Life Event — Adoption Event

Begin the process at the
bgsu.edu home page.

Note: Please use Internet Explorer

What do | do? The purpose of this reference guide is to assist you in modifying your dependents on your benefits.
This document is set up according to the steps needed to be performed in order to complete a
PROCESS OVERVIEW Family Status Change.
1. Begin at the bgsu.edu home page
2. Click MyBGSU
3. Enter Username and Password
4. Navigate: Employees > Benefits Enroliment > Family Status Change/Life Event
5. Choose | Adopted or gained legal custody of a child (Adoption Life Event)
6. Enter Change Status and Date
7. Upload your Adoption Certificate
8. Wait for approval from the Benefits Department
9. Continue Later
10. Resume entering information for the Adoption Life Event
11. Verify Pay and Compensation
12. Enter Benefit Enrollments/Dependent Information
13. Complete the Adoption Life Event
SECTION |
NAVIGATION [

@@I@ http://www.bgsu.edu/ = ‘

Where do | go?

MyBGSU > Employees > Benefits Enrollment > Family Status Change > Life Event >
| Adopted or gained legal custody of a child

Step 1: Click MyBGSU

BGSU.

ACADEMICS ADMISSIONS  ABOUT ATHLETICS  ALUMNI  RESEARCH  STUDENTLIFE INTERNATIONAL ovem MALE  SEARCHD

7 <1
SCHEDULE NOW AV?.AB
=

LE!
Ea P

PAY BILLS MAPS & DIRECTIONS

Step 2: Enter USERNAME
and PASSWORD

Note: These will be your BGSU
network credentials.

Step 2a: Click Login

BOWLING GREEN STATE UNIVERSITY

BGSU.

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL MYBGSU EMAILSE SEARCHR

USERNAME PASSWORD

[ Fraicon] LOGIN
Forgatten Passwora | New Accou
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Life Even

Step 3: Click Employees

Welcome Employees

Purchasing
Libraries
Student Center

Canvas Email

Bookstore

Accenture Report

TO DO CHECKLIST HOLDS

You have notems inyour to-da list. You do not have any holds.

Bowiing Green State University | Bowling Gresn, OH 43403-0001 | Help | Fesdbac

Step 4: Under Benefits

Enroliment

e  Click Family Status MyBGSU.
Changel/Life Event

TOOLS
BGSU EMAIL
=
BURSAR BILL VIEW/PAY (SD || E E
BG1 CARD SERVICES
AYCH T & LAR EMEFIT.

ADVISING

Advizsemnent

Stusdant Degres dudit

Faculty Center IT SECURITY ACCESS FORMS

PAYROLL INFORMATION

e weal Report Lisrsny

W4 Tax Information
Diirect Depacit
W-2W- 2o Consent
Wi W-2W-2c Forme:

* FM 3 Wab Report Library Aooscs Form

Contect Digial 2arviosc

BEMEFITS ENROLLMENT

Famity Status Changes/Life Event:
Benefits Summary
Benefits Enrollment

TIME AND LAEOR EMPLOYEE

Iy Stucient Timashant fuisw ark)
Timesheet
Launch Pad
Web Clodk

TIME AND LABOR SUPERVISOR

Approves My Mondhhy Beporters
Approve My Biveekly Reporters
Approve My Student Hourly Reporters

MAMNAGER INFORMATION
Msrazer Dashbosrd

Time and Labor Dashboand
Mzrizze Delegation
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Life Event — Adoption Event

SECTION Il
ADOPTION LIFE EVENT Life Events

Step 1: Choose the | Adopted
or gained legal custody of a
child Life Event Select Your Event

Review the choices and select the appropriate Event. Then enter the date of
your event.

Employee
™) 1 had a Baby
[

() 1 Adopted or gained legal custody/guardianship of a child
() 1 got Married

@ | got Divorced

Other Life Events
(©) Change in Coverage - Employee, Spouse, Dependent
i) Death of a Dependent

Step 2: Enter in the Date of the Change Status Date X
Adoption Help
) Change Status Date
Step 3 : Click
You will be directed to the Enter the date of your status change, then selectthe OK button.
Welcome page of the Adoption The Life Event must be completed within 30 days of your
Life Event. qualifying event or you will not be eligible to change your Benefit

Elections until the next plan year.

