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ENROLLMENT INSTRUCTIONS

Step 1. Get Ready.
What You’'ll Need to Enroll...

A Computer. All associates will enroll online for Benefits 2009. If you do nothing, your current elections will
continue with the exception of the Health Care FSA or the Dependent Day Care FSA. You must re-enroll for these
plans in 2009. If you want to change your elections or you want to elect the Health Care FSA or the Dependent Day Care
FSA, then you’ll need to go online and enroll. Remember, you must take the Humana Health Assessment in order to
elect Medical coverage for 2009.

Benefits 2009 Information. Information about 2009 benefits is available on our special Benefits
webpage, at www.stvincenthealthbenefits.org. You can access this website from the St.Vincent Intranet by
clicking on Associate Information > SVH Benefits > Learn About 2009 Benefits or by typing the address into
your browser. On this website, you can view individual guides or watch videos to learn about each benefit
program. When you are ready to enroll, click the “Enroll” link at the top of the home page.

Your Personalized Worksheet (optional). This statement reports your most recent benefit elections
and lists your covered dependents and will be emailed to you. If you do not have a St.Vincent email address,
you can access and print your worksheet from eBenefits, our online enrollment system. To access eBenefits use
one of the methods described on the following page. You will see a link to download and print your worksheet.

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org 1
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Access the Online Enrollment System (eBenefits)
You have three ways to access the online enroliment system. Choose the option that is most convenient for you...

Through the Kiosk Through the computer at your From any computer with
at your facility worksite from the St.Vincent Internet access
Intranet
From the Welcome Screen, click on Click on “Associate Information” located Type
the “Current Associates” Link and on the bar across the top of the screen, www.stvincenthealthbenefits.org
then click on “St.Vincent Benefits then click on “SVH Benefits” into your web browser address
Enrollment”
Click on “Learn about 2009 Benefits” | Click on “Learn about 2009 Benefits” for
for more information about Benefits, | more information about Benefits, or click At the top of the screen click on
or click on “Click here to ENROLL” if | on “Click here to ENROLL” if you are “Enroll”
you are ready to enroll ready to enroll
You will see the Associate Self You will see the Associate Self Service You will see the Associate Self
Service Log In Page. Log In Page. Service Log In Page.
Type in your last name and Social Type in your User ID & Password and Type in your User ID & Password
Security Number and click on the click on “Sign In” button and click on “Sign In” button
“Continue” button.
You’ll see the Benefits Enrollment You’ll see the Benefits Enrollment You’ll see the Benefits Enrollment
Screen with a letter to you. Screen with a letter to you. Screen with a letter to you.
Click on the “Select” button to Click on the “Select” button to continue. Click on the “Select” button to
continue. continue.
Carefully read the instructions on each
Carefully read the instructions on each page to make your benefit elections. Carefully read the instructions on
page to make your benefit elections. each page to make your benefit
Once you have entered all of your elections.
Once you have entered all of your elections, click the “Submit” button
elections, click the “Submit” button twice. Once you have entered all of your
twice. elections, click the “Submit” button
twice.

In the next few weeks you will receive a Confirmation Statement of your benefits elections. Please review it to assure that
your benefits elections are correct. 1f you need to make changes to your Confirmation Statement, please contact the HR
Service Center.

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org 2
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Step 2: Begin enrollment.

Now that you see the Benefits Enrollment screen. Verify your name. Read the letter. Click on the “Select” button next to
your Job Title for the Open Enrollment event.

2 Employee-facing registry content - Microsoft Internet Explorer provided by St. Wincer -8l x|
J Eile Edit Yiew Favorites Tools Help ‘ >
J @Back v = v @ @ | @Search @Fn\ders @Favnrites |
J Address I@ http:/fpsoftdey. stvincent.org 82 Apsp/dev EMPLOYEE HRMS /c AWSEB_MENU W3EB_ENR_SELECT GBL?Page=\3EB_EMR_SELECT&ACtion=L d @G0
|Links
PeopleSoft.
Search: ey L =
I Employee Self Service Verl ) your name
Benefits Enrol <£_
John Doe
Yielcome to the St Wincent Benefits anline enrallment site. This system will provide you with
convenient acoess to your benefit options. To ensure you getthe rmast value from your company
benefits, carefully review your Benefits Enrollment Guide and online enroliment instructions before
wou enroll. The Info hutton provides you with additional information about vour enroliment.
To et started.. click Select. If no Select button appears, then your event is not ready. Contactthe HR
Service Center at 217-338-2640, ortoll free at 877-784-4772, orvia email at HREwCI@stincent.org H
ifyou have any guestions. CIICk the SELECT
Open Benefit Events bUtton for your Open
Event Description Event Date Euvent Status  |Job Title E n rOI I ment event
Open Enrallment 1203002006 Open Technical Specialist
Onceyou click Select, it may take up to 1 minute far your benefits enrollment information to load
Goto: Employee Home
Benefts Horme

