Greenshades Employee Portal

Overview and Guidelines for Use
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GreenEmployee.com
Login and Navigation

This quick-start guide describes how an employee may log into GreenEmployee.com, view
basic account settings, and navigate to various modules

Login and Navigation

Logging in to GreenEmployee.com

On any web browser go to:
https://NHS.greenemployee.com
This will take you to the login page similar to the one below:
| ==
l':;;l & https://www.greenshadesonline.com/S50/Employee/Default.aspx?Source= GOES&Who=Employee& Company= &url= https% Df a a ¢ X m * ‘E}
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You will be asked for two pieces of information to login:



1. Your Employee ID: For many of you this is the same ID you use to punch in and out for your shift. If
you do not know your employee number, please contact the IS Help desk at 205-343-7387 and they will
be able to inform you of your ID.
2. Your Password will be two numbers added together
a. The last 4 numbers of your SSN
b. 4-digit Birth Year.

For example assume the person logging in has a SSN of 123-45-6789 and a Birth Year of 1970 the
password would be 67891970.

3. NOTE: If you see the closed padlock you can be assured that the session is secured and encrypted.

Your first visit to GreenEmployee.com
The first time you visit GreenEmployee.com you will asked to enter or verify some basic information about
yourself as part of a welcome wizard. Common welcome screens include:

1 Verification of your email address and phone number and the setup of notifications when new
Human Resources or Payroll documents are available for review

9 Your preference to receive certain financial documents online instead of through the mail

9 Verification of your address and possibly updating it to conform exactly to USPS records

Your GreenEmployee.com Homepage

The exact content of your GreenEmployee.com homepage varies depending on what’s available for your
review. Any company-wide announcements will be displayed prominently at the top of the page under the
“bulletins” section. These announcements may include items such as a policy change, details about an
upcoming event, or a company newsletter.

The “messages” section will display information about new paystubs, documents awaiting your review, or items
that your supervisor or HR department wishes to bring to your attention. You may access most of these
documents directly by clicking on the “View” link at the end of the message itself. Clicking the red X icon will
remove the message from your homepage.

My Messages

A Timesheet for Pilar Ackerman from 12/5/2010 10 12/11/2010 has been submitted for review | w! 8

Adam Barr has appointed you to perform the following supenisor duties on his behall approving tmesheels. (View) 8

The remainder of the homepage will contain information about your most recent paystub and the weather in
your local area by default. The exact contents of your homepage may be altered by the following process:

Click “Edit Account” in the top right of any GreenEmployee.com homepage
Select the “Homescreen” tab

Check/Uncheck the boxes to indicate what you would like to see

Click “Save”

Click the Home icon in the top left of the site to return to your homepage.

aprwdne

Most of the sections on your homepage may also be dragged to new locations using your mouse.



Basic Navigation
The top of each GreenEmployee.com webpage will contain shortcuts to different sections of the site.

@ & $ &+

Home Profile  Pay History Benefits

The exact shortcuts displayed at the top of the screen will vary based on the exact functionality that’s available
to you.

Home will return you to the GreenEmployee.com Homepage

Profile will allow you to update information about yourself, your address, and your dependents

Pay History allows you to review years of paystubs and W-2s

Benefits allows you to review your Benefits, Submit Qualifying Life Events and participate in Benefit
Enroliment events.

=A =4 =4 =4

Each of these sections will be covered in more detail in the next few pages

Leaving GreenEmployee.com

Once you have completed your visit to GreenEmployee.com you should click the “Sign Out” link in the top right
of the page, just under your corporate logo. This is especially
important if you share a workstation with one or more employees

N 5 Management, A\ LC who may be using the terminal once you are finished. Merely
closing the browser or minimizing your active webpage leaves your
Give Feedback Edit Account Sign Out = information vulnerable to another person who may arrive at the

workstation immediately after you leave. For your information

security, all users are directed to click “Sign Out” once they have completed using GreenEmployee.com.




