit terminology?
T

Dependents

‘ @ i View and edit dependent information
)

Language Preferences

\
‘1’" i Edit language preferences

Logout

a. Select the Get Started button if you do not see the Profile tab in the navigation bar.

HOME LEARNING CENTER

Welcome, Frank!

Important Information
Last Login: Thu Aug 21,2014 01:46:03 PM EDT ‘Welcome to Open Enroliment!
B Sample Company has exciting new benefit
You have new beneics being offered to you: oferingsfor you this year! Be sure 1o review
You have 10 days to elect your Open Enroliment benefits. a8 of you henefica before making elactions.

Don't hesitate to contact HR at 555-1313 for

) more information.
o
\ What would you like to do?

Go to Health Savings Account (HSA)

(=) Login Information () Video Glossary
| g ‘ Edit Password ‘ O] Corfused by benefic cerminology?
I A
Dependents
View and edit dependent
information

Language Preferences
‘ Edit language preferences

3e

Logout
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b. Review and update any dependent information; select Next to continue.

BENEFITFCCUS

° Profile ° Shop for benefits e Confirm & finish

Before you enroll in benefits

Do you need to add any dependents to your profile?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Name Relationship Date of Birth Gender

Jill Anderson Spouse 01/01/1975 Female Actions v

Add Dependent

Next Previous

it

c. Select the Profile link.

° Pé;ﬁle ° Shop for benefits 0 Confirm & finish

This is a summary of your OE benefit elections.

Open Enroliment Benefits Recurring Deductions

‘Whether you want to change your benefits or keep them the same as last year, it's still important that you
carefully complete each step in the enrollment process to make sure all of your benefits are covered for

the upcoming plan year.

You have not enrolled in any benefits.

Medical 2015

Section Incomplete - Please complete by 08/31/2014

In this section you will be shopping for:

+ Medical
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2. Select the Personal Information link to expand the section and change your information.

° Profile ° Shop for benefits ° Confirm & finish

Profile

Review and complete the required (*) information for your profile below.

I ~ Personal information

Personal and demographic information

First name * Middle name Last name *
Frank Anderson
Suffix
—Please Select— | ¥
Date of Birth * Social Security Number
01/01/1980 555-88-4444
Gender * * Marital status
@® Female () Male ---Please Select--—- —

Contact Information

Home phone Cell phone Alternate phone
123-456-7890

Work phone Work Cell phone

Personal Email Work email

Communications Preference

() Email
Address | * Address 2
222 King Avenue
City * State / Province *
Charleston sC $
Country * Zip*
USA ¥ | 29400

Effective Date

» Emergency contact(s)

3. Select the Save button after updating your personal information.
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Completing Open Enrollment Benefits

The Open Enrollment Benefits section will display all new benefits you will be eligible for; complete, review, and
save your benefits in the same manner as you did when making initial benefit elections.

1. Select the Get Started button on the Home page.

HOME LEARNING CENTER

Welcome, Frank! Important Information

Last Login: Thu Aug 21, 2014 01:47:24 PM EDT to Open Enr

Sample Company has exciting new benefit
offerings for you this year! Be sure to review
all of you benefits before making elections.
Don't hesitate to contact HR at 555-1313 for
more information.

You have new benefits being offered to you:

You have 10 days to elect your Open Enroliment benefits.

Get Started
\t

What would you like to do?
Go to Health Savings Account (HSA)

Login Information Video Glossary

g Edit Password ‘ ‘ Confused by benefit terminology?
{ >

Dependents
@ View and edit dependent information

Language Preferences

'vn Edit language preferences

Logout

2. Review the dependent information and select Next.

“ Profile o Shop for benefits a Confirm & finish

Before you enroll in benefits
Do you need to add any dependents to your profile?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in
or edit your benefits.

Name Relationship Date of Birth Gender

Jill Anderson Spouse 01/01/1975 Female Actions ~

Add Dependent

Previous
| 7
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3. Select the Open Enrollment Benefits tab, and then select the Start Section button. The first of several
enrollment pages will display for you to enter information.