Status Change Date

*Date Change Will Take Effect |g2/22/12015 £l

Ok | | Cancel
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ife Event — Adoption Event

SECTION Il
EFFECTIVE ADOPTION DATE
Step 1: The Welcome page will eBenefits 0«
appear.
Life Events S ov
The Activity Guide, (located on @ *Wel
the left side of the event) — will sleome
guide you through each step O *Adoption Date
that is needed in order to
complete the Adoption Life ‘- Document Upload
Event. v (O Payand Compensation
Navigational buttons: @ Genefit Enraliment
) Event Completion and Exit
3 .
The Mext button, located in
the right hand corner of the
page will also navigate you

through each step.

The Cancel button allows Adoption Life Event APreviols i‘ Ne)db| | Cancel ‘ | Continue Laterl

you to cancel the transaction at Help | Personalize Page | [
any time when clicked upon.
Nothing will be saved if this Welcome to the Adoption Event
button is pressed. Ereddie Falcon
i Thi dtime t derhow h d dent
The |_Continue Later |, o i v S it
a.”OWS yOU to |Ogout Of the event withhaldings and other important choices.
and save any information yOU This guide will take you through all the steps necessary to

ensure that your personal profile and benefits information is
updated to reflect this event in your life.

have already entered. You are
able to return at any point to
complete and submit your event
to the Benefits Department.

Step 2: Click e to begin Mext»
the Adoption Event
Step 3: Verify the Effective Adoption Life Event
Date the child was placed in
your home.
Adoption Date
. Submit . : .
Step 4: Click Selectthe Submit button to notify the Benefits department of this change.

Required Documentation: You are required to send legal documentation to the Benefits
Department showing the date your new dependent was placed in your home for adoption.
After the required documentation is received, the Benefits department will notify you when
your enrollmentis open. Then you can add your new dependent(s) to your benefit plans.
Date child was placed in your home |02/22/2015 |[H]

for adoption:
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Step 5: A Submit Confirmation
will show.

Also, you will notice that in the
Activity Guide when a step is
completed it will turn green.

Step 6: C|ICk .................. .-

eBenefits o «
Adoption Life Event
Life Events C o

Birth Date

@ *welcome Submit Confirmation

& * Adoption Date
' Document Upload ‘/ The Submit was successful.

v () Payand Compensation

) Benefit Enroliment

) Event Completion and Exit

Step 7: The Adoption Date
page appears and shows the
information that has been
submitted to the Benefits
Department.

Mextr

Step 8: Click

Adoption Life Event

Adoption Date

Select the Submit button to notify the Benefits department of this change.

Required Documentation: You are required to send legal documentation to the Benefits
Department showing the date your new dependent was placed in your home for adoption.
After the required documentation is received, the Benefits department will notify you when
your enrollment is open. Then you can add your new dependent(s) to your benefit plans.
Date child was placed in your home |E|2.-'22.-'2E|1E

for adoption:

SECTION IV
DOCUMENT UPLOAD

Step 1: The Document
Upload page allows for you to
attach your Adoption Certificate
and submit it to the Benefits
Department.

Note: You MUST have an Adoption
Certificate.

Adoption Life Event 4Previous

MNew

Life Events - Document Upload

Instructions

You are required to submit the document(s) listed below. Select the Add Attachment button, enter a description of your
document and upload the document.

¥ Life Event Documents

Adoption Cerificate

AddAttachment | | Add Note
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Life Even option Even

Step 2: Click on Adoption Life Event
| Add Attachment

Document Definition - New Attachment

nstructions

You have chosen to enter a new attachment.

¥ Selection Criteria

Description Adoption Certificate

*Subject |

Attachment
| Add Attachment h

Step 3: Enter a description of Adoption Life Event
the Adoption Certificate in the
Subject field.

e.g. Fredrick’s Adoption Document Definition - New Attachment

Certificate ¥ Instructions
Note: You MUST enter a You have chosen to enter a new attachment.
description. ¥ Selection Criteria

scription Adoption Certificate

*Subject |Fredrick's Adoption Certificate

Attachment
| Add Attachment

Step 4: Click Adoption Life Event

Document Definition - New Attachment
¥ Instructions
You have chosen to enter a new attachment.

¥ Selection Criteria

Description Adoption Certificate

*Subject |Fredrick’s Adoption Certificate

Attachment
| Add Atachment _

s
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Life Event — Adoption Event

Step 5: Click Browse to locate
your Adoption Certificate
document on your computer.

File Attachment

Help

| Upload || Cancel |

| Browse... I

Step 6: Once the Adoption
Certificate has been located,

Click on the button.

Note: If the wrong file is attached,

you may click and start

over with the Document Upload
Activity.