GreenEmployee.com
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This quick-start guide describes how employees may update their personal information, address,
dependents, contacts, and work location by submitting change requests to HR/Payroll.

Employee Profile

Overview
Using the employee profile module of the Green Employee portal, you can update your pertinent
information without calling HR/Payroll. Any update you make will be submitted to HR/Payroll or your &

manager for review and approval. To review your current data and submit a change, click on the Profile
menu option at the top of the page. Here, you will find a tab for each set of information you may wish to
review or update: Personal Information, Address, Dependents, Contacts, and Work Location.

Profile

Profile
Personal Info Personal Info
Address General Information
First Mame:
Dependents Middle Name:
Last Mame:
Conftacts y
& SSN:
Work Location Date Of Birth:
Gender:
Ethnic Origin:

Marital Status:

Employment Information
Employee ID:
Hire Date:
Department:
Location: MHS Management, LLC
Employment Type: Full Time Regular

You can view the information on file in each of the areas by clicking on the section on the left hand side. If the
information needs to be altered or updated, click on the edit button in the lower right hand side of the page.



Personal Information

Personal Information may include information such as your first name, last name, middle name, social security number,
birth date, ethnicity, and marital status. You may update information shown in text boxes at any time. Other information
may only be available for viewing and may not be edited. Once you have completed your changes for this section click

submit.
Personal Info Personal Info
Address General Information
* First Name:
Dependents .
Middle Name:
Contacts o * Last Name:
&
SSN:

Work Location * Date Of Birth:

* Gender: [=]
* Ethnic Origin: [~]
* Marital Status: [=]

Employment Information
Employee 1D:
Hire Date:
Department:
Laocation: NHS Management, LLC
Employment Type: Full Time Regular

Change Comments:




Address
If you move and need to update your address, you may do so in the Address tab. Here you may update your physical
address, phone number, and email address. Provide the updated address in the fields and then:

1. Click Verify Address — this will verify your address and zip code with current US Postal Service addresses.
2. Click Submit

Please consider including a comment with your change.

Personal Info Address
Address Mailing Address
* Address:
Dapendents
* City:
Contacts * State: [=]
* Zip Code:

Work Location
Additional Information
* Phone 1: Ext.

Email:

Change Comments:

& Cancel «f Verify Address | = Submit

Dependents
You may maintain a list of dependents in the employee portal. This list of dependents will be used to determine who is a

member of your family should you select Family-level insurance coverage.

This section will let you add new dependents and edit dependent information as necessary.

The initial view will show you the dependents already entered into the system:

Personal Info Dependents
Address UUse this table to manage your current dependents.
Dependants 5 Add Dependent @ Add Columns
First Name Last Mame Relationship Type
Contacts
Remaove Spouse
Work Location Remave Child

Remave Self



By clicking on the + sign next to the first name of each dependent you can see what information is currently entered into
the system for that dependent.

Personal Info Dependents
Address Use this table to manage your current dependents.
Dependents & Add Dependent {04 Add Columns
First Name Last Name Relationship Type
Conftacts
Remove Spouse
Work Location
First Name: Address:
Last Name: City:
Middle Initial: State:
Relationship: Spouse ZIP:
Social Security #: Country:
Date of Birth:
Gender:
Home Phone:

Smoker Status:
Student Status:
E-Mail:

7 Edit

Remave Child
Remave Self

If you need to change or alter this information click on the Edit button. If you wish to remove a dependent from your list
simply click on remove.



Click on the Add Dependent button to add your dependents or Edit to update a current dependent. Any changes or
additions will be sent to HR/Payroll or your manager for approval.

NOTE: that there is a button on the edit or input screen that allows you to enter your address automatically. If the
Dependent lives with you at your address of record, simply click this button and your address will be entered into the
appropriate fields.

NOTE: The country (US) is a mandatory field and is not filled in automatically — you will need to select it.

