Life Event — Marriage Event

What do | do?

PROCESS OVERVIEW

The purpose of this reference guide is to assist you in modifying your dependents on your benefits.
This document is set up according to the steps needed to be performed in order to complete a
Family Status Change.

Begin at the bgsu.edu home page

Click MyBGSU

Enter Username and Password

Navigate: Employees > Benefits Enrollment > Family Status Change/Life Event
Choose | got Married (Marriage Life Event)

Enter Marital Status and Date

Upload your Marriage Certificate

Wait for approval from the Benefits Department
Continue Later

10. Resume entering information for the Marriage Life Event
11. Verify Personal Information

12. Verify Pay and Compensation

13. Enter Benefit Enroliments/Dependent Information

14. Complete the Marriage Life Event

CENoGO~wNE

SECTION |
NAVIGATION

Begin the process at the
bgsu.edu home page.

Note: Please use Internet Explorer
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@ @)] & http:/www.bgsu.edu/

Where do | go?

MyBGSU > Employees > Benefits Enrollment > Family Status Change > Life Event > | got Married

Step 1: Click MyBGSU

BGSU.
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Step 2: Enter USERNAME
and PASSWORD

Note: These will be your BGSU
network credentials.

Step 2a: Click Login

BOWLING GREEN STATE UNIVERSITY

BGSU.

ACADEMICS

f W Rierest B &
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e Event - Marriage Event

‘Welcome

Step 3: Click Employees

Canvas Student Center

Bookstore

Accenture Report

TO DO CHECKLIST HOLDS

You have no tems inyour to-do list. You do nat have any holds

Bowiing Green State University | Bowding Gresn, OH 43403-0001 | Help | Fesdback

Step 4: Under Benefits

Enrollment

e  Click Family Status MyBGSU.
Change/Life Event

TOOLS

BGSUEMAIL

(=L
BURSAR BILL VIEW/PAY
ool [

BG1CARD SERVICES

ADVISING

Advisement

Stusdent Degres Audit

TR IT SECURITY ACCESS FORMS
PAYROLL INFORMATION

Wb Raport Librany

Wimy Parychmci
Wil Taoe Information * FME Web Report Library Aoosss Form
Dhirect Depasit
Conisct Digltal Barvioss
W-2W-Zo Corsent
View W-2W-2c Forms

BEMNEFITS ENROLLMENT

| Famiby Statues Charges] ifa Event:
Benefits Summary
Bensfitc Enroliment

TIME AND LAEOR EMPLOYEE

My Student Timesheet friew only)
Timeshest
Launch Pad
WebClads

TIME AND LAEOR SUPERVISOR

Approree My Monthhy Beporters
Approes My BEtwseekly Reporbers
Approve My Student Hourly Reporters

MAMNAGER INFORMATION

Manazer Dashbosrd
Time and Labor Dashboand
Msreze Delegation
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Life Event — Marriage Event

SECTION I
MARRIAGE LIFE EVENT

Step 1: Choose the | got
Married Life Event

Life Events

Select Your Event

Review the choices and select the appropriate Event. Then enter the date of
your event.

Employee
) I had a Baby

) | Adopted or gained legal custody/guardianship of a child
o ;
) | got Divorced
Other Life Events
) Change in Coverage - Employee, Spouse, Dependent

() Death of a Dependent

Return to Self Service

Step 2: Enter in the Date of the
Marriage

Step 3 : Click OK
You will be directed to the

Welcome page of the Marriage
Life Event.

Change Status Date
Change Status Date

Enter the date of your status change, then select the OK button.
The Life Event must be completed within 20 days of your
qualifying event or you will not be eligible to change your Benefit
Elections until the next plan year.

Status Change Date

*Date Change Will Take Effect g2/15/2015 =)

OK | | Cancel

Help
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SECTION IlI
EFFECTIVE DATE/
MARITAL STATUS CHANGE

Step 1: The Welcome page will
appear.

The Activity Guide, (located on
the left side of the event) — will
guide you through each step
that is needed in order to
complete the Marriage Life
Event.

Navigational buttons:

The LD button, located in

the right hand corner of the
page will also navigate you
through each step.

The button allows

you to cancel the transaction at
any time when clicked upon.
Nothing will be saved if this
button is pressed.

Thel Continue Later Ibutton

allows you to logout of the event
and save any information you
have already entered. You are
able to return at any point to
complete and submit your event
to the Benefits Department.

eBenefits
Life Events o
@ *Welcome
) * Marital Status
) Document Upload
v (O Personal Information
» (O Payand Compensation
@ genefit Enroliment

' Event Completion and Exit

Marriage Life Event

Welcome to the Marriage Event
Freddie Falcon
A marital status change is a good time to reconsider your
health care coverage, tax withholdings, and other important
information
This guide will take you through all the steps necessary to
ensure that your personal profile, benefits, and payroll

information are updated ta reflectthis eventin your life

Click the Mext button to begin

Previous | | Nexty| | cancel | | continue Later |

Help | Personalize Page | &

Step 2: Click L
the Marriage Event

to begin

Mext ¥

Step 3: Verify the Effective
Date of the Change.

