LCPS: HOW TO ADD LIFE EVENTS,
UPDATE AND ENROLL DEPENDENTS
FOR BENEFITS

Summary

In this module you
will learn how to
add life events,
update and enroll
dependents for
benefits.

Steps

1. Welcome to the training module on How to Add Life Events, Update and Enroll
Dependents for Benefits in Oracle Self-Service!

LCPS Employee Self-Service

How to Add Life Events, Update and
Enroll Dependents for Benefits in Oracle
Self-Service

2. Select the LCPS Employee Self-Service link on the Home page.

Select LCPS Employee Self Service. ]
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3. Let’s begin by Requesting a Qualified Life Event.

Request a Qualified Life Event

4, Select Benefits.

ORACLE LCPS Employos Seff Sarvice

Entersrise Search o ot Go Search Resulls Display Preference  Standwd &

Home

Navigator Worklist

Personaiize Full List

Type Subject Sent Due
res v

Select Benefits.

B T e e—

5. Then select Request Qualified Life Event.

*x o meanasEEST @ O

ORACLE LCPS Employes Self Sarvice

Enterprise Search  Conbract Documents [ Go Search Results Display Prelesence  Standard ¥

Home
Navigator Worklist
Personanze Full List
HZ 58~
From Type Subject Sent Due

Privacy Stalement

e —




LCPS: How to Add Life Events, Update and Enroll Dependents for Benefits Thursday, July 05, 2018

6. Qualified Life Events include: birth or adoption of a child, marriage, divorce or legal
separation, when a dependent gains or loses coverage, or when the employee gains or
loses coverage. You have 30 days from the date of your qualifying event to make
changes to your benefits.

For this example select the Add tab for the Marriage option.

ORACLE LCPS Employes Self Service A O x & P geamasETEST @ O &

Request Qualified Life Event: Special Information Cance] Bock Next

Employee Mumber 246058

Employee Name  Test, Employee
Employer _ Loudoun County Public Schools BG

Organization Email Address

date of your quaiitying event fo make appropriate changes 1o your benels. Which of the events listad below appbes [0-you? Select only one. To process, cick the "ADD” bulton under the event you have chosen and enler the dale of the event. Chck "NexT" fo

Cantact the Employee Healh. Wel Beneiits office if you expenence mare fhan one qualfying event or fhe death of dependent. A quakfying event that occured more ihan 30 days from foday i not sligibe 1o be processed f you missed the 30-day window, you can
appropriate changes o your benefl elecions during Open Enoliment

1) Birth or Adoption

aoa | 5

Qualified Status Change Start Date End Date Status
Start Date End Date Status
Start Date End Date Status
4) Dependent Loses Coverage
Add | Sl =
Qualified Status Change Start Date End Date Status
]

No resuts found

7. You must add the starting date for this life event. Select the Calendar on the Start
Date field.

ORACLE LoPs Employes Sei Service A0 x T P LowednASETEST @) [0}

Employee Name  Test, Employee
Orgesiasiion Emel Addrss Select Calendar on the
Qualiied Status Change  Mariage Start Date.
Start Date ,

Select "Apply” to process

2) Marriage Cance|  Apply

Employee Number 246058
Employer  Loudoun County Public Schools BG
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8. The Pick a Date pop-up window displays. Select the marriage date “6/2/2018.”

ORFACEE et

2) Marriag el Apply
1 Pick aDate - Internet Explorer = o x I
‘ Select the date 6/2/2018. ]
< owe @ e ¥
SUN MON TUE WED THU PRI S
7 om om o on o s
3 4 5 & 7 8 @
w un B 15 oW oe cf "Apply” fo process
7 o®w o1 ow on 2D
n % % ¥ BB N
Cancel
# 100%
Copyright (c) 1999, 2015, Oracle snilor s aftisles. Al rights ressrved Privacy Statement

9. Then select Apply.

ORACLE LePs Employes Sei Service A O x B P Logged in As ETEST
2) Marriage Cance] "
A3
Employee Name  Test, Employee £ mployee Number 246058 Y
Organization Email Address Employer  Loudoun County Public Schools BG A
e Sstus Change Mamage . m

Select "Apply” to pracess

Request Qualified Life Event: Special Information Cance|  Back

Ernployee Name  Test, Employee Employes Numbes 246058
Cngantravon Emait Address Employes  Loudoun County Public Schools BG

Select Quakfied Lil Event

You have 30-days from e dale of your qualhng event fo make 10 your benetts Wsted below apples 1o you? Select anly ane: To process, chck the "ADD" button under the event you have chosen| Next o

mave 1o fhe nexd screen

+ Dae of Birth or Adoption of Child
* Dae of Mamiage
+ Dt of DoiCe of Legal Separation
+ Dale e Depandent Gams of Loses Coverage
+ Date e Empioyee Gaims of Loses Coverage

Caontact ihe Empioyse Healln, Wolness and Benelis ofice I you expenence more Ihan ane QuaNTyInG ovent of 1he dealh of depondent A qualllying event INal oCCured more han 30 days irom Inday is nol sbgibie 1o be (rocessed I you missed iha 30-03y WnGow, yOu Can maks
appropnate changes 10 your beneft eisctons dunng Open Enolment

1) Birth or Adoption
add | 3>

Qualified Status Change Start Date End Date Status
No resufs found

2) Marriage

Select Objoct: | Dolete  Update | Add | 3{ =
Qualified Status Change Stant Date End Date
o Mamage

Viaringe

Hy

06122018

3) Divorce
Add | 3L

Qualified Status Change Start Dato End Date Status
No rosuls found

4) Dependent Loses Coverage

Start Dato End Date Status v
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11. Finally, review your changes and select Submit

Logged In As ETEST

Request Qualified Life Event: Review Cance|  Printable Page  Back

S Eplores b 300888 /
Organizaton Fm ddress Busmess Groug | oudoun County Public Schools BG
Rnde o imagee. Gk bt rocan Select Submit.

Special Information Types

2) Marriage

12. A Confirmation page displays and notifies you that your changes have been saved and
that you are not done yet and you must go to “View and Enroll in Benefits”.

Select the Home icon to return to the main page.

. Confirmation

25 have been appbed

e Not Done Yt You must chck Home™ and got fo “View and Envol in Benells” in order fo make your beneft slection

13. Now we will update our dependents.

ORACLE LcPs Employes sel Servics x o & peanasEEST @ O
Enterprise Search  Contract Documents [¥] —T6o Search Results Display Preference Standard [¥]
Home
Navigator Worklist
- Full List

Type Sublect Sent Due

Copyright (<) 1958, 2016, Oracke and/or s affiates. Al rights reserved Privacy Statement
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14. From the Benefits drop-menu on the Home page, select View and Enroll in Benefits.

ORACLE LCPS Empioyes Sel Sarvics ® *x & P Lopged In As ETEST
Legal Disclaimer Cancel  Printable Page  Next
e ad the Legal Disclaamer and accept 1o proceed with making benefn enroment:

et I

O
—& ] Select Accept.

\

B T LT e ——

15. The Legal Disclaimer page displays. Select Accept to agree with the terms indicated in
the disclaimer.

and carrect 1a Ihe best of my knawledge. | rerge and benetis may be aflected by taiks
om a change in my pay. | am aw 2y b Cancebed f remaums are al amy brve
achonichangs If you Nawe ANy QUeSLORS conc 304 Loryices provioed by of 41 Chrded
A ———
- —
e
oot
Decine

R T e —p—

16. Then select Next.

ORACLE LCPS Employes Sell Service P o Logged in s ETEST

Dependents L xt

e Name Empiayes Test

ciont on your beneft skectons, he or she must be sted below. Cick "Add Another Person” ar ciick “Updale” 1o make changes

Birth Date Update
o resuits found.

Select the Add Another Person tab. J

Copyright (c) 199 Oracle and/or s affiiales. All rig = Privacy Statement
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17. The Dependents page displays. This page shows all dependents associated with you
that could be enrolled in benefits coverage if found eligible.

For this example select the Add Another Person tab.

ORACLE LCPS Employee Sl Service A0 * B P Lot ETEST @ o

Dependents

Add Anothe
‘or she must be isted below. Click "Add Anafher Person” or cick "Update” 1o make changes.

da fgotner Al
[Name

—
Mo resutts found \ Select the Add Another Person tab. 1

Birth Date Update

fe andor s afiiates. Al rights reserved.

18. The Add Dependent Details page displays. On this page you will provide detailed
information about the dependent that you are adding.

Select the Relationship drop-menu.

ORACLE LPS Empioyos S Sarvica ® x & oeamaseest @ O @

Cancel  Apply

Add Dependent Details

* indicates required eld

Name and Relationship

Payroll Tax County

Miscellaneous Information

" Gender ]  Social Securdy
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19. Select the Spouse option.

ORACLE LCPs Employes Sef Sarvice

O * & %  vouenerss @ O B

Add Dependent Details

Name Empioyee Test

* Incicates required el

Name and Relationship l—l

Select Spouse.

Address Information
Shored Resutence
Address Type
Address Style Uniled States [+
* ndaress Line 1
Adaress Line 2
"oy
state
* Zip Code
County

suntry  Unied Slates
Personal Email Address

» »
Payroll Tax Couniy
Miscellaneous Information

* Gender ]  Socisl Security

20. Select the Relationship Start Date field and enter the date of the Life Event.

ORACLE LCPS Employes Self Service

A O x & 4% wenes @ O

Add Dependent Details

Name _Empioyee Tes!

