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I. Open Enroliment — Getting Started

1. Login to Benefitfocus using your Bear ID and Password. Click the Get Started button on the
Welcome Banner after logging in.
a. Note - The Important Messages Banner shows the number of days remaining to make
elections with a Get Started button. Click View Messages to view the actionable item(s) and
you may click the corresponding action link beside the message to continue working on the

task at hand.

You have 36 day(s) to elect your Open Enrollment benefits. Get started View all 2 messages

% Baylor University

2021 Benefit > 2022 Benefit v Employer Provided
Offerings Offerings Insurance

9

=% Dependents

@ Language Preferences

Voluntary Insurance B

Elect Your Benefits Today!

Baylor,

Manage Account
Welcome to Benefitplace!

Login Information
Open Enrollment is now open from October 19, 2021- November 2, 2021! All 1
My Documents employees will need to complete their benefit elections for the 2022 year durii
. eriod.
Document Center P
Employee Summary Report

Employee Detail Report Human Resources

Quick Links Get started >

Learning Center

2. You will be directed to the Your Profile page. Please confirm that your personal information is
correct. If any of your information, such as address or Last Name appear incorrect, do not make
changes in Benefitfocus. You must login to Ignite to make changes to your personal information.

 Anote from your HR ABministzator
If you need to make changes fo any of your demographic information (gender, marital siaius, address, emad, phone, efc ), please go into Ignite fo update.

Here's what we know about you

Your personal information () Edit

Name Baylor TestUser123 Social security number 1 46
Preferred name Date of birth
Gender

Marital status

Your contact information 4 Edit

Physical address 125 M Sireel, Test ¢
Work address

Work email

Personal emai

Home phone

Cellphone

Work phone

Updated as of October [ 1, 2023
Page | of 17




Benefitfocus Open Enrollment Guide

HUMAN
RESOURCES

3. Next, verify your communication preferences by selecting communication preferences and clicking
Edit.

Your profile

Review and complete the required information for your profile below.

V]

About you Cm' Communication preferences.

Please set your communication preferences

From your employer

Would you like to receive Please provide
benefit communications from
your employer?

Cemmunication method

Continue to next step Cancel and return home

4. You will need to consent and choose your preferred method of communication. This
communication will only be used to notify you of necessary action regarding your benefits. When
you’ve confirmed all information is correct, be sure to press Save Preferences.

Edit your employer communication preferences

@ Heads up: Email can't be selected below

It appears we den't have your email on file, so we've disabled that opiion below. That infermation isn't managed in this system, so to update it you'll need to contact your
administrator.

Benefit communication from your employer

Do you consent to receive communication about your benefits from your employer?

» Yes No

Which methods would you like them 1o use?

Email options Text options™
Personal email None on record W Home phone
123 390

*Please only selsct phone numbers that can raceive SUS text messages.

Don't see what you want to edit?

Some of your information is managed in ancther system. To change it, contact your administrator

Save preferences Cancel

Updated as of October I 1, 2023
Page 2 of |17




% Benefitfocus Open Enrollment Guide

RESOURCES

5. At the bottom of the screen Click Continue to Next Step.

Continue to next step Cancel and return home

6. Next, Benefitfocus will prompt you to enter or update your dependents' information.
a. If you do not have any dependent information to enter, click Next. Click Edit in the Actions

menu if you need to update an existing dependent. Or click the Add Dependent button if
you need to add dependents to include in your benefit elections.

Before you enroll in benefits

Do you need to add any dependents to your profile?

Note: You'll also be able to 2dd dependents and select who you want to cover when you enroll in or edit your benefits.

i. Enter the required information notated with a red asterisk, making sure to provide
the social security number of each of your dependents over the age of 6 months.

Once you've entered all dependent demographic information, click Save, followed
by Next to begin enroliment.