Step 4: Click on the drop down
to change your Marital Status to
Married

Submit

Step 5: Click

eBenefits o «
Marriage Life Event
Life Events < lev
@ *\Welcome

Marital Status Change

Freddie Falcon

* Warital Status

O Document Upload

Fill in the following information and selectthe Submit button. This form must be completed

» O Personal Information ‘within 30 days of your marriage date (or 20 days of your divorce date) or you will ngt be

» O Payand Compensation

Q@ Benefit Enrollment

O Event Completion and Bxt Current Marital Status Divorced

*Change Marital Status To Married -

* Required Field

eligible to change your benefit elections for this family status change event
I‘Datecmangewm Take Effect [02/15/2015 | I

New Window | Help | Persanalize Page | I
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Step 6: A Submit Confirmation
will show. eBenefits o «

Life Events c e~

Martizge Life Event

New Window | Help | Personalize Page | EE

@ *welcome Request Marital Status Change

Also, you will notice that in the o o Dequest art Saue O
Activity Guide when a step is
completed it will turn green. o

VTne Submitwas successful
Personal Information

Pay and Compensation

Benefit Enrollment

© EventCompletion and Exit

Step 7: Click

Step 8: The Marital Status

Change page appears and Marriage Life Event Pravious Cancel | | Continue Later |
shows the information that has Newwindor | Help | Personalize Page | E2
been submitted to the Benefits | Marital Status Change |
Department. Freddie Falcon
The information below has been submitted.
Step 9: Click MNexth “Date Change Will Take Effect 02/15/2015
Current Marital Status Divorced
*Change Marital Status To Married
SECTION IV Marriage Life Event
DOCUMENT UPLOAD New

Step 1: The Document Upload ILife Events - Document Upload I

page allows for you to attach

Instructions

your Marriage Certificate and You are required to submit the document(s) listed below. Selact the Add Attachment button, enter a description of your
submit it to the Beneﬁts document and upload the document.
Department. ¥ Life Event Documents

Marriage Cerificate

Note: You MUST have a Marriage
Certificate. A Marriage license
will not be accepted.

Add Attachment | | Add Note

Step 2: Click on Marriage Life Event

MNew

Add Attachment

Life Events - Document Upload

nstructions

You are required to submit the document(s) listed below. Selectthe Add Attachment button, enter a description of your
document and upload the document.

¥ Life Event Documents

Marriage Certificg

| addatachment || | Add Note
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Step 3: Enter a description of Marriage Life Event
the Marriage Certificate in the
Subject field.

e.g. Freddie Falcon’s Marriage Document Definition - New Attachment

Certificate ¥ Instructions
You have chosen to enter a new attachment.
Note: You MUST enter a
description. ¥ Selection Criteria
Description Marriage Certificate
1
*Subject Freddie Falcon's Marriage Cerificate |
Attachment

| Add Aftachment

Save

GoTo Life Events - Document Upload

Step 4: Click : :
Marriage Life Event

Add Attachment

Document Definition - New Attachment

¥ Instructions

You have chosen to enter a new attachment.

¥ Selection Criteria

Description Marriage Certificate

“Suhject|Freddie Falcon's Marriage Certificate
Attachment ,
L 1

|  Addatachment |

Save

GoTo Life Events - Document Upload

Step 5: Click Browse to locate

your Marriage Certificate File Attachment

document on your computer. Help

Browse...

| Lpload || Cancel |
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Step 6: Once the Marriage :
Certificate has been located, File Attachment

Click on the button.

Note: If the wrong file is attached, CAUsers\hkowals\Desktop\Falcon's Marriage Certificate ¢ B
: Cancel

you may click and

start over with the Document | Upload gy Cancel

Upload Activity.

Step 7: Once you have
uploaded the Marriage Marriage Life Event
Certificate, you may now view
the attachment if you wish.
ok Document Definition - New Attachment
Clic

| viewAttachment |

¥ Instructions

You have chosen to enter a new attachment.

IF ¥ Selection Criteria
X Description Marriage Certificate
If you do not want to review the

attached document then *Subject Freddie Falcont Marriage Cerificate

Attachment Falcon_s_Marriage_Certificate.docx
View Attachment

GoTo

Click | Save |

Life Events - Document Upload

Step 8: You will receive a
message stating the Benefits

Message
Department must approve your
Marriage Certificate in order to Approval is required by the Benefits Department. (3004,1084)
Comp|ete your Life Event. Proofis required for the attached document. This is the 15t step In the process. Once your document has been approved you will recelve an email stating you may begin step 2 to complete the onling process

Please press the "Continue Later” button to save your information. An email notification has been sentto the Benefits Administrator requesting approval.

