GROUP LIFE INSURANCE - DESIGNATING YOUR BENEFICIARIES
USING EMPLOYEE SELF SERVICE (ESS)

Use ESS at any time throughout the year to view the benefit plans in which you are currently enrolled and to designate or
change your beneficiaries for the Group Life Insurance AD&D, Basic Life and Supplement Life Plans. The ESS module is 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 itchelpdesk@pgparks.com

For Montgomery County Parks and Planning:

mcp-help@mncppc-mc.org 301-495-2570
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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 DESIGNATING BENEFICIARIES FOR THE GROUP LIFE INSURANCE PLANS: AD&D,
BASIC LIFE AND SUPPLEMENTAL LIFE. (You are the beneficiary for the SPOUSE/DEPENDENT LIFE

INSURANCE PLAN.)

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

: Click on the ERP System icon as shown in the figure below
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(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 Resolution 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
C Team on the progress of the Classification

and Compensation Study

® 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, click here

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

® 2019 Career and Seasonal Bi-

: Click on MNCPPC Azure

Carl Tolley (Electrical)

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

® 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. Discrimination against individuals because of
race, color, religion, ethnic/national origin, age, gender,
sexual orientation, disability, or any other non-merit
factor is prohibited.
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http://insite.mncppc/

: Now you will be on the Menu Page. Click on Bookmarks.
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. : Click on Employee Self-Service. (You may see different bookmarks (listing and order) depending upon your
access and work programs.)
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. : Click on Benefits:
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e Step 7 Click on Beneficiary to open the Beneficiary page.
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On the Beneficiary page you may View Current Beneficiaries and/or Update your Beneficiary Designations.

o View Current Beneficiaries
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o Update Beneficiaries - Add Individual or Trust/Delete/Change Detail Information

= ADD INDIVIDUAL - Click Add Individual. In the Detail pane on the right; at minimum complete required
fields *. When complete, click on Update at the bottom of the Detail pane.
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» ADD TRUST - Click Add Trust. In the Detail pane on the right; at minimum complete required fields *.
When complete, click on Update at the bottom of the Detail pane.
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= DELETE BENEFICIARY - Click on Name of Beneficiary. Next click on Delete at the bottom of the Detail
pane.
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= CHANGE BENEFICIARY DETAIL INFORMATION in Detail pane on the right. Click on Name of Beneficiary
and change the Detail information. When complete, click Update at the bottom of the Detail pane.
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OTHER THINGS TO KNOW

*****%You can PRINT your beneficiary designations at any time. Click on the Print button to the right of the end of the list
of Current Beneficiaries.
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*kAEE%*You may Add/Delete Individuals or Trusts as beneficiaries or make Changes ONLY for the following Plans: AD&D,
Basic Life and Supplemental Life. (Remember: You are the beneficiary for Spouse/Dependent Life.)
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If you have any questions, concerning the Designation of Beneficiaries, contact the Health &
Benefits Office (benefits@mncppc.org or 301-454-1694).
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