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Employee and Spouse Voluntary Life Insurance Enrollment through ESS

Trigger: An employee is eligible to make changes to their Employee and/or Spouse Voluntary Group Life
Insurance plan(s) during the enrollment period for the new guaranteed coverage amounts. The Employee
Voluntary Group Life Insurance and Spouse Voluntary Group Life Insurance will be separate offers. You
may be eligible to increase one or both depending on you previous elections. The system will only display
the offer(s) that qualify for an increase in coverage to the new guaranteed amounts.

1. From ESS, select Benefits.

5SERVICE Pennsylvania State System of Higher Education

“PORTAL =

I Employee Self-Service

Overview Personal Information Benefits Leave & Time Payroll
—

Travel Management My First Days Help Documents

Overview

2. Select Benefits Enrollment.

Employee Self-Service

Overview | Personalinformaton | Benefits | Leave&Time | Payroll | TravelManagement | Wy FirstDays | Help Documents

Benefits Overview

Employee Self-Service >> Benefits

This page will provide you with information about each available Employee Self-Service (ESS) application for you to access in this sub-section of ESS. To access an application, simply
have chosen. A link to this sub-sections overview page will be shown to the left of the ESS application that you can use to return to this page.

Available Applications

Benefits Participation Overview

Display your currently enrolled benefits programs.

Benefits Enrollment *——"

This page will allow you to enrcll in benefits made available through Employee Self-Service.
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3. Step 1 (Enroliment Start) Benefits Enrollment — Enroliment Option Selection screen will display the
available offers for Voluntary Group Life Insurance Enrollment under the Enrollment Option section.
(Note: If the available offers for enrollment appear to be inaccurate, please contact your human
resource department with questions.)

3.1. Only one enrollment can be completed at a time, so select the desired Voluntary Group Life
Insurance Enrollment offer by clicking the square next to the appropriate plan.

3.1.1.1f choosing Employee Voluntary Group Life Insurance Enrollment, click here for further
instructions contained in this document.

3.1.2.If choosing Spouse Voluntary Group Life Insurance Enroliment, click here for further
instructions contained in this document.

Employee Self-Service

Overview Personal Information Benefits Leave & Time Payroll Travel Management My First Days Help Documents

Benefits Enrollment

[ Ll
Detailed Navigation —| Benefits Enroliment -- Enrollment Option Selection
» Benefits Overview
3 1 2 3 4 5 o}
Enroliment Start Accept Disclaimer Plan Selectien Plan Coenfirmation Enroliment Complete

This screen displays your current enrollment offer(s). To begin, click the square box to the left of the offer you wish to
review. Then click the continue button.

Select an enrollment option below and click "Continue™.

Choose desired Enrollment Option Enrollment Start Date Enroliment End Date
P Ian far |— Employee Voluntary Group Life Insurance Enrollment I2T2013 41072013
enrollment J Spouse Voluntary Group Life Insurance Enroliment IZTI2013 4102013
Continue II
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Employee Voluntary Group Life Insurance Enrollment

1. Step 1 (Enroliment Start) Benefits Enroliment — Enrollment Option Selection screen.

1.1. Select the Employee Voluntary Group Life Insurance Enrollment offer by clicking the square next

to the corresponding text.

1.2. Next, click Continue.

My First Days Help Documents

Travel Management

I Employee Self-Service

Owverview Personal Information Benefits Leave & Time Payroll

Benefits Enroliment

= Benefits Overview

[l L]
Benefits Enroliment -- Enrollment Option Selection

Click to choose
plan for
enrollment

b 1 2 3 4 5 5]

Plan Confirmation Enrollment Complete

Enrollment Start Accept Disclaimer Plan Selection

This =creen displays your current enrollment offer(s). To begin, click the square box to the left of the offer you wish to

review. Then click the continue button.

Select an enroliment option below and click "Continue".