* indcates equred el Select the Relationship
Name and Relationship Start Date field.

* Retationship v

* Relationship Start Date
Tie

* First Name

Muddte Mame

* Last Name

Suftix

Address Information
Shared Residence
Addross Type
Address Style  Uniled States [

* Address Line 1
Address Line 2

ry  United States

Payrol Tax Zip

Payroll Tax County
Miscellaneous Information

* Gender W]  Socil Security
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21. Type in “06/02/2018.”

ORACLE LCPs Employes Sef Sarvice

‘Add Dependent Details

Name Empioyee Test

* Incicates required el

Name and Relationship

Type in “06/02/2018."

* Relavonship ey o

* remnonstip star Oste [ 06022018 .
Tite u

* First Name
Middte Name

Sums
Address Information
[] Shared Residence
Atgress Type 2

Address Style Uniled States [

* Madress Line |
Adaress Line 2

suntry  Unied Slates

Personal Email Address

Payroll Tax City

Miscellaneous Information

* Gender ]  Socisl Security

22. Select the Title drop-menu.

ORACLE LCPS Employes Se Service

@ *x #

Logged In As ETEST

o o

Add Dependent Details

Name Empioyee Test

* incicates required el

Name and Relationship

¥ Relaonship [
* Relationship Start Date oy

Muddte Mame

Select the Title drop-menu.]

* Last Name

Suftix

Address Information

[] Shared Residence

Address Style  Uniled States [V

* Address Line 1
Address Line 2
"oy

State

* Zip Code
County

Untea States

Payrol Tax Zip
Payrol Tax County

Miscellaneous Information

* Genger W]  Socil Security
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23. Select the appropriate title for your dependent. For this example, select Mr.

Add Dependent Details Cancel  Apply

Name Empioyee Test

* Incicates required el

Name and Relationship

* Relabonshp  Spouse v

1 i Select Mr.

* Relationship Start Dste 060272018

try  Unbed Siates

»
Payroll Tax County

Miscellaneous Information

* Gender v Social Security vl

24. Select the First Name field to add the dependent’s first name.

Add Dependent Details Cance|  Apply

Name Empioyee Test

* incicates required el

Name and Relationship

* Relationship  Spouse =
* Relavonship Start Dste 0802018 .
e % Select the First Name field.|

Address Information

ty  Unted States

Payrol Tax County

Miscellaneous Information

* Gender W]  Socil Security X

10
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25. Type in “John”.

ORACLE LPS Emplayss Ssi Servics ® X &% P Logoed in ASETEST (@)

Add Dependent Details Cancel  Apply
Name Employee Test
* Inaicates required fiel

Name and Relationship

* Relationsh

Spouse ~]

* Relationship Start Date  pe2r2018 9

Title _bir v
* st name| jonn _|
Middle Name
* Last Name e —
Type in “John".
Address Information
[] Shared Residence
e -

Address Siyle United Stales (]

* ndaress Line 1
Address Line 2
imy
state
* 2ip Code
County

* Country  Uniteq States
Porsonal Email Address
Payroll Tax City
Payrol Tax State
Payroll Tax Zip
Payroll Tax County

Miscellaneous Information

* Gender - Social Security

26. Select the Middle Name field.

Add Dependent Details Cance|  Apply

Name Empioyee Test

* inscates required el
Name and Relationship
* Relationshp  Spouse v

* Relationship Start Dste 00212018

e Mt v
* First Mame_sonn

Select the Middle
Name field.

Address Information

Shared Residence
Addross Type

Aodress Style  Uniled States [
* Address Line 1
Address Line 2
Yoy
sute
* 2ip Code
County

* Country United States

Personal Email Address

Payrol Tax City

Payroll Tax County
Miscellaneous Information

* Gender W]  Socil Security

11
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27. Type in “D”.

ORACLE LCPS Employes Self Service

Add Dependent Details

Name Empioyee Test

* incicates required fietd

Name and Relationship

Relationship  Spoyse v

* First Name _iohn

migate Name| oy
—

* Last Name ] —
Sulfix — \[ Type in “D". ]

Address Information

[] Shared Residence
" Address Type v
Address Siyle United Stales ]

* Address Line 1

Address Line 2

e

State

* 21p Code

County

* Country  United States

Personal Email Address

Payroi Tax City

Payron Tax stte

Payrolt Tax Zip

Payrol Tax County

Miscellaneous Information

* Gender - Social Security

L

® *x # £

Logged In As ETEST

o O g

Cancel  Apply

28. View details for the 403b Elective Deferral plan. Then select the 457 Deferred
Compensation right-arrow icon

ORACLE LCPS Employes Seff Service

Add Dependent Details

Name Empioyee Test

* incicates required el

Name and Relationship

= AN
Address information Select the Last Name field. ]

Shared Residence

Addross Type =
Address Style Uniled States [

* Address Line 1
Address Line 2

Country  United States
Porsonat Email A

Payroll T
Payr

Payrol Tax Zip

Payrol Tax County

Miscellaneous Information

* Gender W]  Socil Security

@ * &

Logoed in As ETEST

o o g

Cancsf Apply

12
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29. Type in “Doe” as the last name.

ORACLE LCPs Employes Sef Sarvice

Add Dependent Details

* Inscates required held
Name and Relationship

* Relabonshp  Spouse v

e M v

Miscellaneous Information

* Gender ]  Social Security

Logged In As ETEST

®@ *x ©

Name Empioyee Test

o O g

Cancel  Agply

30. You can let the system know if you are sharing a residence or have different addresses.
For this example, to show that you and your dependent share a residence, select the

Shared Residence box

ORACLE LCPS Employes Seff Service

Add Dependent Details

Name and Relationship

* Relationship  Spouse ¥
* Relationship Start Dste 06022018

Select the Shared
Residence box.

P £
Payroll Tax County
Miscellaneous Information

* Gender W]  Socil Security

@ * &

Name Empioyee Test

Logoed in As ETEST

o o g

Cancel  Apply

13
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31. If you check the Shared Residence box, you don’t have to fill in the address fields.
Those field options will collapse and not appear on the page.

Continue by selecting the Gender drop-menu.

ORACLE LCPS Employes Self Service A O x & P LoggedinasETEST @ (D

Add Dependent Details Cance| | Apply

Name Emgioyss Test

* indicales required feid

Name and Relationship

* Relations

Tite M >

" First Name o

Midao Namo

* LastNome  pog
Summx

Address Information

% shared Q:imn:a |

Miscellaneous Inf \r‘mahan

Copyright (c) 1998, 2015, Oracie and/or fis afikates. Al rights reserved.

A O x o LeamasEEST @ (O

Add Dependent Details Cance]  Apply

Name Emgioyes Test

required ekt
d Relationship

ate  pema018

Address Information

] Shared Residence

Miscellaneous Information

14
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33. Next, select the Social Security field.

ORACLE LcPs Employss Ssi Servics A ® x # P LogsemasETEST @ (D)

Add Dependent Details Cancel  Apply

Name Employes Test

" incicates required fieis

Name and Relationship

" Relationship  Spouse 2
" Relationship Start Date  pamar01a »

Tite My v
* First Name john
Middie Name )
* LastName pop
Suffix

Address Information

[ Shared Residence

Select the Social Security field. ]

Miscellaneous Information

* Gonder [ETE~]  Social Securmyl

&R oram 3

34. Type in your spouse’s SSN, “111-11-1111.”

ORALCLE LLPS Employos Sell Service w ® * fo3 P Logged In As ETEST [} 0]

Cancel  Apply

Add Dependent Details

Name Empioyee Test

* incicates required Sekd

Name and Relationship

* Retat

D Spouse v
" Relatonship ST 08t 0E0201E

Time

<

* LastName poe
Sufmx

Address Information

B — o Type in “111-11-1111" }
Miscellaneous Information

" Gender wae [v]  Socl Security| 444 4y ] x

* Date of Bt

35. Select the Date of Birth field.

ORACLE LPS Empioyos el Sarvics A O x o ‘-" LmenaETEST @ (D

Add Dependent Details Cancel l‘pjp.\_:l

Name Emgloyes Test

* Inescates required bk

Name and Relationship

cenaz0e

Tie Mt ~

FistMame  jonn

Mt Name
* LastMame  pog
Sufx

Address Information

) Shared Residence

Miscellaneous Information Select the Date of Birth field. }

"Gender Maie [W] SO0 Secutly ypeag 1111

15
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36. Type in your spouse’s birthdate, “12/02/1997.”

