EMPLOYEE SELF-SERVICE (ESS) - OPEN ENROLLMENT INSTRUCTIONS

October 2024

MAKING YOUR OPEN ENROLLMENT BENEFIT ELECTIONS USING
EMPLOYEE SELF SERVICE (ESS)

Open Enrollment Benefit selections are made using the Employee Self Service (ESS) module in the
Enterprise Resource Planning (ERP) system. The ERP system is accessed by clicking on the ERP System
link on Insite. If you have problems accessing Insite or ESS, please contact your Department IT HelpDesk.

For Prince George’s County Planning:

To open a ticket, send email to PPD.HELPDESK@ppd.mncppc.org

For Central Administrative Services:

Create a ticket on ONPOINT Service Desk at www.mncppc.org/onpoint or call 301-454-1040

For Prince George’s County Parks & Recreation:

301-454-1515 itshelpdesk@pgparks.com

For Montgomery County Parks and Planning:

mcp-help@mncppc-mc.org 301-495-2540



mailto:PPD.HELPDESK@ppd.mncppc.org
http://www.mncppc.org/onpoint
mailto:itshelpdesk@pgparks.com
mailto:mcp-help@mncppc-mc.org
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PLEASE NOTE THAT YOU WILL HAVE THE CAPABILITY TO VIEW OTHER FEATURES OF ESS AS

WELL. THIS GUIDE WE WILL FOCUS ON OPEN ENROLLMENT BENEFIT ELECTIONS.

Step 1: Open Insite by typing http://insite.mncppc in the browser

Step 2: Click on the ERP System icon as shown in the figure below

@ http://insite.mncppc/site3.aspx

O + & @ insite| The igital Employ.. X‘ ‘

(M-NCPPC) has committed to transform its vending
environment to support healthier living. To that end,
M-NCPPC has adopted a policy setting goals and standards
for the availability of healthier choices in vending machines
on its property.

For more information you may access Reselution 17-02
and Healthy Vending Machine Policy.

B Classification and
Compensation Study Update as of
May 9, 2019

Click here for an update from The Classification and

Compensation Team on the progress of the Classification
and Compensation Study

B 2019 Holiday Schedule

Notice 18-04 provides you with a list of 2019 Authorized

Holidays and dates. As a note there are three personal days
provided for activities such as individual religious or cultural
observances, emergency, or other reasons personal to you.

Click here to download 2019 schedule

® 2019 Expense Reimbursement
for Mileage (Notice 18-05)

Pursuant to authority of the Executive Director under
Practice 3-10, and with consideration of the updated IRS
standards, the updated mileage reimbursement rate is now
58 cents per mile, beginning January 1, 2019.

To view Notice 18-05, dlick here

To view the previous Notice 17-03, click here.

B 2019 Career and Seasonal Bi-

Step 3: Click on MNCPPC Azure

carl Tolley (Electrical)

Servando Lopez (Electrical)
Matthew Carrigan (Plumbing)
Robert Gunter (HVACR Mechanic)
Josiah Pellar (HVYACR Mechanic)

The Trades Apprenticeship Program was created in
response to recruitment difficulties experienced in
attracting and retaining trades employees; as a result of
the number of trades employees who are eligible for
normal retirement; ans our continuing efforts too enhance
career development opportunities for our employees. This
program combines education and on-the-job experience
as a means for employees to develop journey-level skills
in select trades.

Click here to learn more!

B Equal Employment Opportunity
& Prohibitions Against
Discrimination and Workplace
Harassment

As there has been a great deal of focus on sexual
harassment in the media, it is important to highlight the
agency's zero tolerance for workplace violence and
commitment against employment discrimination. Sexual
harassment is a form of sex discrimination and is
prohibited. Discriminatien against individuals because of
race, color, religion, ethnic/national origin, age, gender,
sexual orientation, disability, or any other non-merit
factor is prohibited.

WIUNTHALY FIVIU g
NEWSLETT

2019 KRONOS

UPGRADE INFO 2/

Document Self-Service

\" INCPPC

@ Security Mentor

Brief, Frequent, Focused

Wellness Portal

WORKPLACE
WOLLINESS

EnergyCAP.