Eloore RN T

Stop and contact the HR Service Center, if you encounter these issues:
o If your name is not displayed in your letter, please do not proceed with your enrollment.
¢ If you do not see Open Enrollment in your list of open benefit events, please do not proceed with your
enrollment.

Step 3: Review Your Benefit Options.

After you’ve clicked on Select, you should see the heading “Open Enrollment” and your name again. Carefully read the
instructions at the top of the page on how to make your benefit elections and how to submit your enrollment. The
Enrollment Summary follows this enrollment information. The Enrollment Summary is long. You will need to use the
scroll bar to move down the page to read all of the information. Here’s what to review:

o Benefit Plans. As you scroll down the page, you will see the benefit plan types that you are eligible to elect in
2009 — medical, dental, etc.

o Coverage Elections. Under each plan, you’ll see your “Current” coverage election - the coverage that you
elected in 2007. And you’ll see a “New” election — the coverage and payroll deduction for the same coverage
level in 2009. If you are currently enrolled in the Health Care FSA or the Dependent Day Care FSA, please
note that your “New” election for these plans is $0 or “no coverage.” You must re-elect these plans in 2009.

e Payroll Deductions. Next to the “New” coverage level under each plan is the 2009 payroll deduction — this is
the estimated amount that is deducted each pay period.

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org 3
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File Edit Wiew Favorites Tools Help | -
{EBack ~ = v @ ﬁ ‘ @Search @Fulders @Favurltes | HAgdress
Lirks

PeopleSoft. e

Search:

® Benefits Enrollment
[> Employee Self Sewice
Open Enrollment f
P e
John Doe

Open Enrollment is your annual opportunity to modify your benefit choices. Making a benefit decision
is important. Please review your Enrollment Summary below. If you want to retain all of your current
elections, scroll to the bottarn of the page and click on the Submit button. Ta make benefit plan

changes, click the Edit buttan to view and select your options for each plan. Once all of your elections
have been entered, click on the Submit button at the hottom ofthe page to send your new choices to
the Benefits Department.

To continue participating in the Flexible Spending plans or the Waoluntary ADED plans next year , vou
mustfirst click on the Edit button nexd to the desired FSA ar ADED plan and then enter your electigo-er

Benefit Plan Types

annual pledge amount. You will be able to review the cost of each benefit on the Enrallmgs-S

helaw.
Cu rrent m Important: Your enrollment will not be complete until yy it button at the
d N bottom of the page.
an ew
E I ecti ons Enrollment Summary
Medical BeforaTax  Afler Tax

Current: 8¥H Medical Plan-FEQ#Gs0c & Fm

e SWH MedicgdPlefi-PPOAss0c & Fm 147.03
Edit | Dental Befare Tax  After Tax

Current: Dental Plan - BasicAssoc & Fm
S =S e =
y

|&] pore \’_‘ | |4 mtermet

enefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health ==
| =

HAgdress H Links

Eile Edit ¥iew Favorites Tools Help

4Back * = v @ i @ | @%ar[h EFD\ders @Favnrltes |
PeopleSoft.