ORACLE LCPS Employos Sef Sarvice /n\ @ * ¢ P

Logged In As ETEST

o O

Add Dependent Details
Mame Employes Test

* Inescates reguired bk

Name and Relationship

* Last Name
Suffx

Address Information

) Shared Residence

ctomosilomaion: Tine in "12/02/1997."}

*Gender Mae [W]  Socl Securly yyqy1q11y

* pate ot 0w 42,02/199; x s

Copymight (c) 1998, 2016, Oracts andor s afilates. AlT

Cance] llp,r.\.:l,

Privacy Statement

37. Select Apply to apply the changes.

ORACLE 1P Erplren e Srvie A O x @

Logged In As ETEST

e o

Add Dependent Details
Mame Employse Test
* Indicates requirod el

Name and Relationship

" Relationship  Spouse ~
* Relationship Start Date  psm2r201s »
Tide WM v
* FirstName  jon
Miade Name

*LastMame  poe
Sulix

Address Information
[ shared Residence

Miscellaneous Information St

e
"Gender male [v]  Socil Secuity yyiyninn sl
* Date of Birth 12021957 ]

@ *x & £

Dependents

Mame  Employes Test

Roview tho dependents isted below To cover & Sepoendant on your benabl slecticns, v of she must bo ksted below Cick “Add Anattsr Person” or dick "Update’ 1o make change
Add Another Person | I = Vi e T
Name Relationship Social Security Number Birth Date Update

ot Doe. Spouse e 12021997

) 1996, 2016, Oracte andor s afilates. AB Fights feseved

Logged In As ETEST

cance]

=

Privacy Statement

16
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39. The Select Program page displays.

ORACLE LCPS Employos Sef Sarvice

Select Program Cance| Back  Next

Mame Employes Test

el
To

ehangs banetit sisctions. select LCPS Savngs ang Suplemental Sonatts 1o view 4030, 457 ang VA 529 elections
e Genent
Ho g

Program Name

® LCPS Actve Benetrs

PS Savings and Supplemental Benetts

Copynight (c) 1968, 2016, Oracts ancyor s afikales Al Fighis reserved

40. Enroll the Dependent in Benefits.

Enroll Dependent in Benefits

41. Once you've added your dependent, you can now enroll your dependent in benefits.
On the Select Program page, the LCPS Active Benefits option is selected by default.
Select Next to view these options

ORALCLE LCPS Employes Self Sarvice

A0 x & LgmennsEEsT @ O

Select Program
wame  Employes Test
Seiect LGP Acive Barei 1 view o change benafl skechons; select LCPS Savings an Supylemental Benetis 1o view 4035, 457 and VA 529 siscions
To enioa o make & change. seiect-Actve Benemts

HoFe

P Name

) LCPS Actve Benetts |

Copynight (c) 1998. 2016, Oracle ancior fs afliates. Al rights reserved

Privacy Statement

17
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42. The Benefits Enroliments page displays. This page shows your current benefit
selections and the rate for those benefits. To add your dependent to these benefits

select the Update Benefits tab.

® * & ‘I Logged In As ETEST

Benefit Enroliments
MName Empioyes Test
Event Name LCPS Mariage Enroliment Pariod 0811120

Benefit Selections [Seiect Update Benefits.

Coverage Start Date Coverage Employee PreTax Employes PostTax Employer
06012018 455 000 0TEe

43. Review the Benefit plan(s) that the employee is currently enrolled in. For this
example, the employee is enrolled in the Cigna High Deduction Health Plan (HDHP) —
Express Scripts.

Use the scrollbar to navigate down the page.

® * & weamrceest @ O ©

Update Enrotiments Cover Dependents Aftachments Contemabon Statement
Update Benefits: Update Enroliments Recalculate  Back  Mext
Mk your banels sectons belom
Medical
M ingican = requied
et ) — = U_se the scrollbar to
Cigna OAP  Express Scrpts navigate down the page.
oree Ony = = P
o -] s
Emptores + 890 g =
Emgioyoa + Family i 164 99
Cignn POS + Expross Serpis
% w
PPy ——
fr—— e 2
g o) Y 1024 46154
Employee + Spouse * 6448 600 00 M

18
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44, For the health plan selected, check the Employee + Spouse box.

Cigna High Deductible Health Plan (HDHP) + Express Scripts

Opt Out Creat

Walve Medicai

Health Savings Account

Flease enter ihe PER Pay amount you wish to contribute.

Plon
Heallh Savings Account

Walve Heslth Savings Account

Dental

Documentation is required  entoiing yous spouse and/or childiren)

Al ingicates Cerbiication is required
lan Option
Deta Dental
Empioyee Oniy
Employee + Chid
Employee + Spouse
Empioyes + Famey

Watve Dental

Click her

Employee + Spouse ar

Emplayee + Famity

=]

Emplayee Only
Emplayae + Child
Emplayee + Spouse

Empioyes + Famiy

@7 62499

30532 75218

Check the Employee + Spouse box. ]

1024 158
[ 50000
210 46

900

Option Select Annual Cost
Fiat Amount o —
Percentage - =
o4
tor & st of required
Select Employee Pre Tax Employer
~ 082 %48
i 146 818
] o7 “e
& O 1220 5558

45. Uncheck the Waive Health Savings Account box to change this option.

Cigna High Deductible Health Pian (HDHP) + Express Scipts

Opl Oul Credt

Walve Medical

Health Savings Account

Fiaase entor the PER Pay amaount you wish 1o con

Plan
Heath Savings Account

Walve Health Savings Account

Dental

Doc
Al incicates Cortfication s raquied

Plan Option

Deta Dental
Empioyee Only
Employee + Chid
Empioyee + Spouse
Employes + Faméy

Waive Dental

Emplayee + Spouse

E]

Employes + Famay ==
) =]

Emplayee Oy

Employee + Chid 2

Employee + Spouse

Emplayee + Famiy

w4 62499
0532 5214
455 32769
1024 5150
6448 600.00
0213 TH48
200

ICost T

"
Uncl

heck the Waive Health
Savings Account box.

]
{

Option Seie{u

Fat Amount

Parcentie

Salact

000 000 [
Employee Pre Tax Employer
082 348
346 B18
o "l
1220 5558
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46. To add an amount to apply to this account, select the Flat Amount Employee Pre Tax
field.

e = Qi @74 62499
Emplayee + Famity 3 2T 5218
Cigha High Deductible Health Plan (HDHP) + Express Scipls
Emplayee Only I 455 2769
[—— > S peere
R - - = -
Empioyes + Famty = pop w—m
opt 0wt Creat -~
Waivo Mosical
Health Savings Account
Flease enter the PER Pay amount you wish fo contribute
Plan Option Select Annual Cost
Heallh Savings Account
Flat Amount = 2,00
Fercentage - 000
Walre Heallh Savigs Accoun N e
i Select the Flat Amount
. :
Employee Pre Tax field.
Documantation i ocied F el your spouse ansfr chidipon). Clck hre o s of requred decaamaris
A indicates Certfication is required
Plan Option Select Employee Pre Tax Employer
Dota Dent
Empoyoe Ony 5 e o
Enmpioyes + Crad = i -
Erpoyes + Spause = . pops
Empioyee + Famiy &= O 1220 5558
Waive Denta

47. Type in the amount, “1000.00.”

Employes + Spouse

3 274 490
Employee + Famiy - 20532 5214

(Cigna High Deductitie Haalh Flan (HDHP) + Express Serpts
Empioyee Only P 68
Employea + Crig x 024 154
Employoa + Spause 3 2 ™ 50000
Empioyoe + Famity 2 0 384

Opt Out Craant "

Wave Mascal

Health Savings Account

Plaase entet tho PER Pay amount you wish 1 contribute
Plan Option Select Annual Cost Employee Pre Tax

Heaih Savings Account
Fiat Amount
Percantage

Wave Health Savings Account

Dental
Dacumentation 1 recuared f snrollrg yous spouse andor chiciron) Cack here for kst of required Gocuments
M ingicates Cenificaton i requred
Option Select Employee Pre Tax Employer
Delta Deatal
Emgloyse Onty 2 062 648
Employes + Chig 3 308 5 18
Employes « Spouse x 79 4560
Employes - Famiy a 1220 sssa
Wawve Dental
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48. Scroll down the page to the Dental Plan options. Check the Employee + Spouse box
for the Dental Plan.

Emplayee « Spouse

A @ [ s0000
Eches =y A @2 7848
Qpt Out Crectt 900
Walve Medical
Health Savings Account
Piease enier the PER Pay amount you wish ko contrbute.
Plan Option Select Annual Cost Employee Pre Tax
Haalth Savings Account
Pl oot =} 000 100000x ()
Porcentage 000 000 B
Waive Hoallh Savings Account
Dental
Oocumentabon s required f enrofing your spouss andior chidi(ren) Cack here for kst o requred documents
[ —
2 oacates Cenncanon s ceuess i
Plan Option Select ployer
Delta Dental

Check the Employee + Spouse
box for the Dental Plan.

Empioyee Only 648

Employee + Chid ®18

Empioyee + Spouse

7 5o
Empioyes + Faméy L - i
Waive Dorial
Vision
Documentabon i required f enroling your spouse and/or chiien) Cick here for a ist of requied documents
8l indicates: Certfication is required
Plan Option Select Employee Pre Tax Employer

Davis Vision

49. Scroll down the page to the Vision Plan options. Check the Employee + Spouse box for
the Vision Plan.

Empicyce Only 082

ET)
Employes + Chid = 215 51
Eeres poins 5 ror P
Employee + Faméy » g 1220 5558
Waitve Dental
Vision
Decammaniaton o oculd § svulig rous spoaee e hdpen). Ok ors fo 8 of Foqied docavants
# incicates Cerfication is required
- o S e p——
Davs Vison Check the Employee + Spouse
mpioyes ony | box for the Vision Plan, 22
ER—— py= i
Empioyee + Spouse 050 341
Empioyee + Family 124 514
Waws Vison

Health Care Spending Account

P10050 enter 1he ANNUAL BM0unt y0u wieh 10 CORUIDU You My cOnAS up 10 3 Marimum of 52550 annualy

A inoicates Certication s required
Plan Select erage Annual Cost Employse Pre Tax
Heallhcare FSA 3 000 [0 i i

Lnted Pumposs FOA =4} 50000 1) 500.00 571

Waive Healhcars FSA
Dependent Care Flexible Spending Account

Fiease enter the ANNUAL amount you wish to contribute. You may confribute up 1o 3 masimum of $5000 per househoid annually

B incicates Cerbfication s required
tan Select Coverage Annual Cost Employee Pre Tax

Dependent Care FSA 3 20 G 00 200
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50. Scroll down the page to the Accidental Injury Plan options. Check the Employee +
Spouse box for the Accidental Injury Plan 1.