Access to your email

é’ Kronos Time System

All employees, appointed officials, and outside persons
doing business with the Commission are prohibited from

engaging in sexual harassment against any employee. In

ERP System

this regard, each person is entitled to work in an

ST ERNT System

2% mingle-sso.inforcloudsuite.com/inforsts/CA36EAEASBA44430ABE41FS6DCSABCYT/idp/wsfed?wtrealm=umn%3Am12use1b-portal_core_443%3Aportal&wa=wsignin1.0&wreply=

Sign in with...

w 2
Cloud Identities MNCPPC Azure

O Remember my authentication mode
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Step 4: Now you will be on the Menu Page. Click on Bookmarks.

Lawson PROD | i |@

Frequent

PR260

26 days ago
etail Listing 26 days ago

Print Ma

2 Edit Favorites Useful Information

o pinned favorites found. Hotkeys Help

Common Tasks

Manage Subscriptions

Manage your navigation links and home page content
Manage User Options

Customize options and your favorites

Username Lookup
Lookup usemame
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e Step 5: Click on Employee Self-Service. (You may see different bookmarks depending upon your
access and work programs.)

Lawson PROD ._ ji

Frequent W Clear Recent

PR260 - Payment Detail Listing

¢ Edit Favorites Useful Information

Hotkeys Help

nned favorites found.

Common Tasks

Manage Subscriptions
Manage your navigation links and home page content

Manage User Options
Customize options and your favorites

e Step 6: Click on Benefits:

Frequent Recent

¢ Edit Favorites Useful Infc

Pinned Favorites

Manage your navigation links and home page content

Option

Customize options and your favorites

semame Lookup
Lookup usemame
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e Step 7: Next click on Benefits Enrollment. This takes you to the “Welcome Page” for Open
Enrollment.

‘ Lawson PROD i'

Benefits Enroliment
F
" Jok
Welcome to Benefits Enroliment ok
Open Enr F
visian, legal plan 1. You may elect o enroll in a plan, make pl Jok
add or remove members of your family, or elect to waive n please visit Qpen Enrollment Jok
PLEASE NOTE THE FOLLOWING:
E
o If you elect to enroll in the Kaiser Permanente L7, remember that the Kaiser plan includes prescription coverage. You cannot enroll in the Caremark o
Prescription Plan if you elect the Kaiser Pegggfiente HMO. o
Jok
+ The names of children who are ove g 26 and no longer eligible to be covered as a dependent on your plan will be displayed and noted as “no longer
eligible”
« Dependent children ove gl 26 may be eligible for continued coverage if disabled prior to age 26 7
» If you would like jg##0d a new dependent child{ren) or spouse who meets the criteria for eligibility or request continued coverage for a disabled child over age Infor
4 the Health & Benefits Office (301-454-1694 or benefils@mncppc org)
. Fding new dependents, you must provide a Marmage Certificate for your spouse, Birth Centificate(s) fer your children, and a copy of the Social
ity cards for each dependent to the Health & Benefits Office by November 12, 2021
The deduction for the Legal Resources Plan reflects a bi-weekly deduction based on 26 pay pericds. The actual deduction, $8.50, will be deducted from your
paycheck over 24 pay periods.
As mnitially move through the screens you must make an election for each plan type before you can move to the next screen even if you are keepi
b election. You can retum to the screens to make changes in your elections up until midnight on November 12, 2021
If you have any ional g se contact the Healtt 4 or be NCPRC.ong)
*** Please Note: To WAIVE enrcllment in any plan, click on the WAIVE radio button under Select Plan and click Continue to proceed to the next page. ™"
Prac

e  You will begin Open Enrollment at the “Welcome” Page. After you finish reading the instructions on
the Welcome Page click the Continue button to take you to the Benefit Enroliment Order Page.
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e The Benefit Enrollment Order Page shows you the order of the benefit plans as they will be
presented for your election/changes. Click the Continue button to proceed to the Current Benefits
Page.

‘ Lawson PROD | o ['!

Bookmarks -

Enroliment Crder
"o wil gvrodl in benefits in he fodiowing order

Pian Type
MEDICAL FLANS
PRESCRIPTION PLAN
DEMNTAL PLAN
VISION PLAN
SICK LEAVE BANK
LEGAL PLANS
SUPPLEMENTAL LTD
MEDICAL FSA SPENDING

DEFENDENT CARE FSA

The Current Benefits Page allows you to review the benefits that you are currently enrolled in. Scroll to
the bottom of the page and click the Continue button to go to the Medical Plans Election Page.