File Attachment

Help

CUsers\hkowals\Desktop\Fredrick’s Adoption Certificate

| Upload || Cancel |

 Hrowse_ 1

R

Step 7: Once you have
uploaded the Adoption
Certificate, you may now view
the attachment if you wish.

Ciick |_View Attachment |

IF

If you do not want to review the
attached document then

Adoption Life Event

Document Definition - New Attachment
¥ Instructions
You have chosen to enter a new attachment.

¥ Selection Criteria

Description Adoption Certificate

. *Subject |Fredrick’s Adoption Certificate
Click
Attachment Fredrick_s_Adoption_Certificate.docx
| View Attachment h
Save |
Step 8:  You will receive a

message stating the Benefits
Department must approve your
Adoption Certificate in order to
complete your Life Event.

Step 9: Click

Message

Approval is required by the Benefits Department. (3001,1094)

Proofis required for the attached document. This is the 1st step in the process. Once your document has been approved you will receive an email statin
Please press the "Confinue Later” button to save your information. An email notification has been sent to the Benefits Administrator requesting approval.

g you may begin step 2 to complete the online process.
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Life Event — Adoption Even

Step 10: (Optional) You may

Adoption Life Event APrevious | | Mext» | Cancel
Add a Note to your attachment
. R Mew Window | Help | Pe
if you would like.

Life Events - Document Upload
If so desired, click on the ¥ Instractions

ﬁdd Note You are required to submit the document(s) listed below. Select the Add Attachment button, enter a description of your

document and upload the document.

¥ Life Event Documents

If you do not want to add a Adoption Certificate
note, proceed to Step 14.

AddAttachment || Add Note
Attachments Personalize | Find | &2 | First ‘4 1 of 12 Last
Select Sequence Created Author Entry ID Subject Status
1 02/26/2015 12:24PW  Freddie Falcon  Adoption Certificate E’:ggg;z"dopﬁ‘m Needs Approval
SelectAll  Deselect All
e
Step 11: Enter a description of Adoption Life Event
the note in the Subject field.
e.g. Explanation of Fredrick’s Document Definition - New Note
Adoption Certificate ¥ Instructions
You have chosen to enter a new note.
¥ Selection Criteria
Description Adoption Certificate
I"Subject Explanation of Fredrick's Adoption Certificate I
*Note Text @

Step 12: Enter in note Adoption Life Event
information in the Note Text
field.

Document Definition - New Note

¥ Instructions

Step 13: Click You have chosen to enter a new note.

¥ Selection Criteria

Description Adoption Certificate

*Subject Explanation of Fredrick's Adoption Certificate

*Note Text This is a legal copy of the original Adoption Certificate. Please @
let me know if you have any concerns.

s
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Step 14: Review that your
attachment and your note (if
you added one) have a Status
of Needs Approval and
Submitted.

Step 15: You have now
completed the first portion of the
process.

Click Continue Later
To save your information.

You will be notified by email
when your documentation has
been approved by the Benefits
Department.

Adoption Life Event

Life Events - Document Upload

¥ Instructions

You are required to submit the document(s) listed below. Selectthe Add Attachment button, enter a description of your

document and upload the document.
¥ Life Event Documents

Adoption Certificate

AddAtachment | | Add Note

Attachments

Select Sequence Created Author

1 02/26/201512:24PW  Freddie Falcon
2 02/26/201512:24PW  Freddie Falcon
SelectAll  Deselect All
[Velete

4Previous Cancel ICominue Later II

Personalize | Find | - |

Entry ID

Adoption Certificate

Adoption Cerificate

New Window | Help | Personali =]

First' ' 1-20f2 '*' Last

Subject

Fredrick’s Adoption
Certificate

Explanation of
Fredrick’s Adoption)
Certificate

Status

Needs Approval

Submitted

Step 16: A message will
appear asking if you would like
to Continue Later.

to Save and

Continue Later
OR

Click if you need

to add additional information.

Message from webpage

Are you sure you want to exit and continue this Life Event later? Select
Cancel to go back, or OK to continue,

=X

| oK

I [ Cancel

SECTION V
APPROVAL FROM
BENEFITS DEPARTMENT

You have received an email
from the Benefits Department
stating that your Adoption
Certificate has been approved.

You may now proceed with the
second phase of the process.

Step 1: Navigate to the Self
Service Life Event page.

Follow Section 1:
Steps 1-4

MyBGSU > Employees >
Benefits Enroliment > Family
Status Change > Life Event

Life Events

Select Your Event

your event.

