Life Event — Birth Event

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
PROCESS OVERVIEW complete a Family Status Change.
1. Begin at the bgsu.edu home page
Click MyBGSU

3. Enter Username and Password

4. Navigate: Employees > Benefits Enroliment > Family Status Change/Life Event
5. Choose | had had a Baby (Birth Life Event)

6. Enter Change Status and Date

7. Upload your Birth Certificate

8. Wait for approval from the Benefits Department

9. Continue Later

10. Resume entering information for the Birth Life Event
11. Verify Pay and Compensation

12. Enter Benefit Enrollments/Dependent Information
13. Complete the Birth Life Event

SECTION |
NAVIGATION

Begin the process at the _
bgsu.edu home page. <§:I @ & hitp://www.bgsu.edu/ o~ ‘

Note Please use Internet Explore|

MyBGSU > Employees > Benefits Enroliment > Family Status Change > Life Event > | had a

Where do | go? Baby

Step 1: Click MyBGSU

BGSU.

ACADEMICS  ADMISSIONS  ABOUT  ATHLETICS  ALUMNI  RESEARCH STUDENT LIFE  INTERNATIONAL oveer [ERRY evacm seancie

BOWLING GREEN STATE UNIVERSITY

Step 2: Enter USERNAME

d PASSWORD
- BGSU.

Note: These will be your BGSU ACADEMICS ~ ADMISSIONS ~ ABOUT  ATHLETICS ~ ALUMNI  RESEARCH  STUDENTLIFE  INTERNATIONAL MYBGSU  EMAILE  SEARCHR

network credentials.

Step 2a: Click LOgI n USERNAME PASSWORD
| Fracon| LOG'N
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Step 3: Click Employees

Welcome st s Em A 3G Quick Links

Purchasing

Canvas Student Center

Accenture Report

TO DO CHECKLIST HOLDS

You have noitems inyour to-da list. You donot have any holds.

Bowling Graen State University | Bowiing Graen, OH 43403-0001 | Help | Fesdsack

Step 4: Under Benefits

Enroliment

1  Click Family Status MyBGSU.
Changel/Life Event

TOOLS

BG5U EMAIL
™

BURSAR BILL VIEW/PAY (5D | E E

BG1 CARD SERVICES

ADVISING

Advisemnant
Student Degree Audit
TR IT SECURITY ACCESS FORMS

PAYROLL INFORMATION

r— Wiak Report Librany

W-d T Information
Diirect Depasit
W-2W-2c Corsent
Wi W-2W-2c Forms

* FME Web Report Library Aoosss Form

Contact Digital Bervioes

BEMEFITS ENROLLMEMNT

Famiby Sistus Changes 1 ife Event
Benefits Summary
Bensfits Enroliment

TIME AND LABOR EMPLOYEE

My Stucent Timashast fvisw ori)
Timazheat
Launich Pad
Web Clock

TIME AND LABOR SUPERVISOR

Approve My Monthhy Reparters
Approree My Bresmekdy Reporters
Approve My Student Hourly Reporters

MAMAGER INFORMATION

Marger Dashboard
Time and Labor Dashbosrd
Marzz= Delegation
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Life Event — Birth Event

SECTION II ]

BIRTH LIFE EVENT Life Events

Step 1. Choose the | had a
Baby Life Event

Select Your Event

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

E
IQIInanaE.abyr

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

i© 1 got Married
i 1 got Divorced

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

) Death of a Dependent

Step 2: Enter in the Date of the Change Status Date x
Birth Help
Step 3: Click OK Change Status Date

You will be directed to the

Welcome page of the Birth Life Enter the date of your status change, then select the OK button.

Event. The Life Event must be completed within 30 days of your

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 \g2/22/2015 El

OK | | Cancel
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SECTION Il
EFFECTIVE BIRTH DATE

Step 1: The Welcome page will
appear.

The Activity Guide, (located on
the left side of the event) — will
guide you through each step
that is needed in order to
complete the Birth Life Event.

Navigational buttons:

The button, located in
the right hand corner of the
page will also navigate you
through each step.

The LEILE button allows

you to cancel the transaction at
any time when clicked upon.
Nothing will be saved if this
button is pressed.