Add Dependent

First Name = Middle Name Last Name =

Eritne;

Baar

Preferred Name

Date of Birth *

o1/s2/2002 =

Gender *
Male ® Female

S5N*
SSN is required for dependents 6 months and older. If vour dependent is lesgfhan 6 months old, yvou may leave this field blank. However, you will be required to provide this information when the dependent reaches 6 months old.

Relationship *
Child

Physical Address

Use Employee Address

Save & Add Another = Cancel

Eligible For Coverage

Baylor TestUseraa3 Subscriber o1/o1/19¢
Brittney Bear Child o1/12/20:
2dd Dependent
Decline Coverage  Twould like fo decline Medical coverage.

Updated as of October I 1, 2023
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1. For any benefits which are neither enrolled nor declined, you will need to make benefit elections.
You will make elections in the order presented. The eligibility of some plans is determined by your
selections for other benefits. For instance, you can only enroll in an HSA if you enroll in a High
Deductible Health Plan (HDHP). To begin making your elections, click the Begin enrollment button,
or Decline coverage.

@ rurie anur rus BEsELS

Open Enrollment Benefits

Whether you want to change your benefits or keep them the same as last year, it's still important that you carefully complete each step in the enrollment process to make sure all of your benefits are covered for the upcoming plan year.

Your benefits

1. Choose your Medical coverage

Sesincasoliment

II. Medical

1. After selecting Begin Enroliment, you will be directed to the Choose your Medical Plan page. At the
top, you will see a list of your dependents, and can select which individuals to cover on each plan by
selecting or deselecting their name. You can also add dependents by clicking Add Dependent.

Choose your Medical plan.

Balor Vrversity offers two types of medieal coverage. The plan options are the Prefirred Provider Orpasization (PPO) Bl Chotce Plan and the High Deductible Health Flan (HDHP) « Health Sivings Account (HSA)

("{-I\ ‘Who do you want to cover on this plan?

Baylar Bear Britisay Bear

2. Click on Plan Details to see more details about each medical coverage option. If you need more
information on the plan that best fits your lifestyle/family, each medical plan document is provided

in Plan Documents.

Updated as of October I 1, 2023
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HDHP UMR HDHP 2024

HEA

Compare sty uial Cost Buz gz | 1S

Declurtifile

y Dechuctibl
it oof Pocket M

Famiily Chat o Prcket M

PPO TUMR PPO 2024
FEA
Compare Esti ma Cost S, 5845 | F5A Tax Savings

rehuctible

Family Dechuctible

3. You can also use the plan comparison tool to compare plans and estimate your family’s costs under
each plan. Click the drop-down arrow to see more details.

Compare plans & estimate your cost o

E Personalize your estimated cost

Tour estimated annual cost is based on the details below. Personalize for a more accurate cost estimation.

Costs based on National Average

4. The estimate is based on the national average, but you can customize based upon your family’s
healthcare usage by selecting Customize Usage and adjusting the sliders to the right accordingly.

Compare plans & estimate your eost @)
Personalize your estimated cost
‘Your estimated annual cost is based on the details below. Personalize for 2 more accurate cost estimation.

Costs based on Customize Usage A TexSavings + Add Contribution

Tell us about your expected healthcare usage

Choose from one of our pre-defined usage scenarios or personalize your usage for the upcoming plan year and we vill estimate how much ezch plan will costyou.

National aserage o Immediate Medical Care @) $0.00
Group Average Claims Data.
a8 Outpatient Care @ $15,820.66
I Customize Usage I [r—
29 Inpatient Hospitalization @ $153,447.99
—_—
9 Physician Office Care @) 89g7.02
[ 8
At Prescription Drugs and Refills @ $6,378.87
s -
Total Usage Cost $176,653.54

Done

Updated as of October [ 1, 2023
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5. To compare, check the Compare boxes on the left side of the screen for each plan you’d like to see
side-by-side. Then select the Compare plans & estimate your cost tool.