Employee » Chidiren) O 500000 (@ 158
Employee » Spouse o 5,00000 (i 297
Famity 8] 5.000.00 () 1
Wolve Ciica s
Accidental Ir\]ury
Plan Option Select Emploves Post Tax
T Check the Employee + Spouse box
Eiciogea oy for the Accidental Injury Plan 1.
Empioyee + Chikd(ren) hoose 10 5 ) T
i ot 15
Famiy F 0
Accidenta ey Pan 2
e
Empioyes Only - 3106
Employee + Chidiren) P
e — = o
Famiy "
Walve Accidenal ey =
Optional Employee Life Insurance
Plan Select
Walvs Oponal Erplayes L 5
Optional Spouse Life Insurance
Plan Select
Walve Optional Spouse Lite 2
Optional Child Life Insurance
Plan Select

51. Review the Life Insurance options that appear on the page. Use the scrollbar to
navigate down the page.

Plan Option Select Employee Post Tax
Accents mwry Pan 1
Empioyes Oy e
Employes + Cr =
Empioyee + Spo 2 151
Farh om
Accioontat ey Pan 2
Empleyee O -~
Empioyee *
Empioyee « Spor
Family
Waive Accidental Injury M
Optional Employee Life Insurance
Plan
Watve Optnm Employee Lie = 5
Optional Spouse Life Insurance U_SE the scrollbar to
navigate down the page.
Plan Select
Waive Opbona Spouse Lie =
Optional Child Life Insurance
Plan Select
Waive OptonalCril e =

ong Term Disabllity

LTD Tier 1 - 50 calendar day sliminaion period, pays 60% for a mavimum of fwo years, is fu

 with olher income (0% pre-disabilty saslary is the maximum income)
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52. Review the other options that appear on the page. Then select Next.

Plan Option Seloct Coverage Employes Post Tax
Vokuntary Long Term Disataty
Employer Paid Benefits

Plan Seloct
‘Short-Term Disabany

i
i

VLDP - Short Term Disabiity
Group Lite - 2X Base Salary 264,000.00 nm
EAR

Y 88

Pension Plan

Plan Option Select Employes Pro Tax Employer

Select Next.

53. The Update Benefits: Cover Dependents page displays. After enrolling your
dependent(s) in your Benefits Plan, you must select the dependent that will be
covered for each Plan.

Check the Cover box for the Medical Plan.

ORACLE 175 Employes Se8 Sorvice A O x # & punseestT @ O @
Bonefis Enroliment | Curent Benats
Update Ervolments Cover Depandants Atiachments Confimation Statemant
Update Benefits: Cover Dependents Back  Next
[PISC— Program  LCPS Actve Benetils
Event Name  LCPS Mamage Enroliment Period 061112015 - 07/022018

Dependent Selection

Please check the bax for each dependent you wish 10 Cover for 2ach PYan. You Iay cover flerent dependents in ach Plan

Medical : Cigna High Deductible Heaith Pian (HDHP) + Express Scripts Empioyes + Spouse Check the Cover box for

Hes@m the Medical Plan.

Dependent Relationship Social Security Number Eligible

Johe Do spause e Yes

Dental : Deita Dental Empioyee + Spouse

HzW@em \

Dependant Relationship Soclal Security Number Eigible Cowir

o Dos Spous e ¥

Vision : Davis Vision Empioyee + Spouse

He Ry @

Dependent Relationship Saclal Security Number Eligible Cover

John Doe Spouse - Yes & \
Accidental Injury : Accidental injury Plan 1 Empioyee + Spouse o
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54. Continue by selecting Cover for the remaining Plans as shown on the screen. Then
select Next.

Name_Empioyee Tes Program  LCPS Actve Benstis
Event Name LCPS Maniage Enroliment Period 06112018 - 07022018

Dependent Selection

Plese check e bas for sach dependant you wish 1 coves for sach Plan You may cover defecent dependants n esch Plan

Medical : Cigna High Deductible Health Pian (HDHP) + Express Scripts Empioyes + Spouse

Hz P @0

Dependant Relationship Social Security Number Eligible Cover
John Doe Spouse 11 Yes 4
Dental : Delta Dental Employee + Spouse

Mo Fem

Dependent Relationship Social Security Number Eligible Cover
John Doe: Spouse 1111 e &

—

Vision : Davis Vision Employee + Spouse

Hes 58~

Dependent Relationship Social Sacurity Numbar Eligible Cover
ot Doe Spouse A e IE
Accidental Injury : Accidental Injury Plan 1 Employee + Spouse

HeWite @
Dependent Relationship Social Security Number Eligible Cover
John Doe Spouse M- Yes

Select Next.

55. The Attachments page displays.

ORACLE LCPS Employes Sell Service

Bonefis Enrolment | Curent Benefits

®
Updato Enosments Cover Dependants Attachments. Contematon Statemant
Attachments Back ezt
Name  Empioyea Test Program LCPS Actve Benets
Eveni Name LCPS Mariage Envollment Period 08/1 12015 - 070272018

Attach recued docurmentation for y for a st of requires doc
Click HERE to attach your documents.
Vou must suppty ne ang procassed Enolments vl be suspe meriaton 5 recenes

4 Person Enroliments

HoWw@vie
Details Plan and Option

» LCPS Active Benefits - Vision - Davis Vision - Empioyee + Spouse

s

» LCPS Active Benefits - Dental - Defa Dental - Employee + Spouse w

b LCPS Acive Benefits - Medicai - Cigna High Deductibie Healih Pian (HDHP) + Express Scripts - Empioyee + Spouse

< >

4 Attachments

Search

Hiote that the search is case insensitve
Go

P Show More Search Optians

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
Mo results found
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56. Finally we will discuss how to Upload Proof of your life event.

Upload Proof

57. To show that your life event is eligible for benefits coverage, you must provide proof of
the event. To attach your documentation select the HERE link from the Attachments

page.

ORACLE LPS Employes seitSorvice O x & £ e il
Banems Enroment | Cusren! Benett

Updale Enroiments Cover Dependents Attachments

Back  Next

Select the HERE link. ]

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog —

No resuts found
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58. A webpage for the Loudoun County Public Schools opens and displays the LCPS
Benefits Form. This webpage allows you to upload documents. Select the PID field.

) ACLIE LCPS Emplayss Sei Sen ® *x & P Logged in As ETEST

Boneliis Enroliment __Curent Benstts

s a x
=3 imgwebd2 = & || semrch. o -
(& New Submis Confamaton Statemant
Attachmenl! fie Edt View Fovorites Took Help x Convert = [iSelect Back  Nezt
4 Loudoun County Public S.. &) Dev & HCMOVPCH &) Recruitment Visitor Hom... &) TRNG ] UAT - External ) UAT internal & UAT itec bram L

Pfriod 0811,

Attach e

Click HERE to}

LCPS Bene|

Select the PID field.

You must supply

4 Person Ef

Ho s
Details Plan aifd Last Name *
»

Full Name

»
» Email
) >
Select Your New Hire
4 Attachmd Qualifying Life Event  open Enollment
BirthiAdoption
Marmage
Became Benefits Eligidle (ex: parn-ime 10 fullime)
Search

Employee/Dependent Loses Other Coverage (This means Enrolling in any LCPS

Hote that the o heaith pian)

Go Employee/Dependent Gains Other Coverage (This means dropping any LCPS
b Show Mo heaith pian)
Divorce
Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No results found.

59. In that field type in “999999.”

ORALCLE LCPS Employss Seil Servics * & P Logged In As ETEST

Bonefits Enroliment | Curent Benefits

imgwest 5 - & || search., o-

Confmaton Statemant
2 New Subm 8

Attachment! rie Edt View Favorites Took Help

x Bcomet = iseet Back ezt

% ' Loudoun County Public S.. &) Dev &) HCMOVPCH ) iRecruitment Vistor Hom... ) TRNG (3] UAT - Eiternal ] UAT Internal ] UAT iflec

LCPS Bene/ Type in “999999."

Details Plan and LastName™

Full Name

»

» Email

. Select Your New Hire >
4 Attach Qualifying Life Event , Open Enroliment

Bin/Adoption
Martiage

Became Beneflts Eligivie (ex: part-ime 1o full-time)
Soorch Employee/Dependent Loses Other Coverage (This means Enroling in any LCPS
Hote heaith plan)

Go

Employee/Dependent Gains Other Coverage (This means dropping any LCPS
» heatth plan)

Divorce

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

Mo resuits found
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60. Then select the Last Name field.