Step 9: Click
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Step 10: (Optional) You may
Add a Note to your attachment
if you would like.

If so desired, click on the
[ Add Note |

If you do not want to add a
note, proceed to Step 14.

Marriage Life Event

4Previous ‘ ‘ Cancel ‘ | Continue Later |

New Window | Help | Personalize Page | =

Life Events - Document Upload

T Instructions

You are required to submit the document(s) listed below. Select the Add Attachment button, enter a description of your
document and upload the document.

¥ Life Event Documents

Marriage Certificate

Add Attachment | || Add Note |
Attachments Personalize | Find | 2 | First ‘4 1 of 1 & Last
Select Sequence Created Author Entry ID Subject Status
1 02/2412015 340PM  Freddie Falcon  Mariage Certiicate | coaie Faleont e e Approval

Marriage Certificate

Select Al Deselect All
DE/ete

Step 11: Enter a description of
the note in the Subject field.

e.g. Explanation of Falcon’s
Marriage Certificate

Note: You MUST enter a
description if you are adding a
note.

Marriage Life Event

Document Definition - New Note

¥ Instructions

You have chosen to enter a new note.

¥ Selection Criteria

Description Marriage Certificate

*Subject |Explanation of Falcon's Marriage Cerificate |

*Note Text @%
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Step 12: Enter in note
information in the Note Text
field.

Step 13: Click

| Save |

Marriage Life Event

¥ Instructions

¥ Selection Criteria

You have chosen to enter a new note.

Description Marriage Certificate

Document Definition - New Note

*Subject Explanation of Falcon's Marriage Certificate

*Hote Text |This document has been amended from the original and has
been notorized. The bithdate was incorrect. Please let me
know if you need any additional information.

GoTo

Life Events - Document Upload

Step 14: Review that your
attachment and your note (if
you added one) have a Status
of Needs Approval and
Submitted.

Step 15: You have now
completed the first (1) portion
of the process.

Click Continue Later to save
your information. You will be
notified by email when your
documentation has been
approved by the Benefits
Department.

Marriage Life Event

Life Events - Document Upload

¥ Instructions

You are required o submit the document(s) listed below. Select the Add Attachment button, enter 3 description of your

document and upload the document
' Life Event Documents

Marriage Certificate

Add Atmchment || Add Note
Attachments
st ssquencs crasten autnor
o | 03/04/2015 2:19PM  Freddie Falon
o e OXD42015 215PM  Freddie Faloon

Ssiect Al Desslect Al

Persanalize | Find | 27 | [

EntryiD

Marriags Certificate

Marrisge Certificate

subject

Fraddie Falcor's
Marrisge Certificate

Certificate B

First 4/ 1-8of 82

status.

iesds Approval

ubmitted

New Window | Help | Pes

Step 16: A message will
appear asking if you would like
to Continue Later.

OK

| to save and

| I —
continue later

OR

Cancel

Click if you need
to add additional information.

Message from webpage E

Are you sure you want to exit and continue this Life Event later? Select
Cancel to go back, or OK to continue,

ok || Cancel
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Life Event — Marriage Event

SECTION V
APPROVAL FROM
BENEFITS DEPARTMENT

You have received an email
from the Benefits Department
stating that your Marriage
Certificate has been approved.

You may now proceed with the
second phase of the process.

Step 1: Navigate to the Self
Service Life Event page.

MyBGSU > Employees >
Benefits Enrollment > Family
Status Change > Life Event

e Follow Section 1:

Life Events

Select Your Event

Review the choices and selectthe appropriate Event. Then enter the date of
your event.

Employee
@ I had a Baby

@) 1 Adopted or gained legal custody/guardianship of a child
@ | got Married ...(event in progress)
)1 got Divorced

|Continue my Life Event |

Note: The Marriage Event states
that the Event is in Progress.

You will now be directed back to
the Life Event

Steps 1-4 Other Life Events
© Change in Coverage - Employee, Spouse, Dependent
) Death of a Dependent
| Continue my Life Event |
Step 2: Click

Life Events

Select Your Event

Review the choices and select the appropriate Event. Then enter the date of
your event.

Employee
@ I had a Baby

(© 1 Adopted or gained legal custody/guardianship of a child
@ I got Married ...(event in progress)
@ 1 got Divorced
‘Other Life Events
© Change in Coverage - Employee, Spouse, Dependent
(© Death of a Dependent

l Continue my Life Event I
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The Document Upload page
appears. You will notice that
the Status has now changed for
the Marriage Certificate it has
been approved.

Step 3: Lzl to complete
Phase 2 of the Live Event.

Marriage Life Event
Life Events - Document Upload
¥ Instructions

document and upload the document.