HDHP TUMR HDHP 2024

al Deductifle

PPO UMR PPO 2024

ost B3, GHRL45 | FSATa

6. This will allow you to compare the cost of each plan side-by-side. When you’re ready, click Select
Plan for the plan that best suits your needs. You will then be prompted to complete either HSA or

FSA contributions depending on the medical plan selected.

UMR HDHP 2024 UMR PPO 2024
$409.00 $738.00

o I

In-Network

Out-of Network
o

Updated as of October [ 1, 2023
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7. For example, if you choose HDHP, you will be prompted to select your HSA contribution, select Yes, |
would like an HSA and Continue.

1. Would you like an HSA?
| ® Yes | would like an HSA, |

Mo, | do not want an HSA.

Cancel & return home

8. You will then be prompted to choose how you’d like to contribute to your HSA. You can choose to
Maximize your contribution, select a custom amount, or receive the employer contribution.

1. How would you like to contribute to your HSA?

Maximize contribution
You will have 25 confributions of $117.31 and one last contribution of $117.25 to total 33,050.00 for the year.

Custom amount
Confribute a cusiom amount te be deducted from one or multiple paychecks.

Employer only
| don't want fo contribute right now (you will still receive your employer's contribution]).

Previous Cancel & return home

9. |If you choose to contribute a custom amount, you will be prompted to select a One Time
Contribution (will take a set amount from one specific paycheck) or a Custom Paycheck Range,
(enter the amount you want to be withdrawn from each paycheck and specify the start and end
date). Once you have made you elections, click continue.

2. Select a way to contribute to your HSA

One time Contrioution
Schedule an amount o be deducied fram ane specific paycheck.O

@ Custom paycheck range
Schedule an amount o be deduced from a custom range of paychecks. @

sevunt Strtoe Ename
100,00 4 fam 01142022 v = 0202502022 e
|

Cancel & return home

Updated as of October [ 1, 2023
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10. You will be directed to a Review page of your HSA contributions. If everything looks correct, select
Save & Continue. You will be given a summary of the Medical Coverage benefit which you can
review and make changes. Once you are ready to continue, click Save and continue enrolling.

Ill. Dental

1. Next up is Dental. Begin by selecting either Begin enrollment or Decline coverage.

3. Choose vour Dental coverage

Begin enrollment Decline coverage

2.  Select the dependents you wish to cover and click Select Plan. If you wish to decline coverage, you

can click  would like to decline Dental coverage.

Choose your Dental plan.

Baylor offers the Cigna DPPO dental plan. Baylor pays the cost for any eligible faculty/staff member that enrolls in the Cigna dental plan. Faculty and staff will pay monthly premiums to add coverage for dependents.

&) Who do you want to cover on this plan?

/ Baylor Bear + Britteny Bear

Dental Insurance

Select plan

Decline Coverage I I would like to decline Dental coverage. I

Previous Caneel

3. You will be taken to a Dental benefits summary page. Notice on the right-hand side of the screen, a
running benefits cost summary is available — this will continue to update as you progress through

Open Enrollment. Click Save to continue electing your benefits.

Dental Summary

‘Your Dental bensfit summary is shown below. To make changes, click Edit. Please note that your benefits have ot been saved. You must click Save to complete the section.

Cost Summary
Dental This s rmary o yoar OE bt dactions,
Dental Insurance
Offersd By iGN, Beneit Elections (2 itens) @ v
Effective Date

EiWeakly Tl S50
Edit coverage

Tax Advantage Accounts (2 items) @ ~
Sebedaled Comribatians

(H3) Empley [y,
Inieia] Conerbarians

Bt Savings Aesot (HEA} Empleyes Lot Comtbation @ ~36oa00
Seheduled Contribations Toral S4na.00
niial Contribations Total 600,00
You Pay @

B okl Totsl @ Ssma
Sclvedubed Total Savone

EI et

Updated as of October I 1, 2023
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IV. Vision

1. Repeat steps 1-3 from section Il (Dental) above.

V. Dependent Care
1. To opt-in to the Dependent Care FSA benefit, click Begin enroliment. If you do not wish to enroll,

select Decline coverage.

