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Open Enrollment Period and Election Process

Open Enrollment is a period during the calendar year when employees can make additions or
changes to their benefit plans.

The Open Enrollment session is configured by the Benefits Hub Administrator in UKG Pro
Benefits Hub. Once configured, employees can review, elect, and submit benefit choices during
the Open Enrollment session. For example, employees may change health care, life insurance,
and short-term disability coverage for themselves and eligible family members.

Before beginning the process of electing benefits, employees should read benefit plan
information and plan their benefit choices ahead of time to make sure enough time is available
to complete the process.

Start an open enrollment session

UKG Pro Benefits Hub enables you to choose your benefits for the upcoming calendar year using the
benefits open enrollment feature. Before you select your benefits, you will review company information
related to your upcoming benefits and update your family profiles.

Navigation: Menu > Myself > Benefits > Benefits Hub

1. From the Benefits sections, select Get started.

' I ° Benefits
It's open enrollment time! ()
Start choosing your benefits for 2023 )

+ X V& *
146 days to go J \
Not started H
Note:

During the Open Enrollment period, a shortcut to the benefit elections tool is available
from the home page when using the Smart dashboard.

2. Atthe Welcome to open enrollment window, select Let’s get this started.

The Open Enrollment wizard displays.
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Open enrollment details

The Welcome page provides details about open enrollment, including the date range for

selecting benefits and other details from your company. Select each box under the From your

company section to learn about what’s changed since last year, what’s included in your
company’s benefits plans, and more.

Things to know

Before you start choasing your benefits for 2023, here are some details about what we're

offering this year.

& G B

Dates It takes 15-20 min What you'll need

Opens on Closes on If it takes longer, you can save your Ifyou're changing who is on your
changes and come back later plan, you may need to gather

Deg_ 20___

some documents. If not, you

won't need anything.

From your company

What's changed since last year What's in each of our plans

More details Need help?

Select Next to continue.

Update family profiles

The You and Your Family section is where you identify the members of your family who are

eligible for benefits coverage. You can edit existing family member profiles and add
dependents.
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*'@ You and your family

Review your family's details for any changes since last year, or add new dependents. When you

/ select your benefits in the next step, you'll be able to cover the people who are listed here.

You Your spouse
Tucker Edwards Taylor Edwards
# Edic # Edit

Your children

CE ®

Add child
Cathy Edwards

F Edit

~
Back ] Next
S

Member profiles include general information such as name, date of birth, and contact details.
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General information

. First name * Middle name
-

name * Suffix

al security number

Disabled Why we ask this information

Full time student

Contact information

Same address as you? Q@ 6840 Mccord St
Columbus, OH 43085
® Yes O No United States

Select Next to continue.

Select benefits

The process of choosing your benefits begins at the Benefits Selection step. In this step, you will
review the benefit options available to you. This section outlines enrollment in Medical, Dental,
Vision, Health Savings Account, and Basic Life plans. Other options may include Voluntary Life,
Accident, Flexible Spending Accounts, and more. Your enrollment experience will only display
your benefit eligibility.

The options presented to you vary depending on the selections you make. As you make your
selections, the Benefits Summary section updates to include the total cost of your selected
benefits and includes a breakdown of the costs relevant to your gross pay.
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Benefits summary
e
Total cost 51,1494
ee the breakd
Medical

The Medical page enables you to choose which family members to include in your medical
coverage, add family members who are not displayed, compare the available medical plans,
and select a plan.

Note:

When adding a family member, the change typically only applies to the selected coverage.
However, if applicable, the family member is available for selection on other coverages. For
example, if you select a family member while viewing the medical plan, this election does not
automatically apply to your dental plan unless the benefits are part of a bundle. Regardless, you
can select the added family member to the dental plan by following the same process.
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Your options for medical

Our health is our biggest asset. You can compare plans to find the coverage that
works best for you and your family.

Who should be covered on your medical plan?
Benefits summary

HDHP 2000 5 - EAP

$267.00

Employer pays

Diatail [ ramnaes thic nlan [ Chanee thic nlan |

v JF - You ﬁ%'::a:'c-‘—:-:x:

O = eap spouse (Spouse)

[0 = Bobby Foster (Child)

0 < child eap (Child) Total cost $0.00
0 s sallyFoster (Child) T

+ See the breakdown

@ Add family

1 ) BlueCross

BlueShield
BCBS You pay

Each medical plan is listed as a card that includes the plan type, deductible amount, out of
pocket maximum, employer cost, and your cost per paycheck. From each card, you can select
Details to view more information about the plan, select Compare this plan to add it to a plan

comparison, or select Choose this plan.