ORACLE Lcps Enpoyes @ * # % | omamacerest

Bonefiis Enroliment | Current Benefits

imgwebd2

=3 Search. 0 -
Cortmaton Statemant
£ New Submssion o

Attachment! fie Edt View Favorites Tooks Help Convert ~ [iSelect Back  Next

i ' Loudoun County Public 5. &) Dev &) HCMOVPCH @) iRecruitment Visitor Hom... ) TRNG 3] UAT - External ] UAT internal ] UAT iftec

boram  LCPS Actve Benetils

o LCPS Benefits Form
You Must supply 1

4 PersonE Select the Last Name field.
FiD* (990995~ T

Details Plan and Last Name *

d Full Name
»
» Email
5 Select Your New Hire o
4 Attachme Qualitying Life Event -, Open Enroliment
BirthiAdoption
Marmage
Became Beneflts Eligible (X part-ime 10 1ul-time)
Search Employee/Dependent Loses Other Coverage (This means Enroling in any LCPS
Hote neaith pian)
Go Employee/Dependent Gains Other Coverage (This means dropping any LCPS
¥ Show More heath plan)
Divorce
Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

No resuits found

61. Type in the last name “Test.”

ORACLE LCPS Employes Seif Service * £o3 P

Logged in As ETEST

Bonefits Enroliment | Curent Benefits

) imgwest

Search. -
Confmaton Statemant
& New Subr s

Attachment! rie fot

ow Fovorites Took Help  WiComet + fHscect Back ezt
¥ Loudoun County PublicS... &) Dev &) HCMOVPCH ) Recruitment Vistor Hom... ) TRNG {3) UAT - External ) UAT Internal ) UAT iflec

Boram  LCPS Actve Ben

Attach requ
Click HERE to

LCPS Benefits Form

You must suppiy U

Type in “Test”

Full Name

»
» Email
< >
Select Your New Hire
4 Attach Qualifying Life Event , Open Enroliment
BiM/Adoption
Marriage
Became Beneflts Eligible (X pant-ime 1o fulltime)
Search Employee/Dependent Loses Other Coverage (This means Enrolling in any LCPS
Hoe th heaith pian)
Go Employee/Dependent Gains Other Coverage (This means dropping any LCPS
ps heaith plan)
Oworce
Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

Mo resuits found
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62. Now select the Full Name field.

Bonefiis Enroliment | Current Benefits

imgeb02 - & [ semch. o-

2 New Subs
Attachment! fie £t

Contrmaton Statement
View Favorites Took  Help x Convert ~ [Select

J ' Loudoun County Public

&) Dev 8] HOMOWPCH &) iRecruitment Visitor Hom... &) TRNG ] UAT - External ) UAT internal &) UAT iflec

Doram  LCPS Actve Be

Period 06112018 - 07102
Atach
Click HERE to
LCPS Benefits Form
Youm
4 Person Ei
Hz
Details Plan and LastName™* T
.
Full Name
»
» Email
<
Select Your New Hire
4 Attachme Qualitying Life Event -, Open Enroliment
Birth/Adoption
Marniage
Became Benefts ENgIbie (ex: pan-time 1o full-ime)
Search

Employee/Dependent Loses Other Coverage (This means Enrolling in any LCPS
heaith plan)

Hote that the e
Go

Employee/Dependent Gains Other Coverage (This means dropping any LCPS
» Stow More heath plan)
Divorce

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
o resus found

63. From the drop-menu list select Test, Employee A.

ORACLE LCPS Employes Self Service

Back  Nest

® Kx P Logged In As ETEST

Bonefits Enroliment | Curent Benefits

& rere imgeeb2 5 - & || search., o~

& New Submis:
Attachment! rie Edt View Favorites Took Help

Confmaton Statemant

FiConwert = Jiselect

&) Dev B HCMOVPCH ) iRecruitment Visitor Hom... &) TRNG ] UAT - External {3 UAT internal & UAT iflec

% ' Loudoun County Public S.

Boram  LCPS Actve Be
Period 081172018 - 07

Altach requae o

Click HERE to

LCPS Benefits Form

Youm

LastName™

»
Full Name \ ‘
) —
: i Test, Aamin B /
e Test, EleWﬁél&
Select Your Test, Exam Wed
4 Attachi Quaiitying Life Event | N
Test, Pop Quiz
i
Became Beneiits EIGIDIE (6X. pan-ume 10 Tui-ime)
search

Employee/Dependent Loses Other Coverage (This means Enrolling in any LCPS
heaith pian)

Hiote that the se
Employee/Dependent Gains Other Coverage (This means dropping any LCPS
heaith plan)

Divorce

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

Mo resuits found

Back  Next

28




LCPS: How to Add Life Events, Update and Enroll Dependents for Benefits Thursday, July 05, 2018

64. Then verify that your Email address appears.

Bonefiis Enroliment | Current Benefits

imgeb02 - & [ semch. o-

2 New Subs
Attachment! Fie Edt View Faw

s Took Help % Convert ~ Hiselect

R Loudoun County Pul &) Dev 8] HOMOWPCH &) iRecruitment Visitor Hom... &) TRNG ] UAT - External ) UAT internal &) UAT iflec

LCPS Benefits Form

Details Plan and Last Name * Test

Verify Email.

»
» Full Name Test, Employee A <]
— |
» Email elestia@su edu
<
Select Your ‘New Hre &
4 Attachme Qualitying Life Event -, Open Enroliment
BirthiAdoption
Marmage
Became Beneflts Eligible (X part-ime 10 1ul-time)
Search

Employee/Dependent Loses Other Coverage (This means Enrolling in any LCPS
heaith plan)

Hote that the e
Go

oo

Employee/Dependent Gains Other Coverage (This means dropping any LCPS
heatn plan)
Divorce

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
o resus found

ORACLE LCPS Employes Self Service

Confmaton Statemant
Back  Nest

boram L
period 061122

Bonefits Enroliment | Curent Benefits

& rere imgeeb2 5 - & || search., o~
2 New Subr
Attachment! rie £ot

fow  Favorites Tooks Help  WiComet + fHscect

% ' Loudoun County Public .. &) Dev &) HCMOVPCH ) iRecruitment Visitor Hom... ) TRNG (3] UAT - Eiternal ] UAT Internal ] UAT iflec

Altach requae o

Click HERE to

LCPS Benefits Form

LastName™

Confmaton Statemant

Back  Next

peervea

»
Full Name
»
» Email
<
Select Your
4 Attach Qualifying Life Even| A Enroliment
v m ts Eligible (ex. part-time 1o ful-ime)
Search Employee/Dependent Loses Other Coverage (This means Enroling in any LCPS
Hote heaith plan)
Go Employee/Dependent Gains Other Coverage (This means dropping any LCPS
» heaith pian)
Oorce

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

Mo resuits found
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66. Use the scrollbar to navigate down the window.

Bonenis Enrolrent | Cusront Berefts
- a x
imgweb02 - & || search. o~
Tomers Contmaton Sutemant
Attachment! Fie Edt View Fovorites Tooks Help Back  Next
1 Loudoun County PublicS. ) Dev 8] HMOVPCH 8 Recwitment Vistor Hom... ) TRNG ) UAT - Etemal ) UAT ntaral ) UAT e
Atach
Click HERE to
LCPS Benefits Form
4 Person E
999993
e Use the scrollbar to
Details Plan and Last Name* Test navigate down the window.
>
- Full Name Test, Employee A
» Email etestis@su edu
< >
Select Your New Hire
4 Attachme Qualifying Life Event -, Open Enroliment
Birih/Adoption
Became Benefits ENQIDIe (ex: pan-time 10 full-ime)
Search Employee/Dependent Loses Other Coverage (This means Enrolling in any LCPS
Note that the sef health plan)
Go Employee/Dependent Gains Other Coverage (This means dropping any LCPS
= heath plan)
Divorce
Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No rosuts found

67. Select Yes to show that you are adding a spouse.

ORACLE LCPS Employss Self Service ® * tol P Logged In As ETEST

Bonefits Enroliment | Curent Benefits

- o x
& b Simgwest2 5 - ¢ sesrch.. p-
2 New Subr Confamation Statemant
Attachment! fie ot View Fovortes Took Help % @Comat + fBseect Back  Mext
% ' Loudoun County Public .. &) Dev &) HCMOVPCH ) iecrutment Visitor Hom... (&) TRNG ) UAT - Extemal ) UAT interal & UAT iflec bgram LC
Select Your New Hire eriod 0641
Mt Qualifying Life Event  Open Enroliment
BirtivAdoption
Click HERE to 53 Manage
Became Benefits Eligible (ex par-time 1o full ime) evea
Employeg/ienandan  acoe Cunc Sauqrage (This means Enroling in any LGPS

age (This means dropping any LCPS

Are you adding or
removing a spouse?

Are you adding or Yes

>
removing a No

dependent?*

Signature 1

Date Date ¢

Search

Hiote ths
Go

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

Mo resuits found
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68. Select No to show that you are not removing a dependent.