Enrollment Option
|_ Employee Voluntary Group Life Ingurance Enrollment
.'_'.

Spouse Voluntary Group Life Insurance Enrollment

Enrollment Start Date Enrollment End Date
32002013 432013
32002013 4132013

2. Step 2 (Accept Disclaimer) Benefits Enrollment — Employee Voluntary Group Life Insurance
Enrollment screen will appear.

2.1. Read the agreement terms, which emphasize the importance of completing all pages of the
enrollment process in order to receive the confirmation email. To agree to the terms, click in the
check box that states “Yes, | have read and agree to the above information.”

= Benefits Overview

Employee Self-Service
Overview Personal Information Benefits Leave & Time Payroll Travel Management My First Days Help Documents
Benefits Enroliment
[0 []
Detailed Navigation —| Benefits Enroliment -- Employee Voluntary Group Life Insurance Enroliment

I 1 2 3 4 5 ]

Plan Cenfirmation Enrollment Complete

Enrollment Start Accept Disclaimer Plan Selection

=== | agree that my enrollments or changes are not reported or accepted until | have completed all
pages of this enrollment process and received an e-mail confirmation after selecting the "Submit

Enroliments” button on the last screen.

==> Enrollment changes will not be accepted, and appeals will not be considered unless the e-mail
confirmation is presented to your human resources office.

[ 1*es, | have read and agree to the above infurmatiuD

Hote: Without checking the above agreement, you cannot proceed to open enrollment actions.

“Your currently listed email is TESTEMAILADD @PASSHE.EDU. If this address is incorrect contact your benefits office before completing your enrollment.
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2.2. After clicking the check box, click Continue.

P P ST =
o A - o ET A

R e B L TR S G

b e T

" ;
=== Enrollment changes will not be accepted, and appeals will not be considered unless the e-mail
confirmation is presented to your human resources office.

Yes, | have read and agree to the above infnrmatinn.é

Note: Without checking the above agreement, you cannot proceed to open enrollment actions.

—p oD

3. Step 3 (Plan Selection) Benefits Enrollment — Employee Voluntary Group Life Insurance Enroliment
screen will now appear.

3.1. Click Change Enrollment.

Employee Self-Service

Personal Informatio

Benefits Leave & Time

Travel Management My First Days

i 1
Detailed Navigation =| Benefits Enrollment -- Employee Voluntary Group Life Insurance Enrollment
* Benefits Overview
P 1 2 3 4 5 m
Enroliment Start Accept Disclaimer Plan Selection Plan Confirmation Enroliment Complete

This page wil display your current enrolimentis), if applicable, under *Enroliment(s) as of Today”, as well as all the benefits enrollment options avaiable to you for
enrolment or change under “Enroliment Offers®

To make modifications to your enrolimentis), simply select a row from the offers table by clicking the square button to the left and click the "Change Enroliment” button.
If you have already completed an enroliment or change, your previously selected options will be shown in the “Enroliment O ffers” table for you to make any further
modifications as you desire.

Enroliment changes will not be finalized until you have reached step five of this process. Once you are satisfied with your enrollment options,
click the "Continue to Confirmation Screen" button at the bottom of this page to proceed to the next step of this application.

Enroliment(s) as of Today

Plan Type Plan Start Date Coverage Cost Information
Vol Life EE Voluntary Life Employee 30202013 $10,000.00 5020 Vol Life EE

All costs shown in the above table are bi-weekly.

Enroliment Offers

Plan Type Plan Plan Begin Coverage Amt. Cost  Plan Information
r Vol. Life EE ‘Voluntary Life Employee SM/2013 $10,000.00 $0.20 Insurance Plans

% Change Enrolment [)

Continue to Confirmation Screen II

NOTE: To read more information regarding Voluntary Group Life Insurance plans, users can follow either
the Vol. Life EE or the Insurance Plans link as shown here:

R P

B T R e R e o

; Enrollm" nt(s) as of Todhy

Plan Type Plan Start Date Coverage Cost Information

Vol. Life EE Woluntary Life Employee 3202013 $10,000.00 $D.2

All costs shown in the above table are bi-weekly.