! Lawson PROD | 3 |

Bockmans = MewTab  Lawson Home  Help. Preferences . | hril o

Current Benefits

Your benefits as of 101152020, Costs are per Pay Peniod

Plan Saart Date Coverage Pay Check Deduction Your Cost Company Cost

UHC CHOICE POS 010172020 2 Member 12185 12185  Protax 48738
Reney A Henderson Sr.

Prescription 010172020 2 Mesmber nn N7 Pretax 17968
Raney A Honderson Sr

Dental PPO 01012020 2 Mesriber 5067 597 Pretax ot

Reney A Hondesson 5t

Vision 2020 2 Member - High 645 645 Pretax 235
Reney A Henderson Sr.

Sick Leave Bank OW012020
‘Watve Medical Spending 002020
‘Wate Dopandent Care 2020

Pay Period Summary Cost

Total pretax contributions 16598

Total afterta: contricuions 000

Total company contricutions 689320

“You deducions may dfier sighBy due b soundng

L B N ]
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When you reach the Medical Plans Enroliment Election section below, if at any time you want to see
details about a specific medical plan, just click on the Plan Name and a window will open with a link for
the vendor website or information materials provided by the vendor. Example below:

File Edit View Favorites Tools Help

;=5 8| Suggested Sites ¥

‘ Lawson PROD .) i'!

Bookmarks ~

Benefits Enroliment

Benefits Enrollment

Enroliment Elections - MEDICAL PLANS

You are currently enrolled in UHC CHOICE POS ts are per Pay Period.

As Of Coverage Type
10/19/2020 2 Member
01/01/2021 2 Member

e = W "y sl Ling Cibnl, HunfmweCoait

BDins] @ https://mncppcprod-Isf01.doud.inforcom..  — O X

| Health Insurance

1= 0

Benefits:

l Please review summary plan description

UHC Summary Benefit Coverage Choice Plus POS Plan (PDF) /

B New Tab Lawson Hot

Be

En

You are currently enrolled in/UHC CHOICE POS. Costs are per Pay Period.

As Of Coverage Type Your Cost

On the Medical Plans Election Page, you must make a selection even if you keep the same benefit.
***please Note: To WAIVE enrollment in this plan, click on the radio button for “Select a different
plan” and proceed to the next page. If you WAIVE a benefit plan, you will not be enrolled in that
plan effective 1/1/2025.***
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‘ Lawson PROD | off l'! (2]

Bookmarks -

Benefits Enrolliment

Benefits Enrollment

Enroliment Elections - MEDICAL PLANS

You are currently enralled in UHC SELECT EFPC. Costs are per Pay Period
As Of Coverage Type Your Cost
1012172019 Family 14455 Pretax
01/01/2020 Family 14455 Pretax

Covered Dependents As Of 10/21/2019
Gabrielle A. Mcdonald Grant W. Mcdonald
William J. Mcdonald
Select Option
o) Keep the same coverage

Keep the same option; add or change dependent coverage

Change the coverage

o 00

Select a different plan

Note: If you change a coverage level you will also be prompted to:

e Select that level: Single, 2-Member or Family with the associated cost and
o Select eligible dependents in the system, if applicable.

If you want to review all plan options before making your final selection, choose “Select a Different
Plan”

‘ Lawson PROD | i |@

Enroliment Elections - MEDICAL PLANS

You are currently enfolled in UHC SELECT EPOD. Costs are per Pay Period
As Of Coverage Type Your Cost
1212019 Family 14455 Pretax
01/01/2020

Family 14455 Pretax

Covered Dependents As Of 102172019
Gabrielle A. Mcgonaid Grant W. Mcdonald
Wilkam J. Medonaid

Select Option

(0 Keepthe same COVErage

() Keepthe same option, add or change depende.
~

Change the coverage

©  Select a different plan
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To view all plan options, other than the one you are currently enrolled in, choose “Select a Different
Plan” all plan options will be displayed. You may click on any Plan Name and a window will open with a

link to more detailed information about that plan.

‘ Lawson PROD | m

MNew Tab  LawsonHome — Helps Preferences , | Search Q -

Bookmarks -

Benefits Enroliment

- X

Benefits Enroliment
Benefit Elections - MEDICAL PLANS
Select the plan in which you would like to enroll

Select Plan

Once you make all selections click the Continue button to display the benefit you selected.