Once changes are done click submit:

Personal Info Dependents
Address Use this table to manage your current dependents.
Dependents {8} Add Columns
First Mame Last Name Relationship Type
Contacts
=]
Work Location - E . ,
LISENa " Fill in my address
* Last Name:
. . * Addres
Middle Initial:
* Relationship: (=]
. . * City:
Social Security #:
* State:
* Date of Birth: El
County:
* Gender: [~] i
= ZIP:
Home Phone: ext.
* Country:
Work Phone: ext. v EI

Smoker Status: | Mot Specified E|
Student Status: |None  [=]
E-Mail:
Your Notes:

Change
Comments:

‘4 Cancel = Submit




Contacts

You may also manage important contacts through the employee portal Profile module under the Contacts tab. Use the
Add Contact button to add a contact. New or edited contacts will be sent to HR/Payroll or your manager for review and
approval.

Note: Contacts can be used to identify beneficiaries for life insurance policies who are not dependents. This may
include non-family members or family members (siblings, parents, uncles, etc.) who are not dependents.

The form works exactly like the dependent form.

Personal Info Contacts

Address Use this table to manage your contacts.

Dependents {04 Add Columns

First Mame Last Mame Relationship Type Home Phone Work Phone
Conftacts

Waork Location - i .
First Name: Fill in my address

* Last Name:

* Address:
* Relationship: [=]

Social Security #:
= City:

* State: [~]

= ZIP:

Date of Birth:
* Gender: [+]
Home Phone: ext.
* Country:
Work Phone: ext.

E-Mail:
Your Notes:

Change
Comments:

= Cancel = Submit]

Work Location
The work location section is view only. If this information is incorrect, please contact your supervisor or facility
administrator so that a form P16 may be filled out to correct this information.

Personal Info Work Location

Address Work Location: NHS Management, LLC
Address: 931 Fairfax Park

Dependents Tuscaloosa, AL 35406

Contacts

Work Location
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This quick-start guide describes how employees may view their check stubs and direct deposit slips
in the Green Employee portal.

Pay History, Pay Stubs and Direct Deposit Information

Viewing Check Stubs and Direct Deposits
There are two main ways to view information about your last check or direct deposit after logging in to the employee
portal: from the most recent paystub section on your

Your Most Recent Paystub

homepage and also the Pay History page. The homepage
Your most recent direct deposit was on 5/1/2012  (View)

section (shown to the right of this paragraph) contains very

e . . This Check Year to Date
basic information about your most recent payment,
. . . Gross Pay: $937.50 $5,187.50
including gross pay, taxes, deductions, and net pay for both Taxes: §12115 §761.51
the most recent pay date as well as year to date. Clicking Deductions: -$121.08 -$605.40
“View” on this section will take you directly to your
Met Pay: $695.26 $3,820.59

complete pay document.

S

Pay History

The second way to view this information is to click the “Pay History” icon that exists within the navigation
bar.

When you access your latest check stub or direct deposit, it will appear as in Figures 8 and 9 respectively. You have the
option to view the full document in the frame provided by using the scroll bar or you may open the document in a new
window by using the link below the left corner of the frame.

View: |PayStub for 6/10/2011

The Kerner Group, Inc

EMPLOYEE ID: 0008

- 589
START PERIOD: 5232011

CHECK NUMBER: 406706
CHECK DATE 6/10/2011
END PERIOD: 61512011

‘ Current

Year-To-Date |

Amount

| Hours

Amount |

s10

GROSS PAY

sl0,C

888.00

$10,000.00

564,122.52

( E



View: |Paystub for 3/2/2012 - |

Direct Deposit Earnings Statement

D

Total:
Payroll Deductions
T Amount

80.00

Year To Date

$1,385.00 $6.925.00

Code

Year To Date

Open in New Window

5
3
$3

To view historical check stubs or direct deposit slips, use the drop down above the document. Find the document using

the pay date and amount and click on the row to display it.