Enroliment Offers

Plan Type Plan Plan Begin Coverage Amt. Cn*hn Information

[ VelLieEE  VoluntaryLife Employee £12013 510,000.00 50.20

Change Enroliment

L P WS VL T S SRR LU RS PRSP SRR Y WP S sy
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4. The Enroliment Offer for: Vol. Life EE will appear.

4.1. Employees must enter an Additional Units amount between 10 and 14. (Reminder: If no
additional units are desired by the employee, the employee does not need to complete the
Enrollment process.)

Please enter the amount of coverage you would like below.

fomtrer of additional units must be between 10 and @

Cove:
&10,0¢ Beneft Salary: £32,000.00
Basic Coverage: £10,000.00
| —
{Add'rtiunalumts: 10 = $10,000.00 )
p
Total Coverage: 310,000.00 max: 150,000.00
Bi-weekhy Cost: 50.20 Refresh Total Coverage and Cost
lerage Am:
£10,000.0

l lIpdate Selection and Return | Dizcard Change.s|

N et B T PRI N oot o b it e P i A T i e
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4.2. Once the desired additional units have been entered, click Refresh Total Coverage and Cost to

see the new coverage and bi-weekly cost calculations.

4.3. When satisfied with the changes, click Update Selection and Return.

e - L = — g L e

1
£
:: Please enter the amount of coverage you would like below.
‘— Number of additionsl units must be between 10 and 14.
{u,u Benefit Salary: $32,000.00 Updated coverage and
|
4 |Basic Coverage: $10,000.00 cost
Additional Units: 10| x £10,000.00|
! L~

Total Coverage: 5110,000.00 max: F150,000.00

Bi-weekly Cost: 5223 . Refresh Total Cowverage and Cost

l Update Selection and Return || Discard Changes
—

4.4. The new Coverage Amt. and Cost columns will reflect the new amounts. Click Continue to

Confirmation Screen.

e w.ﬂ e . _.;_._v i P I e e it e e e p o ek -~ st
P T L L . . e
d?-‘ Enroliment Offers
Y
1; Plan Type Plan Plan Begin I{ Coverage Amt. Cost Information
L |— Vol Life EE Voluntary Life Employee SM2ZM3 E110,000.00 5223 | Insurance Plans
{, {"Change Enroliment

3
i

]
i
W Your changes are not yet saved. Click continue. ==> Continue to Confirmation Screen O

A.__.-‘"-“'

S
o, -

S ——
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NOTES: The following errors may occur while adding additional units to insurance coverage.

This error will occur if the user attempts to add any number of additional units less than 10 or greater than
14. To proceed, the user must enter a value between 10 and 14.

- _— e | S e e e e s e Y
. _ . . . - e Faan

= T - L b 8 = B
ils process."Once yoli are satisfied with your enrollment options -
{ LSlal Enroliment Offer for: Vol. Life EE

Please enter the amount of coverage you would like below.

:l.?_ Number of additional units must be between 10 and 14.

1
< Benefit Salary: 532,000.00

510,01
T Basic Coverage: 510,000.00

|—

'1 (Additiunal Units: 0 } $10,000.00

hl [
d’ Total Coverage: 510,000.00 max: 5150,000.00

'-,— Bi-weekly Cost: 50.20 Refresh Total Coverage and Cost

| —
mﬂﬂﬂ{‘ Please enter a value between 10 and 14, >

i.. l Update Selection and Return E Discard Changes

This error will occur if the user attempts to submit additional units that are unchanged from the previous
value. To proceed, the user must either make a change to the value or if no change is desired, the user
may Discard Changes.

