B2 Open Enroliment Benefit Event - Employee Self
Service

Overview

You will go through a Benefit Open Enrollment event once a year to elect
Benefits for the coming year payroll deductions. You can choose Plans
appropriate for your Benefit Group or you can elect to waive any or all of the
Plans. At the end of the Enrolliment, you will have a confirmation statement with
an electronic signature to show and confirm your elections.

Disclaimer: The benefit plans and rates included in these screenshots are NOT
current and are for example purposes only. All examples contain fictitious
characters and are not based on real people

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

NIS Definitions

Beneficiary An entity (person or trust) who will receive
death benefits and is designated as Primary
(first to receive death benefits, all or a
portion) or Secondary (receives a portion of
the death benefits, or the total in case the
Primary is deceased.)

Deduction A specific amount of money reducing your
paycheck to pay for a benefit you elect and
receive as a State employee.

Dependent An employee’s spouse or child(ren) to be
provided benefits coverage under the State
employee insurance program.

,I Drop Down Arrow — provides a list of
options available to be entered into field.
ESS Employee Self Service — allow employees
to control specific personal information.
Help Icon — provides clarification and
instructions on a specific screen.

NIS Nebraska Information System — an
integrated computer database that connects
major business functions within Nebraska
State government.
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Open Enrollment Benefit Event - Employee Self Service

(example only)

Roles Icon — allows you to see different
Roles: menus depending on your security access
BLI #0008 | (%) | within NIS.
Tax ID Social Security Number
BD09170414145895 Transaction Number — generated by NIS

identifying an employee’s completion of the
Open Enrollment process. This number will
be used to track your benefit elections in
case there are any future questions.

User ID Your unique log-in ID allowing access to
NIS.
Password Your unique 6-10 character password
allowing access to NIS.
Waiver An election indicating that an employee
does not wish coverage for that plan.
Navigation

Employee Self Service > Agency # - (Agency Name) > Self Service Choices >
Employee Benefits > Open Enrollment

Steps

Start this instruction from the following webpage: www.nis.ne.gov

| Nebraska Information System

\Collaborate  Inteqrae « Achieve

Nebraskans working together for Nebraska (402) 471-4636 or 1-800-982-2468. To

| »

Welcome to the
Nebraska Information System

This is a government computer system.
TUnauthorized access is prohibited.
Anyone using this system is subject to
monitoring. Unauthorized access or
attempts to use, alter, destroy or
damage data, programs or equipment
could result in criminal prosecution.

Sign on to NIS | |

As you begin the process of signing on to
NIS you will be asked for your USERID
and PASSWORD. If vou do not know
your usetid of password, f you encounter
any problems or have any questions about
the sign on process or the MNIS System you
will need to contact the HELP Desk at

sign on to NIS click the above button.

1. Click on the Sign on to NIS button.
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ORACLE’
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2. Typein Your unique User ID and press Tab on your keyboard. Type in
Your unique password, and click the Sign In button.

ﬁ If this is the first time you have signed in since your password was reset, you
will be asked for an "old" password. Enter the password that was most
recently provided to you by your agency's authorized agent. You will then
need to enter a "new" password twice.

& i you receive a "Do you want to display the nonsecure items?" warning, click
Yes.

0-O0 HEAG PSS W -UAS y-2
PeopleSoft.

[(Open Applcations: e
Yo iave Ao running appllcasans.

v inelow !

(Furbus: r
BL #FOODE A 2

Walcomal

Thiz Entier s ol % 10 i
T linke will abacrys ba ot the el of your soeens, no matles whal application you an using
Youcan also hide e mEnw when you NESS MAre SPACE for yurwork

3. Click on the Roles drop down arrow and choose your ESS Role.

ﬁ If you have no other job responsibilities in NIS (NIS is only used for
Employee Self Service), you will not have a drop down arrow next to Roles.

Skip to step 5.
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PeopleSoft.
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4. Click the double right arrow to the right of the Roles drop down menu.

5. Click the State of Nebraska menu.
6. Click the Employee Self Service Menu.

'fou hava na running spplications.
Mew VWindow

4

Bubinil ol

Wiyt Slalus

= State of Nebraska Welcome!
1 Attt

oty The e W ritains weveral links
© Agency 20 - DEpAnMEAtol | Thace links will shwsys be atihe lef ofyour sereans, no maner whst apllcason you are using
Mol RBSOUAE “ou can alsa hide the meny when you need more space for your work.
© L Ogilions:
= My Syalem Colivns
My Sysiem Eroflle
= Heldo

7. Click the Agency menu.

PeopleSoft.
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Mew YWindow

Roles:
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I Ugar Options
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WiorsWien Work Center

— Helo

8. Click the Self Service Choices menu.
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PeopleSoft.
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9. Click the Employee Benefits menu.

Wi hvive e rurning applications.
Masw Windaw
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= SubmiLiob
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10. Click on Open Enrollment to begin the application.
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—_— Self Service Director - Self-Service Director
JDEDWARDS HEH]

DEBBIE MILLER

Salary: FOOULCEX,
Birth Date: XA

Welcome to the State of Nebraska's 2005 Employee Open Enroliment Process!

Please read through vour copy of the Benefits Edition of the Statehouse Obserer prior to enralling for your 2006
benefits. The Statehouse Ohserver is also online at www.das state.ne us/personnelfhenefits

Have the following types of personal information available regarding your dependent(s) and beneficiaries:

Birth Date

Disahility Infarmation {f applicable)

Student Status (if applicable)

Trust Marne & Date (if applicable as a Benefician
Tax ID Number {Social Security Number)

‘fouwill he guided through a number of steps which allow you to make elections for 2006 henefits through
Ermployee Self Service. Below, is a listof the steps to be completed. An arrow to the left of the screen name
indicates the next step to he completed

At any time during this process you can select the EXIT button at the bottom of the Screen to exit the
program. Your changes will only be saved when you have completed the entire process through, clicked *1
Accept”, and received a Final Confirmation Statement with a transaction number.

Clicking on the help icons (identified by yellow question marks), will provide answers to some ofthe questions
you may have during this process. Ifyou have additional guestions, please contactyour Agency's Hurman
Resources Department for further information.

Regarding Dependent(s) Infarmation: Once your Dependent information has been entered, NIS begins tracking
histary on thiz field. Once histary is attached, this information CANNOT be deleted, past and/or non-participating
Dependent information will appear.