View:

PayStub for 4/25/2012

Type

PayStub
PayStub
PayStub
PayStub
PayStub
PayStub
I PayStub
PayStub
| PayStub

Notifications

Date
4/25(2012
4/10/2012
3/23/2012
3/9/2012

2/29/2012
2/24/2012
2/10/2012
1/25/2012
1/6/2012

Amount

$813.23
$911.16
$922.80
$857.20
$0.00
$938.42
$1,044.45
$840.57
$804.85

-

You may wish to have email or text message notifications sent to you when a new pay document is

available in the Green Employee portal. To set this up, click on Edit Account once you are logged in.

Edit Account

Under the Notifications tab, you will notice that you can enable email and text notifications for when a new pay

document has been issued.



My Account  Notifications  Manager Notifications ~ Supervisor Delegation  Homescreen  Profile Picture

Email Addressses:
Nofification Email Address: davis.romero@test.com

Corporate Email Address on file with Paramount Residential Mortgage Group, Inc.: davis_romero@test.com

Email Notifications:
When you have been issued a new paystub, send an email to: corporate email address |Z|

When a document from this website gets approved or denied, email: corporate email address E

Text Message Notifications:

[l Please send me a text message whenever a new paysiub is available on GreenEmployee. com.

Cell Phone Provider:

10-digit Cell Phone Number:

For the email notification, select the email address where you wish to receive notifications. This can be your corporate
email address on file with HR/Payroll or you may setup a separate email for notifications.

For text message notifications, check the box as shown in the Figure 4 above and provide your cell phone provider and
number.

Viewing your W-2
At the end of the year, your W-2 will be posted along with your check stubs and direct deposit slips. A notification will

appear on your homepage when the W-2 is available. You will be able to review your W-2 and update personal and
address information if necessary.

View: W2 for 2010 Edit W-2

d Control Number

d Control Number

e Employees name, address, and ZIF code

e Employee’s name, address, and ZIP code

KATHIE FLOOD KATHIE FLOOD
400 FOURTH STREET 400 FOURTH STREET
BOLINGEROOK, IL 98272 EOLINGEROOK, IL 98272

LY - — .
@ > L% | W f3 | = o ﬂ | = Tools | Sign | Comment
~
Copy B —To Ba Filed with Employes’s FEDERAL Tax Return. | OME NO. 1545-008 CDp_\-’C — For EMPLOYEE'S RECORDS. (Sae OME NO. 1545-008 L
Muotice to Employes on back of Copy B.) =
a Employes's 55N 1 Wages, tips, other comp. 2 Federal income tax withheld a Employes's 55N 1 Wages, tips, other comp. 2 Federal income tax withheld
. 15457.72 130.14 . 15457.72 130.14
523-45-6716 T Socal security wages T Social security tax withheld 523-45-6716 TSocal secunty wages T Social security tax wiheld
b Employer D nc.EIN) 15947.15 98B.72 b Employer D nc.EIN) 15947.15 988 .72
i T Medicare wages and fips E Meticars tax withreid . T Medicare wages snd tips E Miedicare tax with Feld
10-1596731 15947.15 231.23 10-1596731 15947.15 231.23
© Employer's name, address and ZIP code © Employer's name, address and ZIP code
FABRTKAM, INC.123 FABRTKAM, INC.123
4277 WEST ORK PARKWAY 4277 WEST OAK PARKWAY
CHICRGO, IL 60601-4377 CHICRGO, IL 60601-4377
3124362671 3124362671

The portal will enable you to access your annual W-2 electronically which is a faster and greener option than waiting for
a paper copy. If you wish to receive your W-2 electronically, go to Edit Account to the Notifications tab and click “Change
your W-2 distribution preference” to modify your preference.
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This quick-start guide describes how an employee may review his/her current benefits, sign up for
benefits during the Open Enrollment Period, and submit a Qualifying Life Event.

Benefits

Visiting your Benefits Section

At the top of your GreenEmployee.com webpage, you will see an icon labeled “Benefits” that will take you to this
section. Once you click on this link, you will be redirected to the Benefits main page.

@ & Q& $ &+ W

Home Profile  Timesheet Time Off Pay History Benefits  Documents
Michael Peterman {impersonated by Mpeterman@greenshades.com)

©

Give . Sign
Feedback CditAccount Out

Current Enrollment Enroliment Events

Below are your curent benefit elections. Click on More Details to see further details.