= cm, A . AT 6 SATTGTTE A AL, yadlb 2 erT ATTTE T, AT o e
‘19'3 ' Enroliment Offer for: Vol. Life EE

I

% Please enter the amount of coverage you would like below.

k Number of additional units must be between 10 and 14
<

b Benefit Salary: £32,000.00

f Basic Coverage: $10,000.00

i

; Additional Units: HD 210,000.00
\.i Total Coverage: $150,000.00 max: $150,000.00

— Bi-weekly Cost: 23.05 Refresh Total Coverage and Cost

;:' You have not made a change to your coverage. Please enter a new value or click "Discard Changes".

L

- .\,Gﬁ"hﬂil\___',

l Update Selection and Return E Discard Changes

K

A

This error will occur if no changes are made to the current enrollment. Remember, this enrollment
process does not need to be completed unless changes to the plan are desired.

0 “'ou have not made any changes to vour current enroliment. “ou do not need to complete ocpen enrcliment unless you plan to make changes.
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5. Step 4 (Plan Confirmation) on the Benefits Enrollment — Review of Changes Before Submission
screen will appear. The highlighted message will state Enrollment is not complete until you click
Submit Enrollment below.

5.1. Review the amounts provided under Enrollment Summary one final time prior to submission.

5.2. If satisfied with the new Bi-Weekly Cost and Total Coverage amounts, click the Submit
Enroliment button. (If changes to the amounts are desired, click the Return to Plan Selection
button and repeat steps 3.1 through 5.1 in the Employee Voluntary Group Life Insurance
Enrollment section.)

Benefits Enrollment -- Review of Changes Before Submission

[ 1 2 3 4 5 =]

Enroliment Start Accept Disclaimer Plan Selection Plan Confirmation Enroliment Complete

This page displays your final beneft elections. If you are satizfied with your selection, click "Submit Enroliment”. If you would like to make changes, you
may go back to the previous screen and make all relevant changes to vour benefits enroliment.

" » Enrollment is not complete until you click Submit Enroliment below.

Enrollment Summary

Plan Plan Type Plan Begin Bi-Weekly Cost Total Coverage Action
Voluntary Life Employee ol. Life EE 05/01/2013 8223 £110,000.00 Change to Coverage Amount

n Return to Plan Selection | I Submit Enroliment i il
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6. Step 5 (Enroliment Complete) on the Benefits Enroliment — Review of Changes Before Submission

screen will appear. The message will now state Enrollment completed successfully!

6.1. You MUST receive an email confirmation at the email address indicated within the confirmation

page. THIS IS YOUR PROOF OF ENROLLMENT.

6.2. The user may now execute any of the following actions:

6.2.1.If you desire, print a copy of the enrollment confirmation/summary by clicking Printer
Friendly Version.

6.2.2. Display all current employee benefits enrollment by clicking Show Benefits Enroliment.
6.2.3.Return to Step 3 (Plan Selection) by clicking Return to Plan Selection. This will only allow

employees to increase the total insurance coverage amount, if you have not selected the
maximum amount allowed. All requests to decrease coverage amounts must be directed to

the employee benefits office.

6.2.4.Return to Step 1 (Enroliment Start) to complete the Spouse Voluntary Group Life Insurance

Enrollment if applicable.

6.2.5.Log out of ESS by clicking the Log Out link located in the upper right-hand
page.

corner of the web

b e g P P e, P Jw..__,._...a.\_,_“ —_— _’_,-'__ o _!;’___.__ i e — e 1

et

Benefits Enroliment -- Review of Changes Before Submission

1 2 3 4 5 5]

-

Enrellment Start Accept Disclaimer Plan Selection Plan Cenfirmatiocn Enrollment Complete

Enrollment completed successfully!

..’,"'.___’.r‘._ r,—\_ R, By /_i\ _,r'l'-\

Enrollment Summary

Voluntary Life Employee “ol. Life EE 05/01/2013 3223 $110,000.00

i I o e, B,

SN

“our benefits enroliment options have been submitted.
A copy of this enrocllment summary has been emailed to: EWOLSZCZENSKI@PASSHE EDU
If you wish to begin another available cpen enrclment event, click the "Return to Start Page™ button.