N

Edit Vision Before Tax  After Tax

=

Search:

®

Current. Vision Plan- Full Service:Assoc & Frm
ey “ision Plan - Full Service:Assoc & Fm 8.60
Edit | Comprehensive Legal Plan Befare Tax

I Employes Self Senvice

After Tax

=]
5
@
=5

Mo Coverage

Estimated Payroll
Deduction Amounts

Mewy: Mo Coverage 0.00
Edit | Basic Term Life Before Tax  After Tax
CI |Ck the Current. Lf Basic: 1 * Salary
. Mewy. Lf Basic: 1 * Salary: $52,000 0.00
Edlt button Edit | Supplemental Term Life Dafore Tax  After Tax

next to plan Current. Mo Coverage

Mew:  ho Coverage 0.00
types that Edit | Woluntary AD&D Before Tax  After Tax
you Want to Current  No Coverage

ey Mo Coverage 0.00
Chan ge Edit | Dependent Term Life Before Tax  After Tax

Current: Child Life-10,000: $10,000

ey, Child Life-10,000: $10,000 0.65
Edit | Spouse Supplemental Life Before Tax  After Tax

Current: Mo Coverage

Mo Coverage 0.00
Short-Term Disability Befare Tax  After Tax

=
T
=

Current: Short Term Disability-50%: 0.00% of Salary
ew.  Short Term Disahility 70%: 70.00% of Salary 0.00 -

@ Error on page. ’7’7‘ |' Internet

=
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Step 4: Make Your 2009 Benefit Elections.

To review or change the coverage options under any plan in the Benefits Summary, click on the Edit button next to
the name of the plan (Medical, Dental, etc.), and you will see a list of the options and payroll deductions. You can make a
new selection by clicking on the small circle button next to the option that you want to elect.

To elect coverage for your dependents (spouse, children, or legal dependents), click on the Edit button next to the
name of the plan in the Benefits Summary. You will see the name of the plan you selected and your name at the top of the
screen. Then scroll down the page to see a list of your current dependents, and click on the enroll box next to the name of
the dependent you wish to cover.

To add a dependent or change dependent information, click on the Edit button next to the name of the plan in the
Benefits Summary. You will see the name of the plan you selected and your name at the top of the screen. Then scroll
down to the Enroll Your Dependents section and click on the Add/Review Dependents button. You will then see a list of
your dependents and their information. To change information on the page, click on the name of the dependent you want
to change and click on the Edit button to type in your new information. To add a dependent, click on “Add a dependent or
beneficiary.”

The system does not allow you to change the name of an existing dependent. To change or correct a dependent name,
please contact the HR Service Center.

Examples of the above features are outlined on pages 4 through 9.

If you do not want to change any of your benefit elections, and if you do not want to enroll in Flexible Spending
Plans, then you may scroll down to the bottom of the Enroliment Summary page and click on the “Submit” button.

NOTE: All benefit elections and coverage changes begin from the Enrollment Summary screen. Then by clicking
the edit button you can see each individual plan. From the plan screen, you can change your elections. When you
are satisfied with your choices, click on the Continue button at the bottom of the page and you will return to the
Enrollment Summary.

A Employee-facing registry content - Microsoft Internet Explorer provided by =10 x|
File Edit Wiew Favorites Tools Help -
{EBack ~ = v @ ﬁ ‘ @Search @Fulders @Favurltes | HAer’eSSHLiﬁKS
PeopleSoft. " Click the button next to

- o the benefit plan that you
Search: Comprehensive Legal Plan @ tt | t
[> Employee Self Sewice ® eee Wan O e eC

Important! Your current coverage is: Legal Plan with Associate & Family coverage.

Select an Option

Here Are Your Available Options With Your per-pay-period Costs:

overviev of all Plans

Select one of the following plans

Click the Continue to

store your individual plan
elections and to return to
the Enrollment Summary

Legal Plan

Coverage Leye ‘Your Costs  Tax Class

c Agoafiate Only $381 $0.00 $3.81  After-Tax

o Associate & Family $554 §0.00 $554  After-Tax

© NoCoverage

Continue I Click Continue to store your choice until you are ready to submit your final enraliment on the
Enrollmert Summary.
Cancel I Click Cancel to ignore all entries made on this page and return to the Enroliment Summary. J
=
|&] pore [ [ @ nternet Y

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org 5



Step 4: Make Your 2009 Benefit Elections (continued)

Example: REVIEWING/CHANGING YOUR MEDICAL COVERAGE

A Benefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health

—lsx]

JEHE Edit Yiew Favorites Tools Help

| =

J P Back v = - @ ﬁ | @Search [ Folders  [FFavorites |

HAgdreas H Links

PeopleSoft.