ORACLE LCPS Employes Self Servi

=

& £

LoggedETEST  JART

(U]

Bonefiis Enroliment | Current Benefits

2 New Submission
Attachment! fie

Edit View

% ' Loudoun Cos

Attach req

Click HERE to

You must suppiy 1

4 Person Ei

Search

Hote that the e
Go

Title

No resuits found

- o x
imgest Search o
Contamation Statemant

Favorites  Tooks  Help hComvert = [ Select Back  Next
anty Public S &) Dev ] HOMOVPCH ] Recruitment Vistor Hom... &) TRNG (3] UAT - External &) UAT internal 8] UAT iftec boram LCPS Actve Bentis
Select Your New Hire riod - QM1 -0
Qualifying Life Event Open Enroliment

Birth/Adoption

® Martiage

Became Benefis Eligible (ex: pari-time 1o full-time)

Employee/Dependent Loses Otner Coverage (This means Enroling In any LCPS

health pian)

Employee/Dependent Gains Other Coverage (This means dropping any LCPS

heaith plan)

) Divorce

Are you addingor  igi Yes
removing a spouse?* L
Are you adding o >
removing
dependent?”
Marriage License Upioad
Signature ]
Date ate 10 form s

69. Select Upload to attach your proof document.

ORACLE LCPS Employes Self Service

® *x #

Logged in As ETEST

(U]

Bonefits Enroliment | Curent Benefits

2 New Subm
Attachment! ra.

Bt View

Favortes

imgwest
Tooks  Help

- & | search.,

Confmaton Statemant

FiConwert = Jiselect

Back  Next

Altach required 8
Click HERE to

You must suppiy U

4 Person Ei

Search

Hiote that the se

Title

Mo resuits found

¥ Loudoun County Public 5.

Select Your
Qualifying Life Event

Are you adding or
removing a spouse?”*

Are you adding or
removing a
dependent?*

Marriage License

signature

Dev & HCMOVPCH

) Divorce

Date Date

&) Recruitment Visitor Hom... &) TRNG ] UAT - External &

AT Internal

&1 UAT ifec Boram  LCPS Actve Ben

eriod 061 /2018 - 0740

New Hire

Open Enroliment
BirihvAdoption
Marmiage

Became Beneflts Eligible (ex pan-time 1o fullime) erved
Employee/Dependent Loses Otner Coverage (This means Enrolling in any LCPS

heattn pian)

Employee/Dependent Gains Other Coverage (This means dropping any LCPS

heaith plan)

Yes
No

Select Upload.
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70. The File Explorer pop-up window opens. Navigate to the appropriate file. Choose that

file and select Open.

ORACLE LCPS Employes Self Service

Bonefiis Enroliment | Current Benefts

@ Choose File to Upload

A O x © £

Hote that he se

ORACLE LCPS Employes Self Service

Bonefits Enroliment | Curent Benefits

2 imgwest
£ New Submi
Attachment! rie fdt View Favorites

Tooks  Help

% ' Loudoun County Public S.

Details Plan ant

b icraad B Pubic()

= Resource R)

b cPsad

»  icesad File name | mamage-cen pg

< |

4 Attachms dependent?”

Marriage License
" Signature

&) Dev B HCMOVPCH &) Recruitment Visitor Hom..

.

x
+ B> ThisPC » Desitop p it
Confmation Statemant
Attachmenty o Ne @9 x @Comet = [iSelect
I This PC i B UaT iftec
P 30 Objects M I
i 1 Desitop 2%
Atach racused 0o . A
Documents [ﬂ
| mamage-certpg 472018528 AM |
CICKHERE®OR g oo o0 |
Youmust ool M b wusic
& & Picures
4 Person En B videos
Hz&Ea

Logged in As ETEST

Search. o-

Confmaton Statemant

&) TRNG ] UAT - Extermal ) UAT internal &) UAT iflec

Employee/Dependent Loses Other Coverage (This means Enroling in any LCPS
heaith plan)

Employee/Dependent Gains Other Coverage (This means dropping any LCPS
heaith plan)
Divorce

Yes

Select Sign.

s} 576 48KE

You must
4 Person E Are you adding or
removing a spouse?*
o
s Al dd
Details Plan at re you adding or
removing 3
i dependent?”
»
> = Marriage License
<
4 Attacht Signature
Date
Search

Hiote that the se

Title

No resuts found

Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

Logged n As ETEST

Back  Nest

Back  Next
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72. The Sign Document popup window opens. On this window you have the option to
Type or Draw your name. For this example we will type the name.

Select the Type your name here field.

ORACLE LCPS Employes Seif Servics

® X # P Logged In As ETEST (U~

Bonefis Enrolment | Curent Benefis

5 et/ imgueeb2 enshf - & || search..
{ & Newsut
Attachment! rie g

Back Next
Lou B)HCMOVPCH ) Recrutment Vistor Hom... ) TRNG ) UAT - xtemal ) UAT interal ) UAT ec am LCPS Actve Benetts
0 06112018 - 07022018
Atach .
= Sign Document | Select the Type your x
i name here field.
Type  Draw
| styte
Details Plan and
>

Title

No resuts found

Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

73. Type in your name, “Employee Test.” The signature for your name appears in the box
below the typed name.

ORACLE LCPS Employes Self Service

O * #H & ggamaseest () M

Bonefis Enrolment | Current Benets

- o X
Senrch. o
|2 Subr Confemation Statement
Attachment! fie £ orites Tools  Help x WComvert = [iSelect Back  Next

y Public S.. &) Dev &) HCMOVPCH &

Recruitment Visitor Hom... &

TRNG ) UAT - External ) UAT internal &) UAT iflec Boram  LCPS Actve Benelils

ot 05112018 07922008
i -

; % X
Click HERE to Sign Document | Type jn “Employee Test.” J

Type  Draw
4 Person Ei —

7

Head | [Employee Test | Style -

= Employee Tesr

gf. cancel
Searc!

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No results found.
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74. Select the Sign button.

LACLE LCPS Employes Self Sen

® *x &% P Logged In As ETEST

Bonefiis Enroliment | Current Benefits

8 e imgent2 - & | search.
| @ New Submssion Confamation Statemant
Attachment! fie Est View Favorites Took Help x WComert ~ isclect

UAT iflec

Back  Nest
J ' Loudoun County Public S &

&) 0ev &) HOMOVPCH

Recruitment Visitor Hom... &

TANG ) UAT - External ] UAT internal &

boram  LC

Actve Eenets
Period  0611/2018 - 07/022018
Attach requaess dod

Click HERE to Sign Document
Vou must

Type

Mo Employee Test

< 5 g
4 Attachme \\ Select Sign.

Cancel
Search

Title
No resuits found

Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

75. The employee’s signature appears in the Signature field. Select Submit to submit this
form.

ORACLE LCPS Employes Self Service

® X # P Logged In As ETEST

Bonems Enrolment | Curen! Benefis
- o x
a8 imgwesd2 - & | search., o~
B o Scbeioion Contamaton Statemant
Attachment! i Egt View Fovortes Tooks Help x Bcomet + isdet Back ezt
5 % Loudoun County PublicS... &) Dev &) HCMOVPCH &) iRecruitment Vistor Mom... 3] TRNG 3] UAT - External &) UAT Internal & UAT ifec [ e—
Employee/Dependent Loses Other Coverage (This means Enrolling in any LCPS
Aftach requaed s hoakth plan)
Employee/Dependent Gains Other Coverage (This means dropping any LCPS
Click HERE to heath pian)
You m iy Divorce erved
4 Person E Areyouaddinger @ Yes
removing a spouse?® ), No
o
Hz
S Are you adding or Yes
ke ramoving a  No
r dependent?”
»
: Marriage License
< 676.43K8 x >
4 Attachi Signature
Search Date _Diata saptaredr 6 form Submission
Hote
o
P Sh
Select Submit.
Title Type Description Category Last Updated By Last Updated Usage Update Delete. Publish to Catalog
No rosuls found
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Select the Close icon.

ORACLE LCPS Employes Self Service

o) iec

nuitment Visitor Hom... ) TRNG {3] UAT - External ] UAT internal ] UAT iftec

Thank you!

Your form has been submitted.

77. You are returned to the Attachments page. Select the right-icon for LCPS Active

Benefits — Vision plan to show details for that plan option.

ORACLE LCPS Employee Self Service

4P + Express Scrpts - Empioyes

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

76. A Thank you message appears and notifies you that your form has been submitted.

Logged n As ETEST

® *x # £

Confmaton Statemant

Bos n Ber
P ——
e Cove Depandents Atachments
o
Active Benefits - Vision plan.

Logged In As ETEST (U ~

Back  Next
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78. Select the right-icon for LCPS Active Benefits — Dental plan to show details for that
plan option.

ORACLE LCPS Employes Self Service

A O x = P Logged In As ETEST

Boneliis Enroliment | Current Benefts

) L ]

Updals Envoaments Cover Depandants Attachments. Contrmaton Statement

Attachments Back  Next
Neme Empioyes Test Program  LCPS Actve Benetil

Event Name LCPS Mamage Enroliment Period  06/112018

700212018
ANBCh 16QUIBT SOCUMGNALON 10f YOUT e Bvent (DI TEIUACATS, MAMIAgR CarCate, elC | baiow Chck hard Kor 5! of 16quIrEd documents

Click HERE to attach your documents.

You must supply IN¢ 8aUIED acumEntabon within the:

001 BR00 BS1ET 3bOVE I St 107 YUl EMOAMAN! 10 bé: ACEEp1od BNd BIOCESIEA ENTONTENtS will DE SUSPENTad unth 19QUed dOCUmEntabOn & FCened
4 Person Enroliments

HoH8y Ty
Details Plan and O
fl LoPsache

Select the right-icon for LCPS ]
Active Benefits - Dental plan. )!