Employee
© I had a Baby

@ 1 got Married
2 | got Divorced
Other Life Events

(©) Death of a Dependent

Continue my Life Event

Review the choices and selectthe appropriate Event. Then enter the date of

@ | Adopted or gained legal custody/guardianship of a child ...{(event in progress)

) Change in Coverage - Employee, Spouse, Dependent

4/9/15
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Life Event — Adoption Event

Step 2: Click
| continue my Life Event

| Life Events

Note: The Adoption Event states

that the Event is in Progress. Select Your Event
You will now be directed back to Review the choices and selectthe appropriate Event. Then enter the date of
the Life Event your event,
Employee
@ I had a Baby

@ | Adopted or gained legal custody/guardianship of a child ...{event in progress)
) 1 got Married
{©) 1 got Divorced

Other Life Events
©) Change in Coverage - Employee, Spouse, Dependent

{©) Death of a Dependent

| Continue myLife Event |

The Document Upload page AdopicallelEvent <Previous | | Cancel
appears. You will notice that New | Help | Per
the Status has now changed for
the Adoption Certificate. It has
been approved_ ¥ Instructions

You are required to submit the document(s) listed below. Selectthe Add Attachment button, enter a description of your
document and upload the document.

Life Events - Document Upload

Step 3: Click D to begin ¥ Life Event Documents

Phase 2 of the Live Event.

Adoption Certificate

Add Attachment | | Add Note
Attachments Personalize | Find | 2 First 4/ 1-2 of 2 () Last
Select Sequence Created Author Entry ID Subject Status
) " . Fredrick's Adoption
® 1 02/26/2015 12:24PM  Freddie Falcon Adoption Certificate Certificate Approved
Explanation of
2 02/26/2015 12:24PM  Freddie Falcon  Adoption Certificate Fredrick's Adoption  Submitted

Certificate
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SECTION VI
PAY AND COMPENSATION

Due to your recent Adoption,
you are eligible to make
changes to your W-4 Tax
Information.

Step 1: Click on the Pay and
Compensation link

Step 2: Click on the W-4 Tax
Information link

e Review the Total number
of Allowances you are
claiming

e Make changes to the W-4

Tax Data if needed

e  Certify the withholding
year

o okl =]

Note: If no changes are needed,
you still must click Submit

Adoption Life Event

W-4 Tax Information

Freddie Falcon
Bowling Gresn State Universiy

EBoolal Beourtly Numbser O0CIO0IE4

Yiou FIs cormplete Form 'Wed 50 The Payroll Deparment can calculate The comect amount of S 2o wishiold from your pay. Federal Income xS
winineid from your wages based on markal satus and The numiser of allowances clalmed on Tils Sorm. You may also spechy Tt an addiional dollar
amou: b withineid. You can file & new Form Wod amyTime your e shuation changes and you chodse 10 hawe mone, of less, tax withineid

Whether you ane entitiad %o clalm & oortain mamiber of allowanoss of examption from wihholding IS sunject to review by The IRS. Your emmploper may
Ipe required o send & cogy of This form o e RS

Home Address

110 McFall Camter

Bowiling Green Stane Unkarsky
Ecwiing Gresn OH 43405
Walling Address

110 Mctall Carfar

Bowling Gresn State Universiy
Ecwiing Gresn OH 43405

-4 Tax Data
Enar tofal numibsr of Allowsnoss jou are clsiming [ 5|
Ender Addiional Amound, I sy, pou wand wiihbeld from ssoh papohesok
Indicade Marial #afus & Eangls 02 Married

nmmmmwmﬂstmrmmmdmr&
Meods: I marrisd, bad legally saparsisd, or spouss Is & nonreskdend sllan, sedeod

" gingle” siafus.

nmmmtmrhﬂmmrsmu SPOWR OGN poUr Soedal saourBy osrd.
You must oall 1-S00-772-1213 for & new oand.

Claim Exesmpiion
| olaim sxsmpiion from witholding for the year [ Z015] and | osristy that | mest
[E0TH of ihe following condiions for sxsmpdion

1. Lt year | & Fight 0 & refund of ALL Federal Income tax withiheld
pecaums | had MO S lanliEy

2. Thils pesar | epect & refund of ALL Federal Income tax withineid
pecaums | expact 10 have NO 2 bl

] iz s box I pou messd bodh condiions fo olalm szsmpt status

Under panaities of parjury, | declans Tt | have sxamined Tis cartificans and 20 e bast of
Inowilenige and baliad, | Is Tus, comect, and complate

4/9/15
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Life Event — Adoption Event