‘ Lawson PROD | gif 1'!

New Tab  LawsonHome | Help,  Preferences , | Search.. Q -

Bookmarks =

Benefits Enrollment
- X

Benefits Enroliment
Benefit Elections - MEDICAL PLANS

You have chosen to keep UHC CHOICE POS, Costs are per Pay Period. Changes will be effective 01/01/2021. Review and confirm your election choices for this benefit
Ptan Coverage Cost Company Cost
12185 Pretax

UHC CHOICE POS 2 Member

48738

Covered Dependents As Of 0110172021

Reney A Henderson Sr.

Review your selection for the Medical Plans. If you are satisfied with this election, you may click the
Continue button to proceed to the next Benefit Enrollment Election Page for the Prescription Plan.
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You may click the Previous button if you want to change your Medical Plan selection at this time. Once
you make the change to your Medical Plan, click the Continue button to review your selection. Click the
Continue button again to proceed to the next Benefit Plan Enrollment Election Page- Prescription Plan.

‘ Lawson PROD | i L'! (3}

Botkmanks MewTab | LawsonHome  Help. Preferences . | Seach Q|-
- %
Enroliment Elections - PRESCRIPTION PLAN
Yo afe curently encobad in Prescipton. Costs a per Pay Period
As ol Coverage Typs Your Cost Company Costl
101972020 2 Mambsr T Freta 17968
ALl H 2 Membsr T Protax 17968

Covered Dependents As Of 10192020

Fuoney A Henderson S
Select Opbon
) Keep the same coverage
Kesp the same oplion; add of change Sependent coverage
Change e coverage
Selact a different plan

When you reach the Prescription Plan Enroliment Page, if at any time you want to see details about the
prescription plan, click on the Plan Name and a window will open with a link for the vendor website or

information materials provided by the vendor. Example below:

File Edit View Favorites Tools Help

1= [ Suggested Sites ¥

‘ Lawson PROD . ['!

Bookmarks =

Lawson

New Tab

Benefits Enroliment

Benefits Enroliment

Enroliment Elections - PRESCRIPTION PLA

You are currently enrolled in Prescription. Costs are per Pay Period.

As Of Coverage Type Your Cost
10/19/2020 2 Member 31.71 Pretax
01/01/2021 2 Member 31.71 Pretax

10
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/= S Ty A clnuird infar mnns ICiEaD. LnfrneCo it an

a inSi 2 https://mncppceprod-IsfO1.cloud.infor.com.. — O X

| Priscription

L m Benefits:

. Please review summary plan description

Caremark Copay Summarv(PDF)

Bl New Tab Lawson Home Help 4

Be

En

As Of Coverage Type Your Cost
10/19/2020 2 Member 31.71 Pretax
01/01/2021 2 Member 31.71 Pretax

To view all plan options, other than the one you are currently enrolled in, choose “Select a Different
Plan” all plan options will be displayed. You may click on any Plan Name and a window will open with a
link to more detailed information about that plan.

‘ Lawson PROD | gif L'!

Bockmas ~ MewTab | LawsonHome | Help.  Prederences . | Seah qQ -

Benefits Enroliment

Benefits Enrolliment =X

Enrc@ment Elections - PRESCRIPTION PLAN

Yiou e curmently enroliad in Prescripton. Cosls an per Pay Perod

AsOf Cowerage Type Your Cost Comgany Cost

ez 2 Mambsr

3T Fretax 17meEs

12021 2 Mambsst T Frela: 17968

Covered Dependents A= Of 10192020
Feenay A Hendarson Sr
Selact Oplion
O Keepthe same coverage
) Kt this same oplion, and o change dependint
() Change e covarage
) Belact @ oferent plan

11



EMPLOYEE SELF-SERVICE (ESS) - OPEN ENROLLMENT INSTRUCTIONS

October 2024

u Lawson PROD | ¥ i_-! C}

Bookmarks = New Tab Lawson Home = Help, Preferences . | Search Q -

- %

Benefit Elections - PRESCRIPTION PLAN

Select the plan in which you would like to enroll

Select Plan

On the Prescription Plan Enrollment Election Page, you must make a selection even if you keep the
same benefit. ***Please Note: To WAIVE enrollment in this plan, click on the radio button for “Select
a different plan” and proceed to the next page. If you WAIVE a benefit plan, you will not be enrolled
in that plan effective 1/1/2025***

Note: If you change a coverage level you will also be prompted to:

e Select that level: Single, 2-Member or Family with the associated cost and
o Select eligible dependents in the system, if applicable.