If you would like to print a copy of this summary: Printer Friendly Wersion
If you wish to see a summary of your benefits: Show Benefits Enroliment

A n Return to Plan Selection f\ Return to Start Page

. A e o [
R R I R

Plan Plan Type Plan Begin Bi-Weekly Cost Total Coverage Action

Change to Coverage Amount
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Note: Employees should receive an email similar to the one shown here once the enroliment process
has been completed. It is very important to maintain this email record as proof of the enrollment process
completion.

This is a notification message that a benefits enrollment request has been processed for your employee record through the PASSHE Employee Self-
Service (ESS) system. If you wish to make changes to your enrollment, you may repeat the enrollment process again, until the enrollment period
ends on 04/03/2013.

Only the changes you have made during this session are reflected on the Summary of Plan Selections. To view all of your benefits, select the
"Benefits Participation Overview"” under the Benefits tab.

This benefits enrollment was submitted on 03/21/2013 10:40AM.

Plan Plan Type | Plan Begin | Bi-Weekly Cost Coverage Action
Voluntary Life Employee | Vol. Life EE | 05/01/2013 | $2.23 £$110,000.00 | Change to Coverage Amount

[This is a system generated email message. Do not reply to the sender.]
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Spouse Voluntary Group Life Insurance Enrollment

1. Step 1 (Enrollment Start) Benefits Enrollment — Enroliment Option Selection screen.

1.1. Select the Spouse Voluntary Group Life Insurance Enroliment offer by clicking the square next to
the corresponding text.

1.2. Next, click Continue.

Travel Management My First Days Help Documents

Employee Self-Service
Overview Personal Information Benefits Leave & Time Payroll

Benefits Enrollment

[0 L]
Benefits Enroliment -- Enroliment Option Selection

= Benefitz Overview
3 1 2 = 4 5 |

Enrollment Start Accept Disclaimer Plan Selection Plan Confirmation Enrocliment Complete

This screen displays yvour current enrollment offer(s). To begin, click the square box to the left of the offer you wish to

review. Then click the continue button.

Select an enrollment option below and click "Continue”.

Enrollment Option Enrollment Start Date Enroliment End Date

J Employes Voluntary Group Life Insurance Enrollment 2002013 4132013
4132013

Click to choose
plan for p i’i

enrollment

“oluntary Group Life Insurance Enrollment 2052013

2. Step 2 (Accept Disclaimer) Benefits Enrollment — Employee Voluntary Group Life Insurance
Enroliment screen will appear.

2.1. Read the agreement terms, which emphasize the importance of completing all pages of the
enrollment process in order to receive the confirmation email. To agree to the terms, click in the

check box that states “Yes, | have read and agree to the above information.”

I Employee Self-Service

Travel Management My First Days Help Documents

Overview Personal Information Benefits Leave & Time Payrol

Benefits Enrollment
[0
Detailed Navigation

= Benefits Overview

4
—| Benefits Enroliment -- Employee Voluntary Group Life Insurance Enroliment

5 =]

Enrolment Complete

3 1 2 3 4
Enroliment Start Accept Disclaimer Plan Selection Plan Confirmation

=== | agree that my enrollments or changes are not reported or accepted until | have completed all
pages of this enrollment process and received an e-mail confirmation after selecting the "Submit

Enrollments” button on the last screen.

=== Enrollment changes will not be accepted, and appeals will not be considered unless the e-mail

confirmation is pr ted to your h resources office.
[ ]1¥es, I have read and agree to the above infurmﬁtiu?j

Note: Without checking the above agreement, you cannot proceed to open enrollment actions.