Search:

®

Benefits Enrollment

Medical
John Doe

[: Employee Self Service

Important! Your current coverage is: SYH Medical Plan-PPO with Associate & Family

New Windaw | Custornize Page | & 2]

coverage.

Select an Option

Here Are Your Awvailable Options With Your per-pay-period Costs

Click the
button next

Querview of all Plans

Medical Plan Names and the
Per-Pay-Period Costs

to the benefit
plan that you
want to elect

Select one of the following plans:

P> © suH Medical Plan-EPO

Coverage Level Costs Tax Class

Associate Only $34.72 Before-Tax

Associate & Spouse $71.80 Before-Tax

Associate & Childiren) $62.79  Before-Tax

Associate & Family $92.87 Before-Tax
& 5VH Madical Plan-PPO

Coverage Level Your Costs Tax Class

Eos T

Example: REVIEWING/CHANGING MEDICAL COVERAGE for your dependents

A Benefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health

|. Internet

==/ x|

JEHE Edit “iew Favorites Tools Hel

| =

J &pack v = v @ ﬁ | @593rch (FyFolders  [dravorites | =

HAddreas H Links

PeopleSoft.

Search:
The following list displays all enrolled dependents. If an eligible dependent is not included on
the list, click the AddReview Dependents hutton. Providing they meet the definition of a
dependent, eligible dependents may be aded to yaur contract during this Open Enroliment. If
wou are currently covering a dependent that is no longer eligible, it is your responsibility to
remove that dependent.
Click Here to View the Complete Definition of a Dependent

®

> Employee Self Service

You rmay entoll any ofthe following individuals for coverage under this plan by checking the

. Enroll hox next to the dependent's name. To remove a dependent, uncheck the hox,

Click on

Enroll Hame Relationship
the EnI'O” ica Jane Doe Spouse
checkbox | w & o e

h I Julie Doe Daughter
neXt to t e V James Dos San
dependents T Testiest
that you
Add/Review Dependents

want to LR T e |
cover Continue ¥ Continue to store your choice until you are ready to submit your finsl enralmert on the

_I Enroliment Summary

Cancel Click Caneelto ignore all entries made on this page and return to the Enroliment Summary

=]

Click on the Continue
button to store your
choices and return to
the Enrollment
Summary page

oo T

| 1nternet

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org




NOTES:

1. The enrollment system will automatically elect the appropriate coverage level for medical, dental and
vision coverage from your list of covered dependents. For example, if you check the enroll box next to your
spouse’s name, the system will elect “Associate and Spouse” coverage under the plan.

2. All benefit elections and coverage changes begin from the Enrollment Summary screen. Then by clicking
the edit button you can see each individual plan. From the plan screen, you can change your elections.
When you are satisfied with your choices, click on Continue and you will return to the Enrollment
Summary.

Step 4: Make Your 2009 Benefit Elections (continued)

Example: ADDING A DEPENDENT

A Benefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health -0 x
J File Edit Wiew Favorites Tools Help ‘ -
J HBack v = v @ ﬁ ‘ @Search EFnlders @Favnrltes |
]Agdresa IEJ hnp:/,fpsnﬂﬂev‘stvincenmrg:Szfpsp/devaMDLOYEE,ﬂ-iRMS;’E,N\/'EEB_MENU.WEEB_ENR_SELECT.GBL?NAVSTACK:C\ear&FnIderPalh:DORTAL_ROOT_O\j @G
[Links
PeopleSoft.
Search: =
——— @ Enroll Your Dependents
- The following list displays all enrolled dependents. If an eligible dependentis notincluded on
> Employee Self Sevice the list, click the Add/Review Dependents button. Providing they meet the definition of 2
dependent, eligible dependents may be aded to your contract during this Open Enrollment. If
yau ate currently covering a dependent that is no longer eligible, it is your responsibility to
rernove that dependent
Click Here to Yiew the Gamplete Definition of a Dependent To add a nE‘W de endent
’
You may enroll any of the following individuals far coverage under this plan by checking the - p - -
Enroll box next to the dependent's name. To remove a dependent, uncheck the box. reVleW Or update eXlStl ng
ool tame dependent data, click on the
= Jane Doe Spouse -
T Add/Review Dependents
I Julie Doe button
I3 James Doe
] Testtest
AddiReview Dependents I
Continue I Click Continue to store your choice until you are ready to submit your finsl enrallment on the
Enrollment Summary
Cancel I Click Cancel to ignore all entries made on this page and return to the Enroliment Summary.
-
| Error on page. ’7‘ | |. Internst Z