Once you make the selection click the Continue button and the benefit you selected will be displayed.

L | LawsonPROD | i 1P @ * < Q¢

Boomarts = NewTat | Lawson Home | Hep. | Preferences s Q-

- X

Review your selection for the Prescription Plan. If you are satisfied with this election, you may click the
Continue button to proceed to the next Benefit Enrollment Election Page for the Dental Plan.

You may click the Previous button if you want to change your selection at this time. Once you select a
plan, click the Continue button to review your selection. Click the Continue button again to proceed to
the next Benefit Plan Enroliment Election Page.

The procedure and screen shots above are for benefit enrollment elections in the Medical
Plans and the Prescription Plan. Follow the same procedure for the remaining benefit plans,

12
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Dental*, Vision, Sick Leave Bank, Supplemental LTD (if applicable), Legal Plan, Medical FSA
Spending and Dependent FSA Spending.

* You have two (2) Dental Plan options: HMO Plan and PPO Plan.

****Remember: When you reach the Election Enroliment page for any benefit plan and want to see
details about the plan, click on the Plan Name and a window will open with a link for the vendor website
or information materials provided by the vendor.

To view plan options other than the one that you are currently enrolled in, choose “Select a Different
Plan” and all options for that particular benefit plan will be displayed.

Once you finish making all plan elections, you will see a summary of your elections on the Benefits
Elections Effective as of 01/01/2025.

Benefits Enroliment

Benefit Elections As Of 01/01/2022

Plan Caverage Yous Cost
UHC CHOICE POS 2 Member 13882  Pretax
Presaription 2 Member 3157 Pretax
Dental PPO 2 Member 615  Pretax
Vision 2 Member - High 6.45 Pretax
‘Sick Leave Bank

Legal Resources 785 ARerax
Waive Medical Spending

Walve Dependent Care

Plan Covered Dependents
UHC CHOICE POS Ringry A Henderson Sr.

Prescription Reney A Henderson Sr.

Dental PPO Reney A Henderson Sr.

Vision Reney A Henderson Sr.

Pay Poriod Summary

Total pretax contributions
Tatal aflertax contributions
Total company contibutions

Company Cost
55529

17889

1615

235

Cost
18209
785
75269

Yot deductions may differ sghtfy due o reunding.

| Cosiirue § Maka Changes | Ext |

If you are satisfied with your elections, click the Continue button to review and confirm your benefit
plan selections that will be effective 01/01/2025. If you want to make changes, click the Make Changes
button and update your benefit elections. (See the Making Changes section later in these instructions.)

Warning: If you click the Exit button, your elections will not be saved. You will have to start over.

If you are satisfied with your elections that will be effective 01/01/2025 and do not want to make any
changes, click the Continue Button to proceed to print a copy.

13
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Click the “Yes” radio button and then click the Continue Button. Retrieve your copy immediately as it

contains confidential information.

Dialog x
Do you want to print these elections for your reference?
@® Yes
O No

PLEASE PRINT YOUR SUMMARY PAGE FOR CONFIRMATION AND REFERENCE!!

Summary Page with Elections Effective 1/1/2025

= Menu
Benefits Enrollment

Benefits Enroliment

Benefit Elections As Of 01/01/2022

Plan Caverage

UHC CHOICE POS 2 Member

Presaription 2 Member

Dental PRO 2 Member

b 2 Member - High

‘Sick Leave Bank

Legal Resources

Waive Medical Spending

Waive Dependent Cate

Plan

UHC CHOICE POS Reney A H ——

Freserpron Reney A Henderson St

Dental PPO Reney A Henderson Sr.

Vision Reney A Henderson Sr.
Pay Poriod Summasy

Total pretax contnbutions
Total aflertax contributions
Tatal company contrbutions

Your Cost

13882
ST
615

785

Pretax

Pretax

Company Cast
55529
178.89

16.15
235

Covered Dependents

Cast

18299

785

75269

‘Yot deductions may differ sighlty due 1o reunding.

| Cociinus § Mako Changss | Bt |

Once you print your summary page, you will see an Enrollment Elections-Congratulations Page.