*It is the responsibility of each State of Nebraska employee to review their pay stubs to ensure that the
proper henefit premium{s) and henefit plan(s) are being deducted from their pay. Any missed premium{s) or
refund will be paid back, regardiess of fault. If you find an error, contact your Human Resource department
immediatehy.*

EMPLOYEE PERSONAL INFORMATION

The following two screens will displayyvaur personal information. Ifthere are errors with vaur personal
information {such as a misspelling of your name), contact your Agency Human Resources department and they
will make the necessary correction. Employees can now change their own address information if neccesary.
The change will not appear until the Open Enrallment files have been processed. [fyour address information is
to change immediately, contact your agency HR staff to make the change for you

Click "Mext" to begin the Open Enrallment pracess and to proceed to the next screen throughoutthe process.

Open Enrallment
=¥ Employee Personal Information
Employes Phone Humbers

Curert Bections
Dependent List

Health

Beneficiary List

Life Insurance

Flexible Spending Accourts
Previem Benefit Changes
fecapt Benefit Changes
Final Benefit Confirm. Strt

Exit | == Previous | Mest == |

11. Read the instructions to help you process your open enrollment request and
click the Next >> button when ready to proceed. The Employee Personal
Information window appears.
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0' i'g :/ e Ee B JE 3 -
pleSoft.

Gl

Open Enroliment - EMPLOYEE PERSOMAL INFORMATION

JOE, @1 @

Mailing Mame

JOE, G
Empliyss Humbir 34BA1R2

TaiD BUBSSHSES

Superdsor RIGHTERS, JLLM

Business Uni 280N 3

Exif 1 Previous

Hext »>

12. Review your personal information on the Employee Information tab and
click Next >>.

ﬁ The fields on this tab are grayed out and cannot be changed. Contact your
HR representative to make any necessary changes.

& Click the Yellow Question Mark to receive help instructions about this
screen. Click Previous to return to the Employee Information tab, or click
Next >> to proceed to the Employee Address tab.

Employee Personal Information

The follawing infarmation will help you to complate this step.

All grayed out areas in your personal and address information cannot be changed. If there are errors in

this information, contact your Agency Hurman Resources department to make the appropropriate
changes.

Exit == Previous I Mext == |

ﬁ The Exit button is used to end the open Enroliment process completely. The
changes made thus far will not be saved.

0' i-g ;/ we 2 i JE 3 -
pleSoft.

Gl

Open Enroliment - EMPLOYEE PERSOMAL INFORMATION

JOE, @ |

Adoress Line 1

B
=]
1]

123 ANY WAY STREET
City LINCOLN
State
Pustal Codi AERER
L] Barma Adaress for Dapandants
Eat <= Prawous N ==

13. On the Employee Address tab, review your address information.

& Address information cannot be changed during Open Enroliment.

14. Click the Next >> button to return to the Self Service Director window.
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—_ Self Service Director - Self-Service Director
JDEDWARDS BIRIS

DEBBIE MILLER

EMPLOYEE PHONE HUMBERS
Listyour hame phone number and office phone number for the henefit providers to contactyou ifneeded. Other
phone numhbers are optional.

HMPORTANT TIP* Wehen entering phone numbers, please do not use hyphens (<) or spaces,

Follow the example below. 4024712345

Open Enrallrment
Employee Personal Information
= Employee Phone Humbers
Gurent Beotions
Dapendent Lst
Health
Benefioiary List
Life Insurance
Flexible Spending Accourts
Frewiew Benett Changes
fooept Benefit Changes
Final Benefit Confirm. St

Exit <<previos | Next == |

15. Read the instructions for the next step, Employee Phone Numbers.
16. Click the Next >> button. The Employee Phone Numbers window appears.

Q-0 REg ,Phrem UKD e
PeopleSoft.
#
Open Enralimant - EMPLOYEE PHONE NUMBERS MW e
JOE, 61 @
Prefiz Humbar Type of Plvone Number
mE 5551212 OFFICE =]
~ Selecl One ~ ~
~ Selectone - vl
- Selact Ong ~ ~
Selecl One -
- Select One —~ :
- Selact One ~ ~|
— Selact Ona - v
Bt O x|
Buucl One [
= «« Previous e »» |

17. Complete the following fields:
a. Prefix (Area Code)

b. Number - number must be entered without any punctuation (i.e.: hyphen,
parenthesis, etc.)

18. Click on the Drop Down Arrow in the Type of Phone Number field to see
available options.

T if!g- :/ we 2 i JE 3 -
pleSoft.
Gl
Open Enroliment - EMPLOYEE PHONE NUMBERS

JOE, G1 @

Prafiz Mumbar Type of Phone Mumbar

Q

=]
=]
4]

3

10 S55-1212 OFFICE

Enluc] One
[CELL PHONE
[CONFIDENTIAL HR LISTING
FAX
HOME

[PACGER
[RADIC CALL

STATE DIRFCTORY LIETING
TOLLFREE

[VDICE MAIL

Swdect One

- Gelecl One ~

Csil == Previous HNexd ==
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19. Click on the appropriate Type of Phone Number to enter it in this field.

ﬁ You are able to add up to 10 phone numbers.

20. Click the Next >> button to return to the Self Service Director window.

—_— Self Service Director - Self-Service Director -
JDEDWARDS DM

DEBBIE MLLER

CURRENT ELECTIONS

In the next step you will be shown your current 2005 elections.
To print a copy of your current elections, selectfile, prntfrorm your browser menu bar.

“USEFULTIF™ This statement can be printed to use as a reference tool as you proceed through the Open
Enraliment Event.

Totals may include amounts from categories not shown. These totals may include optional deductions not seen
here such as

+ Retirernent andfor Deferred Compensation

+ Parking fees

+ Combined Campaign contributions

+ Membership dues (NMA, YMCA, Z00)

Open Enralimert
Employes Personal Information
Employes Phone Numbers
Curent Bections
Dapendent List
Health
Beneficiary List
Life Insurance
Flexible Spending Accounts
Preview Banefit Changes
Focept Benefit Changes
Fial Banefit Confimm. Stmit.

Ext Pevois | et = |

21. Read the information and click the Next >> button. The Current Elections
window appears.

e
I
@

] If
Soft.
Open Enroliment - CURRENT ELECTIONS [FiRLY.

<< Previous__| et == @

; B Il I S -5

>eople

Current Elections
Benefits a5 of: DEZ1AG

JOE.G I Employes Mumbar 34ps182
123 ANY WAY SETREET Tax Id EOBSEESES
LUMCOLN, NE 62555

Total Employee Cost: 50 (per pay period)
Tatal Emplayer Cost: 50 (per pay period)
Totals May Include Amounts From Categories Not Shown

Employes Emplayer
Cosd Cost

(per pay (per pay
Benelits Category Benefits Plan Selected period) period)
Cost Par Pay Perod: 0 50
Total Employse Cost: £0 (per pay period)
Tatal Emplayer Cost: 50 (per pay period)

Totals May Include Amounts From Categories Mot Shown

Ext << Priviuus Ned»s | @

22. This is an example of the Current Elections screen. Review your current
benefit information.
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7 Open Enroliment - CURRENT ELECTIONS - Microsoft Internet Explorer

]
o

Al Edt  View Favortes Took  Hep

Tmpert and Fxpeet...