¥ Life Event Documents

Marriage Certificate

You are required to submit the document(s) listed below. Select the Add Attachment button, enter s desaription of your

Add Attachment | [ Add Note
Altachments Personalize | Find | Y| First &' 13 0f 3 '} Last
Select Sequence Created Author Entry 1D Subject Status
. N . Freddie Falcon's
] 1 02/25/2015 10:00AM  Freddie Felon  Mamisge Certificate aooi 2 R0 Delsted
Freddie Falcon's
D 2 02/25/2015 10:00AM Freddie Falcon Marmiage Certificate

Marmiege Certificate  “PPrOVEd

Explanstion of
3 02/25/2015 10:00AM  Freddie Faloon Maniage Cerdificate Falcon's Marriage Submitted
Certificate
Select All Deselect All
DE[ELE
SECTION VI
eBenefits 0 «
PERSONAL INFORMATION e o oy MamoselieEven rwous | [ Neas
New Window |
) R R O * Welcome
Your personal information will e Edit Home Address
be available to modify if © Document Ugioad g s TR
changes are needed. You are |
ble to modify: S T T R { T U anpe comy
a . . ';;M"M' Hennadodes 1 Address 1110 McFall Center
e Home and Mailing © Emergency Contact Address 2 Bowling Green State Univarsity
Add ress » Pay and Compensation Address 3
° Phone Benefit Encoliment City [Bowling Green Stute 0N A onis
° Emergency COntaCtS Event Completon and Exit Postal 43402
County Wood
) Save Cancel
Step 1: Click the Personal
Information link
Step 2: Review the Addresses P
you have on file. armage e Lven | Prev
e If YES change is needed,
choose the proper address Home and Mailing Address
. Freddie Falcon
and Click 4’ to make
the necessary changes. (T ESEE
Address Type  Status As Of Country Address Edit
* gtNOGChange, proceed to 110 McFall Center
ep Home Current 02001/2015  USA ggx:::g g;::ﬂ S&ﬂigﬂ;";rs'w V4
Wood
110 Mcfall Center
Mailing Current 021252015 USA Sﬁmﬁ g::: %ﬂigﬂ;";rsw V4
Wood
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Step 3: Enter the
Change As Date

Step 4: Proceed in making the

necessary changes to your new
address.

Step 5: Click

Marriage Life Event

Edit Mailing Address

Change As Of [02/25/2015 |[5]

Country United States | ChangeCounty |

Address 1110 Mcfall Center

Address 2 Bowling Green State University

Address 3
City [Bowling Green State |(OH @ ohio
Postal 43403
County Wood
I Save I | Cancel
Step 6: Click Phone link
eBenefits o «
¢ Review the Phone that is Life Events o gy MamagelieEvent
IISted @ *Welcome
@ *Marital Status Phone Numbers

. CliCI Add Phone Number Iifa

new phone number needs
to be added.

@ Document Upload Freddie Falcon

- @ Personal Information Enter your phone numbers below.
Phone Numbers
@ Home and Mailing Address

Phone Type *Telephone Extension Preferred Delete
@ Emergency Contact Business 419/372-7744 i}
e Click o to delete old o T Gompenssien
phone numbers ' Benefit Enroliment ‘
' Event Completion and Exit
* Required Field
. Clickl_ S |
Step 7: Click Emergency
Contact
e Review the Emergency
Contact listed Marriage Life Event 1Previou
& )
¢ Click to make the Emergency Contacts
necessary changes. .
Freddie Falcon
. Clic Add Emergency Contact to add Emergency Contacts
a new emergency contact. Contact Hame Relationship to Employee Primary Contact Edit Delete
Mable Flawers Other F| & ||

Click EI

. to delete old
phone numbers
. Clck
Step 8: Click e

I Add Emergency Contact _

4/9/15
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SECTION VII
PAY AND COMPENSATION

Due to your recent Marriage,
you are eligible to make
changes to your W-4 Tax
Information.

Step 1: Click on the Pay and
Compensation link

Step 2: Click on the W-4 Tax
Information link

e Review the Total number
of Allowances you are
claiming

e Make changes to the W-4
Tax Data if needed

e  Certify the withholding
year

. Click

Note: If no changes are needed,
you still must click Submit

Marriage Life Event

W-4 Tax Information

Freddie Falcon Boolal Securlly Mumbsr 60D
Sowling Crean Stane Unibersicy

Yo P cormplets Form -4 50 The Paynoll Deparsment can caloulate Tie comect amoun of ta 0 wishinold froem pour pay. Fegenal inoome tax s
withinzid from your wages Desan on martal sistus and The rmiber of sllowances claimed on TS fonm. You may also spacly Tt an aoditions
dollar smmoun? be withheld. You can fike & new Form W4 amytime your e shusthon changes and you choosas 50 Fasss mons, or bass, Saoc wilihieid

WWheTher o ans entiien 50 Clalm & cartaln remiper of Sllowances of examption from witiolding IS suiohecs 10 review by The IRS. Your employer
Fayy e regquined 0 Sand & oopy of Tils form o e RS