Open Enrollment
Health Plans - Single employee only coverage - HDHP No open enrollment event planned. Stay tuned for
more infarmation.

e

e O vie to Employer Cost: $99.98 Your Cost: $30.00

Qualifying Life Events
Have you had s life event that qualifies you to
medify your cument benefit elections?

Pending Elections N S

Below are your pending benefit elections. These benefits will become adtive on the benefit start dste.

Health Plans - High Deductible + Family - HDHP Effective: Upon Approval
Personal Information e
% more Detsitz (8 view Documents Employer Cost: $370.44  Your Cost: $0.00
Below is your personal information. Pleass review and
ensure you update when necessary
Health Plans - HMO + FAM - HMO [E2555 Effective: Upon Approval
. . My Information
C More Detaits & View Documents Your Cost: $0.00 Sirst Name:  Michael
Middle Mame: Thomas
Last Name: Peterman
Effective: Upon Approval
Employer Paid Life 0000 FEHEEE S5 555.57-8987
U Mare Details @ View Documents Your Cost: $0.00 Date of Birth: /24/1989
Mare Detzile S View Documents - 80 Gender: Ml
Ethnic Origin: N/A
S B 1 Effective: Upon Approval Mertial Status: Single
 More Detsils (8 View Documents Your Cost: $3.00 Eligible Dependents

daughter peterman
Date of Birth: 10/08/2005
SSN:
Son Peterman
Eligible Benefits Dete of Birth: 10/21/2001
SSN:
‘Yeu are eligible for benefits in the Ben benefit packege. Below are the benefits for which you are eligible for but not enrelled in. This may incdlude benefits thet require an open enrcliment
event or a qualifying life event in arder to enrall

AIG 403(b)

 More Detsils (8 View Documents

The Benefits main page contains 5 different sections. This guide will cover each of these sections in detail.

pwnN e

Current BenefitsThe different benefits you are currently enrolled.

Pending ElectionsAny elections that you have submitted but have not become effective yet.

Eligible BenefitsThe benefits you qualify for but are not current enrolled in.

Enrollment Events Provides useful information about your next (or current) Open Enrollment period. During an
Open enrollment period, you will see a link that will allow you to make elections for the next plan period.
Personal Information Allows you quickly verify personal information for you and your dependents.



Current Benefits

In this section, you see the different benefits you are currently enrolled in. You will find a summary of each benefit and,
in most instances, a link that will provide you with additional details about every benefit you are currently enrolled in.

Current Enrollment

Below are your cument benefit elections. Click on More Details to see further details.

Health Plans - Single employee only coverage - HDHP

"'._uJ i tails I'_’ View Documents

Pending Elections

In this section you will see any elections that you have submitted but have not become effective yet. This generally
occurs in between your submissions and the system administrator’s approval. During an Open Enroliment (see below),
this list will be populated between the time you submit your elections, and the time your new plan period begins.

Pending Elections
Below are your pending benefit elections. These benefits will become active on the benefit start date.

Health Plans - High Deductible + Family - HDHP Effective: Upon Appraval

% wore Detsitz (8 View Documents Employer Cost: 5370.44  Your Cost: 50.00

Health Plans - HMO + FAM - HMO Effective: Upon Approval

% More Detaite & View Documents Your Cost: $0.00

Eligible Benefits
This is a comprehensive list of the different benefits you qualify for. Depending on your organization’s preferences,
some of these benefits allow you to enroll or make modifications year-round. You will easily identify these benefits by

the action button located adjacent to its description.

Eligible Benefits

“ou are eligible for benefits in the Ben benefit package. Below are the benefits for which you are eligible for but not enrelled in. This may include benefits thet require an open enroliment

event or 8 gualifying life event in order to enroll.