Properties
‘Work Offine.
Tl

Ranefits a of: 62106

JOE, G
173 ANY WAY STREET
LINCOLN, NE B85

Tatal Employee Cost:
Tutal Employer Cost:

Bei/E 1Mena. mal

| P Goromnes @ (3- 05 W

. ENT ELECTIONS

JE 3

<« Pravious__|

B s " @.

DI |

®

Current Elections

Ermplayie Mumber
Tax Id

00 (per pay pesiod)
00 (per pay pesiod)

Totals May Include Amounts From Categories Mot Shown

Benefits Category

HBenelits Plan Selected

Employee
Coest

per pay
penog)

Employer
ot

[9.9' pay
penod)

Cost Per Pay Period:

Total Employee Cost:
Total Employer Cost:

$0 (per pay penod)
$0 (per pay penod)

Totals May Include Amounts From Categories Mot Shown

0 50

1

Exit

<4 Previous

Hest »»

D

23. Click File, Print from the browser toolbar to print a copy of your Current

Elections.
.E_'] Ohpien Enraliment - CURIENT ECECTIONS © Mictasoft Inter
|4 Print
Genedl | Dgtons
Selnct Privtes
(5] add rrder LTk on NISPRTUZ
GasdbeFr L C0F A on NISPRIE
T CTR o NEFR 02 L1000 risprtl
£ > R
Stz o Term Clewimue [ Pioieserces | B!
Locatiert Caphal Floom 1306 << Pravinus e =
ST @
Page Mlangs
@ Nt o copee [1 189 Current Elections
OPeger |1 ST oy Mumber B
Erver piher a sinle page number of 2 sngie ! -._IJZ '_L]*‘ 1 e
page e Fon smanple 512
T T RO ORI
Totals May Include Amounts From Categories Mot Shown
Employee Employer
Cost Cost
[per pay [pes pay
Beneflts Category Benefits Plan Selected periad) period)
Cost Per Pay Period: 50 50
Total Employee Cost: £ 0 (par pay pesiod)
Total Employer Cost: § 0 (par pay pesiod)
Totals May Include Amounts From Categories Not Shown
1
Exnt << Previous Nesd == @
[w
] e ]

24. Click Print to produce a paper copy of your Current Elections.

ﬁ You can use this paper copy to compare your benefit deductions from last
year to this year’s benefit choices presented in the State House Observer, on
the DAS Benefits website, or from the Benefit Vendors themselves.

25. Click the Next >> button to return to the Self Service Director window.
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—_— Self Service Director - Self-Service Director
JDEDWARDS @R

DEBBIE MILLER

Onthe following sereen LIST OMLY THE DEPENDENTS YO WOULD LIKE TO ADD TO YOUR COVERAGE
(Medical, Dental and Yision),

Itis impaortant to be sure that your dependent andior beneficiary infarmation is accurate before you enroll yaur
dependents for coverage. This information 1s sentto BCBS, Mutual of Omahia, ete. and iflef incarnplete, may
cause delays in coverage and receipt of membership cards.

‘When updating any of your dependent infarmation, please remember the following.

Dependent Information Tab -

e MName - First, Middle, & Last field
# Mailing Name field - System will automatically fill in name
# |fyour dependent is a newborn and you have not received a social security number for this dependent,
tvpe "NEWBORN" for the tax identification number,
Dependent Address Tab -
# Ifyourdependent has the same address, click on the gray hox "Same as Employes”

Gpen, Enraliment
Employes Parsonal Information
Emplayes Phone Numbars
Curment Bections

= Dependent List
Heath
Benefivary Ust
Life Insurance
Flexibls Spanding Accourts
Preview Banefit Changes
Posept Benefit Changes
Final Benefic Confirm. St

Exit == Previous | Mt == |

26. Read the information and click the Next >> button. The Dependent List
window appears.

[ET Open Enroliment - DEPERDENT LIST - Wicrasoft nternet Explarer NE |
Be £ Yew Fyodes Inok Heb ar
Qe - © - |6 [@ @ Pswer Joroees @) (3-00 W [JE B
sifdes | B hitpsilnisvish1 2497 el 1Mecwa. mat |- ERT la -
-
Pl
-]
Open Enrellment - DEPENDENT LIST MM &
JOE, G
Click an persons wame fa charge his o her peesonal informasan @

Hacords 1.7

Dependent

SAMMY JOE SPOUSE Mo
HUNTER JOE CHILD/STEP CHILD Mo 010172008
Add New Dependerd Exit == Prnious N »>

27. Information entered during or since last year's Open Enrollment period will
appear in the Dependent List. If no changes need to be made, click Next.
The Self Service Director window appears.

ﬁ To modify the Dependent, click directly on the Dependent’s name.

ﬁ To add a dependent that you would like to cover and receive benefits, click
the Add New Dependent button.

ﬁ Dependents cannot be deleted during the Open Enrollment process. If you
do not wish for a dependent to receive benefits, remove the coverage in the
next steps.
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—_ Self Service Director - Self-Service Director
JDEDWARDS HEE

DEBBIE MILLER

HEALTH

The next step is Benefit elections. Compare the information provided in the StateHouse Observer to your printed
Current Elections to assistyou in making your benefit elections for 2008

*IMPORTANT TIF*Flease click on every box (medical, dentzl and vision) for you the empioyee, which allows
youto either elect coverage or walve (not enroll) In that particwlar plan. For vour dependent(s) coverage, onls
clicl an the benefit box you are enroliing yowr dependents) in.

DEFINITIONS OF COVERAGE

+ Single Membership - Provides coverage to the employee only

+ 2 Party Membership - Coverage for the employee and legal spouse. Common law marriages are only
recognized ifthe marriage occurred in a state which allows such and then only if the employee provides
acceptahle proof,
4 Party Membership - Provides coverage to the employee and any number of eligible dependent children
but excludes coverage for the spouse.
Family Membership - Provides coverage for the employee, spouse and any number of eligible dependent
children. Comman |aw marriages are only recognized ifthe marriage occurred in a state which allows
such and then only ifthe employee provides acceptable proof.