Hiome Address

110 McFall Samer

Scwiling Creen Stane Unleersiy
Sowiling Grean OH 43405
Mialling Address

103 Hayes Ha
Excwiling Gresn Saate Univershy
Sowling Cresn OH 43403

W4 Tax Data

| Enilar fofal number of Allowanoss you are olsiming| 5| I

Enter Agdisonal Amount, If sy, pou want wiithedd from ssoh payoteck| |
indicats Maritsl Sisfus () 2angue (®) marriea
DMMMM\: sajasd Eingls sisfus ¥ married ol wishholding =4 singls rads_
Seodm: B mmarried, bud begally saparsisd, or spouss |5 & nonnesidend slken, sebeod
= gingls” siatus.

Dmmwlmrhﬂmmrsm“mwmr soodal sacurily cand.

o mrusd ool 1-B00-T72-1213 for & mew oard

Cizim Exempticn

Immmmmrhmrmlmmulm
[ExDTH of e Pollowing condiions for sxsmpiion

1. Las? poar | Fusdl s riglns 50 & rediond of ALL Federal inoomes Sax wilshineid
pecaume | e MO ta Rainlisy,
2. Thils year | expect & redund of ALL Fegeral Income = wishneld

Ipmcanrss | axpeci S0 Foves MO S IlaibllEy.

Dmllsmtmnﬂmhmﬂmshoﬂnm siafus

Urtier pemaiies of perjury, | deckans et | v semined this cerificate and o e best of my
ircwiarigps A ieliad, [ s T, Comect, and cormpibde
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Step 3: Verify ldentity
Verify dentity
e  Enter your network
Password To protect your privacy, venify your identity by typing your password. |f you are not this user, click Sign Out.
e  This will verify that you User ID: FRECCIE
have made the changes to Password: jeesessses
your W-4 Tax Information
) Continue |_Continue | [ canca
e Click
SFep 4: Submit Confirmation Marriage Life Event
will appear
Step 5: Click | === : Submit Confirmation
V The Submit was successful.
Step 6: Click [L1&*
po ! ' However, due to timing, your change may not be reflected on the next paycheck.
SECTION VIII P —
Marriage Life Event
BENEFIT ENROLLMENT P — | R
The Benefit Enrollment section @ "weicome Benefit Enrcliment
1 @ *Marital Stat
WI" aIIow yOU to add y.ou.r new ae st Click on the Start my Enrollment button and update your benefit selections based on your
Dependent to your existing @ Document Upload new life event.
beneflt eIectlons. » & Personal Information Maoving from page to page you may encounter a brief delay.
Step 1: ClICk ~ @ Payand Compensation
: @ W4 TaxInformation
tart MF Enroliment i ) Benefit Enrollment
) Event Completion and Exit
__start My Enroliment
Marriage Life Event
Step 2: Click

To begin your enrollment

Benefits Enrollment
Freddie Falcon

Open Benefit Events

Event Description Event Date Event Status  Job Title

Marital Status Change o 02115/2015 Open Director

Once you click Select, it will take a few seconds for your benefits enroliment information to load.
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Step

3. Current Benefit

enroliment appears

Review your current
benefit enroliments

Add your new
dependent(s) to your

plans, Click

The plan will open with
your new options

Marriage Life Event

Benefits Enrollment

Marital Status Change
Freddie Falcon

our recent family status change event allows you to modify wour current benefit choices.
You will have 30 days from the event date to update your benefits enrollment and submit your
new choices.

The Enroliment Summary will display which benefit options are open for dits.

All of your benefit changes will be effective the date of the family status change event.

Important: Your enrellment will not be complete until you submit your choices to the
Benefits Department at the end of the enroliment process.

Enrcliment Summary

Medical

Current: Medical Plan A:Empl Only
Mew: Medical Plan A:Empl Onhy
Dental

Current: Dental:Empl Onhy

Mew: Deental:Empl Onby

Vision

Current: Vision: Empl Onhy

Mew: Vision: Empl Cnly

Life and AD and D

Current: Basic Life: 1.5 X Salary
New: Basic Life: 1.5 X Salary : $125,000
Supplemental Life
Current: Waive
Mew:  Waive
Dependent Life
Current: Waive
Mew: Waive
Long-Term Disability
Current: LTD: 60.00% of Salany
Mew: LTD: &0.00% of Salany
Flex Spending Health - U.5.
Currznt: Mo Coverags
Mew: Mo Coverage
Flex Spending Dependent Care
Currznt: Mo Coverage
Mew: Mo Coverage
Health Savings Account
Currznt: Mo Coverage
Mew: Mo Coverage
Retirement Plans

Current: ARP OPERS Nationwide

Mew: ARF OPERS Nationwide

This table summarzes estimated pay period costs for your new benefit choices.
Election Summary

Cost Summary Totsl Bafors Tax After Tax
Costs 106,48 5B.58 T80

Your Costs 106.46 98.56 750

Submit ||IHaveNoCl‘u'lgE |

Click Submit to ==nd your finzl choices to the Banefits Departmant.