Due Date Received Date Required
0722018 v
[CPE Ackve Banetts - Dental - Defa Dental - Employes - Spovse
P LCPS Achive Benefits - Medical - Cigna High Deductibie Health Plan (HDHF) « Express Scripts - Employee + Spouse
< >
4 Attachments.
search

Hote that the search is case insensitve
Go

b Show Maore Search Optians

Type Description Category Last Updated By Last Updated Usage Update Delets Publish to Catalog

79. Select the right-icon for LCPS Active Benefits — Medical plan to show details for that
plan option.

ORACLE LCPS Employee Self Service

Bonefis Enrolment | Curent Benefits

[ ®
Update Enoaments Cover Dependents Attachments Centimaton Statemant
Attachments Back ezt
Nome  Empioyea Test Program LCPS Actve Benets
Event Name LCPS Mariage Envollment Period 03/1 12018 - 070272018
Aftach requied documentation for your e event (bith certicate, mamiage certiicate, efc ) belows Chck here for 4 st of required documents.
Click HERE to attach your documents.

You mus! Supply INe [equIed HacuMentaton within e ensoliment P03 BSIed ABOvVE N AIES fof Yol en/OAMEN! 1o be ACtepled and pIoCesSed ENIDIMeNts will DE SUSPENged Lntl 1equired documentaben | facened

4 Person Enroliments

HoWw@vie
Details Plan and Option

4 LCPS Active Benefits - Vision - Davis Vision - Empioyee + Spouse

Caertification Type Due Date Received Date Required

supportag — pun— v

Select the right-icon for LCPS ]
Active Benefits- Medical plan.
§ Due Date Received Date Required
07022018 v
L g T TR TP Express S Epoes TS0
>

4 Attachments

Search

Note that the search is case nsensitve
Go

P Stiow More Search Options
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80. After reviewing all details for the enrolled plans, select Next.

ORACLE LCPS Employes Self Sen

Bonefiis Enroliment | Cusrent Benefits

Update Envoaments Cover Depandants Attachments Confmaton Statemant

Attachments B m
Name Empiopea Test Program LCPS Actve Benets (i~
Event Name  LCP'S Marage Envoliment Period 08/1 12015 - 070272018

ANACh 16QU4EE oCUMENTALon 1of Your

Nt (DI CEMUNCate, Mamage cercate, ofc | baiow Chck hre 1or 4 15! of 18quUNad documents

Click HERE to attach your documents.

You Must Supply ING 12aUIE0 dacuMEntabon Wi e enc

1 P10 RIS aBOve I G061 1of yout EVOAMAN! 10 b GCCEpled and PIOces3ed ENIDIMENts wil bE SUIPENdSd Un I6QUICd dOCUMEALTbON 5 faeeved
4 Person Enroliments

HoW @-Te
Details Plan and Option
4 LCPS Acive Benéfits - Vision - Davis Vision - Employes + Spouse.

Conification Type Due Date Received Date Required
Supporting Documents 07022018 v

4 LCPS Active Banefits - Dental - Defta Dental - Employee « Spouse

Caortification Type Due Date er Required

Supporting Documents 070212018 v
e
¥ o S~ Wadical - Cigna Figh Fian (HONP) + Exprass Scripts - Employee » Spouse
Certification Type Due Date Received Date. Required
Sugporting Dacuments 072022018 -
4 Attachments
Search v

81. The Confirmation Statement page displays. Warnings appear notifying you about
additional information requirements that are needed for the changes requested.
Review the Benefit Selections for your Enrolled Plans.

Use the scrollbar to navigate down the page.

Banefits Enrollment  Current Bonefis

\peists Enioliments Cover Dependants Anachments Confurmavon Satement

1. Warning

1 Your changes have been saved Mowever inere are acdmonal acton dems o complete for you selected. Any he electon Optional achon dems are requests for addtional mformaton These ncude

2 Cigna High Deduciible Health Plan (HDHF) « Express Sapts - <Requred> - Enoliment in this hat you coverage can begn Fiease contact your Human Resources Representatve for more detads

3 Oavis Vison - <Required - Envolment n e bere requires Bat you provade proper cerScaton belore Coverage <an begin. Plaass contact your Human Resources Repeeseniatve for more delads

1 Detta Dental - <Requirec - Envobmant n s mat you coveraqgo can bagn Pieade contact you Hurman Resources Repuesentatve Toi mode deLids

onfirmation me| Back  Printable Page  Confirmation Statement  Finish \l

Mame  Empioyee Test Program  LCPS Achve Benefis
Event Name LCPS Mamage Envollment Period 061172 - 1

To maks chas

10 your SISCHONS) 36 Shown below, feluem 1o e Overviw Page and repeal e eniolment pIocess. f you are finished, select "CONFIRMATION STATEMENT™ 10 eview and ot Bhe contemanon of your enrolment(s) 1of your Fecords. I 10u 0 ot prnt Ine
Confimation Stamnt, you may 4t 10 PN I p3gR 10f Youl FGCOFDS. Sect FINFSH. CompitS he evolmant process, and then takict LOUGOUT #hen you Bra 19ady 10 1eave 1o ppicabon
¥TIP Cick Confirmation Statement 10 get 3 POF document of your entoiments. Click Finish 1o compiete the snroliment process, then click the Logout ink when you are ready 10 lsave e appicsson

Benefit Selections

Use the scrollbar to
EEack -1 navigate down the page.
Plan Option Coverage Stait Date  Coverage Employee PreTax Employe PostTax Employer
Medica - Cigna Hgh Daducttie Heah Plan (HOHP) + Express Sciptseien) Enylayee Only armvzote ass o0 mres
Medicai - Cigna High Deductible Heatth Pian (Hl Express Sorpts Suspended, Emgioyee + Spouse 7y 000 80000
Healin Savngs Account - Health Savings Account Flat Amount 2,000 00 000 000
Dental - Delta Dentakintenm) Emgioyse Only oTm2018 o062 000 %8
Dental - Defta Dentak Suspended) Empioyee + Spouse 07012018 787 0.00 4568
Vision - Dawia Vision(Suspended | Emgioyee + Spouse 072018 0.50 000 n
Vikn - Waive Viscngetesm ormnzons ot w0 oo
Heslh Care Spancing Accoun - Linted Pupcse FBA osnrz018 o000 87 0o
Daveadint Cars Fesibie Spening Accoun - Waive Dapendect Care FSA ™
Cribcal ness - Cribcal Niness Non-Smokex Emgioyee Onty 20,000 00 000 |
Acci0ental Inury - AcCgental ingury Fian 1 Employee » Spause 000
Optonal Emplores Lot nurancs - Waivs Opional Enioyse Lin 0t
Optonl Spouse ik e - Warve Optonal Spouse Lie ow
Optonal Child Life insurance - Waive Optonal Chid Life 000 000
Long Term Disabiity - Vontary Long Term Disabiity Tier 1 50% Base Salary 06012018 3.036 92 000 000
Emplayes Pad Benefits - Short-Tarm Desatety 06012018 000 063
Empioyer Pait Benefils - VLDP - Shor Tenm Disabity 06 8 000 000 v
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82. Continue reviewing your Plan information. Then select Confirmation Statement to
view this document.

Plan Option ‘Coverage Start Date Coverage Employee PreTax Employes PostTax Employer A
Medical - Cigna High Deﬁﬂﬂa Health Plan (HDHP) + Express Scripls(interim) Emgiloyse Only 070172018 455 L 2769
Medical - Cigna High Deductible Health Plan (HDHP) « Express Scripts(Suspended) Employee + Spouse 07012018 6448 000 500 00
Health Savings Account - Health Savings Account Flat Amount 07/0172018 2,000 00 000 000
Dantal - Delta Dentalinterim) Employee Only 07/012018 0.62 0.00 2648
Dot - Dta DentaiSuspended) Engioyos + Spause 002018 o wo  ases
Vision - Davis Vision{Suspended) Employee + Spouse 070172018 050 000 34
VIBION - Walve Vision (Intenim) 070172018 000 000 ao00
Hoalth Care Spending Account - Limited Purpose FSA 060172018 500 00 »BM 0.00 000
Dopandant Cars Facils Spanding Account - Wave Dapendent Care FSA oswr2018 000 we oo
Cittical iiness - Critical Iiness Non-Smaker Employee Only 06012018 20,000 00 000 an 000
Accidental injury - Acodental inpury Plan 1 Employee + Spause 077012018 0.00 35 000
Optona Employes Lih isurance - Waive Otonst Enployes L 06012018 000 we oo
Optional Spouse Lfe insurance - Waive Oponal Spouse L e 061012018 000 000 000
Qptional Child Lite insurance - Waive Optional Child Life 060172018 000 000 000
Long Tenm Disability - Voluntary Long Term Disabity Tier 1 60% Base Salary 06/01/2018 3,036 92 0.00 516 000
Employer Paid Benefils - Shori- Term Disabity 0610172018 0.00 0.00 083
Employe Paid Bencfts - VLDP - Shor Term Disaby o201 000 I
Employer Faid Benefits - Group Life - 2X Base Salary 06012018 264,000.00 000 000 7183
Employer Faid Benefits - EAP 06012018 000 000 000
Pension Plan - VRS Health insurance Credd Group 1 06172018 0.00 0.00 123
Pension Plan - VRS Plan 2 Group 1 06172018 5.00 0.00 1632

Total 204588 190 44418 h
Covered Dependents
HeHgm
Plan Option Coverage Start Date Dependent  Relationship Social Security Number
Medical - Cigna High Deduclible Health Plan (HDHF) « Express Saipts  Employee « Spouse 07012018 John Doe Spouse M
Dental - Deita Dental Employee + Spouse 07012018 JohnDoe  Spouse 11 |
Vision - Davis Vision Employee + Spouse 07/01/2018 John Doe Spouse e

[ Select Confirmation Statement.

