Benefits Enrollment in Workday New Hire

Two days after your Date of Hire, a task will be automatically created within Workday that will allow you
to enroll in benefits. Before enrolling, you must complete the initial set of onboarding tasks that have
been assigned to you. Once you have completed all the initial onboarding tasks, two new onboarding
tasks will appear in your Inbox.

1. Click on the Benefit Change — New Hire inbox item from your Workday homepage.

Inbox
2items

Complete Form |-9

3 minute(s) ago - Due 03/30/2020; Effective 03/27/2020

Benefit Change - New Hire : Little Bo-Peep on 03/27/2020

3 minute(s) ago - Due 05/18/2020; Effective 03/27/2020

Go 10 Inbox

2. You will be prompted to start with Step 1 of your Benefit Elections. Click Elect or Waive under the
Health Care Elections plans that you wish to elect or waive. You may also Enroll Dependents, if
applicable, by selecting existing dependents from the drop down menu. Note that the Total Cost in
the top-right hand corner will update based on the amounts entered.

Please note that the Benefit Department must approve your dependent(s)
before they will appear as an option to enroll in benefit elections. Please see the
Manage Your Dependents Quick Reference Guide for more information
regarding how to create or edit your dependent(s).
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Change Benefit Elections

3. Once finished, click Continue to move to Step 2, or Save for Later to complete at a later time.

Save for Later Cancel

4. In Step 2, Elect or Waive contributions to the Health Savings Account plan. If you click Elect, you
must fill out the “How much do you want to contribute for the total year?” field. The “How much
do you want to contribute per paycheck (Biweekly)?” field will autofill based on the number of
payroll deductions remaining. Note that the Total Cost in the top-right hand corner will update
based on the amounts entered.

$163.28 Biweekly Cost  $0.00 Biweekly Credit $163.28 Biweekly Cost
on to your HSA. The full annual contribution is $500 single and $1,000 family. This amount will be prorated based on date of hire or
> Health Savings Account Plan Dependencies
Health Savings Election 1 i TH.
Benefit Plan *Elect / Waive Contribution Range (Annual) Supperting Information
‘j’—‘i 3‘733 ings Account - Optum Bank Lifestyle o Flect Your number of remaining payroll deductions for the year M ontribution (Annual)
Your estimated contributions made this year
ich do you want to contribute for the total year?
How misch do you want 1o contribute per paycheck (Biweekiy)?
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Please note this will only appear as an option if you have elected for the
Medical — UMR Consumer Choice Value or Medical —- UMR Consumer Choice
Advantage plans in Step 1. If you have elected for the Medical - UMR
Consumer Choice Basic plan, Workday will automatically waive the Health
Savings Elections and the form will appear greyed out.

5. Once finished, click Continue to move to Step 3, or Save for Later to complete at a later time.

Save for Later

Go Back

Cancel

6. In Step 3, Elect or Waive contributions to the Spending Account plans. If you click Elect, you
must fill out the “How much do you want to contribute for the total year?” field. The “How much
do you want to contribute per paycheck (Biweekly)?” field will autofill based on the number of
payroll deductions remaining. Note that the Total Cost in the top-right hand corner will update

based on the amounts entered.

pending Account Plan Dep

The Healthcare FSA — UMR plan is not an option if you have elected the
Medical - UMR Consumer Choice Value or Medical — UMR Consumer Choice
Advantage plans in Step 1. Please note that you must enter an amount of $260
or greater (Minimum Contribution amount) in the “How much do you want to

contribute for the total year?” fields

7. Once finished, click Continue to move to Step 4, or Save for Later to complete at a later time.

Save for Later

Go Back

Cancel
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8.

9.

In Step 4, complete the Health Information section by indicating if you have used tobacco in any

form in the past 12 months.

+ Health Information

Tobacco Use

Answer % Yes

Question Have you used tobacco in any form in the past 12 months?

