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Dear Daemen Employees & Faculty,

We are excited to announce the start of Open Enroliment on the Employee Self
Service* website.

This guide explains what you need to do to complete your 2021-2022
enrollments. The Open Enrollment period will last 3 weeks, starting Monday,
April 12*" and ending Friday, April 30™.

All changes to your benefits must be completed by end of the day April 30™" 2021.
The changes that you make to your benefits will take effect on Tuesday, June 1°**

2021.
Steps for a Successful Benefits Open Enrollment

] Log in to the MyDaemen website.
1 Access the ADP WorkForce Now box which will automatically sign you into
ADP via our single sign in access:

Employee Engagement Website ©

r

ADF Workforce Now ‘ | Mew Hire Info & Procedures

=

Employee Benefits
Policies

Note: If you are having difficulty logging into the ADP Workforce Now page,
please contact the EE Office at 716-839-8325 or hr@daemen.edu.
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Upon logging in, you will be presented with a pop-up showing important
information about this Open Enrollment period. You can click Start This
Enroliment or Remind Me Later.

This pop-up is displayed each time you log in during the Open Enrollment period
until you complete your selections.

Questions? HRseamahrcon
el . +1800 377 0237
e YOUR ENROLLMENT HR Team

D Test

June 18, 2013 - June 25 2019

WOICOME 10 10 LPan ENOIMEnt Penaal | Ne LPan ENCHMent Panos gres you 16 opparmaity 10 maka Denanm =
election changes from 06/18/2019 to 06/25/2019, with benefits effective as of 07/01/2019

Durng the Open Enroliment period you cart

« Add or opt cut of health plan coverage

« Choose your new plan options

« Enroll efigible family members in your pians

o Add or change the level of your insurance coverage

« Add of upaate Benohicary assignment

« Complete Boneficiary assignment

« Uploag gocuments

o Entof or te-enioll In a consumer health and savings account 1o pay for daycae of health expenses with pee-
tax doflars

Please review your options and costs carefully, Once the enroliment perod has ended your choices will be final until
the next enroliment perlod or until you have & qualifying life event. Contact your Human Resources department if

you have questions

REMIND ME LATER
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To start, click Enroll Now in the Open Enrollment card. You will be brought back
to the Welcome Note and Introduction page.

Please review all information on this page, as there are often important
references for your Open Enrollment options.
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The left side of the screen will indicate the different plan types that are
available to enroll in.

When you are viewing the selected plan type, all enrollment options will be
displayed on screen.
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Envoliments @ .~ A0 10 Faveies
Weilcome to D Test
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You may choose to click Select Plan for the desired enrollment or Waive This

Benefit. If you choose to waive a benefit, you may be required to select a
waive reason.

O WANED
Before you continue, we'll need to know why you've decided nof to enroll in Dental plan(s)

Waive Reason*

'J‘C not want 1 e Insured L
Ci werage does nol mest my needs
Do mod warl o be Insured

Participating in Domestic Parner's Plan
Participating in Parent's Plan

Plan to participate in State Exchange Flan
Participating in Spouse's Plan

Participating in State Exchange Plar

When you choose to enroll in a plan, you may review your costs on a Per Pay
Period, Monthly, or Annual basis by selecting the desired view in the
calculator drop-down. The rate displayed to the left will be updated based on

your selection, and it will also be updated if dependents are added for
coverage.

"

Walcaima Saiect Banafils Suimisary
Visien F
AVAILAELE BENEATS - J
@ WEDICAL
© DENTAL
f— 1. Which plan wauld you prefer? %1.20 ﬁ T "
5
F5& HEALTH CARE
FLAN PFROVIDER PER PAYCHECK ENMFLOYER COST EFFECTIVE DATE
HEALTH CARE FSA | Annis
Healkh &
wiciom Plar [T F055 1.3 SELECTED
LIMITED HEALTH . wision Pie IJ.:’M._' i 51.38 ELECTEL
| EMPLOYEE LIFE
WANE THS BENEAT
2. Whao do you want to cover? # MAMAGE DEPENDEMTS
.
Yo Gearge Albright Kate Blkerigid

Child Chid
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While enrolling in a plan, please be sure to indicate which dependents should
be covered in Step 2, if applicable. If you need to update or add a dependent,
you may click the Manage Dependents link in step 2.

*Please note: The coverage level for your enrollment (Employee Only,
Employee + Spouse, Employee + Child(ren), Employee + Family) is driven by
which dependents you select to enroll.

2. Who do you want to cover?

You George Albright
Child

Kate Albright
Child

# MANAGE DEPEMDENTS

Click Continue to Preview.

Review your enrollment, costs, and covered individuals carefully. Then click Save
and Continue to Next Benefit to continue making your desired selections.

Save Your Election X

YOU ARE ENROLLING IM

Health & Welfare Provider: Medical HDHP, Eligible Employees

COVERED INDIVIDUALS

PER PAYCHECK COsTS

an Anthony Albright
PLAM COST $34.62 " You
TOTAL PER PAYCHECK §$34.62 ah r'i?f?f”gf-' Albright

“hild

| SANVE AND CONTIMUE TO NEXT BEMERT |
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Voluntary Life Elections and Beneficiaries:
When you elect Voluntary Life, you will also need to select your beneficiaries.
Start by clicking Select Plan, and then choose the amount of coverage you want

to elect.