Accitartat njry - Accisentt Iy Flan 1 Empioyes + Spouse. 07012018 somnDoe  Spuwe 1t

83. You are asked if you want to Open or Save the confirmation statement as a PDF.
Select Open.

Pian Option Coverage Strt Date Coverage Employee ProTax Employes PostTax Employer A
Medical - Cigna High Beﬁme Health Plan (HOHP) « Express Scripte(interim) Emplayee Only 7018 455 000 k280
Medical - Cigna High Deductibie Health Plan (HDHP) + Express Scripts(Suspended) Employee + Spouse 0710172018 5448 000 600.00
Health Savings Account - Heallh Savings Account Flat Amount 07012018 2,000.00 000 00
Dental - Deita Dentaliinterim) Employee Only 070172018 062 0.00 2648
Dental - Deita Dentah Suspended) Employes + Spause oT12018 197 000 4568
Vision - Davis Vision(Suspended) Empioyes « Spouse o7m12018 0.50 000 n
Vision - Waive Visionaterim) 07012018 000 000 000
Hoalin Care Spending Account - Limied Purposs FSA 08012018 500,00 3571 000 000
Dependent Care Flexible Spending Account - Waive Dependent Care FSA 0610172018 000 0.00 000
Crttical ness - Critical IBness Non-Smokes Empioyee Only 06012018 20,000.00 0.00 i 000
Acciosntal njury - Accidentalinpry Ptan 1 Employes + Spovse 07012018 000 351 000
Optional Employee Life Insurance - Waive Optional Empioyee Life 06012018 000 000 000
Optional Spouse Life insurance - Waive Optional Spouse Life 06012018 000 000 000
Optional Child Life Insurance - Waive Oplionsl Child Life 060172018 000 0.00 0.00
Lang Term Disabity - Voluntary Long Tem Disabisty Tier 1 60% Base Salary 060172018 302692 0.00 518 000
Employer Paid Benefits - Short-Yerm Disabiliy 08012018 000 000 083
Employer Paid Benefits - VLDF - Shart Term Disabily 08012018 000 000 000
Employer Paid Benefils - Group Life - 2X Base Salary 0610172018 264 00000 0.00 000 Ti83
Employer Paid Benefits - EAP 060172018 0.00 0.00 0.00
Pension Plan - VRS Health insurance Credtt Group 1 060172018 0.00 0.00 123
Pension Fian - VRS Pian 2 Group 1 060172018 500 om0 18:
Total 204588 1% asenm
Covered Dependents
HezFavm
Plan Coverage Start Date Dependent  Relationship Social Security Number
Medical - Cigha High Deductible Health Plan (HDHP) « Express Scipts  Employee + Spouse 07/012018 John Doe Spouse M
Dental - Deita Dental Empioyee * Spouse 07/012018 John Doe Spouse i
WVigion - Davis Vision Employee + Spouse 077012018 John Doe Spouse e 5 I o
Accidental injury - Accicental Injury Plan 1 Empioyse + Spouse 07012018 JohnDoe  Spause e BEEIEREY
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84. The Confirmation Statement opens in Adobe Acrobat as a PDF file. Take a moment to
review the Confirmation Statement for accuracy. Use the scrollbar to navigate down

the page.

BENSSCNF_LC1TZS4831704_out - Adooe Acrobat Reader DC

Home Tools BENSSCNF_LC1725. =

1 @REQA OO ' | R MO - KRBBAT 2

Comment

. Finasign

@ More Tools

Use the scrollbar to
navigate down the page.

Below it 8 sumemary of your

Tl

per your
contem ey we scarsle 1 you have Guestons or concema, contact Emplojee Hea, Welliess & Bensfis wa emad &t
o by none a 571521810, You acknowiedge hat by eiecing e benefty fsted below, you e

e ve————
Thin change must

bponiant: New Gependents wh be ksteq beiow 8% pencng and
Gocumentaton

You must upond
e mfoct

e tx your benedts.

‘Sumpended Elections, iterim Coversgs & Action Rema
The foliowng elechons fhal you have made are wwapended kr fhe atoied reason. The follownng aciions are requred by you by e
™ rous covecage

pmcited date i s .
1w e detmatec 1o e Irderm Coverage Pian as shown

Beretis Seirctom
The sesmcions beiow were expacy chosen by you.

85. Continue reviewing details of your plan choices and the amounts required for these
selections. You can also verify the accuracy of your dependent’s information at this
time.

Use the scrollbar to navigate down the page.

BENSSCNF_LCT7254631704_cut pef - Adcbe Aerobat Reader DC

Home Tools ‘ BENSSCNF_LC1725..
EBEQ O® 4 OO - RBAT| O L

Comment

. Fill & sign

@ More Tools

Use the scrollbar to
navigate down the page.

Toms
T8

Toms |
TR0

Store and share files in the
Document Cloud

Leam More
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86. After fully reviewing the statement, save a copy for your records and then select the
Close icon to return to Oracle Self-Service.

BENSSCNF_LC1TZS4831704_out o - Adoos Acrobat Reader DC -

Home Tools BENSSCNF_LC1725.. =

saEQ @ i | h OO (- R BAT|® L

{ Select the Close icon.

Comment

4 Finasign

@ More Tools

Store and share files in the
Document Cloud

Learn Mere

87. If you are satisfied with all of your choices, select Finish to complete the enrollment of
your dependent in Oracle Self-Service.

Pian Option Coverage Strt Date Coverage Employee ProTax Employes PostTax Employer A
Medical T Health Exprese Emgloyee Only 0712018 455 000 2769
Medical - Healih Express. Employee « Spouse 0710172018 648 0.00 600.00
Healih Savings Account - Heallh Savings Account Flat Amount 07012018 2,000.00 0.00 0.00
Dental - Deita Dentaliinterim) Employee Only 07012018 062 000 2648
Dental - Deita Dentah Suspended) Empioyee + Spouse oT12018 ier 000 4568
Vision - Davis Vision(Suspended) Empioyes « Spouse o7m12018 0.50 000 n
Vision - Waive Vision nterim) ormi0ts 0.00 000 000
Hoailh Gare Spending Account - Limtes Purposs FSA 08012018 50000 »7 000 000
Dependent Care Fiexible Spending Account - Warve Dependent Care FSA 0610172018 000 0.00 000
Crtical Iiness - Critical Iiness Non-Smokes Empioyee Only 06012018 20,000.00 000 i 000
Acciosntal njury - Accidentalinpry Ptan 1 Employes + Spovss 07012018 000 151 000
Qptional Employee Life Insurance - Waive Optional Empioyee Lie 06012018 000 000 000
Optional Spouse Life inswiance - Waive Optional Spouse Life 06012018 000 000 000
Optional Child Lite Insurance - Waive Oplional Child Life 060172018 000 0.00 0.00
Lang Term Disabity - Voluntary Long Tam Disabisty Tier 1 60% Base Salary 061012018 302692 0.00 518 000
Employer Paid Benefits - Short-Yerm Disabiliy 08012018 000 000 083
Employer Paid Benefits - VLDF - Shart Term Disabity 08012018 000 000 000
Employer Paid Benefils - Group Life - 2X Base Salary 060172018 264 00000 0.00 0.00 Ti83
Employer Paid Benefits - EAP 060172018 0.00 0.00 0.00
Pension Plan - VRS Health insurance Credt Group 1 06012018 0.00 0.00 123
Pension Flan - VRS Pian 2 Group 1 060172018 5.00 0.00 1632

Total 20508 1% asenm
Covered Dependents
Hew@g-m
Plan Option Coverage Start Date Dependent  Relationship Social Security Number
Medical - Cigna High Dsductible Heslih Plan (HOHP) « Express Sciipts Employse + Spouse 070172018 JohnDoe  Spouse IEERTRTTY
Dental - Deita Dental Empioyee * Spouse 07/012018 John Doe Spouse i
Vision - Davis Vision Employee + Spouse 077012018 John Doe Spouse e
‘Accidentai injury - Accdental inury Plan 1 Empioyee + Spouse 07012018 JohnDoe  Spause At

Back  Primiabie Page | Confirmation Swtement | in ﬂ
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88. The Home page will display. From here you can continue to work in the Oracle system.
You have completed the training module How to Add Life Events, Update and Enroll
Dependents for Benefits in Oracle Self-Service.

ORACLE LP$ Empioyos Seit Sarvica * & ‘3 LmnasETEST @ (O

Enterrise Search Conbract Documents [ Go Search Results Display Preference  Standard &

Home

Navigator Worklist

Personalize Full List

p=d
From Type Subject Sent Dus
p—

ct or auto-respond I nolifcations
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Key Points and Best Practices
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