HEALTHCARE OPTIONS

Blue Cross / Blue Shield NE BluaChaice

Blue Cross / Blue Shield NE BluaSelect

Mutual of Omaha PPO Metro-Only & Non-Metro Plan

Mutual of Ormaha HWMO* Metro-Only Plan

Mutual of Omaha POS* Metro-Only Plan

Mutual of Omaha Preferred Provider Metwark Cnly Non-Metro Plan
Mutual of Ormaha Mutually Preferred POS Non-Metro Plan

METRO-ONLY PLANS:
Forthe Mutual of Omaha HMO and POS Plans you must reside in one of the counties below and
MUST select a Primary Care Physician (PCPY
Mebraska: Burt, Butler, Cass, Colfax, Cuming, Dakota, Dixan, Dodge, Douglas, Fillmare,
Johnsaon, Lancaster, Madison, Otoe, Saline, Sarpy, Saunders, Seward, Stanton, Thurston,
Wiashington, and Wayne.
lowa: Buena Vista, Carrall, Cherokee, Clay, Crawford, Harrison, [da, Mills, Monona,
0O'Brien, Plyrmouth, Poltawattamie, Sac, Sioux, and Woodhury.

*Ifyau reside in a county frarm the above list and DO NOT choose a Primary Care
Fhysician (PCP), Mutual of Omaha will assign one for you.

NON-METRO PLANS:
Farthe Preferred Provider Metwork Only Plan and Mutually Preferred POS Plan
You mustreside in one of the counties listed helow and 0O NOT need to select a Primary Care
Physician (PCP).
Mebraska: Adams, Antelope, Arthur, Banner, Blaine, Boone, Box Butte, Boyd, Brown,
Buffalo, Cedar, Chase, Cherry, Cheyenne, Clay, Custer, Dawes, Dawson, Deuel, Dundy,
Franklin, Frontier, Furnas, Gage, Garden, Garfield, Gosper, Grant, Greeley, Hall, Hamilton,
Harlan, Hayes, Hitchcock, Holt, Hooker, Howard, Jefferson, Kearney, Keith, Keya Paha,
Kimball, Knox, Lincaln, Logan, Loup, McPherson, Merrick, Marrill, Mance, Nemaha,
Muckolls, Pawnee, Perking, Phelps, Pierce, Platte, Polk, Red Willow, Richardson, Rock,
Scotts BIU, Sheridan, Sherman, Siaux, Thayer, Thomas, Valley, Webster, Wheeler, and
Yark
Open Enrollment
Emplayee Personal Information
Employae Phane Humbers
Current Bections
Dependert List
=+ Heatth
Beneticiary Ui
Life Insurance
Fleaible Spending Accounts
Prewiew Benefht Changes
Fooept Benafit Changes
Final Benefit Confirm. St

Extt | wprevis | Next == |

28. Read the information and click Next >>. The Health window appears. NIS is
retrieving your benefits information; this may take a few seconds.

PeopleSoft.

Open Enrollment - HEALTH 0 &

OB, 1 @l

Total Deduchons P Pay Poriod 000

o0 e e g b previce i poutalt and yee d

| Jo£, 61 Self 0 m) a]
| SAMMIE JOE SPOUSE Ul Ll a

= Prvious hext = |

29. Ensure that all check boxes to the right of Self are checked. Click on each of
the check boxes to the right of the people for whom you would like to provide
Medical, Dental, and Vision coverage.

& Al check boxed to the right of Self must be checked. If coverage is not
desired, the waiver must be selected when electing coverage on the
upcoming screens.
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30. Choose Health/Medical, Dental, and/or vision insurance coverages on the
screens that follow.

& To find a Primary Care Physician (PCP), if required for the benefit plan
selected, click into the PCP field and click the visual assist (magnifying glass
icon). Choose the appropriate PCP and click Select. For more detailed
instructions, please see the Find a Primary Care Physician instructions.

& If you would like to continue with coverages from the previous year for you
and all dependents listed, simply click Next. The Self Service Director
window appears.

31. Click Next>>. The Self Service Director window appears.

= SEIT SEIVICE DITECIoT - Sel-Service DITeCLor |
JDEDWARDS (A5

DEBBIE MILLER

BENEFICIARY LIST

Mutual of Omaha provides Basic, Supplemental and Dependent Life Insurance to all State of Nebraska
employees. The $§20,000 Basic Life Benefitis available to eligible full-time employees at na cast, and eligible
part-time employees for a minimal manthly charge

The following screen will provide a beneficiary list ofthose dependents you may have previously entered. This
listis provided as a convenience but does NOT have to be used ifyou elect other individuals andfor a Trustas a
Beneficiary.

Thiz beneficiary election through Employee Self Service is only used for life insurance beneficiaries (Basic,
Accidental Death and Dismemberment, and Optional Life). This will HOT change vour retirement beneficiary,

*USEFULTIPE*
o Enterthe percentage of vour benefitto be distributed to vaur primary and secandary beneficiaries.
Primary and secondary heneficiaries must each equal 100%.
# A beneficiary cannot be both primary and secondary.
o ‘Youmay hawe more than one primary or secondary beneficiary,
Open Enrollmert
Emplayee Personal Information
Emplayse Phone Numbers
Current Bections
Dependent List
Health
=P Benefiviary List
Life Insuranes
Flexble Spanding Accounts
Freview Benefit Changes
#ocept Benefit Changes
Final Benefit Confirm. Stmt

Exit w<previos | Next == |

32. Read the information and click the Next >> button. The Beneficiary List
window appears.

PeopleSoft.

]

DOpen Enroliment - BEMEFICIARY LIST mm e

JOE, 31 @
K O PUPSON'S narms 1o changi s or hee porsona) miormation

CAMME JOE SPOUSE

Add Hew Benafclary | . Ea | =< FPravious | _ Net= |

33. The existing Dependent List automatically appears on the initial Beneficiary
List to choose from. Additional beneficiaries can be added to this list by
clicking the Add New Beneficiary button on this screen. This process is
similar to Adding a New Dependent.

ﬁ When adding a beneficiary who is not also a dependent, “UNAVAILABLE”
may be entered in the Tax ID field. A birth date is required for beneficiaries.
(Enter dates in DDMMYY format. Ex. October 2, 2007 would be entered
100207.)
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ﬁ Beneficiaries cannot be deleted during the Open Enrollment process. If you
do not wish for a beneficiary to receive benefits, remove the coverage in the
next steps.

34. Click Next >> to return to the Self-Service Director.

—_— Self Service Director - Self-Service Director
JDEDWARDS @R
DEBBIE MILLER

LIFE INSURANCE

The next step is Life Insurance elections. Compare the infarmation provided in the StateHouse Observer to your
printed Current Elections to assist you in making your benefit elections for 2006,

Mutual of Omaha provides Basic, Supplemental and Cependent Life Insurance to all State of Mebraska
employees. The §20,000 Basic Life Benefitis available to eligible fulHime emplovees atNO cost, and eligible
partime employees for a minimal maonthly charge.