TheII Continue Later ||button

allows you to logout of the event
and save any information you
have already entered. You are
able to return at any point to
complete and submit your event
to the Benefits Department.

eBenefits 0 «
Life Events C ow
@ - Weloome
) * Birth Date

) Document Upload
b () Payand Compensation
0 Benefit Enrcliment

) Event Completion and Exit

Birth Life Event

Welcome to the Birth Event

Freddie Falcon

This is a good time to consider how having & new dependent
may affect your health care coversge, |ife insurance, tax
withholdings and other important choices

This guide will take you through sl the steps necessary to
ensure that your personal profile and benefits information is

updsted to reflect this event in your |ife.

1F':_L-i:,;| Mexth | Cancel | | Continue Later

Help | Personalize Page | D

Step 2: Click
the Birth Event

to begin

Step 3: Verify the Effective
Date of the Change.

Birth Life Event

. Submit Birth Date
Step 4: Click
Select the Submit button to notify the Benefits department of this change.
Required Documentation: You must send a copy of the hospital birth record or birth certificate
to the Benefits department before your new dependent(s) can be covered, or designated as a
beneficiary.
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 of Birth: 02/2212015 |[)
| submit
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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“Ck .................. .-

eBenefits 0 «
Birth Life Event
Life Events Z (B
o - Birth Date
felcome Submit Confirmation
@ *Birth Date

' Document Upload V The Submit was successful.

v (3 Payand Compensation

) Benefit Enrollment

) Event Completion and Exit

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

Note: You MUST have Birth
Certificate

Step 7: The Birth Date page Birth Life Event
appears and shows the
information that has been Birth Date
submitted to the Benefits
Department Select the Submit button to notify the Benefits department ofthis change
Required Documentation: You must send a copy of the hospital birth record or birth certificate
to the Benefits depariment before your new dependent(s) can be covered, or designated as a
. . beneficiary
Step 8. Click 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 of Birth: 02/2212015
Birth Life Event Previous |  Nextd
SECTION IV _
New Window
DOCUMENT UPLOAD

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

Birth Certificate

AddAtachment | | Add Note

9/8/17
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Step 2: Click on
Add Attachment

Birth Life Event

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

¥ Selection Criteria

Description Birth Certificate

*Subject
Attachment
| Addattachment

Step 3: Enter a description of
the Birth Certificate or Birth
Record in the Subject field.

e.g. Fredrick Falcon’s Birth
Certificate or Birth Record

Note: You MUST enter a
description.

Birth Life Event

Document Definition - New Attachment

¥ Instructions

You have chosen to enter a new attachment.

¥ Selection Criteria

Description Birth Certificate

*Subject |Fredrick Falcon's Birth Certificate

Attachment
| AddAttachment

Step 4: Click
Add Attachment

Birth Life Event

Document Definition - New Attachment

¥ Instructions

You have chosen to enter a new attachment.

¥ Selection Criteria

Description Birth Certificate

*Subject Fredrick Falcon's Birth Certificate

Attachment
| Add Attachment

Save

9/8/17
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e Event - Birth Event

Step 5: Click Browse to locate
your Birth Certificate or Birth
Record document on your
computer.

File Attachment
Help

l Browse... I

| Upload || Cancel |

Step 6: Once the Birth
Certificate or Birth Record has
been located, Click on the

Heioad button.
Note: If the Wattached,
you may clic and

start over with the Document
Upload Activity.

File Attachment
Help

C:\Users\hkowals\Desktop\F Falcon's Birth Certificate do | Browse.

| Upload | | Cancel |

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

Click View Attachment

IF

If you do not want to review the
attached document then

Click

Birth Life Event

Document Definition - New Attachment

¥ Instructions

You have chosen to enter a new attachment.

¥ Selection Criteria

Description Birth Certificate

*Subject |Fredrick Falcon's Birth Cerificate

Attachment F_Falcon_s_Birth_Certificate. docx
| View Attachment

Save

Step 8:  You will receive a
message stating the Benefits
Department must approve your
Birth Certificate or Birth Record
in order to complete your Life
Event.

Step 9: Click

Message

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

Proot s required for the attached document. This is the 1st stepin the process. Once your document has been approved you will receive an email stating you may begin step 2 to complete the online process.

Please press the "Continue Later” button te save your information. An email notification has been sent to the Benefits Administrator requesting approval

9/8/17
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Step 10: (Optional) You may
Add a Note to your attachment
if you would like.