° Profile ° Shop for benefits o Confirm & finish
T T
CURRENT BENEFITS OPEN ENROLLMENT BENEFITS CART SUMMARY

This is a summary of your OE benefit elections.

Open Enrollment Benefits Recurring Deductions

Whether you want to change your benefits or keep them the same as last year, it's still important that you
carefully complete each step in the enrollment process to make sure all of your benefits are covered for the You have not enrolled in any benefits.

upcoming plan year.

Medical 2015

Section Incomplete - Please complete by 08/31/2014

In this section you will be shopping for:

+ Medical

\t

4. Proceed from page to page by selecting the Next button. When you have entered all required information,
you will see a summary of your Open Enrollment benefits on the Benefit Summary page.

5. Review your information closely on the Benefit Summary page. You will have the option to Edit or Save
the information. If you need to change any information, select the Edit button next to the corresponding

section.
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6. Select Save once you have made all necessary changes. You will be directed to the Home page.

° Profile ° Shop for benefits o Confirm & finish

Your Medical 2015 benefit summary is shown below. To make changes, click Edit. Please note that your
benefits have not been saved. You must click Save to complete the section.

CART SUMMARY

This is a summary of your O benefit elections.

Medical Recurring Deductions (every two weeks)
HDHP with HSA 2015
Medical $6.92
Effective Date: 01/01/2015 Recurring Deductions (every two $6.92
weeks)
Coverage Level: Employee and Family
You Pay: $6.92 every two weeks

m Q Plan details

Persons Covered 2 covered >
Additional Information >
Save Cancel

i

7. Print the Employee Detail Report for your records.

HOME PROFILE BENEFITS LEARNING CENTER

@ Congratulations, Frank! You have successfully completed your enrollment process.

Your confirmation number is: 5799726421-1536fq. Please review and print your Benefit Detail Report for your records.
& Print your enroliment details

Profile Video Glossary

( _ ) ) _ Important Documents
View and edit personal information Confused by benefit terminology?
% Employee Detail Report
Benefits
’ @ View and edit benefit information Important Information
—_— We to Open Enr
N— - p Sample Company has exciting new benefit
[ L‘fg'" Information offerings for you this year! Be sure to review
3 Edit Password all of you benefits before making elections.
( f Don't hesitate to contact HR at 555-1313 for
more information.
Dependents
{ @ View and edit dependent information
What would you like to do?
( Language Preferences Go to Health Savings Account (HSA)
‘fn Edit language preferences Change my benefits due to a life event

Logout
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Plan Shopping App

The Plan Shopping App (PSA) helps you estimate potential out-of-pocket plan costs and display plan differences
side-by-side. This tool provides an in-depth decision aid for benefit plan selection. It allows you to compare
medical plans based on detailed coverage, healthcare usage, and cost information. The PSA makes it easy for you
to calculate the estimated annual cost of your healthcare for each medical plan available to you. If the PSA is
available for your employer, you access it from the Plan Selection page.

Comparing Medical Benefit Plans

1. Select the plans you want to compare from the Plan Selection page.

Medical

Please select your plan. You may change who you want to cover by selecting the drop down next to persons covered.

Costs based on Persons Covered =~ Robert Akers v

2 | Compare plans & estimate your cost

%Compare plan HDHP with HSA
$25 oo S Momnby o Individual Deductible $2500
- 'mi-Mon
Family Deductible $5000
Dr. Office Visit Deductible, then 100%
Emergency Room Visit Deductible, then 100%
Q Plan details HSA
@ Compare plan PPO Plan
$75 00& Mierchl G Individual Deductible $1000
- mi-Mon
Family Deductible $2000.00
Dr. Office Visit $30 copay (PCP)/$50 copay
(Specialist)
Emergency Room Visit $75 Copay
Q Plan details
Decline Coverage

2. Select the Compare plans & estimate your costs button. The PSA tool opens.

2 | Compare plans & estimate your cost

N\
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3. Select the coverage level to determine plan costs for you and your dependents.

Welcome to the Plan Shopping App

The Plan Shopping App is a tool designed to help you make a more informed decision about which plan is right for you and your family.