You have completed your 2025 Benefits Open Enroliment.

14
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‘ Lawson PROD | 3 B @

Bookmarks ~ MewTab = LawsonHome  Help, Preferences. hril

Benefits Enroliment

Benefits Enrollment
Enrollment Elections
Congratulations

Congratutations Cynihia Henderson

Congrabutations on completing your 2021 Benefits Open Enroliment
*** D not submit a paper enroliment form if you make your benefit plan elections or changes using ESS!!
" You can retum 1o this site 1o make changes 1o your benefit elections up until midnight, November 6, 2020,

= Plan elections and changes will become effective January 1, 2021.

15
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MAKING CHANGES AFTER YOUR INITIAL
BENEFIT PLAN ELECTIONS

***You may make changes to your benefit elections up until midnight, Friday,
November 8, 2024 ***

Access ESS using instructions on page 2-4 of this document.

This will take you to the Welcome Page for Open Enrollment.
After you finish reading the Welcome Page click the Continue button to take you to the Current Benefits

Page.

' Lawson PROD iz l..!

Bookmarks ~

NewTab = LawsonHome  Help, Preferences, @Search Q

Benefits Enroliment

Benefits Enroliment

Welcome to Benefits Enrollment

Open Enroliment is October 19 through November 6, 2020. Dunng this tme, you have the opportunity 1o make decisions aboul your medical, prescapbon, dental, vision, legal plan, sic
supplemental LTD plan. You may elect to enroll in a plan, make plan changes, add or remove members of your family, or elect 1o waive your coverag

accounts (FSAs), and if applical
information please visit Open Enollment

PLEASE NOTE THE FOLLOWING:
+ If you elect to enrall in the Kaiser Permanente HMO, remember that the Kaiser plan includes prescripion coverage. You cannot enroll in the Caremark Prescription Plan if you elect the Kaiser Permanente HMO
The names of children who are over age 26 and no longer eligible to be covered as a dependent on your plan will be displayed and noted as "no longer eligible”

+ Dependent children over age 26 may be eligible for continued coverage if disabled prior to age 26.
1f you would like to add a new dependent child{ren) or spouse who meets the criteria for eligibility or request continued coverage for a disabled child over age 26, please contact the Health & Benefits Office (301-454.

1684 or benefits@mncppe org)

You must provide a Mamage Centificate for your spouse, Bith Centificate(s) for your children, and Social Security cards for each dependent to the Health & Benefits Office by November 6, 2020
The deduction for the Legal Resources Plan reflects a bi-weekly deduction based on 26 pay peniods. The actual deduction, $8.50, will be deducted from your paycheck over 24 pay penods

+ Mote: The U S. Legal Service Plan will not be offered in 2021, If you wani fo participate in a prepaid legal plan you must select the Legal Resources Plan.

the screens you must make an election for each plan type before you can move to the next screen even if you are keeping the same benefit election. You can retumn to the screens to make

As you initially move throuw
changes in your elect) up until midraght on November G, 2020

If you have any additional questions please contact the Health & Benefits Office (301-454-1694 or benefits@@mncppc. org)

*** Please Note: To WAIVE enrollment in amy plan, click on the radio button to Select a different plan and proceed to the next page. =™

16
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The Current Benefits Page shows the benefits that you are currently enrolled in and the cost.

| LawsonPROD i |B @

Bookmanks ~

Benafits Enrolimeant

Benefits Enroliment

Current Benefits

Your bansts as of 10112020 Costs are per Pay Period

Pan
UHC CHOICE POS
Ranery A Henderson 3¢

Rersry A Honderson Sr

Reney A Honderson St

Reney A Henderson S¢

Sack Loave Bank

Watve Medcal Spenang
Wave Dependent Care

Stant Date
01012020

01012020

100

01012020

U0

01012020
0U0V2020

Py Pencd Sumimary
Total pretax contributons
Total afteriar contnbutions

Total company conibutces

New Tab | LawsonHome  Help.  Preferences . | b1t Q
-3

Pty Chack Deducion Your Cast Company Cost
12185 12185  Protax 4T3
nmn M Pretax 17968
sar 597 Pritax ne
645 645 Pretax 235
Cont
10558
000
[ F-
Your mary Sfer SAghBy el

Click the Continue button to proceed to the page for Benefits Elections Effective as of 01/01/2025.