Step 3: Verify Identity
Help
e  Enter your network

Password Verify Identity

. ) A To protect your privacy, werify your identity by typing your password. |f you are not this user, click Sign Out.
e  This will verify that you

have made the changes to User ID: FRECTIE
your W-4 Tax Information SR — _

Continue

e Click

Step 4: Submit Confirmation . .
will appear Adoption Life Event

Step 5: Click

Submit Confirmation

. [ ext ¥ “
Step 6: Click | . The Submitwas successful.
However, due to timing, your change may not be reflected on the next paycheck.
eBenefits o o«
SECTION VI Adoption Life Event
Life Events < -
BENEFIT ENROLLMENT
@ " Wetcome Benefit Enrcliment
The Benefit Enrollment section @ = Adoption Date
. Click on the Start my Enroliment button and update your benefit selections based on your
will allcaw you to add your new @ Document Upload new life svent.
Dependent to your existin
p y g ~ & Payand Compensation Moving from page to page you may encounter 2 brief delay.

benefit elections.
@ W4 Tax Information

Step 1: Click ) Benefit Enroliment
Start My Enrollment O Event Completion and Exit
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Life Even

Adoption Life Event

Step 2: Click
To begin your enrollment

Benefits Enrollment
Freddie Falcon

Your recent family status change event allows you to modify your current benefit choices. You will
have 30 days from the event date below to update your benefits enrollment and submit your new
choices

For each newly added dependent, you will be required to provide the birthdate and Social Security
number, especially for your spouse. Before you continue, please make sure that you have this
information available. You will be required to provide birth certificates andior marriage cerificate as
proof of dependency to the Office of Human Resources within 30 days of the event date noted below.
If you are electing to waive medical/dental coverage as a result of this family status change, you must
provide proof of other coverage within 30 days of the event date noted below.

Please refer to the Office of Human Resources website for more information.

The Enrollment Summary will display which benefit options are open for edits. All of your benefits
changes will be effective the date of the family status change event.

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 enrollment elections. To
begin your enrollment process, click Select.

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

Open Benefit Events

Event Description Event Date Event Status Job Title
Marital Status Change o 02/15/2015 Closed Director
Birth/Adoption o 02422/2015  Open Director

Once you click Select, it will take a few seconds for your benefits enrollment information to load.
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Step 3: Current Benefit Adaption Lie Euert
enrollment appears

e Review your current Benets Enroliment
benefit enroliments Birth/Adoption
Freddie Falcon
e Add your new N 38 a1 e e S, e 5 IS Fouk DATAES el S e sous e Stvoes. The

Enroliment Summary willl display which benefl opfions are open fior ediis. All of your benedll changes

dependent(s. to your Wil D afiaoTips the gans Of T Sl SIEUS Change st
plans Click III Imporisnt: Vour snroliment will nod be oomplets unttl you Subemill your ohcioss 1o e Banstls

Dmpariment af e snd of the snrolimend prosess.

Errolimeant Summary

e  The plan will open with
your new options

Medioad Eisdone Tax Adier Tax

Curent: Medical Plan ASEmpl-Spous
P Megikzal Plan ASEmp-Sp0us T34

Demial Beiore Tax Afer Tax
Samer DemalEmpSpius

Bl DentabiEmpil+Spous 1272

Wiskon Emtone Tax A Tax

Cument VislonEmpl + 4
B Wislon:Emal = 1 1582
Ll and Al amd I Eeone Tax Afer Tax

Cument Samic Lt 1.5 X Sailary

L Bamic L 1.5 X Salary - §125,000 ooa

‘Supplemansl Lt Setons Tax Ader Tax

Crant: Wbz

Bl Walez

Depandsnt Lits Satore Tax Afar Tax
Cament: Walee

M Wil

Long-Term Disabiliy Betore Tax Afer Tax

Cumant LTD: 5000066 of Salary
Bl LTD: S0U00RS of Sailary ool

Flex Spending Healin - L2 Setons Tax Ader Tax

Curent Mo Coverage
Bl A Cowerage
Flex Epanding Depsndent Cars Bedore Tax Afer T

Cument o Cowerage
MW RO Coversge

Healih Eavings Aocount Beiore Tax Alter Tax

Cumare No Cousrage
P Mo Coverage

Refirsment Plans Betore Tax Afer Tax

Cument: ARP OFERS Natlorwide
B ARP QPERS Matiormwin:

Thils taiole Summanizes esfimaded pay pariod COS S0F YOUN N2w DENSTE Choloes.