5. Choose your Dependent Care FSA coverage

Begin enrollment Decline coverage

2. Click Select Plan to enroll in the Voluntary Flex Spending Account for dependent care. This benefit is
separate from the Health Flexible Spending Account and can be sued for non-healthcare related

expenses to your dependents, such as covering the cost of a child attending preschool.

Choose your Dependent Care FSA plan.

A Dependent Care FSA (DCFSA) is a tax-effective, money-saving option that will help you pay for dependent care services necessary to enable you to work.

Voluntary Flex Spending Account - Dependent Care

Decline Coverage  Iwould like to decline Dependent Cara FSA coverage.

Previous Cancel

Updated as of October I 1, 2023
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3. Enter the desired contribution between 100 and 5000 (per plan year) and click Next.

Dependent Care FSA

How much money do you want to contribute to vour Dependent Care FSA account?

You can contribute between $1.00 and $5,000.00 per plan year.

Contribution Amount

:30d

The dependent care Flexible Spending Account is separate from the health Flexible Spending Account and can be used for non-healthcare expenses related to your dependents |

Next Previous Cancel

4. Review your elections and select Save.

VI. Life Insurance

1. Next you will select your life insurance, to begin select Begin Enroliment.

6. Choose vour Life coverage

Begin enrollment

2. Baylor provides life insurance and AD&D at no cost to you. Benefitfocus automatically selects your
coverage, so all you must do is click Next.

Choose your Life plan.

As an emplovee, you will be provided with life insurance at no cost. Emplovees also receive AD&D at no additional cost.

Emplover Provided Life and Accidental Death & Dismemberment

Coverage amount: $50.000.00

Please Note:
This benefit cannot be declined.

Next || Previous Cancel

Updated as of October I 1, 2023
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3. You will need to select Beneficiaries for life insurance. Select the beneficiary type of Person to use
your dependents, entered previously. You can also click Add Beneficiary if you don’t have
dependents or wish to use another person, estate, trust, or organization. Click Next to continue.

Life: Beneficiary information

Beneficiary type?

If you would like to add Baylor University as a beneficiary, please select “Other”. After selecting, please contact Amy Grant in the Baylor University Office of Gift Planning at (254) 710-868g to discuss further designation of your gift.

Fetate

Orzanization Other

Trust

Next Previous Cancel

4. You will need to make sure that your relationship with your beneficiaries is defined. You will also
need to add a phone number for the beneficiaries that you select. Click Next to continue.

Life: Beneficiary information

Enter the beneficiary information.

First Name * Middle Name Lest Name * suffix
Briteny R ~Flsase Selact v
Relationship * Social Security Number Date of Birth
chid v 5559575555 o1/xaz021 ®
address 1+ address2 city* State | Province *
12 Main Strest TestCiy s v
217/ Postal code * Country* Phone Number
a5 vsa v | eras

Next Previous Caneel

5. Once you have entered your beneficiaries, you will then select beneficiary type (primary or
secondary) and make sure the allocation of all your beneficiaries adds up to 100% - then click Next.

Life: Beneficiary information

Please select the beneficiaries for this benefit, specifying whether they are Primary or Secondary as well as the allocation percentage(s).

Note: When replacing an existing beneficiary with a new one, first deselect the beneficiary, add the nen heneficiary, then adjust the allocation percentage accordinely.

N S S S
Child

Eritteny Bear

aif12[2021 099-99-3555 Primary W 100 Edit

1dd Benefiviary

Please Note:
Secondary beneficiaries will receive proceeds in the event that all primary beneficiaries are no longer living,

Next Previous Caneel

Updated as of October I 1, 2023
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6. Continuing through the rest of the life coverage, The cost of dependent life coverage is also covered
by Baylor. Select which dependents you wish to cover and click Next.