Or click the | Have No Changes button if you are happy with your prior elections and do not want
to make any changes.

Important: Your enrollment will not be complete until you Submit your choices to
the Benefits Department at the end of the enrollment process.

Before Tax

81.72
Before Tax

6.84
Bafore Tax

Before Tax

Before Tax

Bafors Tax

Before Tax

Befora Tax

Befora Tax

Befora Tax

Bafors Tax

After Tax

After Tax

After Tax

T80
After Tax

0.00
After Tax

After Tax

After Tax

0.00

After Tax

After Tax

After Tax

After Tax

:

BN
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Step 4: Add/Update Required Documents

Dependents Ifyou are adding eligible dependents for the first time, all of the documents that you may be
required to complete are available below. You will also be required to provide proof of
e  Atthe bottom of the Plan dependency such as birth certificate or adoption finalization papers or marriage certificate.
page, click
| AdoReview Dependents | Older Adult Child Certification 26-28 vears of age
Other Insurance Information Cerification
Erimary Coverage Cerification
Step 5: The Add/Review Same-Sex Domestic partner Affidavit
Dependent/Beneficiary page
will appear You may enroll any of the following individuals for coverage under this plan by checking the

Enroll box next to the dependent's name.

e You may edit your
dependent/beneficiary Dependent Beneficiary

information if needed. Enrall Hame Relationship

.

| Add/Review Dependents |

| Continue | | Cancel

Click Continue to store your cheice until you are ready to submit yvour final enroliment on the
Enrolment Summary.

Click Cancel to ignore all entries made on this page and return to the Enrollment Summary.

Step 6: Click Add a

dependent beneficiary Marriage Life Event

Add/Review Dependent/Beneficiary
Freddie Falcon

The people listed may be eligible for Benefit Coverage. Select a name to view or modify personal
information. To add a dependent or beneficiary, select the "Add a dependent or beneficiary’
pushbutton.

No Dependents on Record

I Add a dependent or beneficiary I

Return to Event Selection
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Step 7: Warriage Life Event
Dependent/Beneficiary
Personal Information Dependent/Beneficiary Personal Information

. Freddie Falcon

® Enter Personal Information Select Save once you have edited your Dependent/Bensficiany’s persons| information. The
changes will go into effect on Feb 15, 2015 Certain information may not be editsble since
changes would confilct with existing information. Plesse contact your Benefits Administrator to

assist with changes to such information.

e  Status Information

e Address and Telephone | Fersonal Informatien |
*First Name ‘Freida |

. cio[_Sae_] - :

=[ast Name Falcon

Note: Any field that has an * is a NamePrefix| |4
required field. Data MUST be Mame Suffix| &
entered. Date of Birth 02281385 |
*Gender Female -
S5 m | {Soocisl Security Mumber)
*Relationship to Employee Spouss -

I Status Information I

*Marital Status Msrrizd
Student Mo
Disabled Mo
Smoker Mon Smoker

Date of Death i

IﬂdciE-s and Telephone I

4

4

14

[Z] 3ame Address as Employee

Country United States

Address 110 McFall Centar
Bowling Green State University
Bowling Green, OH 43403
Wood

[ 5ame Phone as Employee
Phone 41%/372-TT44 Business
Save

Rzturn to Dependent/Bensficizry Summany

Step 8: Enroll new dependent You may enroll any of the following individuals for coverage under this plan by checking the
into your bengfit elections Enroll box nextto the dependent's name.

e Place a checkmark in the Dependent Beneficiary
Enroll box to add this
dependent to the benefit

Enroll Name Relationship

plan. Freida Falcon Spouse
Step 9: Click
: | AddiReview Dependents |
Continue
| Continue || | Cancel
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Step 10: Review new elections
for plan

e  Verify your new coverage

e Your new Cost will show

e Covered Dependents for
this plan

Once you have reviewed your
new information for this plan,

Click | oK |

Marriage Life Event

Benefits Enrolliment
Medical
Freddie Falcon

ﬂ Important: Your enrollment will not be complete until you submit your choices to
the Benefits Department at the end of the enroliment process.

Youwr Choice

“fou have chosen Medics| Plan A with Employes + Spouss coverage.

Im order for Medical Mutusl to apphy appropriate benefits to trestment and services provided to
me and of my dependent, | consent to any medical professional, clinic, or other medical or
medicalhy related facility, govemment agency or other provider of care to provide Medical
Muteal information including copies of medical records (if needed) conceming care of
treatment, information relating to mental iliness or use of drugs or alcohol. | understand that
this heslth care coverage | am enrolling in contsins coordination of benefits, workers
compensation and subrogation provisions and | acknowledge Medical Muteals right on behalf of
BGESU to enforce these provisions.

