PeopleSoft Retiree Self-Service Open Enrollment Instructions

1. Go to the City of Norfolk’s web site : www.norfolk.gov
2. Click “Government”
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Current Council Agenda
Agendas

Blogs

City Directories
Departments

Frequently Asked
Questions

Jobs

Report a Problem
Request Tracker
Motify Me

My Dashboard

PPEA School Program

EVENTS CITY SPOTLIGHT

Celebrate Dogtoberfest with Pups and Pints

There's naothing like a little hair of the dog to finish out your
weekend, according to Friends of the MNorfolk Animal Care
Center. Resd on...

Horfolk Residents Invited to Address Issue of Flooding

The City of Morfolkis hosting a citizen flood awareness meeting
on Wednesday, October 22, 2014 atthe Ray and Joan KROC
Center at 1401 Ballentine Blvd. from 6:30-7:30pm. Resd on...

Meetings Planned for Naval Station Norfolk Transit Extension
Study

Four public meetings will be held this month to update the
public on the MNaval Station Norfolk Transit Extension Study
Read on...

Mayor Paul Fraim Statement Following Stone Announcement
The following is a statement from Mayor Paul D. Fraim
following Stone Brewery's selection of Richmond as its east
coast distribution site

1-264 East Downtown Tunnel Open This Weekend

ERT has suspended weekend closures for next two weekends.
Bead on...

VIEW ALL NEWS

October 23, 2014

[z CALENDAR @ MAPS (@ NORFOLKTV CARECENTER [ 'y PAYMENTS

CURRENT TOPICS

Patriots Crossing
Mayor Paul Fraim called
it ‘Maybe the most
important transportation
project in a generation”
as he briefed City
Council on the prospect
of being able to pay for
Patriots Crossing as the first phase of a $8.7 billion
regional transportation project to alleviate traffic in
Morfolk and at the Hampton Roads Bridge Tunnel.

What is the Patriots Crossing? It will link the port
and navy base to Monitor Merrimac Tunnel. Details

Where we are and how we got there. Entire
presentation: Video | PDE
Flooding Awareness ... Learn Maore

Weekly Road & Lane Closure Report


http://www.norfolk.gov/

PeopleSoft Retiree Self-Service Open Enrollment Instructions

3. Click “Retirement”

GOVERNMENT | BUSINESS | SERVICES ‘[:I]HMI.IHIT‘:' ENJOY NORFOLK| HOW DO

Resident Engagement Leapore & Veutors Infermation Center

Intemal Gty Strecture | Tools for Growth | Provided by the Giy

Search I Home = Goemment s A A
AZ AskaSuesiion Depariments GDVErrImErIt

HEGa RO &

Budget Budget

Access information on the curent budget for the City of Norfolk.
Circuit Court Docket
Circuit Court Docket

City Code of Drdinances View the daily dodket for the Norfolk Circuit Court.
City Clerk b
. i City Code of Ordinances
City Council . Acoess the Morfolk City Code of Crdinances.
City Directories 3
City Clerk
City Manager " City Cles's office provides efficient and effective administrative support to the City Council, services to citizens

City Mission & S=al and city staff and to be a courtecus, efficient, and accessible link between citizens, the city administration and
the city council.

City Treasurer

City Council

Commissioner of Browse through meeting information, meet council members, view past agendas and minutes, and more from

Revenu the City Council.
Commonwealth's
Attorney City Directories
Contact Officials Li_st of Directories available for the City of Morfolk including a Facilities Directory, Staff Directory and Resource
Directory
Courts
City Manager
Departments City Manager's Office
r L
Ve City Mission & Seal
Mewsistters / Videos  » Read the mission for the City of Nerfolk and view the city seal.

Norfolk Criminal Justics N
Sarvics City Treasurer
The Office of the Tressurer
MNorfolk Public Librany
Commissioner of Revenue

MNorfolk Public Schools
oriok ruble The Office of Commissioner of Revenue

Open City Hall
Commonwealth's Attorney
Records Requast (FOIA} The Morfolk Commonwealth's Attorney's Office
Retrement g
) ) Contact Officials
Shenffs Office Look through contact information for the City Council, the Virginia General Assembly, and federal offices.
Social Media »
Courts
Virginis Construction Circuit Court Dodket and General District Court
Codes
Departments

Vioting in Norfolk N . .
Find informaticn on the departments that make up the City of Morfolk government.

Mayor
Meet the cument mayor of Morfolk.

Newsletters | Videos
Chedk out varicus newsletters and videos from the City of Norfolk.