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org




2 Benefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health =10 x
File Edit Wiew Favorites Tools Help ‘ -

{ABack * = v @ ﬁ ‘ @Search @Fulders @Favurltes |
Address |@ hitp://nsofidey. stvincent, org:52 fosp/dey EMPLOYEE/HRIMIS, AW3ER_MENU.WSER_ENR_SELECT.GBL7NAVSTACK =ClearBFolderPath=PORTAL_ROOT Ol + | @Ga
|Links

PeopleSoft.

Enroliment DependentiBeneficiary Summary

Click the DependenUElene.ﬂmary's name ifyouwould like to review ar CIiCk On “Add a dependent Or
change persaonal information. ben6ﬁCial’y" tO enter a neW

Add a dependent or beneficiary

summary record

Search:

®

[ Employee Self Semvice

Jdane D
Relationship to Empl g Spouse Date of Birth: 0872511974
Dependent Beneficiary Type: Both ent & Beneficiary | |
Marital Status: Martied
Student: Mo
Disabled: Mo
Click on the Dependent
i or Beneficiary’s name to
Relationship to Employee:  Son Date of Birth: 0812171981 review and u pdate
Dependent Beneficiary Type: Doth Dependent & Beneficiary H H H H
N e existing information
Student: Mo
Disabled: Mo
& ’_‘ | |4 mternet 4
— ol x|
J File Edit ¥iew Favorites Tools Help | -
J dapack v = v @ ﬁ | @Search [FyFolders  GadFavoritss ‘ = “Addreas
[Links
PeopleSoft. R
s B ngae: (NPT 5|
- @ D B iary Type:  Both Dependent & Beneficiary
[> Emplovee Self Service Relationship to Employee: Spouse
Marital Status: Married ReVIEW the personal data
student Ko and click edit at the
Disabled: Mo
Smoker: No bottom of the page to
Address and Telephone u pd ate 0 r add i nfo rmati 0 n
[¥ Same Address as Employee
Country: United States
Address: 123 Any Streat

Indianapaolis, IN 46268

¥ Same Phone as Employee
Phone: 317155512

*Required Field e
Edit

Bl

|@ Done ’7’7’7 & Internet 4

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org




2 Benefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health
File Edit Wiew Favorites Tools Help

W

{ABack * = v @ ﬁ ‘ @Search @Fulders @Favurltes | =

Adidress [&) htp://psofidey. strincent org 82 sp/dev /EMPLOYEE/HRMS/CAWSEB_IMENU.W3EB_ENR_SELECT.GBLZNAVSTACK=Clear&FolderPath=PORTaL_ROOT Ol x| Go
|Links

PeopleSoft.

B Enter or Update your dependent or

b Ermployee Self Senice Dependent/Beneficiary Personal Information beneficiary’s information and choose
John Doz the correct Dependent Beneficiary
Click Save once you have added your DependentBeneficiary's personal Type The Ch0|CeS are:
information

First Name: a 1. Beneficiary Only

Middle Name: ‘

— e 2. Both Dependent & Beneficiary
Hame Prefix: ,_ @ 3 . I naCtiVE

Hame Suffix: Q

*Gender: Female 'I . . -
o T8 Only dependents with a relationship

code of Spouse, Daughter, Son, or
Legal Dependent can be set up with the
“Both Dependent and Beneficiary”

Status Information

*Marital Status: Single :l' Marital Status Date: ) t
Student: (& 2 sudontstauspates |7 ype '
i . r
|@ Done

Any relationship code can be used for a

A Employee-facing registry content - Microsoft Internet Explorer provided by St. Wincent Heall Benef|C|ary type
J File Edit Wiew Favorites Tools Help

J HBack v = v @ ﬁ ‘ @Search EFnlders @Favnrltes |
]Agdresa I@ http:/fpsoftdey. strincent.org :82/hsp /dev EMPLOYEE MHRMS /M 3EB_MENUWSER_ENR _SELECT .GBL?Page="W3EB_ENR_SELECTSACtion=L j @G0
[Links

PeopleSoft.