Benefits Enrollment

Benefits Enroliment

Benefit Elections As O 01/01/2022
Plan

UHC CHOICE POS

Prescription

Dental PPO

Vision

Sick Leave Bank

Legal Resources

Waive Modical Spending

Walve Depencent Care

Plan
UHC CHOICE POS

Pay Perlod Summary
Total pretax contributions
Total aftertax contnibutions

Total company contributions

17

- %

Caveraga Your Cost Company Cost

2 Member 13882 Pretax 555.29

2 Member 3157 Pretax 17889

2 Member 615 Pretax 16.15

2 Member - High 645 Pretax 238

7B Afera
Covered Dependents

Ringy A, Henderson S,
Ringy A Henderson Sr,
Reney A Henderson Sr.
Reney A Henderson Sr.

Cast

18299

785

75269

‘Yot deductions may differ sightly due 1o rounding.

[ contious J Wats cinnges | £t}
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On the Benefits Elections Effective as of 01/01/2025 Page, review your elections. If you want to
make changes to the benefits that you selected to become effective 01/01/2024 click the Make
Changes button at the bottom right hand corner of the page to go to the Enroliment Change Page.

Cost
15189
11.55

G43.01

“Your deductions may differ slightly due to roug@ifig.

" Contnue | ke Cranges | ot

The Enrollment Change Page shows you the list of benefit plans. Place checks only next to the benefit
plans that you want to change. In this example, we want to make changes to our elections for the
Medical, Sick Leave Bank and Medical FSA Spending Plans. Click the Continue button to proceed with
your election changes. (Follow the steps for enrolling in your benefits as before.)

u Lawson PROD | pif ;‘! @

Bookmarks -

Benefits Enrollment

Benefits Enrollment

Enrolliment Change

Select the plan type(s) you would like to change. You will re-enroll for benefits within the type(s) selecied.

Select Flan Type
MEDICAL PLANS

PRESCRIPTION PLAN
DENTAL PLAN
WISICN PLAN

SICK LEAVE BANK
LEGAL PLANS
SUPPLEMENTAL LTD

MEDICAL FSA SPENDING

o000 0O0OAQ

DEPENDENT CARE FSA

After you make all of your changes, print (save as PDF) the Summary of Your Elections.

PLEASE PRINT YOUR SUMMARY PAGE FOR CONFIRMATION AND REFERENCE!!
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EMPLOYEE SELF-SERVICE (ESS) - OPEN ENROLLMENT INSTRUCTIONS

October 2024

IMPORTANT NOTICE:

If you are enrolled in the life insurance plan, don’t forget to review/update your designated
beneficiaries using the Beneficiary tab under the Benefits Bookmark. The beneficiaries
recorded will be assigned to the Basic and Supplement Life Plans. You are the beneficiary for
the Spouse/Dependent Life Plan.

To review your Life Insurance designated beneficiary, under Employee Self-Service on the
Menu, click on Beneficiary and follow the steps.

‘ Lawson PROD | gl |3

Cynthia

enderson i
Henderson Beneficiaries

Current Beneficiaries

To add a beneficiary for a plan, click on thyff\dd Individual or Add Trust button

for the plan.

To change, delete or view additioggffdetail for a current beneficiary, click on

the beneficiary's name

Type Pnmary
Amount 34.00%

Name | |
Type Primary
Amount  33.00%

Name I I
Type Primary
Amount 33.00%

Plan Type
Plan Name ICMA

Plan Type
Plan Name

[ 09:39:13 - Home ] Ready
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EMPLOYEE SELF-SERVICE (ESS) - OPEN ENROLLMENT INSTRUCTIONS

October 2024

You may use the Beneficiary page to review or update beneficiaries for both the Basic Life
Insurance and Supplemental Life Insurance plans. Your current beneficiaries will be displayed.
(You are the beneficiary for Spouse/Dependent Life insurance.)

You can review or update your beneficiaries at any time during the year.

If you have any questions, concerning the election of your benefits for Open
Enrollment, contact the Health & Benefits Office (benefits@mncppc.org or 301-
454-1694).
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