SlacTon Summary

Uout Sorrermary ot Sercre | ax L 3t

Cos E =50 1532

Vour Casts 15 28808 1652
o — | | [y r—

Ciick Bubmill 30 sand your final choloss 50 $he Senefis Depariment

O Click 2 | Hawe Ho Change s umon I jou Sne MEgDy with Four Dricr 2I2Sons Snd 00 Mot wWarm 20
miake any changes.

Imipariand: Your snroliment will nof be compiste untll jou Submit pour oholoss fo the Banafits
ﬂ Deparinent at the =nd of the sarolimend procsss.
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Step 4: Add/Update
Dependents

e Dependents that are
currently covered will
appear with a check mark
in the Enroll box.

e At the bottom of the Plan
Fage, click
Add/Review Dependents
Step 5: The Add/Review

Dependent/Beneficiary page
will appear

e You may edit your
Dependent/Beneficiary
information if needed.

Required Documents

Ifyou are adding eligible dependents for the first time, all of the documents that you may be
required to complete are available below. You will also be required to provide proof of
dependency such as birth certificate or adoption finalization papers or marriage cerificate.

Older Adult Child Cerification 26-28 years of age
Other Insurance Information Cerification

Primary Coverage Cerification
Same-Sex Domestic partner Affidavit

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

Dependent Beneficiary

Enroll Hame Relationship
Freida Falcon Spouse

Add/Review Dependents _

Step 6: Click
|| Add/Review Dependents I

To add the new baby to your
benefits.

Adoption Life Event

+Previous | | cancel | | cq

Add/Review Dependent/Beneficiary
Freddie Falcon

The people listed may be eligible for Benefit Coverage. Select a name to view or modify personal information. To add a
dependent or beneficiary, select the ‘Add a dependent or beneficiary pushbutton

Dependent Information

Relationship to Marital Marital Status

Name Employee Date of Birth Status Date Student Disabled Dependent
Freida Faicor Spouse 02125/1966  Married 02M15/2015 No No Yes
Mable Flowers Child 04/24/1994  Single Yes No No

Add a dependent or beneficiary _

Return to Event Selection

Beneficiary

Yes

Yes

4/9/15
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Step 7:
Dependent/Beneficiary
Personal Information

e Enter Personal Information

e  Status Information

e Address and Telephone

. click|_sae_|

Note: Any field that has an * isa
required field. Data MUST be
entered.

Adoption Life Event

Dependent/Beneficiary Personal Information

Freddie Falcon
Select Save once you have sdded your Dependent/Beneficiany’s personal information. This
information will go into effect as of Feb 22, 2015,

Personal Information
*First Name Fradrick

Middle Hame
*Last Mame |Faloon
Mame Prefix @,
Mame Suffix @,
Date of Birth JZZZ2015 &)
*Gender Male -
5 {Social Security Mumbar)
*Relationship to Employee Child -
Stetus Information
“Marital Status J sl @
Student Mo - As of iy
Disabled Mo - As of iy
Smoker MNon Smoker - As of iy

Address and Telephone

Same Address as Employee

Country United States

Address 110 McFall Center
Bowling Green State University
Bowling Green, OH 434032
Wood

[ 5ame Phone as Employee
Phone

Save

Step 8: Personal Information
Save Confirmation

You will receive a Save
Confirmation once your new
dependent information has
been saved.

Click

Adoption Life Event

Personal Information

Save Confirmation

“ The Save was successful.

4/9/15
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Step 9: Add/Review Adoption Life Event 4Previous | | Nextr | Cancel | @
Dependent/Beneficiary page
will appear

Add/Review Dependent/Beneficiary
Your new dependent will now
show on your summary page.

Freddie Falcon

The people listed may be eligible for Benefit Coverage. Select a name to view or modify personal information. To add a
dependent or beneficiary, select the "Add a dependent or beneficiary’ pushbutton.

. Mext» Dependent Information
Click

Relationship to Marital Marital Status

Hame Employee Date of Birth Gt Date Student Disabled Dependent Beneficiary
Spouse 02/25M1966  Married 0211512015 No MNo Yes ¥es
Mable Flowers Child 04i24/1994  Single Yes No Mo Yes
| Fredrick Falcon Child 02/22/2015  Single No NO Yes ves |

| Add a dependent or beneficiary

Return to Event Selection

Step 10: Enroll new _
dependent into your benefit Required Documents

elections . - .
If you are adding eligible dependents for the first time, all of the documents that you may be

required to complete are available below. You will also be required to provide proof of

1. Place a checkbox in the dependency such as birth cerificate or adoption finalization papers or marriage cerificate.

Enroll box to add this
dependent to the benefit

plan Older Adult Child Cedification 26-28 years of age

Other Insurance Information Cerification
Primary Coverage Cerification
Same-Sex Domestic partner Affidavit