Search: ‘Marital Status: | Single =] marital Status Date: | Ey ;I
® Student: i 2 Student Status Date: B
[ Employee Self Serice
L Disabled: Mo he Date of Death: Bl
Smoker: No hd

Address and Telephone

¥ Same Address as Employee
Country: United States

Address: 123 Any Street
Indianapalis, IN 46268

Click “Save” to store your changes,
then click on “Return to Enrollment
Dependent/Beneficiary Summary”

¥ Same Phone as Employee
Phone: 317i655-1212

*Required Field

Save

Return to Enroliment DependentiBen eficiar

@ Done ’_‘ | |i Internet v

NOTE: All benefit elections and coverage changes begin from the Enroliment Summary screen. Then by clicking
the edit button you can see each individual plan. From the plan screen, you can change your elections. When you
are satisfied with your choices, click on Continue and you will return to the Enrollment Summary.

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org




Example: DE-ACTIVATING A DEPENDENT and/or BENEFICIARY

Benefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health
J Eile Edit Yiew Favorites Tools Help

—lsx]

| =

J {EBack * = v @ ﬁ | @Search @Fu\ders @Favurit&s |

HAgdreas H Links

Click the
Edit button
next to plan
type that you
want to de-
activate a
dependent
(Medical,
Dental,
Vision, etc.)
beneficiary
(basic life,
supplemental
life.)

ision Befare Tax  After Tax

Vision Flan - Full Serice:Assoc & Fm
Wision Plan - Full Service:Assos & Fm 360
Comprehensive Legal Plan Before Tax  After Tax

ko Coverage
Mo Coverage 0.00
Basic Term Life Before Tax  After Tax

LfBasic: 1 * Salary
LfBasic: 1 * Salary: $52,000 o.oa
Supplemental Term Life Befare Tax  After Tax

Mo Coverage
Mo Coverage 0.00
Voluntary AD&D Before Tax  After Tax

ko Coverage
Mo Coverage 0.00
Dependent Tertm Life Before Tax  After Tax

Current: Child Life-10,000: $10,000
e, Child Life-10,000: 10,000 0.65
Edit | Spouse Supplemental Life Befare Tax  After Tax

Current: No Coverage
Mewy: Mo Coverage 0.00
Short-Term Disability Befare Tax  After Tax

Current: Bhort Term Disability-50%: 0.00% of Salary
Mewy: Short Term Disability-70%: 70.00% of Salary 0.00

PeopleSoft. e

=]

@ Error on page.

Benefits Enrollment -

icrosoft Internet Explorer provided by St. Vincent Health

JEi\e Edit Wiew Favorites Tools Help

I

|‘ Internet

=[olx

| =

J {EBack ~ = v @ ﬁ ‘ @Search @Fulders @Favurit&s

| Address |@ hitp://psafidey. stvincent, org:82 fpsp/dev/EMPLOYEEHRMS,c/W3ER_MENU.W3IER_ENR_SELECT.GBLPNAVSTACK =ClearBFolderPath=PORTAL_ROOT O~ | @Ga

|Links

PeopleSoft.

Search:

®

[ Employee Self Senvice

The fallowing list displays all enrolled dependents. If an eligible dependentis notincluded on
the list, click the Add/Review Dependents button. Providing they meet the definition of a
dependent, eligible dependents may he aded to your contract during this Open Enrollment. If
wou are currently covering a dependent that is no longer eligible, it is your responsibility to
rermove that dependent

Click Here to Yiew the Complete Definition ofa Dependent

You may enroll any of the following individuals for coverage under this plan by checking the
Enroll box next to the dependent's name. To remove a dependent, uncheck the hox.

Enroll Hame Relationship
I Jane Doe Spouse

I3 Jerry Doe Son

= Julie Doe Daughtar,
I Jares Doe

| Testtest

AddiReview Dependents I

Cantinue I Click Continue to store your chaice until you are ready to submit your final enroliment on the
Enrollmert Summary.

Cancel | Click Cancel to ignore all entries made on this page and return to the Enroliment Summary

@ Error on page.

I

To de-activate a dependent,
scroll to the bottom and
click on the Add/Review
Dependents button.

To de-activate a
beneficiary, scroll to the
bottom and click on the
Add/Review Beneficiaries
button.