AIG 403(5)

@ More Detsils (8 View Documents

AIG (Catch Up)

G More Detzilzs I'_’ Wiew Documents




Making Elections during an Open Enrollment Event

NOTE:It is vital that all dependents who are to be covered by family medical or dental insurance be entered and
identified in the Dependents Module before you enroll in Benefits so they may be selected or assigned to the various

coverages elected.

During an Open Enrollment period, you will see a link that will allow you to start the enrollment process, and make your
elections for the new plan period.

Clicking on this link will start the Open Enrollment Wizard, and you will be presented with a screen that looks like the
figure on the right.

For each benefit you will have the option to Enrol) or if you’ve previously made an election, you can modifyyour
elections by clicking on the associated button.

For non-required benefits, you will also have the opportunity to Waivecoverage during the next plan period.

Available Benefits
Health Benefits

Dental Insurance m m

etails “You have not made any elections in this benefit.

Health Insurance m

gils “You have not made any elections in this benefit.

Vision Insurance m

wrollment Details “You have not made any electiens in this benefit.
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Life & Disability Insurance Benefits

Class 4 Life/AD&D Insurance

gils Employer Cost: §5.55 Employee Cost: 50.00

Short Term Disability [ wave | envor |
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Clicking on the Enroll/Modifybutton for each benefit will give you the opportunity to see the options available under
each benefit, and make the election of your choice. In case you need more information, there is a link that displays all
the details about the benefit you are selecting.

Pre-Tax Medical 2 Semi-Monthly Election

3 More Information
Pre-Tax Medical 2 Semi-Monthhy

Please complete the following inf lon to enroll.
() Single employee o erage - $569.50

@ Family coverage - $175.00

Select which dependents to enroll in this plan:
[¥] All dependents
£/ Josh C. Diaz - Child - Age: 3

NOTE: If you select Family Coverage for a particular benefit, you will be shown a list of your dependents that you have
identified in the system. You must select at least one dependent in order to complete this election. ONLYdependents
you select here will be added to the coverage.



Claiming a Qualifying Life Event

When circumstances change in your household — e.g:
Moving to a new location, your spouse changes jobs, a
new baby is born- you may be eligible for a Qualified Life
Event. This will allow you to make changes to your
benefit elections any time of the year, and have coverage
that fits your new circumstances without having to wait
for an Open Enroliment.

Claiming a Qualified Life Event is Easy! Start the

Qualifying Life Event wizard by clicking on action button
titled:a/ € FAY | vdzZr f ATeAYy3I [ AT

Enrollment Events

Open Enrollment
Mo open enrcliment event planned. Stay tuned for
more information.

Qualifying Life Events
Hawve you had a life event that qualifies you to
medify your cumrent benefit elections?

Claim a Qualifying Life Event

You will be prompted with the list of eligible events. Pick the one that fits your situation, and click Next.

Claim a Qualifying Life Event

A gualifying life event iz a change in vour life that can make vou eligible for a Special Enroliment Peried to enrollin benefits. Examples of
qualifying life events are moving to a new state, certain changes in vour income, and changes in vour famity size (for example, if yvou marry,

diverce, or have a baby).

Step 1: Event Type

Select the type of qualifying life event you are claiming.

® Moving to another benefit coverage area

@) Lo== of other benefit coverage for employee or dependent

©) Dependent was recently divorced
Dependent was recently married
©) Dependent i= no longer in =chool

® Change in employee status (full to part, part to full)

0 Addition of a new family member (marriage, birth, adoption)

©) Loss a family member (divorce, death)

Change in eligibility for Medicare, Medicaid, or $tate CHIP program

) Leaving or returning from military service

© other



Subsequently, you will be able to select the date when the event occurred, and provide some comments that will be
reviewed by the benefits administrator.

