BGSU,

Bowling Groen State University Web-based Enrollment Instructions

Step1: Review Your Options

Carefully review your benefits and choices for the current plan year. You have decisions to make as
you customize your benefits for the needs of you and your family. You have 31 calendar days from
your date of hire or upon becoming newly eligible to complete your benefits enroliment.

Step 2: Log in To Enroll

When you are ready to make your choices i but before the 31 calendar day deadline, log in to
MyBGSU www.bgsu.edu and enroll in the benefits you have available to you. This website is available
24 hours a day, seven days a week from any computer. If you do not have access to a computer,
kiosks are available across campus, and computers are available in the BGSU computer labs.
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Enter your USERNAME and PASSWORD and click LOG-IN.

MyBGSU.  BGSUemail  search

BGS U- ACADEMICS ADMISSIONS THE ARTS ATHLETICS LIBRARIES A-Z LINKS
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f BGSU USERNAME: | Enter USERNAME PASSWORD: | Enter PASSWORD

Paper bills are no longer printed and mailed. Instead an email notification will be sent to
the student's BGSU email address informing them their electronic statement or eBill is
available to view online. Please view your account when you receive your notification to

make sure you do not have a balance due. Then Click
Here

Paperless online billing
Quick links
» Change Password
#»  Self Help
#» Feedback

Don't forget ...

For security reasons, please logout and close your web browser when you have completed accessing MyBGSU.

g Green State University wiling Green, OH 43403-0001 | Contact Us | Gampus Map | Acoessibility Policy

If you receive this message, click Yes.

Security Information

This page contains both secure and nonsecure
items.

Do you wart to display the nonsecure tems?
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On the left hand side, under My Services, click Benefits Enrolilment then Benefits Enroliment under
that.
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Employee Self-Service
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mely to avoid late fees and registration restrictions
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Home Help Logout

‘Community QuickLinks MyBGSU

My Announcements

Mo system announcements have been posted
in the last 7 days.

Mo course announcements have been posted
in the last 7 days.

Download Blackboard Backpack @ @ €

My Calendar (— i)

Mo calendar events have been posted in the
last 7 days.

more. ...

Mo tasks due.

Quick Tutorials Catalog

Learn more about the Blackboard
Academic Suite throuah short clips that

BG1 Card

Scholar

eMarketplace

| Modify Content | | Modify Lg

My Blackboard Courses

Courses in which you are enrolled:
4 Academic Structure Flynn Test
R Sample BG100 Training Flynn

My Organizations —

You are not currently participating in any
organizations.

Quick Tutorials —

Quick Tutorials Library

Welcome to the Quick Tutorial Library! We"
updated our Quick Tutorial Library to make
easier to find the feature overviews that you’
looking for. To learn more about Blackboard
Learn or the Blackboard Academic Suite
through short clips that demonstrate new ke
features and functionality, please reference
collection below.

These tuterials are organized by version,
capability and feature.
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Step 3: Make Your Elections

The instructions on the Benefits Enroliment pages will guide you through the enrollment process.

e SU Home | WWorklist l.1u|tiChanneICcn5cIe| PerfcrmanceTrace| Add to Fa'.fcr'rtes| Sign out

New Window | Help | Customize Fage | o5,

Benefits Enroliment
Freda Falcon

After your initial enrollment as a newly eligible employee, the anly time you may change your benefit
choices is during open enrcllment in the fall or upon a qualified family status change. Please refer to
the Office of Human Resources website for more information click here.

You will be required to provide the hirthdate and Social Security number for each covered member of
your family, especially your spouse. Before you continue, please make sure that you have this
information available. You will be required to provide birth certificates and/or marriage certificate
as proof of dependency to the Office of Human Resources within 31 days of the event date noted
below.

The klue Information icon below provides you with additional information about your enrollment.

The yellow Select button nextto an event means itis currently open for you to make enrcllment
elections. To begin your enrollment process, click Select.

NOTE: Some events may be temporarily closed until you have completed enrallment for a prior event.

Open Benefit Events

Click the Select button to
accezs your Enrollment
Summary

Event Description Event Date Event Status Job Title
Hire © o0w2010 open Executive Director  Select

Once you click Select, it will take a few seconds for your benefits enroliment information to load.
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Once you elect your coverage for each of the benefits, you will be able to view the Before Tax and After Tax
benefit costs for the benefits elected.

Home

Benefits Enroliment

Hire

Freda Falcon

As a new hire you must enroll in your elective benefits within 31 days from your date of hire. If you do
not enroll it will resultin no coverage for yourself and any eligible dependents. The next opportunity for
enroliment choices will be during Open Enroliment in the fall or upon a qualified family status change.