@ @ BlueCross
BlueShield

BCBS You pay
HDHP 2000 S - EAP

$600.50 S23 072

Employer pays per paycheck

.'/J . \.
||:| Compare this planl |,\ Choose this plan /J

You can also choose to decline medical coverage from the Decline coverage card.
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O

Decline coverage

./.- -\\
| I'm declining medical coverage )
- vy

Compare medical plans

You can compare up to three medical plans using the Compare Plans feature. You can navigate
to the Compare Plans page and select the plans you want to compare from the drop-down lists.

X  Compare medical plans

Employee only coverage

Employee + spouse coverage

Employee + family coverage

Is my doctor in this network?

Plan documents

Co-pay: Primary care @

A flat dollar amount you pay for a

Aetna
PPO 80/20

Low deductible plan. You'll pay 20% of
medical costs for in network providers.

T N
( Choosethisplan )
. /

$1 5000 I pay period
$30000 I pay period
$33000 / pay period

Find providers (A

[ Aetna PPO 80/20 Plan 2022 -
Summary of Benefits and
Coverage.pdf

213.3KB

Compare up to three plans — || Aetna PPO 80/20 v ‘ |‘ BCBS 3000 HDHP v | ‘ (Select a third plan) v ‘
(Select a third plan)
’Rtnaw I BlueCross. Aetna PPO 80/20
‘ BlueShield Aetna PPO 60/40

Blue Cross Blue Shield
BCBS 3000 HDHP

High deductible plan; HSA eligible. You must
pay your deductible before insurance kicks in.

Y
Choose thisplan )
. /

$6000 I pay period
$1 2500 I pay period
$1 5000 / pay period

Eind providers (A

[ BCBS HDHP 3000 Plan 2022 -
Summary of Benefits and
Coverage.pdf

213.3 KB

0% after deductible

BCBS 3000 HDHP
BCBS 5000 HDHP
None

Alternatively, you can select the Compare this plan box on each plan card and then select
Compare plans from the comparison bar at the bottom of the page.
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vaetna

Aetna
PPO 80/20

ToTSE TS T

0 Buede

Blue Cross Blue Shield

You pay
BCBS 5000 HDHP
High deductible plan with option for HSA $ 1 OO . 00
BlueCross ®
@ BlueShield

Blue Cross Blue Shield
BCBS 3000 HDHP

-

F, -
| 88 Compareplans |
- -

{Compare up to 3 plans)

The Compare Medical Plans page includes important details about the selected plans in a side-
by-side view. You can select a plan from this page or select Close to return to the previous page
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Plan docwments

Ermarge

ent hospital (B

Out of packel maximurn - [ netwark &)

Oul of packet maximurn - Oul ol netwark &

Preseriplions (B

Aetna PPO BO/20 hd

$15000 | pay period
$3000O | pay period
$33000 ! pay period

In network: 20%
Out of network: 40%

In network:
Individusal - 3300 / Family - 51,000
Out of network:

Individual - 51,500 / Famity - 33,000

5150 co-pay per visit.
Deductible do=s not apply.

Facility fz= (hospital room) -

10% coinsurance

Fhysician fees - 10%: coinsurance
20%

20%

Individusl - 52,500

Famity - $3.000

Individual - 55,000
Family - 510,000

210845/ 875

BCBS 3000 HDHP -

l@. @ BlueCross.
BluaShield

Blue Cross Blue Shield

BOES 3000 HD

Chose Lhis plan

36000 I pay pericd
512500 { pay period
515000 | pay period

0% sfter deductible

0% sfter deductible

In network: 0% after deductible mat

Ot of network:
met

% after deductible

In network:
Individual - 53,000 / Family - 33,000

Ot of network:
Individual - 59,000 / Family -
518,000

5150 co-pay per visit
eo-insurance after ¢

0% sfter deductible

0% sfter deductible

0% after deductible

Individual - 33,000
Family - 3,000

Individual - 59,000
Family - $12.,000

0%/ 0% sfter deductible
Prazcriptions arz subjzct to
medical/Rx deductible

0% sfter deductible

$15000 ! pay period
$3000O | pay period
$33000 | pay period

In network: 20%
Out of network: £0%

In network:
Individusal - 3500 | Family - 51,000

Out of network:
Individual - 1,500 7 Family - 33,000

5150 co-pay per visit.
Deductible do=s not apply.

Facility f== (hospital room) -

10% coinsurance

Fhysician fees — 10% coinsurance
20%

20%

Individusl - 52,500
Family - 55,000

Individual - $5,000
Family - $10,000

210845/ 875
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After selecting a medical plan, select Next.