Step 2: Event Description for Qualifying Life Event

Life Event: Moving to another efit coverage area
Date of qq/p1/2014
Event:
Description: promotion E

Attach & Add D i 3
Documents:
X | coninse >

1. Input the datethe Qualifying Life Event took place
2. Provide Description: Please provide as much of a description of the event as possible.
3. Attach supporting documentation.
a. This page also allows you the opportunity to upload any documents that may serve as a supporting
evidence for your claim.
b. If you have the ability to scan the supporting documents to pdf and can attach them at this time that is
preferable.
c. However, if you do not have this capability, please copy the documents and send to the Benefits
department at the corporate office as soon as possible:

NOTE:A qualifying life event will most often require documentation of the event in order to
process any changes to your benefits. The request cannot be processed until the

documentation is received, reviewed and accepted by the benefits department. It is the
responsibility of the employee to provide the necessary documentation in a timely manner.

Complete the information on this page, and click Next. At this point you will be given the opportunity to enroll in
benefits or to modify the current enroliment (for example to add a dependent to family coverage). The process for this
is the same as that shown in the Open Enrollment Section.




Enrolling in a Life Insurance Benefit

When enrolling in Life insurance:

1. The Guaranteed Issue Amount will be displayed. This is the guaranteed amount that you can elect for
coverage. You may elect more coverage but the issuance of the additional coverage will be dependent
upon the provision of Evidence of Insurability and a decision by the insurance carrier.

2. The Premium shown is based off of the amount entered into the “Insured Amount” box.

3. If you elect an amount over the Guaranteed Issue, then you will be asked to fill out an Evidence of
Insurability (EOI) form which can be downloaded from the Link provided in guarantee Issue notice
section. The premium shown to you is the amount you would pay if you are approved for this amount of
coverage. IN the event that you are denied coverage, you would then pay a smaller premium based off
the guaranteed issue amount. In order to complete your election you must confirm you understand that
the EOI must be filled out and then assign Beneficiaries.

4. Beneficiaries of the insurance are assigned. Possible Beneficiaries will be populated from the list of
dependents you have entered into the system. To add beneficiaries for your life insurance benefit, click
the checkbox next to the dependents you wish to add. Then select a “Beneficiary Type” from the drop
down box. When Entering “Percent to Pay” remember that each “Beneficiary Type” must have
percentages that equal up to 100%. Once satisfied, click Enroll to complete your elections.

Voluntary Life Semi-Montly Enroliment

% \More Information

W-life

Enrollment and Coverage Amount
Chooze your elected coverage ameunt for yourself and any dependents you wish to enroll.

Relationship Smoker Guarantee Issue Amount ) Increment ) Insured Amount Premium
SELF o $150,000.00 $10,000.00 $200,000.00 ¢  (Max Allowed: S00.00% of your annual salary} s7.01 @
[#]Josh C. Diaz Child $2,000.00 6000 (Max Allowed: 510,000.00) $0.30 ﬂl

Total Premium: $7.31

Qﬂu have elected a coverage amount greater than the Guarantee Issue Amount for yourself . Please download and complete the following Evidence of Insurability form and follow
its instructions for submission.

Until your Evidence of Insurability iz reviewed and approved, you wil be enrolled with 5150,000.00 coverage .

| understand and will complete the Evidence of Insurability form.

Beneficiaries 9
Designate the beM@Miciaries for this benefit. If your desired beneficiary is not listed, please add him or her as a dependent or contact under your Profile.

Name Relationship Beneficiary Type Percent to Pay
v osh C. Diaz i rimary - .
Josh C. Di Child Pri 100.00%



Submitting Elections

Total Cost

Your cast shown is an anticipated amount based on your elections and your mast recent paycheds. The actual ameunt may vary.

Employer Cost: $95.98 Your Cost: §30.00
Sign and Submit

When you are finished making elections, you must submit this qualifying life svent daim by providing an electrenic signature by typing your name balow) and dicing Submit.

Mame: Michsel Peterman

Signature: |Enter Name

“You are unable to submit until you enrall in all required benefits.

To submit your elections navigate to the bottom of the page. Here you are presented with the total estimated cost of
your benefit elections per paycheck. If you are not satisfied with this amount, you may go back and modify your

elections at any time before the open enrollment period closes. Once you are finished simply enter your first and last
name, and click “Submit”.