In the Insurance Elections section, indicate whether you would like to Elect or Waive each of the
different Benefit Plans. If you click Elect, input the appropriate Coverage Level and identify the

depenent(s) using the

Covers Dependents field, as required. Note that the Total Cost will update

in the top right-hand corner as you update your contribution.

rance Elections 10 ite

> Insurance Plan Dependencies and Coverage Limitations tal Cost t
$163.28 Biweekly Cost  $0.00 Biweekly Credit

Please note that Workday will automatically elect the Basic Life and AD&D —
Reliance Standard Full-Time or Part Time (Employee), Short Term Disability
— Reliance Standard (Employee) and if you are full-time the Basic Long Term
Disability — Reliance Standard Basic (Employee) plans for you and will
appear greyed out.

10. Once finished, click Continue to move to Step 5, or Save for Later to complete at a later time.

Save for Later Go Back Cancel
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11. Step 5 presents you with your Retirement Savings Elections. Workday will automatically elect this
for you and the fields will appear greyed out. Click Continue to move to Step 6, or Save for Later

to complete at a later time.

Retirement Savings Elections 1 ftem

Benefit Plan *Elect | Waive

401(s) - Prudential Base

Save for Later

Go Back

Cancel

12. In Step 6, add any Beneficiary Designations. Click the Add Row icon ( — ) to insert a row to add
a beneficiary. Under Beneficiary, you may add Beneficiary Persons, Trusts or Create a
beneficiary. Refer to the Manage Your Beneficiaries Quick Reference Guide for more information.

In the Primary Percentage/Contingent Percentage column, indicate whether you are designating
a Primary Percentage or a Contingent Percentage and enter the percentage amount.

Please note that:

1) You must provide a beneficiary for each benefit plan

2) Primary percentage(s) for each benefit plan must equal or add up to 100%

3) If you have multiple beneficiaries under the same type of percentage
(primary or contingent), percentages must equal to 100%.

13. Once finished, click Continue to move to Step 7, or Save for Later to complete at a later time.

Save for Later

Go Back

Cancel
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14.In Step 7, Elect or Waive Additional Benefits Elections for the Legal — MetLife plan. If you click
Elect, select Metlaw or Metlaw + FraudScout Coverage. Note that the Total Cost in the top-right
hand corner will update based on the amounts entered.

$214.55 Biweekly Cost

Whole Life |

Additional Benefits Elections

=
Benefit Plan *Elect / Waive ey P | G Employee Cost Employer Contribution Beneit Credit
(Biweekly) (Biweekly) (Biweekdy)
Legal - MerLife - 0.0 0
© Elect tla =
Wai
762 [ [}

15. Once finished, click Continue to move to Step 8, or Save for Later to complete at a later time.

Save for Later Go Back Cancel

16. In Step 8, review the information for your Elected Coverages and the Total Cost. Scroll down to
view Waived Coverages, Beneficiary Designations and to add any Attachments.

;ZI‘SVSEIBM-*-I; Cost 8000 BiweeklyCredt - $215.55 Brwsekly Got
Elected Coverages 10112 =@,
P Comngetegn  DeeicnBeon e A pepenres Beretcars Erpore cost uee) ZEE
MR B 4/0° 0’ E
I-Metlie D 0410 E T
v Employes+Spouse  Sheriff Woody
0 4/0° = loody
0; 410" 0. al
4/0 %S 000
s 04/01/2020 6
4/0° al 0. 46
9 AetLi 04/01/2020 40 MetL
Totai: $215.58 $376.50

17. Review the Legal Notice in the Electronic Signature section. If you agree, click | Agree to give
your electronic signature.

Electronic Signature
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18. Once you have finished reviewing, click Submit or Save for Later to complete at a later time.

Save for Later Go Back Cancel

19. Upon successful completion, you will be brought to a Submit Elections Confirmation page
detailing your Elected Coverages, Waived Coverages, Beneficiary Designations and
Electronic Signature. Click the Print button to download a PDF of the confirmation for your
records. When you are finished, click Done to be automatically redirected to your Workday Inbox.

Submit Elections Confirmation
New Hire for Little Bo-Peep s

Initiated On

Submit Elections By

Event Date

$215.52 Biweekly Cost

B =0k @

Benefit Credit
Biveekly)

Employer Contribution

Icuated .
Cocummes Dependents Beneficiaries Employee Cost (Biweekly)
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