IMPORTANT MOTE: During Open Enrollment, you may increase your amaount of coverage by OME increment
without submitting proof of good health. However, if you electto increase your coverage by mare than one
increment, you must submit evidence of good health, acceptable to Mutual of Omaha. Askyour agency HR staff
far an Evidence of Insurability forr.

For each plan you will either elect a life insurance plan or elect to waive (not participate in) the plan,
Enter the percentage of your benefit o be distributed to your primary and secondary beneficiaries.
Prirmary and secondary beneficiaries must each equal 100%.

Aheneficiary cannot e both primary and secandary,

You may have more than one prirmary of secondary beneficiary.

LONG TERM DISABILITY

OPTION & and OPTION & are no longer available, However, ifyou are currently enrolled in Option 5 or 6, you dao
notneed to change options, unless you choose to do so. If you have questions regarding the Long Term
Dizability Options, please contact your agency Human Resource office.
Open Enrallmert

Employes Parsonal Infarmation

Employee Phone Numbers

Cumert Bections

Dependen List

Health

Beneficiary List
= Lite Insurance

Flexible Spending Aocounts

Preview Benefit Changes

#ccapt Benefit Changes

Final Benefit Confirm. St

Exit | w<Previous | Next == |

35. Read the information and click the Next >> button. The Life Insurance
window appears.

@
Open Enroliment - LIFE INSURANCE M M &

JOE, G @
Select lhe benet categuries you wanl b change

=
-]
o} TH & DIGMEM  Plen Changes Allowed
v LIFE - DEPENDENT Blan Chiangivs Allowd
v JFE - QFTIO i Flan Cnanges Allowed |
Exit | « « Previous Next» »

36. All available Life Insurance plans appear and are already checkmarked (in
order to elect them or select the waiver).

37. Click the Next >> button. The Elect Coverage window appears.
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PeopleSoft.

]
Dpen Enroliment - Elect Coverage M M Az

Emmloyes Mams
A1 P E INSURANCE BENEFTS

Total Deductions Per Pay Pedod 47,00

AssuliscSan i mguited You maisd oo

[0 BASKC LIFE MONTHLY INSURANCE
O | waiveR - gagic Ls
Racalculate
Exil = = Prinicis M = >

38. To continue with your current coverage, simply click Next. To make changes
to your coverage, either elect one of the benefit plan(s) or waive the benefit
by clicking the check box to the left of the Plan.

ﬁ Reminder: The Basic Life Insurance policy does not involve an employee
payment unless you are a part time eligible employee, so no rate is listed.

ﬁ If you choose to waive any of the benefits, you will proceed to the next
benefit until you are finished choosing Life Insurance and Disability. Long
Term Disability and Dependent Life will not have you assign beneficiaries.

39. Click the Next >> button. The Beneficiary Enrollments window appears.

PeopleSoft.

il

Open Enroliment - Beneficlary Enroliments (MREY.

JOE, G @
ABIC LIFE MOMNT) EURANGE
Tatar

Vigwradd Benefician
1 Pravious Netes

40. If you chose to elect a benefit plan, on Beneficiary Enroliments, you will apply
percentages to each of your beneficiaries to total 100% for the Primary
Beneficiary and (if applicable) 100% for the Secondary Beneficiary.

& The View/All Beneficiary link takes you back to the Beneficiary List screen to
allow you to enter any additional beneficiaries you would like to include on
the list.

41. Click the Next >> button.
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PeopleSoft.

l
Open Enroliment - Elect Coverage Do
Errmlones Nirma

LONG TERM DESADILITY @

Tobal Deduclions Per Piey Priod 47 00

A s8lethon i required. You must sedect only ane of the sradabie plans.

[0 DETION | LTI, 3 Moran, 60%, Menins w95
O genon & Marn 6% Mooty 1293
[]  CPTICN3LTD & sont 5% Monihl 1958
O OPTION &LTE, 4 Mann, 50%, Menihs 16.02|
(m} OFTION & LTI 3 8 it %, Mo it S20T
[0 OPTION8LTD, & Month, 65,66%, Monlhil 36.76/
O AVER- LONG TERM CISAERITY n.m{
Racalculats
Exil = Previows | Mexl = = |

42. To continue with your previous year coverage, simply click Next.

PeopleSoft.

El
COpen Enrolimant - Elect Covarage mme

Erngilciyes Narna

ALCIDENTAL DEATH & DISMEM @

Tatal Deductions Fer Pay Penod 47.00

A sglerton iz required. You must select only ane of the avadabde plans.
Records 1.2

Fpet | Plan

(] HONTHLY ACC DEATH & DISMEMBER nin;
[0 WAVE AQE DEATH & IS 000
Hacalculate

Exil == Prvios | Ml » =

43. To continue with your previous coverage, click Next >>.

PeopleSoft.

@
Open Enroliment - Beneficiary Enraliments DEos
A0, 1 @
T T A e =
Enter the pessentage of your benedt yau would Il you primary
Upan yaur duth, yose primary hanediclany will racahus yaur hanets It your primesy nss autthes yau, [ ——

® i benefiolarns cannet be Bath primary and sesandary.

B Vau mg b Mats SR ane BHSAn 3¢ Beandaty besafoany

Vigwiadd Denefel

Exit == Privious N »> I

44. Designate the appropriate beneficiaries and click Next. You will return to the
Self Service Director window.
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PeopleSoft.

el
Open Enroliment - Elect Coverage Dos
Ernalores Narmd @
EE - DEPENDENT

Tatal Coducticns Por Piy Prriod 87 10

B SAIGCHAN & GUINGD. YOU P SRAct aly ane of the SvAdabie plant

Records 1.5

Uset | Plan

[0 HGHOPTIONAL DEFT LIFE F &0 u.n{:
[ HQH OPTIONAL DEPT LIFE FAMIL A.I‘Ji
(] W OFTION FTLIFE 70 & OV 506
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Recalculate
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45. To continue to your previous coverage, simply click Next. There is no need
to designate beneficiaries for this plan.