If so desired, click on the
[ Add Note |

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

Birth Life Event

Life Events - Document Upload

T Instructions

document and upload the document,
¥ Life Event Documents

Birth Certificate

Add Atachment | || Add Note |
Attachments
Select Sequence Created Author

1 02/26/2015 10:09AM  Freddie Falcon
SelectAll  Deselect All
WEIETE

4Previous Mext Cancel

New Window | Help | Pe

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

Personalize | Find | \

Entry ID

Birth Cerificate

Subject

Fredrick Falcon's
Birth Certificate

First'4& 1 0f1 '+ Last

Status

Meeds Approval

Step 11: Enter a description of
the note in the Subject field.

e.g. Explanation of Falcon’s
Birth Certificate or Birth
Record

Birth Life Event

Document Definition - New Note

¥ Instructions

You have chosen to enter a new note.
¥ Selection Criteria

Description Birth Certificate

I *Subject Explanation of Birth Certiﬂcate|

*Note Text

Save

mE
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Step 12: Enter in note
information in the Note Text
field.

Step 13: Click

=

I Save I

Birth Life Event

Document Definition - New Note

¥ Instructions

You have chosen to enter a new note.

¥ Selection Criteria

Description Birth Certificate

*Subject Explanation of Birth Cerificate

have any concerns.

*Note Text This is a legal copy ofthe ariginal. Please let me know if you

g

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.

Birth Life Event

Life Events - Document Upload

T Instructions

4Previous Cancel Continue Later

New Window | Help | Personalize Page |

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

Birth Certificate

AddAtiachment || Add Note
Attachments
Select Sequence Created Author
1 02/26/2015 10:09AM  Freddie Falcon
2 02/26/2015 10:094M  Freddie Falcon

Select All Deselect All
[EJEtE

Personalize | Find \@ | El

Entry ID

Birth Certificate

Birth Certificate

Subject Status

Fredrick Falcon's
Birth Certificate

Needs Approval

Explanation of Birth

Certificate Submitted

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

Click OK to Save and Continue
Later

OR

Click Cancel 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,

=5

ook |

Cancel
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SECTION V
APPROVAL FROM
BENEFITS DEPARTMENT

You have received an email
from the Benefits Department
stating that your Birth Certificate
or Birth Record 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

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

Employee
| had a Baby ...(event in progress)
© 1 Adopted or gained legal custodylg i hip of a child
@ 1 got Married

@ | got Divorced

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

| Continue my Life Event

Step 2: Click
|| Continue my Life Event I

Note TheBirth Event states that
the Eventis in Progress.

You will now be directed back to
the Life Event

Life Events

Select Your Event

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

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

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

I Continue my Life Event |
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The Document Upload page
appears. You will notice that
the Status has now changed for
the Birth Certificate. It has been
approved.

Step 3: to begin

Phase 2 of the Live Event.

Birth Life Event

4Previous | Cancel

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

Birth Certificate

Mew Window | Help | Per!

Add Attachment \ Add Note
Attachments Persanalize | Find | 2 | First 4 1-2 072 ®) Last
Select Saﬂence Cre:&ed Aﬂor Eﬁrle Subject Status
o - 02/26/2015 10:09AM  Freddie Falcon  Birth Certificate Eﬁﬁ'g:;gﬁ: S approved
2 02/26/2015 10:09AM  Freddie Falcon  Birth Certificate Bxplanation of BIth o\ ity

Certificate

SelectAll  Deselect All
el
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Life Event — Birth Event

SECTION VI
PAY AND COMPENSATION

Due to your recent Birth, 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

f Review the Total number
of Allowances you are
claiming

1 Make changes to the W-4
Tax Data if needed

M  Certify the withholding
year

1 ciokl =]

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

Marriage Life Event

W-4 Tax Information

Freddie Falcon
Bowling Green State University

Social Security NMumber 0000284

“ou must complete Form W-4 so the Payroll Department can cslculate the comect amount of tax to withhold from your pay.

Federal income tax is withheld from yeour wages based on marital status and the number of sllowances claimed on this farm. You
may also specify that an additional dollar smount be withheld. “ou can file 3 new Form W-4 snytime your tax siteation changes and
you choose to have mare, or less, tax withheld.