Dependent Life: Who do you want to cover?

Note: You'll also e able to add dependents and select vho you want to cover when you enroll in or edit your benefits.

If no one, click "Decline Coverage” to continue to enroll.

Eligible For Coverage

S S S R [N
-

Eritteny Bear Child 01122021 Female Edit

Add Dependent

Decline Coverage wonld like to daclina Dependent Life coveraga.

Next Previous

7. Click Select plan.

Choose your Dependent Life plan.

Baylor University provides a basic dependents’ life benefit in the amount of $2,000.

@ Who do you want to cover on this plan?

+f Britteny Bear

Employer Provided Spouse/Child Life

Coverage amount: 32.000.00

Select plan

Decline Coverage I would liks to decline Dependent Life coverage.

Previous Cancel

8. Review and click Save.

Updated as of October I 1, 2023
Page 12 of 17




% Benefitfocus Open Enrollment Guide

RESOURCES

VIl. Voluntary Life

1. The next 4 benefits you will select are voluntary life insurance. Go through each of these and select

your coverage level by clicking Begin enrollment. These benefits can also be declined by clicking
Decline coverage.

8. Choose your Voluntary Life coverage

Seemenrolment |

2. Begin by selecting your coverage amount and clicking Next.

Choose your Voluntary Life plan.

Ensollment in the Supplemental Term Lifs Insurance is guaranteed without evidence of insurability if selected during the first 30 days of employment, Evidence of Insursbility i required along ith application i selected any time after the initial enrollmeat period. Appraval is subject to ECBS's underviting department.

Voluntary Employee Life

Coverage amount

Bi-Weekly Cost
$50,000.00 (1 times salary up to $500,000.00) $2.31
$100,000.00 (= times salary up to $300,000.00) 462
$150,000.00 (3 times salary up to $500.000.00) $6.92
$200,000.00 (4 times salary up to $500,000.00) $9.23

® $250,000.00 (5 times salary up to $500,000.00) S1154

Select plan

overage  Iwould like to decline Voluntary Life coverage.
Next revious | Caneel

3. You will be prompted to select your beneficiaries. The beneficiaries you used for Employer Provided
Life and AD&D will auto populate. If you wish to use a preexisting beneficiary, select Use. If you wish
to add another, click Add Beneficiary. You will need to define the Beneficiary Type and Allocation
(must add up to 100%). When complete, click Next.

a. For more information on adding a beneficiary, see the Adding a Dependent or Beneficiary
job aid.

Voluntary Life: Beneficiary information

Please select the beneficiaries for this benefit, specifying whether they are Primary or Secondary as well as the allocation percentage(s).
Note: When replacing an existing beneficiary with a new one, first deselect the beneficiary, add the new beneficiary, then adjust the allocation percentage accordingly.

Britteny Bear child

Add Beneficiary

Please Note:
Secondary beneficiaries wil receive proceeds in the event that all primary beneficiaries are no longer living.

SSN/ID Eeneficiary Type Allocation %

a1ftzf2021 999-99-5555

Previous Cancel

Updated as of October I 1, 2023
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4. Continue these steps for Spouse and Child Life.

5. Next, you will be prompted to select your coverage level for Voluntary AD&D. There are six different
categories, the percentages represent how much of the coverage amount you will be receiving. For
example, at a coverage level of $25,000 the Employee would receive $25,000, the Spouse would also
receive $25,000, and the Child would receive $2,500 you will need to select one plan from this page
by selecting a coverage amount and clicking Select plan.

Choose your Voluntary AD&D plan.

Enrollment in the AD&D plan can be requested during the initial enrcllment period upon employment with Baylor University or during the annual open enrollment period.

Voluntary AD&D: Employee (100%)

Employee receives 100% of the coverage amount.