PeopleSoft.
&l
COpen Enralimant - Elact Covarage MmmE

Ermuloree Narme @
LIFE- OPTRIMAL LIFE

Total Deduclions Per Pay Pedod 47,10

A salecsan i reguired You mast select only ane of the satable plans

o |
[0 2XSALARY 17.60)
0 R 5 E-LTL5 26 a0
[0  ELAT$5.000 OPTIONAL LIFE INBURANCE 1.00
O | \ANER OFTIONAL LIFE G
Rucalculaby
Exil << Pravious | e =

46. To continue to your previous coverage, simply click Next.
PeopleSoft.

Gl
Open Enroliment - Benaficiary Enrellments mmea
JOE G @
L BALARY
TADAT 1ha Bascastian F vaur BRARE i miule e ana o
Upan yout dasth, s primary baniickary sl vacaiva yaus bansfie I your piimasy beaaficiary doas et aullive yau, your secondany Sanaficiary sill ssaive poul besafils

® & banaficiar cannel be bath piimary and sscandary
® Tau may havs mers San ane pimary s secandary besafisany

Records 1.1

Brneficiary Palatianahig

Vigiag fgiany
Exit 1 Previous N =» I
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47. Designate the appropriate beneficiaries and click Next.

—_ Self Service Director - Self-Service Director

JDEDWARDS HEH]

DEBBIE MILLER
FLEXIBLE SPENDING ACCOUNTS

Flexihle spending accounts (FSA) are designed to allow employees to pay out-of-pocket (unreimbursed)
medical and dependent care expenses using pre-tax dollars each Plan Year (January 1 - December 31).

« Medical Flexible Spending Account - Employee may be reimbursed far eligible medical, dental and
vision expenses not covered or reimbursed by insurance. Please refer to DAS State Personnel/Benefits
wehsite or IRS Publication 502 for complete list of eligible expenses. The minimum annual election for
the Medical FSAis $120 and the maximum allowed is $3,000 each Plan Year.

Dependent Care Flexible Spending Account - Employess may be reimbursed for dependent care
expenses incurred inarder far the emplovee to work, look forwark or attend schoal full-time, and if
married, employee's spouse to work, ook for wark or attend school full-time. Please refer o DAS State
Personnel/Benefits website or IRS Publication 503 for complete list of eligible expenses. The minimum
annual election for the Dependent Care FSA accountis $72 and the maximum allowed is §5,000 each
Flan Year ($2,500 if married and filing separate tax returns)

If electing a Flexible Spending Account (Dependent Care and/or Medical) enter the rate per PAY PERIOD.
24-Bi-weekly pay periods, 12=Monthly pay periods

The minirmum and maximum pay period contributions are

Dependent Care Reimbursement Account Medical Care Reimbursement Account
Minimum Per  Maximum Per Minimum Per  Maximum Per
Payperiod Payperiod Payperiod Payperiod
Maonthly $6.00 F416 6B Manthly 1000 $250.00
Bi-wigekly §3.00 $208.33 Bi-wigekly §5.00 $125.00

Open Enroliment
Emplayss Parsonal Information
Employee Phone Numbers
Curment Bections
Dependent List
Heath
Baneficiary List
Life Insurance

=P Flexible Spending focounts
Preview Bensfit Changes
sorapt Benefit Changes
Fial Beneftc Centim. e

Eit | << Previaus Next ==

48. Click Next.

PeopleSoft.

Eul
Open Enrolimant - FLEXIBLE SPENDING ACCOUNTS
JOE, 31

[ ¥ B

Selectife benedt cxtegories you want o change @

Riconds 1.2

| =] ELEX DEPEMOENT Plan Changas Allcwa
| = FLEXMEDICAL Plan Changes Allowed
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<< Provious | Nt > »

49. Flexible Spending Accounts (or their waivers) MUST BE RE-ELECTED
during Open Enrollment no matter what you have in the previous year. The
deduction amount per pay period must also be indicated.

50. Click Next>>.
PeopleSoft.

&l
Open Enrallmant - Elect Covarags D @ e
Ermyple

?

Total Deductions Per Pay Peiod 55,00

A salicson i rouired. You m

e nely ane of lhi acaably plans

[0  DEFEND CARR REIMEACCT-ST LT
[J | WAVEFLEX DEPENDENTCARE

Aecaiculate
Exil = = Privous i) = =
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51. Click the appropriate check box, indicate the appropriate pay period rate (if
necessary), and click Next >>. You will return to the Self Service Director

window.
—_ Self Service Director - Self-Service Director
JDEDWARDS D@

DEBBIE MILLER
The next screenis a staterment of your Pending Enrallment Elections,
To change a plan, click on the plans which are underlined in blue and found heneath the "Benefits Category” on
your Pending Enrallment Elections in order to continue making changes, additions, etc
Wywhen ready to submit, click on "Submit Your Changes” found at the bottorn of the page.
‘fou may print a copy of your pending enraliment statement by clicking on"PRINT a copy of This Statement'.
Open Enrollmert
Emplayes Personal Information
Emplayee Phone Humbers
Cument Bections
Dependent List
Health
Benaficiary List
Life Insurance
Flexble Spending Accounts
=P Previem Benefit Changes
Acoept Benetit Changes
Final Benetht Confirm. Sumt.

Ext <previous__| M = |

52. Click the Next >> button to review your pending benefit elections.

Q-0 HRG  L,rex-m- i3 =R
PeopleSoft.

1

Open Enroliment - PREVIEW BEMEFIT CHANGES kR

)

Subenil Your Chimgis |

Elections Pending Submission
Denafits as of: 000106 Pending Submission and Approval

JOE, G 1 Emplayie Numbar 345182
123 ANY WAY STREET Tax I FIRSEEAEA
LINCOLN, NE 556

Total Fmplayes Cost: $ 55,90 (per pay period)
Tutal Fmployer Cost: 5 1.40 (par pay pariod)
Totals May Include Amounts From Categories Not Shown

Cmployea Cmployer
Cos Cost

(per pay. (par pay
Benefits Category Benefltz Plan Selected perind) perind)

LPRTY GLUCSELECT HEALTH INS MMNT 30 50

$3500 50
$1200 50
30 $1.40
Boscont.
10000
%0 50
310 50
Porcary
100.00
o0 DEPENDENT LIFE $0 0
$a80 50
Purmary 10000
NAIVE FLEX DEPENDENT CARE st $0

53. Review your Open Enrollment elections here on the Elections Pending
Submission window If the benefit elections are not correct, you can click on
the blue, underlined Benefits Category in question to review/update them.

54. After reviewing your benefits, click the Submit Your Changes button at the
top or bottom of the screen.

55. On Open Enroliment — Self-Service Director, read the instructions very
carefully for accepting your benefit elections.

PeopleSoft EnterpriseOne Rev. 5/21/2007 253



Nebraska Information System (NIS) Open Enrollment Benefit Event - Employee Self Service
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JDEDWARDS @@&

DEBBIE MILLER

ACCEPT BENEFIT CHANGES

The next step is to either (3) Acceptvour elections, (b) click"previous” to view the confirmation staternent again
and make changes, or (c) exit the Open Enrollment event

AMPORTANT REMINDER* [fyou do not click the "l ACCEPT" buttan and receive a confirmation number hefore you
leave the enrallment site, vour elections have not been saved.