Whether you are entitled to claim a certain number of allvwances or exemption from withholding is subject to review by the IRS.
Your employer may be reguired to send 3 copy of this form to the IRS.

Home Address

110 McFall Center

Baowling Green State University
Bowling Green OH 43403
MEiling Address

110 Mcfall Center
Bowling Gresn State University
Bowling Green OH 43403

Wi-4 Tae Dats
Enter total number of Allowances you are claiming 5
Enter Additicnal Amount, if any, you want withheld from each paycheck
Indicate Marital Status @ Single . Married

[ check here and select Single status if married but withholding at single rate.
Mote: If married, but legally separated, or spouse is a nonresident
alien, select "Single’ status.

O Check here if your last name differs from that shown on your social security card.
You must call 1-B00-772-1213 for a new card.

Claim Bxemption

| claim exemption from withholding for the nd | certify that | meet

BOTH of the following conditions for exemption

1. Last year | had 3 right to 3 refund of ALL Federsl income tsx withheld
becsuse | had NO tax lizbility.

2. This year | expect 3 refund of ALL Federal income tax withheld
because | =xpect to have NO tax liability.

[ Check this box if you meet both conditions to claim exempt status.

Under penalties of perjury, | declare that | have examined this cartificate and to the best
of my knowledge and belief, it is true, correct, and complete.

9/8/17
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e Event - Birth Event

Step 3: Verify Identity

1  Enter your network
Password

1 This will verify that you
have made the changes to
your W-4 Tax Information

Continue

1 Click

Help
Verify Identity
To protect your privacy, verify your identity by typing your password. If you are not this user, click Sign Out.

User ID: FRECTIE

Password: |sessssses

ﬂlm

Step 4: Submit Confirmation
will appear

Step 5: Click

Step 6: Click

Birth Life Event

Submit Confirmation

V The Submit was successful.

However, due to timing, your change may not be reflected on the next paycheck

SECTION VII
BENEFIT ENROLLMENT

The Benefit Enrollment section
will allow you to add your new
Dependent to your existing
benefit elections.

Step 1: Click
| £ Start iy Enroliment

eBenefits O«
Birth Life Event
Life Events T o
@ *Welcome y
Benefit Enroliment
@ *Birth Date
Click on the Start my Enroliment bution and update your benefit selections based on your|
@ Document Upload new life event.
~ & Payand Compensation WMoving from page to page you may encounter a brief delay.

@ W4 Tax Information
O Benefit Enroliment

) Event Completion and Exit

9/8/17
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fe Event - Bi E

Salact o
Step 2: Click [l i Birth Life Event

To begin your enrollment

Benefits Enroliment
Freddie Falcon

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

Far each newhy added dependent, you will be reqguired to provide the birthdate and Social Securnty
number, especially for your spouse. Before you continue, please make sure that you have this
information available. “ou will be required to provide birth certificates and/or mamiage certificate
as proof of dependency to the Office of Human Resouwrces within 30 days of the event date
noted below. |f you are electing to waive medical'dental coverage as a result of this famihy 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 Enrgliment Summary will display which benefit options are open for edits. All of your benefits
changes will bz effective the date of the family status change event.

The bilue Information icon below provides you with additional information abouwt youwr enrcliment.

The Select button next to an event means it is curenthy open for you to makes enrcliment
elections. To begin your enrcliment process, click Select.

NOTE: Some events may be temporarily closed until you have completed enrcliment for 3 prior
event.

Open Benefit Events

Evant Description Evant Date Event Stztus  Job Tibe
Marital Status Changs @ 02152015 Closed Dvirector
Birth/Adoption & 02222015  Open Director

Once you click Select, it will take a few seconds for your benefits enrcliment information to load.
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Life Event - Bi

Step 3: Current Benefit
enrollment appears

1  Review your current
benefit enrollments

1 Add your new
dependent(s) to your

plans, Click

1  The plan will open with
your new options

Eirth Life Event

Benefits Enrollment

Birth/Adoption
Freddie Faloon

Your neoent family siatus change event allows you 50 modify your cument benedlt cholces:. Yiow willl have 30 days
om The even; dace 20 updans our benedls ennolimen: and sutemk your new choloes. The Enrolimen: Summarny
il ey i D OEFIONES Are cpen for i Al of your DEne charges will e efisctiu the gt of the
familly sTanus change aeeT
Imporiant: Your snroliment will nod be compleds undll you submil your oholoss o the Esnsfils
Deparimant af e and of the snnoliment process.
Ennoliment Summary
Mkl