PLAM PROVIDER PER PAYCHECK EMPLOYER COST EFFECTIVE DATE

) Guardian q SELECT A
EE Vol Life e 20,00 $0.02 — ELAN

If the amount selected is over the Guarantee Issue amount, an approval will be
required and you will be asked to collect an Evidence of Insurability (EOI) and
submit it to your employer. Your full election amount will not be approved until
this document is received.

The Guaranteed Issue amount for new voluntary life insurance is $20,000 for
employee only and newly elected spouse/child(ren) coverage is $10,000.

If you are already enrolled in Voluntary Life insurance and would like to increase
your coverage, the maximum an employee can increase for self is by $20,000, and
$10,000 for spouse before an Evidence of Insurability would be required.
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Next, select your beneficiaries, including Primary and Secondary, if applicable. All
beneficiary delegation percentages combined must equal 100% for each category

(Primary or Secondary).

2. Who would you like 1o assign as your beneficiaries? / NANALE RENEFICIARES

Tou can sxdect a3 many benefiaanes 33 you would iike as kong 25 e 10%l equals 100X

Select your Prmaory beneficaries

S & 3
Mogge Altiigh Randy Alteigha

Nice Albright Anthany Albrigrt
Spouw Clild Chée Crda

T %

~100.00% patal sust eque 100K}

Do you want 10 add Secondary beneficiaries?

OO NO

Nice Albnghl Acvihany Alteight an- AMgN Randy Aot

Spouse Chig Child
1500 ~ 2500 . 2500 A
: ~10000% potal st squed 1007%)
Jasnna Anthony
Cheo
500 -

AW FON LATER 8 COMINUE 1O MIEVEw o
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Click Continue to Preview and review your selection and beneficiary delegations.
Then click Save and Continue to Next Benefit.

YOU ARE ENROLLING N

PER PAYCHECK

Employar Pays

You Pay

Save Your Election X

Guardian Lite: EE Vol Life, Eligible Employees

Tatad Elected coverage: $80,000000

PRIMARY & ATHIME

COSTS
" Alice Albright 0 (Y
738 Spouse S
L0000

SECONDARY ALLOCATHINS

Anthomy Aloright

ag 25.00%
C il
aa  Maggie Albright B, NI
Chilid :
Randy Albright 25 00%
Child : :
A lzanmne Anthony 35 .00%

C.hild

RAME AN D COMTIMUE TONEXT BENEFT

In the Open Enrollment flow, the following visual indicators are displayed to show
different steps taken, action items, or enrollment statuses:

Symbol

Meaning

The plan needs your attention.

| = (flagicon)

@ (green check mark)

This is a current plan that you are enrolled in.

| © (grayX)

This plan has been waived.

© (orange clock icon)

This plan is pending approval.

AVAILABLE BENEFITS -
& MEDICAL
DENTAL ke
2 VISION
FSA HEALTH CARE

& HEALTH CARE FSA

LIMITED HEALTH ...

EMPLOYEE LIFE
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Continue through each step until all elections are complete and the Continue to
Summary button is activated.

Employee Life — "~
AVNLATLL BN - ploy Q ) ‘&_

o Wi il

i

| m

Review all of your selections. When you have confirmed them, click Submit
Enrollment.
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Note that your benefit elections will not be processed until you click Submit
Enrollment. If you click Save for later instead, these enrollments will not be
submitted to your Employee Engagement team until you fully submit the

enrollment.

Welcome to D Test : -
e
B

Wl e Salact Banelits SLamary

B 7 days ot b complete this event

Flease review this summary of your D Test.

Your baraft cleciions will not be processed untll you cick "SUBMIT ENROLLMENT™, SOME FOR LATER ()

Wil will 51001 D abde 10 make changes uniil June 25, 2019 11:59 Fi B0T

Enrollment Summary B Per Pay Period w
Employer Cost Your Cost

$30.46 $34.62

Flan Effective Date Cowerage

B Medical

& Hoalth & Welfare Provider: Madical HDHP, Elgible
Employess #
Yo
By Juby 1. 2019
r.lu.rm:- Tobaccs Lo by Saorga Abright
Curastion: | otfest thol { am o fobecos ser
Answer N

Per Pay Perlod: $30.46 $34.62

Waived Benefits

Dental Woive Reoson® Do nof wonf to be insuned

)

Please ensure you receive the confirmation note indicating your elections have

been submitted.

Q You have completed your enroliment.

You have successfully completed your D Test enrollment. Contact your administrator if you have questions
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If you would like to make additional changes or modifications during the Open

Enrollment Period, you may log in and navigate to Myself > Benefits >

Enrollments and click the Enroll Now option again in the Open Enrollment box,

which will bring you back to the beginning of the profile to make any desired

election changes.

RESQURCES MYSELF q Search Workforce Now

MYSELF

My information
Personal Information Employee Discounts - LifeMart

Pay Documants

Talent

" EXPAND MENU

HOME RESCHIRCES MYSELF

Enrollments & .*

Qpen Enroliment Your Benefits

E 7 days left to complete this event

€D
/7 =D

Resview your current benefits, your
lﬂl previous year's benefits, ar any

changes due o a life event.

Any questions, please contact Employee Engagement at 716-839-8325 or email at
hr@daemen.edu.
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