*owr Estimated per-pay-period Cost

Your Cost $273.34

Yo Covered Dependents

Primary Care Provider Detsils

Mams Retationehip
Freida Falcon Spouss
Notes

Once submitted, this choice will take effect on 02/15/2015. Deductions for this choice, if
applicable, will start with the pay peried which incledes 02/15/2015.

l OK |l Cancel
Cllkck OK fio stare your chiokces.
Cick Edit fo go back and change your chalces

Step 11: Benefit Enrollment
page

You will be returned to the
Benefit Enrollment page where
you will see the change that
was made to the plan you just
changed.

e Add new dependent (s) to
other plans.

e Repeat Steps 8-10 until
you have completed
adding the dependent to
your current elections.

Marriage Life Event

Benefitz Enroliment
Marital Status Change
Freddie Falcon

“our recent family status changs event allows you to modify your curment benefit choices.
You will have 30 days from the event date to wpdate your benefits enrcliment and submit youwr
new choices.

The Enrodiment Summary will display which benefit options are open for edits.

All of your benefit changes will be effective the date of the family status change event.

Important: Your enrollment will not be complete until you submit your choices to the
Benefits Department at the end of the enrcllment process.

Erroliment Summary

Current: Vision:Emipl Cnly

New: Vision: Em EI Onkf 7.80
=

Medical Bafore Tax After Tax

Current: Medical Plan A:Empl Onhy

Meae . Medical Plan AFmolt Sooue 27354

Dental Before Tax After Tax Edit
Current: Dental:Empl Cnby

Mew: Drental:Empl Onhy B.84

Vision Before Tax AfterTax | Edt |

4/9/15
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Step 12: Click Hsisge Lite Suant

I Submit I at the

bottom of the Benefit Semetns Eroliment

Enroliment page. Maritsl Status Change
Freddll= Falzon

o recer: My Tt change vt sioaa o be Iy jear cument bene'E chooms.
o wil b 50 ays from e event cibe bo LpSate your el snroimant anc Ut your e choom.
Tha Grrcimant Summany wil dagiey which Sanefi cptons mne open o ks

A2l of your et CENGED ' e aTECtvE the Cabe o Hhe BTy T ChEngs st

Tour walll =gt b ot you skt your chosom o S
mnatts Depariment o S wed of S ssrclimes? proom.

Erroimant Summany

Wl Tl T A Tmx

Curent: Misdcsl Pan A Rmg Criy
M Mol Mas Actmed* Spou -

e T T A Tz
Curent: DentatEmgl Sy

M DentstEmg Oy s

Wemom S T After Tmx

Curent. Wison Sl Sriy
Mew  WisonEegl Sy L]
Lo el A1l ) Seair T Afiar e

Curent  Saic Lfe 2 X Saiwry
P B a3 N Saiwry - §'23.000 am

{
i
i
|
J

Curet 'Wara
P N
Loag-lem Dby S T After Tmx

Curent: LTE: SLOTR of Seary
P LT S0.0T% of Seary om

i Spmndeng el - U5 T T A Tz
Curet Me Coverage
M e Coverage
i Spendeng Depandeet Ca G T A Tz
Curent: Mo Coverage
M Mo Covenage
i Sareeg Aoosnt e T At Tz
Curent: Mo Coverage
M Mo Covenage
Mutrwreed Maa T T A Tz

CuTet. ARF CFRRS M
P AAR SRR M

Thin bakie ST mere Dy pRoE S for o e beneli chooms.

Slaction Summany
ey Suwmrnary Tarsl Dafara Tar Mdtrar Taee
=] = =m -
Tour Uouts m Fo R T

= 4=

Dick Skt o pend your Minel choioes b2 the Senelits Depe—rtmaent.

il o Submed your chomm S B
proom.

Waur il mgl B
ﬂ [ty DecaraTmes of the med of o merciment

Step 13: Message

Message

Once Submitted, you will
receive a message stating you Remner (000.453)
are not finished yet

Reminder: You are not fiatshed prozess. page. You must L page or your enroliment will not be submiliad to HuTEn Resources.

[ ]
Click
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Step 14: Authorize
Elections/Benefit Enrollment

page

The Benefit Enrollment page
returns with a section for
Authorizing Elections

e Check off the Employee
Agreement box

e Click

Marrizge Life Event

Benefits Enroliment
Submit Benefit Choices

Freddie Falcon
Yioad e mlreoss Cormpiata yonr arrolies. I poa R me farier chianges, pheame raa T cornerrs of TS
g AdSar reasiing Auhorine Elections’, click Bubmill &t The Dofom of s pege 50 Sl your Deneds choloas

Sk Camosd B you are nod nesadly 50 submE your chioloss and wish %o retum 0 $he Enroliment Summary.