Cument  Megical Plan A-EmpisSpous

B Medioal Flan A:Empl Dnly
Dttt

Cumem: DemalEmpSoous
e Dental: Empl Dty

WViskon

Curert  WisloniSmgl + 1

M Wistan: Empl Oty

ILis and AD and D

Curent:  Basic Uie: 1.5 X Salary
B Emgic Lite- 1.5 X Salary - 5125000

Cument  Wake

B i
ILoanig-Tis rem D sty

Camert:  [LTI: S0L00% of Sallary
Pl LTI S0.00% of Salery
Flax Epanding Heslih - U2

Cmeri:  LTD: S0.00% of Salary
Bz LTD: 50.00% of Salary

Flax Epanding Hesss .U 8
Carert: Mo Cowerage

Pz o Cowarage:

Flax Epanding Depandent Cars
Carert: Mo Cowerage

Pz o Cowarage:

Haann Eawings Asosunt
Cumert Mo Cousrage

P Mo Coomerage
Rafirsment Plans

Curert:  ARP OPERS Matlonwide
Pz ARP OPERS Naticomwios

Thils Sainle summarizes ssiimaied pay pariod Cos3s for your new benedl: cholces.

Election Summary

Cowt Semmury ot Huform lux

Coss 10545 558

Your Casts RLOPe sEE
Submit | [ 1 mvm o crmnges

Click Subenit 20 Sannd your final chioloes i the Senehs Deparsment

Or ciick e | Hawes Mo Changs's Dumoe M jou ane Fappy wish jour pricr shactions S o0 ROt wane o make sy
Theges

Imporiant: Your snroliment will nof be complsis unill rou Submil your choloss fo the Sensfils
0 Dapariment ad the and of the anroliment process.

ASer lux

T

T80

Bafore Tax

) -l

Bafore Tax

EE4

Eiadors Tax

Bafore Tax

Bafore Tax

Bafore Tax

Betore Tax

Bafore Tax

Amer Tax

Amer Tax

Adoer Tax

T90
Amer Tax

(1= 1]
Agiar T

Amer Tax

Ader Tax

(1= 1]

Amer Tax

000

Amer Tax

Amer Tax

Amer Tax

Amer Tax
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Step 4: Add/Update
Dependents

1 Dependents that are
currently covered are in
the box at the bottom of
the page.

1 Atthe bottom of the Plan
page, click

AddiReview Dependents

Step 5: The Add/Review
Dependent/Beneficiary page
will appear

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

Birth Life Event

Required Documents

If you are adding eligible dependents for the firsttime, all ofthe 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 certificate.

Older Adult Child Cerification 26-28 years of age
Other Insurance Information Cedification
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 nextto the dependents name.

Dependent Beneficiary

Enroll Name Relationzhip
Freida Falcon Spouse
| Add/Review Dependents_
| Continue | | Cancel |

Click Continue to store your cheice until you are ready to submit your final enreliment on the

Enrollment Summary.

Click Caneel to ignore all entries made on this page and return to the Enroliment Summary.

Step 6: Click Add a
dependent or beneficiary

To add the new baby to your
benefits.

Birth Life Event

4Previous ‘ ‘ Cancel ‘ ‘ Continue Later

Add/Review Dependent/Beneficiary
Freddie Falcon

The people listed may be eligible for Benefit Coverage. Select 3 name to view or modify personal information. To add a
dependent or beneficiary, select the ‘Add 3 dependent or beneficiary’ pushbutton

Dependent Information

Relationship to Marital Marital Status
Name Employee Date of Birth Status Date Student Disabled Dependent
Freida Falcort Spouse 021251966  Married 02/15/2015 No No Yes

Mable Flowers Child 04/241994  Single Yes No No
Add a dependent or beneficiary —

Return to Event Selection

Beneficiary

9/8/17
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Step 7:
Dependent/Beneficiary
Personal Information

9 Enter Personal Information

1  Status Information

1 Address and Telephone

g Click

Note: Any field that has ahis a
required field DataMUSTbe
entered.