* Compare your available plans side-by-side
* Estimate costs based on personalized usage
* See the impact of tax advantage accounts to your cost

Ready to get started?
Tell us who you are covering and your expected healthcare usage. /

Costs based on Coverage level:] Employee + Spouse. v | Usage scenario: National Average Year

Rl

PPO Plan

Compare Your Options
View plan details and estimate your total
annual cost.

Premium

52500y priod

FSA Tax Savings
=+ Add Contribution
Employer Contribution
N/A
Estimated Annual Cost
$600.00

How was this calculated? T

» In-Network

» Out-of-Network

=+ Modify usage B Print

High Deductible PPO Plan with RX
Major Med

Premium
$25.00/pay period
FSA Tax Savings
=+ Add Contribution
Employer Contribution
N/A
Estimated Annual Cost
$600.00

How was this calculated? T

+ Expand all | = Collapse all

4. Select the How was this calculated link to learn more information about each plan.

Compare Your Options PPO Plan
View plan details and estimate your total
annual cost.

4 Return to results

Premium
$25.00/pay period
FSA Tax Savings
+ Add Contribution
Employer Contribution
N/A
Estimated Annual Cost

00.00

How was this calculated? ™
o i g © |

5. Select the How was this calculated link to see the details of the costs of each plan.
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How was your estimated total cost calculated?

The table below shows you a side-by-side comparison of what your options cover and how that impacts your wallet.

$2,500 Deductible
Plan with HSA

R

oo

v PP Yoty Pt Yours | Maban | Yourw

Estimated $1,618.67 $-1,205.22 $2,823.89 $-1,205.22 $2,823.89
Healthcare Costs

Annual Plan Cost $3,120.00 $3,060.00
Tax Benefit $0.00 $0.00
Estimated Annual Cost $5,943.89 $5,883.89

Select the Modify Usage button to change the default National Average

estimated costs.

Welcome to the Plan Shopping App

$-1,205.22 $2,823.89

$3,120.00
$0.00
$5,943.89

amounts to personalize the

The Plan Shopping App is a tool designed to help you make a more informed decision about which plan is right for you and your family.

* Compare your available plans side-by-side
* Estimate costs based on personalized usage
* See the impact of tax advantage accounts to your cost

Ready to get started?
Tell us who you are covering and your expected healthcare usage.

/

Costs based on Coverage level: = Employee + Spouse v | Usage scenario: National Average Year

& Print

== Modify usage
e

Compare Your Options PPO Plan
View plan details and estimate your total
annual cost.
Premium
$25.00/pay period

4 Return to results

FSA Tax Savings
+ Add Contribution
Employer Contribution
N/A
Estimated Annual Cost
$600.00

How was this calculated? ™

» In-Network

» Out-of-Network
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High Deductible PPO Plan with RX
Major Med

Premium
$25.00/pay period
FSA Tax Savings
=+ Add Contribution
Employer Contribution

N/A
Estimated Annual Cost
$600.00
How was this calculated? ™
+ Expand all | = Collapse all
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7. Select the Personalize this usage scenario button to customize your healthcare usage.

Tell us about your expected healthcare usage
How often do you use your insurance plan? Choose from one of our pre-defined usage categories or personalize your family's usage for the
upcoming plan year and let us show you how much each plan will cost and help you choose the right plan for you.

National Average Year  National Average Year —— | 2 P””"’““&;" usage scenario
9 Doctor Ofiice Visits $1763.10 Where does your money
W Doctor Office Visits
0  Emergency Room Visit $0.00 @ Emergency Room Visit
@ Prescription Drugs
o B Outpatient Procedure
Il Prescription Drugs $827.29 B Inpatient Hospital Procedure
0 Outpatient Procedure $0.00
0 Inpatient Hospital Procedure $0.00 Plan You
Pays Pay
Total Usage Cost $2,590.39  PPO Plan $2,590.39  $0.00
High Deductible PPO Plan with RX | $2,590.39  $0.00

Major Med

8. Adjust any of the national averages by sliding the numbers according to your estimated usage.

Tell us about your expected healthcare usage
How often do you use your insurance plan? Choose from one of our pre-defined usage categories or personalize your family's usage for the
upcoming plan year and let us show you how much each plan will cost and help you choose the right plan for you.