Your currently isted email is  TESTEMAILADD @PASSHE.EDU. If this address is incorrect contact yvour benefits office before completing your enroliment
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2.2. Atfter clicking the check box, click Continue.

e ——

- . e
et O e

— A K - -
# B e S U L SRR NPT

s W r .-
=== Enrollment changes will not be accepted, and appeals will not be considered unless the e-mail
confirmation is presented to your human resources office.

[ Pt

ez, | have read and agree to the above infurmatiun.é

Note: Without checking the above agreement, you cannot proceed to open enrollment actions.

—p CeD

3. Step 3 (Plan Selection) Benefits Enroliment — Spouse Voluntary Group Life Insurance Enrollment
screen will now appear.

3.1. Click Change Enrollment.

Employee Self-Service

Personal Information Benefits Leave & Time Payroll Travel Management My First Days Help Documents:

Benefits Enroliment

4 b [
Benefits Enrollment -- Spouse Voluntary Group Life Insurance Enroliment

= Benefits Overview

b 1 2 3 4 5 i
Enroliment Start Accept Disclaimer Plan Selection Plan Confirmation Enroliment Complete
This page will display your current enri ), if i under } as of Today®, as well as all the benefits enroliment options available to you for

enroliment or change under “Enroliment Offers”.

To make modifications o your enroliment(s), simply select a row from the offers table by clicking the square button to the left and click the “Change Enroliment” button
If you have already completed an enroliment or change, your previously selected options will be shown in the “Enroliment Offers” table for you to make any further
modifications as you desire.

Enrollment changes will not be finalized until you have reached step five of this process. Once you are satisfied with your enroliment options,
click the "Continue to Confirmation Screen” button at the bottom of this page to proceed to the next step of this application.

Enrollment(s) as of Today

Plan Type Plan Start Date Coverage Cost Information
Vol Life SP Voluntary Life Spouse 2002013 $10,000.00 $0.20 Vol Life SP

All costs shown in the above table are bi-weekly.

Enrcliment Offers

Plan Type Plan Plan Begin Coverage Amt. Cost Plan Information
’— Vol Life SP Voluntary Life Spouse 512013 $10,000.00 $020 Insurance Plans

h Change Enroliment

Continue to Confirmation Screen I’

NOTE: To read more information regarding Voluntary Group Life Insurance plans, users can follow either
the Vol. Life SP or the Insurance Plans link as shown here:

v PIR meae  P i pB m FESm E ban o  )

Enroliment(s) as of Today

Plan Type Plan Start Date Coverage Cost Information
Vol. Life SP Voluntary Life Spouse 342012013 510,000.00 50.20
All costs shown in the above table are bi-weekly.

Enroliment Offers

Plan Type Plan PlanBegin  Coverage Amt. ost  Plan Information
[ wvol Lifesp Voluntary Life Spouse 52013 £10,000.00 30
Change Enroliment
- .'.“__'*-\-.\_ AN g T NP BV g o fondl gpie o Brisa,
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4. The Enrollment Offer for: Vol. Life SP will appear.

4.1. Employees must enter an Additional Units amount between 1 and 3 for his or her spouse.

(Reminder: If no additional units are desired for the spouse, the employee does not need to
complete the Enrollment process for the spouse.)

i I L S I
page to proceed to the next step of this application. ' = ’

Enroliment Offer for: Vol. Life 5P

Please enter the amount of coverage you would like below.
c ‘ Number of additiona! units must be between 1 and 3. >

510,00
Basic Coverage: 310,000.00
=
(Add'rtiunal Units: ] £5,000.00
I
Total Coverage: 310,000.00 max: 325,000.00
Bi-weekly Cost: 20.20 Refresh Total Coverage and Cost
rerage Amit
E10,000.00

l lIpdate Selection and Return | Discard Chan ges.|

i o It P it P aie, o P i ol At B,
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4.2. Once the desired additional units have been entered, click Refresh Total Coverage and Cost to
see the new coverage and bi-weekly cost calculations.