Birth Life Event

DrependentBeneficiary Personal Information

Freddie Falcon
0 It attect as of Fan 22, 2015

Personal iInformetion
“First Hame |Frederick
Middie Kams
“Last Hams |Falcon
Hams FPrafix

Harms Fufhr

ILE

D of Birdh 02225015

nnder | Mails -

RN

Stahus Information
piariial fistus Singls -
Hudent No -
Dbl | Mo -
Epmoiosr  MNon Smoker -
Aodness and Telepnone

] sam= Address a5 Employss

Courdry Uninanl Ssanes

Address 110 McFal Cemner
Sowling Gresn Suns Unikvarshy
Ecwiing Graan, OH 43403
‘oo

[ game Frions 25 Emplopes

[Pvone

= 4

Sabac: Saws onoe o e sdded pour Dependens/Saneficiar’s parsonal indormation. This indormation w

rSoclal Sacurky Mumiber)

A of [
Az of [
As ol =
Az of [

Step 8: Personal Information
Save Confirmation

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

Birth Life Event

Personal Information

Save Confirmation

' The Save was successful.
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Step 9: Add/Review
Dependent/Beneficiary page
will appear

Your new dependent will now
show on your summary page.

Click Return to Event
Selection

Birth Life Event

Add/Review Dependent/Beneficiary

Freddie Falcon

The peaple listed may be eligible for Benefit Coverage. Select a name to visw 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

4Previous | | Cancel ‘ Contin

Name Employee Date of Birth Status Student Disabled Dependent Beneficiary
Freida Faicon Spouse 02/25M966  Married 0215i2015 Mo No Yes Yes
Mable Flowers Child 04/2411994  Single Yes Mo No Yes
I Frederick Falcon Child 02/22/2015 _ Single Mo Mo Yas ves |
s e e
[ N
i e |
Return to Event Selection I

Step 10: Enroll new
dependent into your benefit
elections

1. Place acheckbox inthe
Enroll box to add this
dependent to the benefit
plan.

2. You will need to do this
for each plan you would
like to add your
dependents too.

Birth Life Event

Required Documents

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
dependency such as birth certificate or adoption finalization papers or marriage certificate.

Older Adult Child Cerification 26-28 years of age

Other Insurance Information Cerification

Primary Coverage Cenification

Same-Sex Domestic partner Affidavit

You may enroll any of the following individuals for coverage under this plan by checking the

Step 9: Click Continue Enroll box next to the dependents name.
Dependent Beneficiary
Enroll Name Relationship
Freida Falcon Spouse
Frederick Falcon Child
| AddiReview Dependents |
|| Continue || | Cancel
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Event - Bi =

Step 11: Review new
elections for plan o
P Birth Life Event
1. Verify your new coverage
hoi
choices Benefits Enroliment
2. Your new Cost will show Medical
per pay period
Freddie Falcon
3. g]?:e::g Eripendents for ﬂ Important: Your enrollment will not be complete until you submit your choices to
P y the Benefits Department at the end of the enrollment process.

Once you have reviewed your :

new information for this plan Vo Chales
“ou have chosen Medical Plan A with Employes+Family coverage.

Click In arder fior Medical Mutual to apply 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, govemment agency or other provider of care to provide Medical
Mutual infermation including copies of medical records (if needed) conceming care of
treatment, information relating to mental illness or use of drugs or aleohol. | understand that
this health care coverage | am enrolling in contains coordination of benefits, workers”
compensation and subrogation provisions and | acknowledge Medical Mutuals right on behalf of
BGSU to enforce these provisions.

“our Estimated per-pay-period Cost
Youur Cost L3183 37
“our Covered Dependents
Frimary Care Provider Details
Nama Ratationship
Freida Falcon Spouse
Frederick Falcon Child
Motes
Once submitted, this choice will take effect on 0272272015, Deductions for this choice, if
applicable, will start with the pay penied which includes 02/22/2015.
DK Cancal
Click OK fo slare you
Click Edit 1o go mack and
9/8/17
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Step 12: Benefit Enroliment
page

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

1 Add new dependent (s) to
other plans.

1 Repeat Steps 10-11 until
you have completed
adding the dependent to
your current elections.

Birth Life Event

Benefits Enrollment
Birth/Adoption
Freddie Falcon

Your recent family status change event allows you to modify your curent benefit choices. You
will have 30 days from the event date to update your benefits enroliment and submit your new
choices. The Enrcliment Summarny will display which benefit options are open for edits. All of your
benefit 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 enrollment process.