Ifyou accept the elections, record the Transaction Number which is found directly underneath the FINAL
CONFIRMATION STATEMENT heading. This number can be used by vour Agency Human Resources
department o verify your Open Enroliment event changes

Ta print a copy of your Final Confirmation Staternent, selectthe file, print from your browser menu bar.

Cn the following screen, you will either click on the "l accept” button or click the "previous” buttan to continue
changing benefit coverage. Once you have clicked an the "l accept' button, additional changes cannot be made
The "l accept” is an electronic legal signature for the following:

o This Application can only be changed or revoked during the Plan Year if | have a status change as
defined in the Plan or if | am no longer eligible to participate. The new election must he consistent with
my status change and must be made within 30 days of the status change

This Application will automatically be changed or canceled, ifnecessary to comply with the Internal
Revenue Code or if required benefit contributions increase or decrease

Ifl elect Medical, Dental, Vision ar Flexible Spending Accounts, coverage will automatically be part ofthe Section 125 plan.
Far any State Temporary employee, Section 125 does not apply.

AUTHORIZATION TO OBTAIN OR RELEASE MEDICAL INFORMATION: On behalf of myself and anyone
enrolled on or added to this application, | authaorize any health care professional or entity to give the
health carrier or any of their designees, any and all recards or information pertaining to medical history ar
services rendered to me or my dependents for any administrative purpose, including evaluation of an
application or a claim, and for any analytical or research purposes. | also authorize on behalf of myself or
my dependents the use of a Social Security Number for purpose of identification. The information
provided on this application is accurate and complete. | understand and agree that any omissions or
incarrect staternents knowingly made by me ar my dependents an this application may invalidate my
and/or my dependent's coverage. | HEREBY REQUEST THE ABOVE ELECTED COWERAGE AND
AUTHORIZE THE REQUIRED PAYROLL REDUCTIONS from my salary, continuing until this agreement
is amended or terminated.

Be sure to record the Transaction Number listed which is found directly underneath the Final confirmation
Statement heading. This number can be used by your Agency Human Resources department to verify your
Open Enroliment event changes. It s the respansibility of each State of Mebraska employes to review their pay
stubs to ensure thatthe proper benefit premium(s) and benefit plan(s) are heing deducted from their pay. Any
missed premium(s) or refund will be paid back, regardless of fault Ifyou find an error, contact your Human
Resource depatment immediately.

Open Enroliment
Employes Persanal Information
Employee Phone Numbers
Curent Bections:
Dependent List
Heatth
Beneficiary List
LUfe Insurance
Flexible Spending Accounts
Preview Benefit Changes
=P sccept Benedt Changes
Final Benefit Confim. Stmt.

Exit | <= Previous | Mext == |

56. Read the instructions carefully and click the Next >> button. The Open
Enrollment — Acceptance Form appears.

PeopleSoft.

&

Open Enrallment - Acceptance Farm
Do you authornze Human Resources 1 undale your Ecords win the changes you have mage?

CHliek B “Provialis® Buton 16 v tha confimation stalemant again

1 | accept

Exit « Previous

& If for any reason you would like to go back and change any of your elections,
click the << Previous button.

57. Click the | accept button to accept your benefits.

ﬁ Clicking the | accept button saves all information entered into the Benefits
Open Enroliment event. You may decide to update/make changes to this
information during the Open Enrollment period.
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FINAL BENEFIT CONFIRMATION STATEMENT

If you have guestions on your final benefit confirmation staternent please contact your Agency Hurman
Resources depatment.

The changes you have made will not be processed unless all information is filled in correctly. Please
record the Transaction Mumber listed which is located directly underneath the FINAL CONFIRMATION
STATEMENT heading. This number may be used by your Agency Human Resources department to verify
your Open Enrollment event changes.

*IMPORTANT REMINDER™ If you do not receive a confirmation number before you leave the
enrollment site, your elections have not been saved.
Opan Enrollmert

Employee Personal Infor mation

Employes Phone Humbers

Current Elections

Dependert List

Hezlth

Eeneficiary List

Life Insurance

Freview Bensfit Changes

Accept Benefit Changes
=P Final Benefit Confirm. Stret.

Exit == Previous I Mext == |

58. Read the information and click the Next >> button. The Final Benefit
Confirm. Stmt window appears.

Q - P& ,ke 2 <l g4 @
PeopleSoft.
&
Open Enrolimant - FINAL BENEFIT CONFIRM. STMT. mmE s
Final Confirmation Statement
c 4 APEIATA
Benafits as of: D106
JOF, G 1 Emplipue Mumbar 34R51E2
123 ANY WkY STREET T lel: MANAAESES
LIMCOLN, NE 52555
Tatal Fmplayas Cost: £ 55.90 (per pay period)
Tatal Emplayar Cost: 5 1.40 (per pay paniod)
Totals May Include Amounts From Categories Not Shown
Employee Employer
Cusst Cost
(per pay (per pay
Henulits Category Buenefits Plan Selected penod) perivd)
MEDICAL BENEFITS 2 PRTY BLUESELECT HEALTH INS MNT 50 50
Covered Dependsres:
SAMMI
DENTAL Dierdal Insurance Single, Manthly §£3500 50
ISI0N BENEFITS “igion Inzurance, Single, Manthly™ £1200 50
BAEIC LIFE INSURANCE BENEFITS BASIC LIFE MONTHLY INSURANCE 50 £1.40
C d Beneficianes Percent
SAMMIE J0E Prirnary: 100.00
LONG TERM DISASILITY WANVER - LONG TERM DISABILITY 50 50
ACCIDENTAL DEATH & DISMEM MOMNTHLY ACC DEATH & DISMEMBER §.10 50
Covered Beneficianss’ Paecant
SAMMIE JOE Primary: 100.00
LIFE - DEPENDENT 'WANVER QPTIONAL DEFENDENT LIFE 50 50
LIFE - OPTIONAL LIFE 1 X SALARY §$880 50
Covered Beneficianss Percent
SAMMIE J0E Prirnary: 100.00
LrLme e nELn L A T P AT A . na B
o | pone 8 Local ntranst

59. Review and record your Transaction Number that is at the top of your Final
Confirmation Statement.

ﬁ The Transaction Number is very important to have after the Open
Enrollment period. It may be used to track the elections that you have made
in the Open Enroliment process.

60. Itis very important that you print your Final Confirmation Statement.

61. Click File, Print from the browser toolbar to print a copy of your Final
Confirmation Statement.
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62. Click Print to produce a paper copy of your final Confirmation Statement.

63. Scroll to the bottom of the page and click the Next >> button to end the
Benefits Open Enrollment Process.

64. You will return to the menu.

PeopleSoft.