4.3. When satisfied with the changes, click Update Selection and Return.

_,-'-»___...-‘;-"_____, P S PR ,-'L“ _ ___-;._.-'.A..-..-.-'-r-|_,.-__,__ _/.-..-.-.n.—_/.u_..;- _M.-"-—""‘._
froceed to the next stepoftriis spplication. ™~ : e

Jx Enroliment Offer for: Vol. Life SP

Please enter the amount of coverage you would like below.
1 Mumber of additions! units must be between 1 and 3.

Updated coverage and

Basic Coverage: $10,000.00 cost
ﬁdl:l'rtiun al Units: 1| % £5,000.00

Tetal Coverage: 315,000.00 max; 25,000.00

Bi-weekly Cost: £0.30 ﬁf;efresh Total Coverage and Cost
L o o

I Update Selection and Retumj Discard Changes
'

4.4. The new Coverage Amt. and Cost columns will reflect the new amounts. Click Continue to
Confirmation Screen.
e S T P

P e = . i, 8
et e L e e R e T I R

i"“ Enroliment Offers

“; Plan Type Plan Plan Begin r Coverage Amt. Cost Information
1-,\ |_ Vol. Life SP Voluntary Life Spouse SM2013 £15,000.00 5$0.30 / Insurance Planz
i {"Change Enroliment |

I

SR,

»2:, GD'-" changes are not yet saved. Click continue. === Continue to Confirmation Screen ué'———
h

i
g
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NOTES: The following errors may occur while adding additional units to insurance coverage.

This error will occur if the user attempts to add any number of additional units less than 1 or greater than
3. To proceed, the user must enter a value between 1 and 3.

| e A A e o e _H-\ s A ]

ST S - . —

<)1|5 process. Cl-nc:e you are satlsiled wrth your enrollment optlons,

En rollment Oﬂer for: Vol. Llfe 5P

Please enter the amount of coverage you would like below.
Number of additional units must be between 1 and 3.
r’ Cover
¥ 10,00 Basic Coverage: £10,000.00
PR P .
‘3 Additional Units: 0 55,000.00
£ |5
T Total Coverage: 515,000.00 max: 525 000.00
ki
(4}_ Bi-weekhy Cost: 50.30 Refreszh Total Coverage and Cost
“ |
Pleaze enter a value between 1 and 3. >
_/8,000.00
!
i
‘C_> I Update Selection and Return | Discard Changes
i
{>

This error will occur if the user attempts to submit additional units that are unchanged from the previous
value. To proceed, the user must either make a change to the value or if no change is desired, the user
may Discard Changes.

e_,e
;1.\.
{
4 Please enter the amount of coverage you would like below.
;‘— Number of sdditiona! units must be betwsen 1 and 3.
" d
?;, 3| Basic Coverage: £10,000.00
> —
«+_ \| Additional Units: D{ 25 000.00
‘J Total Coverage: £15,000.00 max: 225 000.00
-'1
5 Bi-weekly Cost: 50.30 Refresh Total Coverage and Cost

e

EQTYGU have not made a change to your coverage. Please enter a new value or click "Discard Changes".
0

I

j Update Selection and Return E Discard Changes

This error will occur if no changes are made to the current enroliment. Remember, this enrollment
process does not need to be completed unless changes to the plan are desired.

n “ou have not made any changes to your current enroliment. “ou do not need to complete open enroliment unless you plan to make changes.
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5. Step 4 (Plan Confirmation) on the Benefits Enrollment — Review of Changes Before Submission
screen will appear. The highlighted message will state Enrollment is not complete until you click
Submit Enrollment below.

5.1. Review the amounts provided under Enrollment Summary one final time prior to submission.

5.2. If satisfied with the new Bi-Weekly Cost and Total Coverage amounts, click the Submit
Enroliment button. (If changes to the amounts are desired, click the Return to Plan Selection
button and repeat steps 3.1 through 5.1 in the Spouse Voluntary Group Life Insurance Enrollment
section.)