Emvoliment Surmmary

Medical Before Tax After Tax

Current: Medical Plan A:EmphSpous

MNew: Medical Plan A:Emp+Family 318.37

Dental Before Tax After Tax Edit
Current: Dental: Emph-Spous

MNew: Dental:Empl Only 6.84

Vision Before Tax After Tax E
Current: Vision:Empl + 1

MNew: Vision:Empl Only T.850

Life and AD and D Before Tax After Tax

Current: Basic Life: 1.5 X Salany

New: Basic Life: 1.5 X Salary : $125,000 0.00

Supplemental Life Bafore Tax After Tax

Current: Waive

New:  Waive

Dependent Life Before Tax After Tax E

9/8/17
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Life Event — Birth Event

Step 12: Click

your plans.

Submit

at the bottom of the Benefit
Enroliment page after you
have added your dependent to

Birth L= Eyamt

Benedis Enrcliment

Birth/Adaopticn
Fredidi= Faloon

Fimur recent family T changs et mimws oy b ey e cument benelE chocen. Fou il heve 5
Sy from b woent cabn BT LS (oo Sene i snrsiment Bns o oo nee chooen. Tha Earsimant
Suremary wil cgiey which benefit cotions sre cpen oy ects. Al of your benefit changas wil be eTectie

e caie o the femily Fabus changs st

ﬂ Tour wolll nof be il you ket your choson o S
unatity Departmest of S end of S serclimest Croom.

Enrimant Summany

Wl

Curant: Macsl Pian AR Spoun
P Mol Mias Aotme Fumly
[

Cumet.  Qenial Gmgh- Sooa

Piwac. (Sarpic a1 2N Sy - 122000

Cepancant Litw

Curet W
Pl ww
Lol wm Dl

Curet. LTQ 8100% of Semry
Pamac. LTQ 8100% of Semry
Fiax Spancdeng Healts - U
Curet Mo Coveage

Piwac Pz Covermge

Flax Spandeng Depesdend Cue

[ ]
Fwec M Coarege

el Saecga Rooount

Cumet.  No Coversge
L Pz Covermge

e S ]

Curent.  ASF CRRAS MNatorecs
Pl ARF TSRS Matoresse

This baise BT et puy panod CIET for TUr ne Dl choomn.

Rmcion Tummary

o or Zurmrary Tl Badtors Tar
Cowtw b8 a2
Wowr Uoute o proi-l]

Dk Salomet b aene yaur finel choioes b2 the Bene’its Oepertmant.

Foear el ms b ol o Skt pour choeom S She
ﬂ et T et T e d ©F Tha e et BTl

1maar

Safore T

Zalre T

Al Tex

Al Tex

At Ts

T3
Al Tex

om
A Tax

Al Tex

At Ts

oo

A T

Al Tex

Al Tex

At Ts
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Life Event — Birth Event

Step 13: Message

Once Submitted, you will
receive a message stating you
are not finished yet

Click OK

Message

Reminger (20000.455)

Reminger Youare not

procsss. pege. Youmust o page o your ennallment will not

“umEn Resouross

Step 14: Authorize
Elections/Benefit Enrollment
page

The Benefit Enrollment page
returns with a section for
Authorizing Elections

M  Check off the Employee
Agreement box

f Click .=

Marrizge Life Event

Banefits Enroliment
Submit Benefit Choices

Freddie Falcon
Yiow iz almos completed your anrcliment. I you have no furiher changes, please read The comens of hils
page ABer reading 'Authorips Eleciions’, click Submill &t $he boSom of $his page 3o finalips pour benedi choloes:

Clikck Camosl I pom ane Riot resdy 0 Subemils pour choloss: and wish 5o netum o The Enroliment Summary.