Erterprisedieg Mam (=4 -]
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65. Click Sign Out to exit NIS.

Find a Primary Care Physician

Some medical benefit plans require that a Primary Care Physician (PCP) be
designated. If one is not designated by the employee, the insurance provider will
choose one for the employee.

Start this instruction from the Open Enrollment - Elect Coverage window.

PeopleSoft.

-]

Open Enroliment - Elect Coverage il
Employes Name @
MEZICAL BENEFTTS

Total Deductions Per Pay Period 12084

A selaction is reguired. You must select only one of the avaiabée plans.

0 B.a0|
0 4262
O 4590}
(m} 4882
| 34.10)
o 40.95)
= 41,85
O |wAvER- .00
Recalcudili
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1. Choose the appropriate medical plan and click Next. If a PCP is required for
this plan, the Primary Care Physician window will appear.
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PeopleSoft.

Cipen Enrollment - Primary Care Physician
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Exit Most»»

== Prinious

Click into the PCP number field in the grid. The Visual Assist (or magnifying
glass Icon appears in the PCP Number field in the grid, indicating that a
searchable list of codes to entered into this field is available. The PCP

Number is a 3-DIGIT NUMBER internally assigned by NIS. Click the Visual

Assist Icon.

Select User Dafine Code

mme

Sekct Frd  Coie Tooks
x =

v Q@

=
[ ]

| Proauct Code

Usgér Datingd Codos

58 CUSTOM - PR AND HR SYSTENS
POP Numbar

(=) 100 ABBOTT, CARTER O, WD HOWELLS

O 1000 DAVIS, GRACE B, MO ONMAHA

O 1001 FEDOR, ELENA, MO LINGOLN

O 1002 BERNHARDEGN, PALL D, D LINCOLM

O 1003 ANDERSEN, COLINE | MD PLATTSMOUTH
O 1005 JOHNSON, ERIC M LINGOLN

O 1006 ALOUING, WASEEM CNMAHA

O 1007 DILERGING, DAVID LINGOLN

O 1008 HURD, BARAH BELLEVUE
O 1008 RUCHI, KAUSHIK CMAHA

This grid provides a list of PCPs in the insurance carrier network.

The right arrow next to Records 1-10 (z]) indicates that there are more
options available. It does not indicate how many of these options are in this

grid. To view all PCPs, click the arrow with a line behind it ( to view the
entire list in the grid.

5. The Query By Example (QBE) line of fields above the column titles allows
employees to search for a specific entry in that column.
6. Type LINCOLN* (in ALL CAPS, and followed by an asterisk) in the QBE line

to narrow the list to PCPs in Lincoln only. You could also search by the
physician’s name by entering “Smith*” (in Title Case, and followed by an
asterisk).
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PeopleSoft.
[

Select User Define Code
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Procct Cads
User Detned Codes

8 CUSTOM - PR AND KR SYSTEMS
2] PCP Number

Recerds 1-10 B B

| temcrigtion

ABBOTT, CARTER 0, MO

@ 100 HOWELLS

O 1000 DS, GRACE B, MD' OMAHA
Q00 FEDOR, ELENA, NO LINGOLN

O w2 BERNHARDEON, PAUL D, D LINCOLH

O 1003 AHDERSEN, COLINE |, MD PLATTEMOUTH
0 006 JOHNEON, ERIC M LINCOLN

O 100 ALOUINE, WASTEM OMAHA
1007 DUENSING, DD LINCOLN
(a1} HURD, BARAH BELLEVWE
O 1008 RUCHI, KALISHS OMAHA

7. Click Find.
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Product Code

User Dafingd Cades

]

CUSTOM - PRAND HR SYSTEMS
P Nt

Hecords 1.0 B £

|l|umlwnﬂ

© FEDOR, ELENA, MD LINCOLK
Lo [+ BERKHARDESON, PALUL D, O LINCOLN
O 1095 JOHNSON, ERIC M LINCOLN
O 1007 DUEMSING, DAVD LINCOLN
O 12 ANDEREOMN, DERRICK E. MD LINCOLN
[o AL ANDEREOHN, KAY L, WD LINCOLH
O na ANNIN, ARTHUR 5_MD LINCOLN
0 1 APPLEGATE, M. SCOTT, MD LINCOLN
Q) 138 BERTOLINI, PATRICK J, MO LINCOLN
) ur BLACK, JERROLD G, WD LINCOLN

8. The right arrow next to Records 1-10 indicates that there are more options
available. It does not indicate how many of these options are in this grid. To
view all PCPs, click the right arrow with the line behind it to populate all
records in the grid.
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Select Uzer Define Code il ]
Geect Fpa Cpse form oo
v @ X Ok l
Produci Coda 58 CUSTOM - PR AND HR SYSTEMS
Usier Diofined Cares v FCP fiumbns
Racords 1- 143
& 1001 FEDOR, ELENA, MO UNCOLN =2
O 1002 BERNHARDEOM, PAUL D, D LINCOLN
o5 JOHNSON, BRIC M LINCOLN
o 1007 IDUENSING, DAVID LINCOLN
o m ANDERECOH, DERRICK E, MD LINGOLN
O 14 ANDERSON, KAY L, MD LINCOLN
o ne AMNIN, ARTHUR 5, MD! LINCOLH
0 120 APPLEGATE, M. SCOTT, MD LINCOLN
o 129 BERTOLINI, PATRICH J, MO LINCOLN
) ur BLACK, JERROLD G, WD LINCOLN
o 15 BLEICHER, STACIE R, MD LINCOLN
O 155 BOELTER, CAROL A, MD: LINCOLN
0O 156 [BOHART, ANDREW C, MO LINCOLN
o 1682 BRADEC, BRADFORD A, MO LINCOLN
O 1 BURGE, DONALD E, MD LINCGOLN
o 174 GUTLER, MARK J, MD LINGOLN &
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9. Click the radio button next to the appropriate PCP and click Select. The
PCP number will appear in the PCP Number field on the Primary Care
Physician window.

PeopleSoft,

&
Cpen Enroliment - Primary Care Physician M @

DORENNE K MCKAY @
SINGLE MUTUAL PO HEALTH INE

Below is & kst of dependents that require a Frimary Care Fhysiclan Number.

DORENNE K MCKAY SINOLE MUTUAL POS HEALTH 1 [EE

Exit == Prinfous Nintr>

10. PCPs can be entered into this grid either by clicking on the Visual Assist Icon
to see the available options OR by entering the PCP Number in the field if it
is already known.

11. Click Next to continue with Dental, Vision, Life Insurance and Flexible
Spending Elections. Return to Step 55.
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