National Average Year  Personalized

Personalized Doctor Office Visits $1763.10 Where does your money go?
9 e ) W Doctor Office Visits
‘ @8 Emergency Room Visit
. @ Prescription Drugs
Emergency Room Visit $1,337.29 88 Outpatient Procedure
I 3* ) B Inpatient Hospital Procedure
Prescription Drugs @ $827.29
I — ‘ Plan  You
Outpatient Procedure $0.00 Pays Pay
0 O ) PPO Plan $3,927.69 $0.00
Inpatient Hospital Procedure $0.00 ng‘h Deductible PPO Plan with RX  $3,927.69 $0.00
Major Med
.
Total Usage Cost $3,927.69

9. Select the Done button to return to the main PSA screen.
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10. (If available) Select the Add Contribution button to estimate your tax savings for any plan. The Estimate
Your Tax Benefit screen opens.

11. Enter the information in the Estimate Your Tax Benefit screen to determine your total tax savings.

Estimate Your Tax Benefit
| Contributing to a tax-advantage savings account with pre-tax dollars can lower your
taxable income and save you money. Find out how much below!

Contribution
Filing Status Things to Consider
Head of Household v
| Estimated Cost of $1,618.67
Household Income Services
$ @) Employer Contribution $150.00
Current Account $ B
Tax Bracket Balance .
0 %
YTD Contributions $ B
Annual Contribution i
$ O Contribution Limits
Contribute max Maximum 55+ Additional
Single  $3,250.00 $1,000.00
Family ~ $6,450.00 $1,000.00
Total savings: $0.00

\

\
12. Select Done to return to the main PSA screen.
13. Select the Return to results button to continue shopping for other benefit plans, or select the Select Plan

button to choose that plan to enroll in; you may go back to choose other plans before you save your
benefit election.

Compare Your Options $2,500 Deductible Plan
View plan details and estimate with HSA
your total annual cost.

Plan Cost

$130.00/pay period

HSA Tax Savings
=+ Add Contribution
Employer Contribution
$150.00
Estimated Annual Cost

$5,943.89

How was this calculated? ™
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Guided Shopping

Before you select your benefit plans, you may be able to take advantage of a guided shopping process, which helps
you determine the best benefit plan for you based on a few questions. On the Current Benefits page, you can
choose answer questions to help you find the best plan for you, or you can skip the section to begin reviewing
available benefit plans without answering any guided shopping questions.

Note: This option may not be available for your employer.
To take advantage of the guided shopping process, follow these steps:

1. Select the Get Started button next to the Need help finding the best coverage section. If you prefer not to
use this tool, you can select the Not Now link.

CART SUMMARY
Current Benefits

This is a summary of your current benefit
You have incomplete benefits. Please check the steps below to make sure you have completed all the steps in the elections
enroliment process. Recurring Deductions

. You have not enrolled in any benefits.
o Need help finding the best coverage?

Section Incomplete
Amounts listed are per paycheck deductions

We'll ask you a few questions to help guide you to the plans that best match your needs

‘__—
\t

2. Answers the questions and select Save.

Please answer the following three questions so we can get a better sense of your healthcare needs. This information
will help us determine the best plan for you. If you would like to bypass this information, please select the Skip button
below to start shopping for your benefit plans.

Which is more important to you when selecting a benefit plan? *
() Low monthly premium
() Low deductible

/

Which of the following do you feel best describes your healthcare usage for you and anyone you plan to cover? *
(O Annual doctor visits for checkups/wellness visits
(O Frequent treatments for illness/disease

(O serious medical conditions that need constant attention

Have you or anyone you plan to cover used tobacco products in the past 12 months? *

N

() Yes
(O Yes, but currently in a cessation program

N

@ No

Save Skip
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3. Select the Get Started button for benefits.

° Profile a Shop for benefits o Confirm & finish

CART SUMMARY

This is a summary of your current benefit

Current Benefits

You have incomplete benefits. Please check the steps below to make sure you have completed all the steps in the elections.

enroliment process. Recurring Deductions

You have not enrolled in any benefits.