Norfolk Criminal Justice Service
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

4. Click “PeopleSoft Self-Service” under Retiree Self-Service

Search Home > Departments > Finance = Retirement i kA
CONTACT US

AR AT E N, AT Retirement Sharyl Potter Griggs
[=T=1=<T50 r1* -] Acting Execulive Secratary
Email
Retirement Bureau
amncm Rap The bureau i ry to administer bonefit pay ta 810 Union Straet
Purchasing . baors, porf ing and payroll tasks according to federal and state Room 309
pertalning to lifiad pansion funds, and providas retirement and death MNortolk, VA 23510

Ruotirement benefits to the system membership in accordance with Chapter 37 of the Norfolk City
PH 7T57-664-4738

Code.
Fx: T57-6G4-4090
Ratires Self-Service
it R
B - PoopleSoll Sell-Service QUICK LINKS
* :arvice Log In Instructions

2 a 4 * Norfolk City Code Chapter 37

= ICMA Retirement Corporation

Forms - Social Security Adminkstration
= Change of Address - virginia Retiremont System
= Direct Deposil
- IRSWY-4P i
* Virginia Form VAa-4P
Repors
- Batiremant System CAFR

5. Enter your User ID and Password

oRACLE

PEOPLESOFT ENTERPRISE

Unewr 10 BEEGR
ammsmmsnrEn

Paria
Forpod yoir passwrard

Lijapy e

NOTE: If this is your first time logging into PeopleSoft Self-Service, please refer to the Self-
Service Log-in Instructions under Retiree Self-Service (see above). If you have already signed in
once and have forgotten your password, please refer to the Self-Service Forgot My Password
Instructions, also under Retiree Self-Service (see above).
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PeopleSoft Retiree Self-Service Open Enrollment Instructions

6. Under Menu Click “Benefits”

m
M =]
Search

® [ self Service

P Persantl NIHROSON lavigate 1o your self service information and actities
» Paptou = parsonal 152 Pavrolland Compensation L-;'E@‘Bcvwm
1 Banetts s | gy [Feviews a0 upsate your personal informaton (3 Furview your pay nod compenaalio Hslory: Updts your diect depselt acdother  [5] ¥ Foview eall, lsuriciin, savige, peniskon or other beris/ts bformetion. Fview
- Ghangs My Password ] here B Exygmalnfermaten Sumrmre o o conirbution mlrmaton =d e
- My Sxalem Profle F i 7 Mo Sayimach Sy T a—
T Bhong iy ) = Vaininry Dedecony (=8 204 BengTenricy
NS sy conie Drect Drosad e
= hame Chenas ™ Comeensaccn Heinoy T DependebBeneficary niz
T fanetty {nrgmant
H [y e ”
7. Then Click “Benefits Enrollment
ORACLE'
Menu =]
[o—
| ; __|®| ¥ Benefits
;r: P‘m::mm Riview hegls, MEUTInCe, BVRGE, DERSKR oF DRe beneliy tion, Review - v
v Dupendests and Besehicianes 1 enafiEs Summary
T Banafits Infarenaben 27 Review amd vosote Sapasder s hwma i pwven oot B! aviaw a summary af curnsck,sst or eturs sanaft snrolanis.
b Dbpandanis and I D s
Benrtciarios = mwsu ek et
- Banafils Summiry —
L a |- vefits Cnrolment
|- ganshis Enroim, - | Rerview or wpdate dependent and beseficary informaton Emm‘ ey
¥ PaopleToots |
“MeSuslemPutis |
Cick here
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

8. After reading and completing the guidelines below, Click the yellow “Select” box to begin your
Open Enrollment elections

Benefits Enrollment
Lihy Newton

BEFORE reviewing your Open Enrollment event, take a minute and verify that your address is
current.

You can easily do this by clicking New Window above to the right and selecting Personal
Information, Home and Mailing Address.

1) Change an address - click the yellow Edit box to the right of the incorrect address. DO NOT
enter a previous date in the 'Date Change Will Take Effect: On this Date:" box.

2) Add a mailing address - click the yellow Add box. Do NOT add a mailing address unless
different from home address.

As you prepare to make decisions, get your questions answered:

1) Attend an Open Enrollment presentation briefing

2) Visit the benefit website at http://members.optimahealth.com/norf

3) Call Optima Health Medical Plan Hotline at {(757) 552-7110 or Toll Free 1-800-229-1199

The Information icon provides you with additional information about your enrollment.

To begin your enrollment, click Select.