2. You will need to do this for
each plan you would like

to add your dependents You may enroll any of the following individuals for coverage under this plan by checking the
too. Enroll box next to the dependents name.
Step 9: Clickm Dependent Beneficiary
Enroll Hame Relationship
Freida Falcon Spouse
Frederick Falcon Child
| AddiReview Dependents |
I Continue | | Cancel
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Step 11: Review new elections
for plan

1. Verify your new coverage
choices

2. Your new Cost will show
per pay period

3. Covered Dependents for
this plan only

Once you have reviewed your
new information for this plan

click o]

Adoption Life Event

Benefitz Enrollment

Medical
Freddie Falcon

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

Your Choice

“fou have chosen Medical Plan A with Employee+Family coverage.

In order for Medical Muteal to apphy appropriate benefits to treatment and services provided to
me and or my dependent, | consent to any medical professional, clinic, or other medical or
medicalhy related facility, government agency or other provider of care to provide Medical
Murtual information incleding copies of medical records {if needed) conceming care of
treatment, information relating to mental illness or use of drugs or alcohol. | undarstand that
this health care coverage | am enrclling in contains coordination of benefits, workers”

compensation and subrogation provisions and | acknowledge Medical Mutual's right on behalf of
BGEU to enforce these provisions.

“our Estimated per-pay-period Cost

Your Cost £318.37

Your Covered Dependents

Frimary Care Provider Detaiks

Nam& Ratationship

Freida Falcon Spouse

Frederick Falcon Child
Motes

Once submitted, this choice will take effect on 02/22:2015. Deductions for this choice, if
applicable, will start with the pay pered which incledes 02/22/2015.

Ok Cancel
Click DK o share your
Cillck Editt 8o go bock 2nd crenge s
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Life Event — Adoption Even

Step
page

12: Benéefit Enroliment

You will be returned to the
Benefit Enrollment page where
you will see the change that
was made to the plan you just
changed.

Add new dependent (s) to
other plans.

Adoption Life Event

Benefits Enrolment
Birth/Adoption
Freddie Falcon

our recent famihy status change event allows you to medify your cument bensfit choices. You
will have 30 days from the event date to update your bensfits enroliment and submit your new
choices. The Enrclimant Summany will displsy which bensfit options are open for edits. All of your

bensfit changes will be effective the date of the family status change event.

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

Enroliment Summany

¢ Repeat Steps 9-12 until

Medical Before Tax After Tax

you have completed

B Current: Medical Plan A:EmphSpous

addlng the dependent to Nesw: Medical Plan A:Emp+Famil 31827

your current elections. - S P ot
Current: Dental: EmphSpous
Mew: Dental: Emph-Spous 12.72
Vision Befors Tax After Tax El
Current: Vision:Empl + 1
Neswr: Vision:Empl + 1 15.82
Life and AD and D Before Tax After Tax
Current: Basic Life: 1.5 X Salany
Neswr: Basic Life: 1.5 X Salany : $125,000 0.00
Supplemental Life Before Tax After Tax
Current: Waive
Nesw: Waive
Dependent Life Before Tax After Tax El
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Life Event — Adoption Even

Step 12: Click
at the bottom

of the Benefit Enrollment page
after you have added your
dependent to your plans.

Aghoprtion L Bpsrr

Bemedis Enrcliment

Birth/Adoption
Fredle Faloon
*our necent Nerily stebuy change svent slows you b medly your cument benelE choices. o will s 30
cwym from the event cabe b upcste jour beneliy srcimaent e subm your nes choioes. The Rrrsimant:
Corrrrery il doupiwy which baralE pbie wre o Do edie A5 ymor benel cheges o b eTesn
e caw o e Tty Ty changs e
Imperfunt: Tour ssreimesd yoll =of be oo lete el peau sk pour st b S
S T st ok T et d oF The wercmeet Sroon

Errsimant. Surrrar;