° Need help finding the best coverage?

View details >
v Section Complete!

Amounts listed are per paycheck deductions

° Medical Insurance and Spending Accounts

Section Incomplete - Please complete by 12/31/2014

In this section you will be shopping for:

+ Medical
$ Health FSA

s Dependent Care FSA

= ——

4. Enter dependent information or select Next to continue.

Medical: Who do you want to cover?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in or edit

your benefits.
Select Name Relationship Date of Birth Gender
v Mike Anderson Subscriber 01/01/1980 Male
Add Dependent

| would like to decline Medical coverage.
Decline Coverage ¢

Next Previous
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5. Review the benefit plans; notice the Best Match icon next to the plans that closely match your answers to
the questions. You can select any benefit plan to continue.

[C) Compare plan $2,500 Deductible Plan with HSA

Plan Cost $127.50 Individual / Family Deductible $2,500 / $5,000
Defined Contributions ~ ($375.00) | Individual / Family Out-of-Pocket Maximum $4,250 / $8,500
Office Visits 100% Preventive,

AMOUNT REMAINING 60% PCP, 60%
$247.50 twice per month Specialist

Individual Deductible 2500.00
Q Plan details HSA
[CJ Compare plan Healthcare $2,500 Deductible Plan with HSA

Plan Cost $130.00 Individual / Family Deductible $2,500 / $5,000
Defined Contributions ($375.00)  Individual / Family Out-of-Pocket Maximum $4,250 / $8,500
Office Visits 100% Preventive,
AMOUNT REMAINING 60% PCP, 60%
5245.00 twice per month Specialist
Individual Deductible 2500.00
Select plan

Q  Plan details HSA

(_) Compare plan $1,500 Deductible Plan with HSA
Plan Cost $137.00 Individual / Family Deductible $1,500 / $3,000
Defined Contributions ($375.00) | Individual / Family Out-of-Pocket Maximum $3,000 / $6,000
Office Visits 100% Preventive,
AMOUNT REMAINING 80% PCP, 80%
$238.00 twice per month Specialist

Individual Deductible 1500.00
Select plan
Q Plan details HSA

0 | Compare plans & estimate your cost

. I would like to decline Medical coverage.
Decline coverage g
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Reports

Printing Your Reports

Printing the Employee Detail Report

Printing the Employee Summary Report

HOME PROFILE BENEFITS LEARNING CENTER

Welcome back, Cole!

Profile

O View and edit personal information

Benefits

0 View and edit benefit information
Login Information

g Edit Password
r

= Dependents
View and edit dependent
information
Language Preferences

‘v n' Edit language preferences

Logout
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Video Glossary
Confused by benefit terminology?

Important Documents

7_: Employee Summary Report
% Employee Detall Report

Important Information

Welcome to Online Enroliment!

After the enroliment is complete, please
remember to print out your employee detail
report and confirm with the HR office.

You can expect the enrollment process to
take you about 10-15 minutes.

What would you like to do?
Go to Health Savings Account (HSA)

Change my benefits due to a life event
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Printing Your Reports

From the Home page you can access your Benefit Summary Report, as well as your Employee Detail Report. You
may print a copy of these reports for your records.

Note: Depending on rules established for your employer, you may not have access to some reports. Please contact
your Benefits Administrator if you have questions.

Printing the Employee Detail Report

1. Select the Employee Detail Report link from the Home page.

HOME PROFILE BENEFITS LEARNING CENTER

Welcome back, Cole!

Important Documents

=% Employee Summary Report
Profile i ‘ Video Glossary %% Employee Detail Report

6 View and edit personal information Confused by benefit terminology? /
(a i Benefits Important Information

View and edit benefit information Welcome to Online Enroliment!
After the enroliment is complete, please
remember to print out your employee detail

report and confirm with the HR office.
Login Information

You can expect the enrollment process to
Edit Password take you about 10-15 minutes.
r
( Dependents
View and edit dependent What would you like to do?
information

Go to Health Savings Account (HSA)

— Change my benefits due to a life event
( Language Preferences

'{” Edit language preferences

Logout
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2. Review the Employee Detail Report.