Coverage amount Bi-Weekly Cost

$25,000.00 o7
$50,000.00 $0.35
$75.000.00 $o0.52
$100.000.00 S0.69
$150,000.00 $104
$175.000.00 121
$200,000.00 $138
$225.000.00 S156

Pl detals

6. Select your beneficiary, note the Relationship Type and assign an Allocation (must add up to 100%).
When complete, click Next.

Voluntary AD&D: Beneficiary information

Please select the beneficiaries for this benefit, specifying whether they are Primary or Secondary as well as the allocation percentage(s).

Note: When replacing an existing beneficiary with a new one, first deselect the beneficiary, add the new beneficiary, then adjust the allocation percentage accordingly.

S S X S

Britteny Bear child o1/12/2021 995-95-5555

3d Beneficiary

Please Note
Secondary beneficiaries will receive proceeds in the event that all primary beneficiaries are no longer living.

oo | | ol

7. Review your voluntary life deductions and click Save.

Updated as of October I 1, 2023
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VIIl. Long-Term Disability

1. Finally select your long-term disability plan. This is also provided by Baylor and cannot be declined.

12. Choose vour Long-Term Disability coverage

Begin enrollment

2. Click Next to continue.

Choose your Long-Term Disability plan.

Please review vour options and choose the coverage amount that best meets your needs.

Employer Provided Long Term Disability

Coverage amount: $3,000.00 per month (60% of monthly salary maximum of $15.000.00 per month)

Please Note:
This benefit cannot be declined.

Next fl Previous Cancel

3. Review and click Save.

4. Once you have selected coverage for all your benefits you will see a summary of all the benefits that
you have elected. From here you can edit your coverage and make any changes. You will see the cost
you be deducted for every benefit on the right-hand side. It has your bi-weekly or monthly total
listed at the bottom. Once you are finished you can click Complete Enroliment.

fn P =t

Complete Enrollment

Updated as of October I 1, 2023
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5. You will be directed to the Open Enrollment confirmation page. If you would like to print your
benefits summary, click the print icon. Click Continue to next page.

¥ Congratulations Charles, you have successfully updated your benefits!

Below is a summary of vour updated benefits and next steps

Medical Health Savings Dental Vision
Account (HSA)
UME HDHP zo0z24 Health Savings Account Dental Insurance zoz4 Vision Insurance zo0z4
2024
You, +4 dependants You, -4 dependants You, -1 dependent

Show all 7 of my benefits »

Helpful things to do right now

=

Review and print a copy of vour
Benefit Summary Report

Continge to next page

View and edit all benefits

6. An enrollment experience feedback survey will appear, please provide any relevant feedback to help
ups continue to improve the enrollment experience and click Next.

We appreciate your feedback

How likely are you to recommend this online enrollment experience to your colleagues or friends?

o = Would strongly not recommend; 10 = Would strongly recommend

What is the primary reason for your rating?

o250

Next Previous | Skip Survey

Updated as of October I 1, 2023
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7. Once you are completely enrolled in benefits you’ll be returned to the Benefitfocus homepage. You
can view “Your benefits at a glance” at the bottom of the page. You can edit your benefits by clicking

Edit your Benefits button.

Elect Your Benefits Today!

Baylor,

Open Enrollment is now open from Cctober 17- October 31,2023! All benefit elizible
employees will need to complete their benefit elections for the 2024 year during the Open
Enrollment peried.

Human Resources

Show less
Edit your benefits »
Welcome back, Charles ACTIVE
7 BENEFITS
Wednasday, October 11 at 2145 PM CDT View benefits

T O == =
Your benefits at a glance
Current Benefits Future Benefits
—_—
|
Medical Health Savings... Dental Wision Life
UMR HDHP Health Savings Dental Vision Emplover
2024 Account zozg Insurance 2024 Insurance 2024 Provided Life...
$409.00,/month $76.03,/month $12.74 /month $o0.00,/month
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