Do mot Sulbemil your enefl choloes untl you have completad your annoliment. Yiou may Sion your choloes on
each page and rtum %0 e Enroliment Summany &5 many Tmes a5 youtd s up untll pour amroliment geadiine
Howayar, onos you click Suitenil your benadl choloes will be sant io The [Baneins Depariment S processing

O pour anpolimant I procassan | o Py M08 e sk 50 make sy Sorer manat cnanges unsl Se nast Opan
Errodimant pariod In T 4l or M you Raus s qualifiad Sselly status Shange

A5 & remineder, 10 s deperdens and ST S domestic parner o the plans for whilch they ane aligioke w
ragpuire compileting an resuaming a ranl oM i fhe Offics of Human Resouross within 20 days of The
mpmy: dlane. Fallurs do and mhmmpﬂahmmlsmmmsﬂhbssdmrmmrmr
SPOUSS, SEMS S dome sl parinsr andlor rour

For more Iinformacion reganding wiho s aligiliobs 50 e pour coserad depariens under Fe healh cans plan phesss
reyiaw Depengant ENgliclEy injormation. |2 inchudes definiion of depandans, el eigiolisy and e required
documans: for adding Them for couarage

[Foasquilrad Dxsourmesris.

ol are scding new dependens, all of The doouments: That you may be requined 50 complate ane auallanle
Iemioww. Yioaa willl a0 e peaguiinad S0 proside prood of dependency such as birdh certficate or adoption finalization
papers or mariage certificate

Aunorze Eleclions

Sy siomising my lpenedl choloss | am carsiying Tt the Indonmaation |5 s and comect o e best of my
Inowiedige and underssand That STy miSsIatement consthunes fraud and may resul In sermination of my banefis
& may Sunject me o bagal action by BEEL and IS suthorized vendors. | also undersiand Tt any monies:
receiwed from any authorized BESL wendor for wihilkch | am not entiked willl neguine full relmiparsament o e
approgriane plan. | also understand Tt | must notly BESL within 20 days of oooumence of any changes In
s

Warning: Any parscn wiho, with Intent to defraud o knowing That he IS facliiating & fraud agains: an insurer,
Suioemis an application o filkes & clalm containing & false of decapte ssament s guily of Insurance fraud
(i Ry Code Saction 33301

ndersiand Fhat | mus? complete e reguined doowments: and
minerls S oy SR it I OROAT 50 AUE SoUSTEgE A datinag

oy The plan

] i v s

2

Click ‘Bubmil 50 Sand your final choloss 53 T Sanetis Denarment

Cllck Canosl M you sne not rasy S0 suinem your choloms s wisi 50 ratum 50 S Enrolimeant Summany.
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Life Event — Birth Event

Step 15: Submit eBenefits 0 «

i i Birth Life Event
Confirmation Life Events T av
After submitting your new @ Teoome Benefits Enrollment
benefit elections, you will @ *Bith Date Submit Confirmati
receive a Submit Confirmation. ubmit Confirmation
@ Document Upload
Freddie Falcon
Click OK » @ Payand Compensation Your benefit choices have been successfully submitted to the Benefits Department.
) et You will be able to print a confirmation statement ance you return to the Benefits Enrollment page.

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

Event Completion and Exit

Step 16: Open Benefit Events

The Open Benefits Event page
will now indicate that your Birth

Life Event has been submitted SR EEr <P-eweus| Gancel | [ Gontinus Later |
to the Benefits Department. Mew Window | Help | Ferscnalize Pege | [

Benefits Enroliment
Freddie Falcon

Click

“Your recent family status change event allows you to modify your cument 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 snd Sodial 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 manisge certificate as
proof of dependency to the Offios of Human Resources within 30 dsys of the event date noted below. If
you are electing to waive medical/dental coverage s a result of this family status change. you must
provide proof of cther coverage within 30 days of the event date noted below

Flease refer to the Office of Human website for more

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

The blue Information icon below provides you with sbout your

The Select button next to an event means it is cumently open for you to make enrcliment elections. T
begin your enrollment process, dlick Select.

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

Open Benefit Events.
Event Description EventDate  Event Status  Job Title
Birth/Adoption @ 04052015 Submitted Director {Eaiag

©Once you click Select, it will take a few seconds for your benefits enrollment information to load.
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SECTION ViiI
EVENT COMPLETION
AND EXIT

Congratulations! You have

completed your Birth Life Event.

Complete

Click

to

end the event.

eBenefits

Life Events

@ *Welcome
@ *Birth Date
@ Document Upload

& Payand Compensation
@ Benefit Enroliment
O

Event Completion and Exit

Birth Life Event

Event Completion and Exit
Congratulations!
You have completed your Birth Life Event

Here is a list of things to keep in mind now that you have a new
child:

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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