Do moft Saioemilt pour penedlt choloes wntll o e Completed pour ennollment. You may sone your choloss on
e page and retam 10 the Enrcliment Summany &S many mes s poud Hee up uncll your snroliment dealine.
Howeyer, onoe pou click SuinmE your banedl chiokoss willl e e S0 T Sanedis Daperament for procsssing

O oy anrclimant I procassan | o Py R0f e ke 5 mske any furier Danat changes unsll e nad Opan
Enrolimean: pariod I T il or  you haue s gualifad felly siatus change

As i raiingiar, 50 aoi dapanChaTS A SaE Sax GorasTlc pariner 50 The plans dor whilch Shey ane aliginie w
raquire cormplating el ratuming & Eunmmnmn'mo‘mmwﬁnmuaﬁo‘m
myme plane Fallurs o and rn s approprisds doocuments oould resul in koss of coverags for pour
spouss, same sax dome st pariner and'ar your 5

Fior mone Inforrnation raganding wing s aligisbe 5o e pour coyara gananiants under e hasi care plan plass
rayiay Dapesgans SISy Indoreasion. [ Insiusas Satinsion of gananganes | Sl aliglinilsy s T raguirad
0TS, S0r AOOIND Tha S07 Couarage

[Fosquirad Ceoumenis.

M o are addling new depandents, all of The SoCumenT Tt you may be reguined %0 complate ane il
oo, Yo willl ailso e peguined 5o providie prood of dependency such as birdh cartiicate or adioption finalization
DEpars oF mariage cartiicane

Auiharize Eleciions

Sy Faomising my lo=nedl choloss | am carsifying Tt She Indonmecion IS nes and comecs o e best ol iy
Inowiatige and undersand That any misstaemen: consTiutes fraud and may resul In termination of mmy banedis
and may Subject me 10 kagal action by BESU and I authorized vendors. | also underssand Tt any monles
recalsed from any swhorized SEEL wandon for winkch | am not entiled will reguine full relmibursament o e
approprizte plan. | also understand That | mus? notly BESLU within 20 days of ocoamencs of any changes In
i

Warning: Any parson wiho, with Intent 50 defraud of knowing Tiat he Is faclifating & fraud agains? an insurer,
Suioenits: an apolication or files 3 clalm comtaining & talse o deceptive Staamant IS guily of Insurance fraud
(T Feviman Code Sacton 3353210

H i e oo o wnderstand Shat | mus? complete $he negquined doouments: and

m ----------------------- i sauineniz Fhemn oy The deadlline In order o have coverage 25 dedfined
oy The plan

| s Cancel

ik Subenilf 5o e your finel chodoas 50 She Sanafies Danarmans

Click Canosd B pow ane not neadly 0 sulomiB your choloss and wilsh 20 refum % #e Enrcliment Summany.

Step 15: Submit
Confirmation

After submitting your new
benefit elections, you will
receive a Submit Confirmation.

eBenefits o «

Marriage Life Event
Life Events T (ov

@ *Welcome )
Benefits Enrollment

@ *Marital Status B ) .
Submit Confirmation

@ Document Upload ’
i Freddie Falcon
v/ @ Personal Information Your benefit choices have been successfully submitted to the Benefits Department
. OK ) You will receive a confirmation statement within one week to confirm your family status change
Clle » & Payand Compensation enrollment.
@ Benefit Enrollment To return to the Benefits Enrollment page, click OK.
) Event Completion and Exit
4/9/15 Page 20 of 21
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Step 16: Open Benefit Events

The Open Benefits Event page
will now indicate that your
Marriage Life Event has been
submitted to the Benefits
Department.

Click

eBenefits o «
Life Events e o~
@ *Welcome

© * Marital Status
© Document Upload
» @ Personal Information
» @ Payand Compensation
@ Benefit Enroliment

O Event Completion and Exit

Marriage Life Event

Benefits Enroliment
Freddie Falcon

Open Benefit Events

Event Description

Warital Status Change

Event Date

@ 02152015 submitied Director

Once you click Select, it il take a few seconds for your benefits enrollment infermation to load.
-

i Contings Later

N dow | Help | Personalize Page |

Event Status  Job Title

SECTION IX
EVENT COMPLETION
AND EXIT

Congratulations! You have
completed your Marriage Life
Event.

Complete

Click
event.

to end the

eBenefits
Life Events
@ *Welcome
* Marital Status
Document Upload

Personal Information

Benefit Enroliment

C &0 0 0 0

Pay and Compensation

Event Completion and Exit

Marriage Life Event

Event Completion and Exit
Congratulations!
You have completed your Marriage Life Event

You may need to update the following documentation if you are
changing your name:

Drivers License

Social Security
FPassport

Bank Accounts

Credit Cards

Voter Registration Card

If you are moving, you may want to update your address with the
Post Office.

Click the Complete button to end this event.

Complete
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