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org




2 Benefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health

File Edit Wiew Favorites Tools Help

W

{ABack * = v @ ﬁ ‘ @Search @Fulders @Favurltes | =

Address |@ hitp://nsofidey. stvincent, org:52 fosp/dey EMPLOYEE/HRIMIS, AW3ER_MENU.WSER_ENR_SELECT.GBL7NAVSTACK =ClearBFolderPath=PORTAL_ROOT Ol + | @Ga

|Links

Search:

Enroliment DependentiBeneficiary Summary

Clickthe DependentBeneficiany's narme ifyou wauld like to review or
change persanal information.

®

[ Employee Self Semvice

Add a dependent or beneficiary

PeopleSoft.

Jane Doe

Relationship to Employee: Spouse
Dependent Beneficiary Type: Both Dependent & Beneficiary
Marital Status: Martied

Student:
Disabled:

Click on the
Dependent or
Beneficiary’s name
that you wish to de-
activate.

- D/

Relationship to Employee: Son Date of Birth: 09¢21/1991
Dependent Beneficiary Type: Doth Dependent & Beneficiary
Marital Status: Single
Student: Mo
Disabled: Mo
-
| ’_‘ | |. Internet 4
mployee-facing registry content - Microsoft Internet Explorer provided by St. Vincent Health -|al x|
J File Edit Yiew Faworites Tools Help | k-
J daBack v =~ ) 7% | Qsearch [FyFoiders [EgFavorites ‘ = HAereaS
|Links

B ngae: [EENETE
Search:

@ Di B iary Type:  Bath Dependent & Beneficiary
I> Employee Self Service Relationship to Employee: Spouse

Status Information

Marital Status: Married
Student; ko
Disabled: Mo
Smoker: Mo

Address and Telephone
[¥ same Address as Employee
Country: United States

Address: 123 Any Street
Indianapolis, IN 46268

[ Same Phone as Employee
Phone: 31715551212

*Required Field

|&] Done ’_ ’_ ’_ B Internet 4

PeopleSoft.

Click edit at the
bottom of the page to
de-activate
information.

|

=]

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org




2 Benefits Enrollment - Microsoft Internet Explorer provided by St. Vincent Health =10 x
File Edit Wiew Favorites Tools Help ‘ -

{ABack * = v @ ﬁ ‘ @Search @Fulders @Favurltes |

Adidress [&) htp://psofidey. strincent org 82 sp/dev /EMPLOYEE/HRMS/CAWSEB_IMENU.W3EB_ENR_SELECT.GBLZNAVSTACK=Clear&FolderPath=PORTaL_ROOT Ol x| Go
|Links

PeopleSoft.

Search: Mew Window | Custarmize Pae | =

®
| SR E1E e EETEE Dependent/Beneficiary Personal Information
John Doe
Click Save once you have added your DependentBeneficiary's personal
fi t] “ . .
Update the Dependent Beneﬁuary
First Name: ugy Type” tO “ I naCtlve"
Middle Name: ‘
Last Name: ‘DUE
Hame Prefix: ,_Q -
Hame Suffiz: Q . . .
— [Femae =] If appropriate, change the selection in
Brthate: CET] the “Relationship to Employee” box.
*‘Dependent Beneficiary Type: | Both Dependent & Beneficiary LI
*Relationship to Employee:

Status Information

*Marital Status: Single :l' Marital Status Date: )
Student: (& 2 Student Status Date: B =
i e )
|&] pore ’_‘ | |4 mternet 4
A Employee-facing registry content - Microsoft Internet Explorer provided by St. Vincent Feal -0l x|
J File Edit WYiew Favorites Tools Help | -
J HBack v = v @ ﬁ ‘ @Search EFnlders @Favnrltes |
]Agdresa I@ http:/fpsoftdey. strincent.org :82/hsp /dev EMPLOYEE MHRMS /M 3EB_MENUWSER_ENR _SELECT .GBL?Page="W3EB_ENR_SELECTSACtion=L j & Go
[Links
PeopleSoft.
Search: ‘Marital Status: | Single =] marital Status Date: | Ey ;I
® Student: i 2 Student Status Date: B
[ Employee Self Serice
L Disabled: Mo he Date of Death: Bl
Smoker: Mo 4
Address and Telephone
¥ Same Address as Employee
Country: United States
Address: 123 Any Street
Indianapalis, IN 46268

Click “Save” to store your changes,
then click on “Return to Enrollment
Dependent/Beneficiary Summary”

¥ Same Phone as Employee
Phone: 317i655-1212

*Required Field

Return to Enroliment DependentiBen efici

@ Done ’_‘ | |i Internet v

Scroll to the bottom and click on the “return to Event Selection” link to get back to the Open Enrollment screen.