Wl Taiore Tz A Tax

Curert. Maical Tan A Smg Spaa

M Wl Pias Aot ey 1A

- Zaern T e T
Cure Dertat g Spoa

Maw  Cerist S Spoa an

— Zare T -
Curraré: WeerSrrgi & 0

Maw  YmonEmg s 0 mn

Lo wncd B ek ) Safors Tae Afiar Tz

Curent Zaic e '3 X Saiwry

M GEmc e 183 Swary o 122000 wm
Seppiemens Low Afiar Tz

Curet. ‘Wara
P W

Depancens Lew A Tes

Curert Warm
P wa

Lomg-l e Dby A T

Current LTTE: B107% of Ssimry
P LTI 80.07% of Saimry oam

Fime Spandeng HeEs - LS Afiar Tz

Curere. Pz Coverage
Maw Mo Covesge

imx Spandeng Deendend Caw A Tz

Curert Pz Coverage
M Pz Coveage

Mt Zwesnga Aooount Al T

Currari: Mo Coverage
P P Coversge

wtrmriet e Al T

CuTet. ARF OFRAS MRS
P ARF OOSAS Maborcs

T e BTITEONE ST Dy ANCX IR (O T M e chooss.

Slnctin Summan;

S e Surereany Tordl  BadorsTax Adtoar Taee
Costs =T nvm an
Veowr Couts EL Tl HLE mn

Dok Skt bz send your finel chooss 2 the Sene/its Depe—rtmant.

mporient: Tour seriimess yoll acf be
[ i Jphes St

complete wmid you Submel your chosom io S
% i S wed o S merciiTens Erocm.

Step 13: Message
Once Submitted, you will

receive a message stating you
are not finished yet

Click

Message

Reminder (20000.433)

Remingar- You are not process page. You must e or your enrolimant will not

HumEn Resuness
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Life Event — Adoption Event

Step 14: Authorize
Elections/Benefit Enrollment

page
The Benefit Enrollment page

returns with a section for
Authorizing Elections

e Check off the Employee
Agreement box

. CIiCk

Authorize Elections

By submitting my benefit choices | am cerifying that the information is true and correct to the best of my
knowledge and understand that any misstatement constitutes fraud and may resultin termination of
my benefits and may subject me to legal action by BGSU and its authorized vendors. | also understand
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 BGSLU within 30 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)

L£MPLOYEE AGREEMEMNT: | understand that | must complete the required documents

and submit them by the deadline in order to have coverage
as defined by the plan.

Submit | | Cancel

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

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

Step 15: Submit

. . eBenefits [-

Confirmation Adoption Life Event
Life Events Z ovw

After submitting your new © *welcome .

X . . Benefits Enroliment
benefit elections, you will © - Adoption Date Submit Confirmati

. . . . upmi onftrmaton
receive a Submit Confirmation. @ Document Upload
Freddie Falcon
DK @ Payand Compensation 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 Enroliment page.
Cl IC k © Beneft Enroliment To return to the Benefits Enrollment page to print your confirmation statement, click OK.
O EventCompletion and Exit —
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Life Event — Adoption Event

Step 16: Open Benefit Events

Adoption Life Event 4Previcus -| Cancel | | Continue Later |

New Window | Help | Personalize Page | [

The Open Benefits Event page
will now indicate that your
Adoption Life Event has been
Smeitted to the Beneﬁts “four recent family ststus change event allows you to maedify your cument benefit choices. You will have

Department. 30 days from the event date below to update your benefits enrellment and submit your new cheices

Benefits Enroliment
Freddie Falcon

For esch newly sdded dependent, you will be required to provide the birthdste and Social Security
number, especially for your spouse. Before you continue, plesse make sure that you have this

information available. You will be required to provide birth certificates and/or mamiage certificate as
Mext » proof of dependency to the Office of Human Resources within 20 days of the event dste noted below. If
Click you are electing to waive medicel/dental coverage es a result of this family status change. you must

provide proof of other coverage within 30 days of the svent date noted below,

Plesse refer to the Dffice of Human Resources website for more information

The Enroliment Summary will display which benefit options are open for edits. All of your benefits
changes will be effective the date of the family status change event.

The blue Information icon below provides you with ion about your

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

NOTE: Some events may be temporarily closed until you have completed enroliment for & prior svent

Open Benefit Events

Event Description Event Date  Event Status Job Title

Birth/Adoption

Dnee you dick Select, it will take 3 few seconds for your benefits enroliment information to load

SECTION VIl eBenefits o «

Adoption Life Event
EVENT COMPLETION AND EXIT Life Events c (ov

@ *Welcome

Congratulations! You have Event Completion and Exit
completed your Adoption Life @ * adoption Date
Event. Congratulations!

@ Document Upload

You have completed your Adoption Life Event
. Complete v @ Payand Compensation

Click P to end the Here is a list of things to keep in mind now that you have a new
event @ Benefit Enroliment child:

) Event Completion and Exit Contact Human Resources when you recieve your child’s social

security number to send to the insurance company(s).

Click the Complete button to end this event.
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