Dental

The Dental page is similar to the Medical page, including the options to choose who is covered,

add a family member, compare plans, and view specific details about each offered plan.

/q You

@ Add family

Your options for dental

‘We all want the best smile we can get. You can compare plans to find the coverage that

works best for you and your family. If you don’t need dental coverage for any reason, you

can opt out by selecting ‘decline coverage'.

Te  Taylor Edwards (Spouse)
¢t Cathy Edwards (Child)

Who should be covered on your dental plan?

You have 2 options .

~

m Compare plans ]
../'

Delta Dental

PPO

dentist with this plan

$20.00
Employ

Included Lifetime
maximum: $1,500

Orthodontics

&) DELTA DENTAL

‘You may visit an in-network or out-of-network

I Details I

ID Compare this plan I

L £\ DELTA DENTAL

You pay

$50.00

| Choose this plan |

% Benefits summary

er paycheck (Biweekly)

Medical $150.00

BCES 3000 HDHP
HSA $242 31

Payflex H3A

Dental $0.00

Mot selected

Total cost

St take home [

» Seethe breakdown

You can choose a plan by selecting Choose this plan on the plan card or decline dental coverage
from the Decline coverage card.
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O

Decline coverage

I'm declining dental coverage

Select Next to continue.

Vision

The Vision page includes the options to choose who is covered, add a family member, and view
specific details of the offered plan.

Lt Your options for vision

Some of us need a little help to see things clearly, and some of us don't. If you don't need

T Taylor Edwards (Spouse)

¢t Cathy Edwards (Child)

(® Add family

Our plan

vSp vision

VsP
VSP Vision

Basic vision plan that covers one yearly exam;
contacts or glasses are partially covered.

$13.00 Free

Emp ayer pays VISION exam

Covered up to $175*  Covered up to $175*

Contacts Frames

Who should be covered on your vision plan?

L@

You pay

$20.00

.'/ C is ol ‘\.
1 noose this plan |
. - J

vision coverage for any reason, you can opt out by selecting "decline coverage’.

& Benefits
Per payct

Medical

BCBS 3000 HDHP

HEA

Payflex HSA

Dental

Deelta Dental HWIO

Vision

Mot selected

Total cost
Est. take home pay

v See the breakdown

summary

.....

$437.31

$2,724.32
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You can choose the plan by selecting Choose this plan on the plan card or decline vision
coverage from the Decline coverage card.

N

Decline coverage

Select Next to continue.

HSA

The HSA page includes a high-level overview of the offered HSA plan, a link to download the
Summary plan description, and the ability to choose how much to contribute to your HSA each
paycheck or year.
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o

family

PAYFLEX

Payflex
Payflex HSA

Set aside money in a Health Savings

Account

You can contribute to a Health Savings Account, or H5A for shart, because you've enrolled in an

HS5A-eligible health plan. An H5A is a great way to save money because your contributions are not

taxed. The money can be used for those eligible expenses that you need te pay on your own.

I (3 Summary plan descript

be invested like a 401(k) to cover future medical expenses.

How much de you want to contribute?

per year -

contributes to your HSA. You can put in

You pay

$6300.00

per year

5242 31 per paycheck

Acme Inc gives you

* $1000.00

per year

$38.45 per paycheck

You can use your HSA money for both you and your

Set aside up to $7.300 towards medical, dental and vision expenses: H5A money will not be taxed

This meney can be used towards eligible medical, dental and vision expenses during the
2022 calendar year. H5A funds roll over from year to year with no use-it-or-lose-it and can

‘We will match a 100% of your contribution up to the first $1,000.

(i) Between you and your company, this year your annual limit is $7,300

Total in H5A

= $7300.00

in 2023

& Benefits summary

Per pa ck [Biweekly)

Medical §1

BCES 3000 HDHP

Hsa

Payfiex H5A

Total cost

Est. take ho

» Seethe breakdown

Note:

If you choose to enroll in an HSA plan, you must agree to the consent to open an HSA bank
account before proceeding.

You can also choose not to contribute to an HSA.

N

| don’t want to contribute

| Idon'twant to contribute |

=,

-

Select Next to continue.
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Basic Life

The Basic Life Insurance page includes a description of the coverage with a link to download the
Summary plan description, the coverage amount, and the ability to add beneficiaries.