Sample Company printed on: 08/25/2014

Attention!

Your benefit changes are not final until they have been approved by your Benefits Coordinator.

Cole Adkinson 400 Bark Street, Charleston, SC 29492
SSN Date of birth Name/Address effective date Gender
999-88.9009 01/16/1985 06/27/2013 Male
Earnings amount Earnings amount effective date Date of hire
$95,000.00 per year 06/01/2013 06/01/2013
Status: Active

Location: Charieston

Medical CURRENT

Sample Carrier

Plan name: HDHP with HSA
Coverage level: Employee Only

Person(s) covered Relationship Date of birth Effective date End date

Cole Adkinson SUBSCRIBER 01/16/1985 05/02/2014
Health Savings Account (HSA)
Sample Carrier

Plan name: HSA

Start date End date Frequency Employee per-checkitotal Employer per-checkitotal
05/15/2014 10/31/2014 Ongoing per pay period contribution $25.00
Employee annual total: $275.00 Employer annual total: $0.00

© 2015 Benefitfocus.com, Inc. | Confidential and Proprietary 78



Printing the Employee Summary Report

1. Select the Employee Summary Report from the Home page.

HOME PROFILE BENEFITS LEARNING CENTER

Welcome back, Cole!

Profile
View and edit personal information

| Benefits
View and edit benefit information

Login Information

3 Edit Password
r

Dependents
View and edit dependent
information

Language Preferences
Edit language preferences

Logout

3. Review the Employee Summary Report.

Important Documents

ﬁ "% Employee Summary Report

Video Glossary K Employee Detail Report
Confused by benefit terminology?

Important Information

Welcome to Online Enroliment!

After the enrollment is complete, please
remember to print out your employee detail
report and confirm with the HR office.

You can expect the enrollment process to
take you about 10-15 minutes.

What would you like to do?
Go to Health Savings Account (HSA)

Change my benefits due to a life event

Date Printed: 08/25/2014

Adkinson, Cole
Employee Benefit Summary Report Sample Company

Cole Adkinson
400 Bark Street
Charleston, SC, USA 29492

Date of Hire: 06/01/2013

Male

Current Elections

Full Name Relationship Gender Date of Birth
Cole Adkinson Subscriber Male 01/16/1985

@ HDHP with HSA
Employee Only

@HsA

Effective: 05/02/2014

Effective: 05/02/2014

Employee Annual Total: $275.00
Employer Annual Total: $0.00
Grand Total: $275.00

Key

@ Person is covered by the benefit
@ The benefit coverage will be ending
) Person is no longer covered by the benefit
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Frequently Asked Questions

Q: How do | change the information entered by my Benefits Administrator?

A: Select the corresponding Edit button on the Benefit Summary page. Make changes as you proceed through each

page.

Q: If my information has a check mark beside it, do | need to do anything?

A: You can review the required information that you or your Benefits Administrator submitted and add any

optional information that is incomplete.

Q: My Social Security Number is wrong. How do | change it?

A: If your Social Security Number is wrong, inform your Benefits Administrator to have it corrected.

Q: How much will my benefits cost me?

A: Your benefit costs will display throughout the enrollment process. You can review your Shopping Cart to see
your costs, and you can review detailed information on the Benefit Summary page before you save your benefits. If

the cost of your benefits is not displayed in the enrollment process, contact your Benefits Administrator.

Q: How do | change information | entered during online enrollment?

A: Select Edit on the Benefit Summary page for the item you want to change. You are guided through the

enrollment process until you have finished making your selections, and then you are returned to the Summary

page.

Q: When will my benefits become effective?

A: An effective date for each of your benefits displays on the Benefit Summary page. If you have questions about
when your benefits begin, please contact your Benefits Administrator.



Q: | entered information incorrectly for one of my dependents. How do | correct their information?

A: From the Home page, select the Dependents icon, and then select Edit under the Actions button for the
dependent. Make necessary changes and select Save. Select the Next to return to the appropriate place in the

workflow.

© 2015 Benefitfocus.com, Inc. | Confidential and Proprietary 81