Click the yellow Edit button by each plan type under Enroliment Summary to make your enrallment
choices.

Important: Your enrollment will not be complete until you Submit your choices to the
Benefits Department at the end of the enrollment process.

Enroliment Summary

Mew:
Edit

Current. Mo Coverage

Mew:
Edit

Current. Mo Coverage

Before Tax After Tax

Waive

Dental Click the edit button to make your

Before Tax After Tax
choice for each benefit option

Waive

Vision Before Tax After Tax

Worklist

Add to Favorite

Mew Window | Help | Customize Pa
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Step 4: Enroll Your Dependents

Donét forget t o endents [AlSocialoSecurity aymber is required for your spouse and is
desired for your other dependents. Birthdates are required for all of your dependents. If you forget to
enter a birth date for your dependent, you will not be able to include them for health care coverage
through self service. Any data corrections to your dependents will require that you call the Office of
Human Resources at 419/372-2112 or 419/372-2114. You will be required to provide proof of
dependency to the Office of Human Resources within 31 days of the coverage date.

Please complete each of the fields highlighted in yellow then click the Save button.

Dependent/Beneficiary Personal Information

Freida Falcon

Click Save once you have added your DependentBeneficiary’s personal information. This
infarmation will go into effect as of Oct 25, 2011.

Personal Information

*First Name: ”

Middle Name: |

*Last Name: |

Name Prefix: ’|_Q>

Name Suffix: @

*Gender:

Date of Birth: e

SSHN: | (Social Security Mumber)

*Relationship to Employee: | 124

Status Information

*Marital Status: | Single "| As of: 2]
Student: As of: ]
Disabled: As of: ]
Smoker: As of: 2]

Address and Telephone

Same Address as Employee

Country: United States

Address: 1851 Morth Research Drive
Bowling Green, OH 43402
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= SU Home | Worklist I.1urtiChanneICcn5cle| Performance Trace | _Add te Favorites | _Sign o

Mew Windaw | Help | Custorize Page | .5,

Enroliment Dependent/Beneficiary Summary

Click the DependentBeneficiary's name if you would like to review
personal information.

Add a dependent or beneficiary

Spouse Falcon

Relationship to Employee: Spouse Date of Birth: 03/15/1959
Dependent Beneficiary Type:  Both

Marital Status: Married

Student: Mo

Disabled: Mo

Son Falcon

Relationship to Employee: Son Date of Birth: 06/19/1990
Dependent Beneficiary Type:  Both

Marital Status: Single

Student: Yes

Disabled: Mo

Daughter Falcon

Relationship to Employee: Daughter Date of Birth: 09/22/1995
Dependent Beneficiary Type:  Both

Marital Status: Single
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Step 5: Submit your Benefit Choices

When you have finished, the Benefits Enrollment system will summarize your elections and your

costs. If everything is correct, click Submit button to access the Submit Benefit Choices page and

finalize your benefit choices.

HEL
S U Home | Worklist [ MultiChannel Console | Performance Trace | _Add to Favorites

3
Edit | Vision Before Tax  After Tax

Current. Mo Coverage
New: Waive

Edit | Life and ADand D Before Tax  After Tax
Current. Plan B: $50,000
New: Plan B: §50,000 0.00
Edit Supplemental Life Before Tax After Tax

Current. Mo Coverage
Mew: Waive

Edit Dependent Life Before Tax  After Tax
Current. Mo Coverage
Mew: Dependent Life: $10,000 235
Edit Flex Spending Health - U.S. Before Tax

Current. Mo Coverage
Mew: Health Care Spending Account: $360.00 40.00
Edit | Flex Spending Dependent Care Before Tax

Current. Mo Coverage
New: Waive 0.00

This table summarizes estimated pay period costs for your new benefit choices.

Before Tax After Tax Total
Your Costs 245,00 2.35 247.35

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

PRINT THIS PAGE FOR YOUR RECORDS BEFORE SUBMITTING.

Important: Your enrollment will not be complete until you Submit your choices to the
Benefits Department at the end of the enrollment process.

Sign o
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Step 6: Finalize and Process Your Benefit Choices

Make certain to read through the Submit Benefit Choices page carefully. If need be you can return
to the Enrolilment Summary page to review your choices at any time up until the enroliment deadline.
When you are satisfied with your choices, please click the Submit button to finalize and process your
choices. Once done, your enrollment will not be finalized until the next business day.