Basic Life Insurance

Life insurance will leave your family money to get by if you pass away

Whose life will be insured? tF Benefits summary
Per paycheck (Biweekly)
s ﬁ You
Medical $150.00
BCBS 3000 HDHP
HSA $242.31
Uﬁl.’ n.n ® Payflex HSA
Dental $45.00
Unum Delta Dental HMO
Basic Life and AD&D Insurance
| (¥ summary plan description Vision $0.00

Declined coverage
Life and Accidental Death & Dismemberment (AD&D) coverage is provided at 1x base pay - B

up to a maximum of $600,000 at no cost to you. Full- and part-time employees with 30 or

more regularly scheduled hours per week are eligible and are automatically enrolled in Basic Lifel g s0-00
AuUto-enrolle

this benefit. :

$75.417.00

o e i Total cost $437.31
Est. take home pay $2,724.32

$O OO » See the breakdown

You pay (per paycheck)

1. From the Primary beneficiary section, select Add.
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Primary beneficiary
Who would you like to get the money from your life insurance?

Secondary beneficiary
If your primary beneficiary has unfortunately died, who should then get this money?

Note:

For benefits that require a beneficiary, select one or more Primary Beneficiaries. A
beneficiary can be a current dependent or you can add a new beneficiary, as needed.
The total allocation amount for Primary Beneficiaries must add up to 100%.

2. In the Select primary beneficiary window, select the box next to the desired beneficiary.

X Select primary beneficiary

Who would you like to get the money from this basic life insurance?

@ Add new

Name Relationship

1e Taylor Edwards Wife

ce Cathy Edwards Child

Add selected

21.0GUIDE20231117 17 of 21
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3. Select Add selected.

Note:
You can remove a beneficiary by selecting the delete icon next to their name.

4. Optional. Repeat these steps from the Secondary beneficiary section.
Select Choose This Plan.
6. Select Next.

s

Upload documents

The Upload documents page displays a list of documents required for each family member
covered by the selected benefits. You can drag and drop the documents or navigation from the
page to the location of the documents on your computer for uploading. If your company does
not require documentation when selecting benefits, this page will not display.

Documents

MNow we need you to upload some documentation for us. An administrator will then review

them for approval.

Here's what we need for these family members

TE
* A marriage certificate

Taylor Edwards

CE * A birth certificate
* An adoption certificate
Cathy Edwards * Legal guardianship document

Upload your family’s documents here

¢ Drag and drop or browse files

Select Next to continue.
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Finish open enrollment

The Finish Up page is the summary of your selections and includes cards for each benefit
category, including cards for declined coverage. The cards consist of high-level details and the
cost of the plan. You can select Edit on any card to make changes to that benefit.

The total cost of your selections displays at the end of the summary and includes a link to view
the breakdown of the total.

These are the benefits you chose

Risviewe all your choices and mike any thanges you war

Medical

& O BueSiieia
s [
BCES 3000 HDHP $15000

You pay (per paycheck]
Covered: (@ You, n Taylor Edwards, o Cathy Edwards

Effective from: January 1, 2023

HSA
PAYFLEX $24231

Payflex HSA

You pay (per payche:

£7,300.00

Dental
&\ DELTA DENTAL $45.00

Delta Dental PPO
You pay (per paydhe

covered: @ vou » Te

Effective from: January 1, 2023

Basic Life
L]
unum
Unum Basic Life and ADED Insurance $O . O O

You pay (ger paycheck)
Coverage: $75,417.00

Primary beneficiary: Taylor Edverds

Secondary |contingent) beneficiary: Catiy Cdwards [Child) 50%, Tanya Cdwards 505

Your total cost $4§=73=1

Your estimated Lake harme pay

$2,724.32

Benefits not selected

Confirm ary of U bensfils hal you didet enroll in, or that yeu decined

Vision
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When you are finished reviewing your elections, select Submit. A confirmation window
displays. Select Close to view the Confirmation page.

View and print your benefits summary

The Confirmation page displays a summary of your benefits and includes a link to download the
confirmation statement.

Confirmation

v a
| This is a summary of the benefits you selected. You can download a copy of the confirmation
o ‘ statement, which shows your benefit choices.
™,

& You have successfully completed your open enroliment!

¢ Download confirmation statement

These are the benefits you chose

Medical

@‘@ BlueCross
BlueShield $1 50 OO
BCBS 3000 HDHP .

You pay (per paycheck)
Covered: ‘ You, = Taylor Edwards, = Cathy Edwards

Effective from: January 1, 2023

HSA
PAYFLEX $242.31
Payflex H5A You pay (per paycheck)
w00
Dental

LA\ mEIYA REMTAL -

Select Close to return to Benefits Hub.
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y I ° Benefits

You're all covered!

Congrats! We'll see you again next year. o

e Y
( Review my benefits |
e J

Ly

From the Benefits Hub home page, you can select Review My Benefits to return to the
confirmation page and review your selections. When your benefit elections are approved, you
can view them from the Benefits Summary page.
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