YOU MUST OPEN UP EACH OF THE BENEFIT TYPES (medical, dental, vision, basic life etc.) TO HAVE THE
CHANGES “APPLY” TO THOSE BENEFITS AS WELL.

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org




Step 5: Submit Your Elections.
Once you have entered all of your benefit plan elections, scroll down to the bottom of the “Benefits Summary” and click

on the “Submit” button. The system will then show you a “Submit Benefits Choices” screen. Please read the

“Authorization” section on this screen. Then click on “Submit” again.

Your election is now complete. In the next few weeks, you’ll receive a Confirmation Statement of your benefits

elections. Please review it to assure that your Confirmation Statement is correct.

A Employee-facing registry content - Microsoft Internet Explorer provided by St. Vincent H =100 x|
File Edit Wiew Favorites Tools Help | -
{ABack * = v @ ﬁ ‘ @Search @Fulders @Favurltes |

Addresa I@ http://psoftdev. strincent.org :82/psp/dev EMPLOYEEMHRMS,/C/MW3EB_MENU.W3EB_ENR_SELECT.GBL?Page='"W3EB_ENR_SELECTSACtion=L j @GD

|Links

Search:

[ Employee Self Semvice

PeopleSoft.

e LTD-60%: 60.00% of Salary 280
Edit | Health Care Spending Account Befare Tax

®

Current: FSA Health Care: §270.00
News: Mo Coverage 0.00
Edit Dependent Care Spending Acct Befare Tax

Current FSA Dependent Care: §4,992.00
Mew: No Coverage 0.00

This table surmmarizes sstimated costs for your new benefit choices

Before Tax
176.08 345 951
0.00 0.00
Your Costs 176.06 3.45 179.51

The payroll deductions shown befE are based on your current
rate of pay and age. Payeetdeductions for life and dissbiity
coverage may chsade to reflect chenges in your age or rate of

Submit | Click Submit to send your final choices to the Benefits Department

Important: Your enrolliment will not be complete until you Submit your choices to the
Benefits Department.

=]

Once all of your elections
have been entered, click on
the Submit button to send
your final choices to the
Benefits Department

| Done ’7‘ | |' Internet 4
A Employee-facing registry content - Microsoft Internet Explorer provided by St. Yincent H -0 x|
J Eile Edit Wiew Favorites Tools Help | -
J P Back v = < @ ﬁ ‘ @Search [FyFolders  [gFavorites |

JAQ]dT’eSS I@ http://psoftdey. strincent.org :82/psp/dev EMPLOYEE MHRMS,/C/W3EB_MENUMWIER_ENR_SELECT.GBL?Page=\W3EB_ENR_SELECTSAction=L j @60

|Links

Search:

[> Employee Self Sewice

PeopleSoft.

®

Benefits Enroliment

Submit Benefit Choices <é
John Doe

You have almost completed your enraliment. If you have no further changes, click Submit at the
hottorn of this page to finalize your benefit choices.

Click Cancel if you are not ready to submit your choices and wish to return 1o the

Enraliment Summary.

Da not submit your benefit choices until you have completed your enrallment. You may stare your
choices on each page and returm to the Enraliment Summary as mary times as you'd like up uritil yo
entoliment deadline. However, once you click Submityour benefit choices will be sentto the Besdfits
Department for processing.

Authorize Elections

By submitting your benefit choicgs4@U are autharizing St Wincent to take deductions fram your
paycheck to pay foryour bepeffeosts. You are also authorizing St Vincentto send necessary
personal informationtefour selected providers to initiate and support your coverage.

Subrit Click Submit to send your final choices to the Benefits Department.

Mew Window | Custornize Page | o5, =]

Review the Authorization
section and click the Submit
button again to finish

|

[ pane

’7‘ | |. Internet

aAE

HR Service Center: 317-338-8640 or 1-877-784-4772 or by email at HRx@stvincent.org
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