Note: Once your enrollment is processed you may not be able to make any further benefit changes
until the next Open Enrollment period in the fall or if you have a qualified family status change.

SU Home | Workist | Multichannel Console | Performance Trace | _Add to Faverites | Sign o

New Window | Help | Customize Page | neh

E»

Benefits Enrollment

Submit Benefit Choices
Freda Falcon

You have almost completed your enrollment. If you have no further changes, please read the contents
of this page. After reading Aurhorize Elections, click Submit at the bottom of this page to finalize your
henefit choices.

Cancel Click Cancel if you are not ready to submit your choices and wish to return to the
Enroliment Summary.

Do not submit your benefit choices until you have completed your enrollment. You may store your
choices on each page and return to the Enrollment Summary as many times as you'd like up until your
enrollment deadline. However, once you click Submit your benefit choices will be sentto the Benefits
Department for processing.

Once your enrollment is precessed, you may not be able to make any further benefit changes until the
next Open Enroliment period in the fall or if you have a qualified family status change

As a reminder, if you wish to cover any of your dependents turning age 20 through 24, you must
complete a Full-Time Student Status Form. You must complete the Primary Coverage Spouse Form if
you choose to cover your spouse as primary under the BGSU Health Care Plan. Copies of birth
certificates andlor marriage certificates, the Full-time Student Status Form and the Primary Coverage
Spouse Form must be turmed into the Office of Human Resources within 31 days of the event date.
Failure to complete and return the appropriate documents could result in loss of coverage for your
spouse andior your dependents. Click on the appropriate link below to complete, print and return to
Office of Human Resources, 100 College Park, Bowling Green, OH 43403

Primary Spouse Coverage Form

Full-Time Student Status Form

You are also required to complete the Beneficiary Designation Form for life insurance. This form must
be turned into the Office of Human Resources with 31 days of the event date. Clink on the link below to
complete, print and return the form to Office of Human Resources, 100 College Park, Bowling Green,
OH 43403,

Beneficiary Form

Authorize Elections

By submitting my benefit choices | am certifying that the information is true and correctto the best of
my knowledge and understand that any misstaternent constitutes fraud and may result in termination
of my benefits and may subject me to legal action by BGSU and its authorized vendors. | also under
that any monies received from any authorized BGSU vendor for which | am not entitled will require full
reimbursement to the appropriate plan. | also understand that | must notify BGSU with 31 days of
occurrence of any changes in status.

Warning: Any person who, with intent to defraud or knowing that he is facilitating a fraud against an
insurer, submits an application or files a claim containing a false or deceptive statement is guilty of
insurance fraud. (Chio Revised Code Section 3999 21)

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

Cancel | Click Cancel if you are not ready to submit your choices and wish to return to the
Enrollment Summary.
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Benefits Enrollment

Submit Confirmation

Freida Falcon

Your benefit choices have been successfully submitted to the Benefits Department.
You will be able to print a confirmation statement once you return to the Benefits Enrollment page.

To return to the Benefits Enrollment page to print your confirmation statement, click OK.

~ T
oK i Click DK_,_,)

e -

Step 7: Confirmation Statement

A preliminary confirmation statement is available for printing immediately after you have

submitted your elections. A final confirmat

ion is available the next business day after the

Benefits Department has processed the enrollments . Confirmation statements will be available

for 60 days from the date of becoming newly eligible for benefits.

A confirmation statement will

not be sentto you. Youmay also navigate to MyBGSU Benefits Enrollments and view your
Benefits Summary on line. Changes are not permitted once your elections have been

processed

Benefits Enroliment
Freida Falcon

After your initial enrollment as a newly eligible employee, the only time you may change your benefit
choices is during open enrollment in the fall or upon a qualified family status change. Please refer to
the Office of Human Resources website for more information click here.

You will be required to provide the birthdate and Social Security number for each covered member of
your family, especially your spouse. Before you continue, please make sure that you have this
information available. You will be required to provide birth certificates and/or marriage certificate
as proof of dependency to the Office of Human Resources within 31 days of the event date noted
below.

The blue Information icon below provides you with additional information about your enroliment.

The Select button next to an event means it is currently open for you to make enroliment elections. To
begin your enrollment process, click Select.

NOTE: Some events may be temporarily closed until you have completed enrollment far a prior event.

Event Description Event Date Event Status Job Title
Hire o 10/25/2011 | Submitted Assistant Director Select

L.Elr-iew Window @Help |_./ Customize A

o -

-
/ Print your ™
confirmation }
> statemen‘t/
T —
%/

Frint Confirmation?
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