Benefits Enrollment -- Review of Changes Before Submission

b 1 2 3 4 5 =]

Enrollment Start Accept Disclaimer Plan Selection Plan Confirmation Enrolliment Complete

This page displays your final benefit elections. If you are satisfied with your selection, click "Submit Enrollment”. If you would like to make changes, you
may ge back to the previous screen and make all relevant changes to your benefits enroliment.

{- Enroliment is not complete until you click Submit Enroliment below.

Enrollment Summary

Plan Plan Type Plan Begin Bi-WWeekly Cost Total Coverage Action
Voluntary Life Spouse Vol. Life SP 05/01/2013 50.30 $15,000.00 Change to Coverage Amount

n Return to Plan Selection ; I Submit Enrullmentl =
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6. Step 5 (Enroliment Complete) on the Benefits Enroliment — Review of Changes Before Submission
screen will appear. The message will now state Enrollment completed successfully!

6.1. You MUST receive an email confirmation at the email address indicated within the confirmation
page. THIS IS PROOF OF ENROLLMENT.

6.2. The user may now execute any of the following actions:
6.2.1. Print a copy of the enrollment confirmation/summary by clicking Printer Friendly Version.
6.2.2. Display all current employee benefits enrollment by clicking Show Benefits Enroliment.
6.2.3. Return to Step 3 (Plan Selection) by clicking Return to Plan Selection. This will only allow
employees to increase the total insurance coverage amount. All requests to decrease

coverage amounts must be directed to the employee benefits office.

6.2.4.Return to Step 1 (Enroliment Start) to complete the Employee Voluntary Group Life
Insurance Enrollment if applicable.

6.2.5.Log out of ESS by clicking the Log Out link located in the upper right-hand corner of the web

page.
B i e Ll P e S
/r e e NEE ot ! L - LRI - PR
J.{Beneﬁts Enroliment -- Review of Changes Before Submission
3
i 1 2 3 4 5 =
é‘ Enrollment Start Accept Disclaimer Plan Selection Plan Confirmation Enrollment Complete

-, ST

Enroliment completed successfully!

R

-(: Enrollment Summary

{ Plan Plan Type Plan Begin Bi-\Weekly Cost Total Coverage Action

f_ Voluntary Life Spouse Vol. Life SP 05/0142013 50.30 $15,000.00 Change to Coverage Amount
3

7

y & Your benefits enroliment options have been submitted.

c_,\.'« A copy of this enrollment summary has been emailed to: EWOLSZCZENSKI@PASSHE EDU

Aiin,

r

';. If you wish to begin ancther available open enrollment event, click the "Return to Start Page” button.
T,

'l}t you would like to print a copy of this summary: Printer Friendhy Wersion
i::lljyou wish to see a summary of your benefits: Show Benefits Enrollment
j..\
i \ n Return to Plan Selection Return to Start Page
&
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Note: Employees should receive an email similar to the one shown here once the enroliment process has
been completed. It is very important to maintain this email record as proof of the enrollment process
completion.

This is a notification message that a benefits enrollment request has been processed for your employee record through the PASSHE Employee Self- |
Service (ESS) system. If you wish to make changes to your enrollment, you may repeat the enrollment process again, until the enrollment period
ends on 04/03/2013.

Only the changes you have made during this session are reflected on the Summary of Plan Selections. To view all of your benefits, select the
"Benefits Participation Overview” under the Benefits tab.

This benefits enrollment was submitted on 03/21/2013 01:57PM.

Plan Plan Type | Plan Begin | Bi-Weekly Cost | Coverage | Action
Voluntary Life Spouse | Vol. Life SP | 05/01/2013 | $0.30 £15,000.00 | Change to Coverage Amount

[This is a system generated email message. Do not reply to the sender.]
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