Note: Some events may be temporarily closed until you have completed enrollment for a orior

event. Click here to review and
make chanes

Open Benefit Events
Event Descripti Event Date Event Status Job Title

Open Enroliment © o1012015 Open Retired

Once you click Select, it will take a few seconds for your benefits enrallment information to load.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

9. If you want to get details on the City of Norfolk’s Retiree Benefits, click “Benefit Web-site”
Otherwise go to Step 13

Benefits Enrollment

Open Enrollment

The elections you make during this Open Enrollment period will be in effect January 1, 2015
through December 31, 2015.

Reminder: Questions concerning the below benefits should be directed to Human
Resources - Benefits at 757/664-4494.

click here for overview of all benefits

Benefilt WED-S1e

[Enroliment Summary |

Edit Medical Before Tax After Tax
Current: Retiree Value Mon PHAEmp! Only
MNew: Retiree Value:Empl Cnly 45574
Edit Dental Before Tax After Tax
Current: Delta Plan High Option:Empl COnly
Mew: Delta Plan High Option:Empl Only 28.80
Edit | Vision Before Tax After Tax

Current: UniCare Vision:Empl Only
Mew: UniCare Vision:Empl Only 5.48

This table summarizes monthly estimated costs for your new benefit choices.

Before Tax After Tax Total
Your Costs 0.00 491.02 491.02

These costs do not include certain choices that are based on variable sarnings.
Submit Click Submit to send your final choices to the Benefits Department.

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

o Important: Your enrollment will not be complete until you Submit your choices to the
Benefits Department.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

10. Click the yellow “OK” box and a separate browser will open the OptimaHealth web-site

Benefits Enroliment

Click OK to proceed. This will open a new web browser.

When you have finished, close the new web browser. Then click Return to
Enrollment to go back to your benefits information.

Click hereto goto
0K | &—— the benefits web-site

Return to Enrollment

11. Click the “2015 Retiree Benefits” tab to get information on City of Norfolk’s retiree benefits

.
Home [Gearch Membes...

[ 2015 Employee Benefits | 2014 Employee Benefits 2015 Retirce Benefits

OptimaHealth

You are here: Member Home > City of Norfolk > Cily of Nerfolk Retiree Banefits - 2015

Click here for
Retiree information

City of Norfolk Retiree Benefits - 2015

M R oL K

Life. Celebrated Daily.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

-
8
Home

Optimaliealth

[zaarcn Mamer .

_ 215 Employee Benefits 2014 Employee Benefits 2013 Retiree Benefits

r2: Membsr Home = City of Norfolk = City of Morfolk Ret

City of Norfolk Retiree Benefits - 2015

Employee Benefits Welcome

= Morfolk Plan Administration Guids
- Benefit Staff Contacts

= Mendor Contacts

Retiree Wellness Programs and Incentives

» Retires Wellness Program Presentation
= Staying Hesalthy, Living Life to the Fullest
- Senior Services

= Link to OptimsHeaith Member Portal

OptimaHealth’s MyLife MyPlan Wellness Programs

Introduction Brochure

Link to Choipe Strategies Card

Esting For Life Program

= Get off Your Butt, Stay Smokeless for Life
Heslthy Heart Express

Heslthy Heart Yoga

Heslthy Heart Chair Yegs

= Guided Meditstion

WalkAbout Program

MyLife MyFlan Fridge Facts

Adult Exercise Guidelines
Cancer Tips

Exercise Tips

Healthy Aging

Healthy Eating

Managing Your Blood Pressure

Managing Your Cholesterol

Quit Using Tebscoo

Optima Health's MyLife MyPlan Rewards Disease Management
Program

= Mylife MyPlan Rewards |ntroduction
= Mylife MyPlan FAQ

= Details on Cardiovascular Management

= Details on Disbetes Management
= Details on Pregnancy
= Details on Respiratony Mansgement

Uniform Summary of Benefits and Cowverage

= Optima POS Plus Plan
= Optima POS Valus Plan
= Oiptima Plus Out of Area Plan
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Life. Celebrated Daily.

Access 2015 Employee Benefits

Retiree Health Care (Age 65 and Under)

Retiree Health Care Flan Overview
= Retiree Medical Rates
Oiptima POS Flus Flan
Oiptima POS Value Flan
P03 Enraliment Application

2015 Creditsble Coverage Letter

Out of Area Retiree Medical Plan
= Understanding your PPO

= 004 Plus Enroliment Application
= Oiptima O0A Plus Plan

Dental Care

2015 Dental Rates

Delta Dental Fy
Enrpliment / Change Farm
Delta Flan Comparisons
Delta Flan Descriptions.

Pharmacy Services

= Link to Express Script’s Web Site
= Express Scripts |nformation and FAQS

Vision Care

= Vision Enroliment Form
= 2015 Vision Care Rates

Legal Services

Legal Resources Brochure
Enrpliment Form

Legal Resources Video
Law Firm Finder

Legal Resources FAQs

Legal Resources Overview
How Te Use The Plan

Link to Legal Resources Web Site



PeopleSoft Retiree Self-Service Open Enroliment Instructions

12. When you have finished, close the new web browser. Then click Return to Enrollment to go

back to your benefits information.

Benefits Enrollment

Click OK to praoceed. This will open a new web browser.

When you hawve finished, close the new web browser. Then click Return to
Enrollment to go back to your benefits information.

oK |

Return to Enrollment -

Click here
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

13. Click the yellow “l Have No Changes” box if you are making no changes

Benefits Enroliment

Open Enroliment
Lily Newton

The elections you make during this Open Enrollment period will be in effect January 1, 2015
through December 31, 2015.

Reminder: Questions concerning the below benefits should be directed to Human
Resources - Benefits at 757/664-4494,

Benefit Web-site

Enrollment Summary |

Medical Before Tax  After Tax

Current. Retiree - Plus Non HRAEmpl Only

Mew: Retiree - Plus:Empl Only 545 53
Edit Dental Before Tax After Tax

Current. Delta Care Plan.Empl+3pous

Mew: Delta Care Plan:Empl+Spous 2822
Edit Vision Before Tax After Tax

Current. Waive
Mew: Waive

This table summarizes monthly estimated costs for your new benefit choices.

Before Tax After Tax Total
Your Costs 0.00 573.80 573.80

Thesze costs do not include certain cheices that are based on variable earnings.

Submit | Click Submit to send your final choi Click s Department.
here
| Have Mo Changes e I Have No Chand are happy with your prior elections

and do notwant to make any changes.

o Important: Your enrollment will not be complete until you Submit your choices to the
Benefits Department.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

14. if you want to make a change click the yellow “Edit” box next to each type of Benefit (Medical,
Dental or Vision if available)

NOTE: This page shows your “Current” enrollments for 2014 and your “New” enrollments for 2015.
The “After Tax” cost for each type of Benefit is listed as well as your overall monthly cost.
There are significant changes to the PLUS Medical plan effective January 1, 2015.

It is recommended you review these changes prior to submitting your elections during this
Open Enrollment period.

Benefits Enrollment

Open Enroliment
Lily Newton

The elections you make during this Open Enrollment period will be in effect January 1, 2015
through December 31, 2015.

Reminder: Questions concerning the below benefits should be directed to Human
Resources - Benefits at 757/664-4494,

Benefit Web-site

Enrollment Summary |

Medical ClICk Before Tax  After Tax
here

Current. Retiree Value Mon PHA

MNew:
Edit
Current. Delta Plan High Option:Empl Only

Mew: Delta Plan High Option:Empl Only 2980
Edit Vision Before Tax  After Tax

455.74
Before Tax  After Tax

Current: UniCare Vision:Empl Only
Mew: UniCare Vision:Empl Only 548

This table summarizes monthly estimated costs for your new benefit choices.

Before Tax After Tax Total
Your Costs 0.00 491.02 491.02

These costs do not include certain choices that are based on variable earnings.

Submit Click Submit to send your final choices to the Benefits Department.

o Important: Your enrollment will not be complete until you Submit your choices to the
Benefits Department.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

15. Click the radio button next to the option you want to select for this Open Enrollment
If you are dropping your coverage, please click the radio button next to “Waive”

Select one of the Tallowing plans:

Delta Care Plan Search for providers in this plan

You do NOT need to complete a separate application during
Open Enrcliment.

Coverage Lewvel Your Costs Tax Class
Employee Only S14.12 After-Tax
Employasa + Spouse s528.22 Aftar-Tax
Employee+Dependenl(s) 533.82  Afer-Tax
Family S45. 12  After-Tax
Employee+1 Dependent 52258 After-Tax
Retiree Spouse Only Coverage $14.12  After-Tax

Delta Flan Low Cpiion

You do HOT nesd to complete a separale application during
Open Enroliment.

Coverage Lewvel Your Costs Tax Class
Employes Only 523 .58 Aftar-Tax
Employee = Spouse S47 16 After-Tax
Employee+Dependent(s) s51.88 After-Tax
Family 574.08 After-Tax
Employea+1 Dependeant 523F.72 Aftar-Tax
Retiree Spouse Only Coverage 523 .58 After-Tax

elta Plan High Oplion

You do MOT need to complete a separate application during
n Enrollment.

Coverage Lewvel indicates selection ' Your Costs Tax Class

Employee Only $29.80 After-Tax

Employee +« Spouse 559.60 After-Tax

Employee+Dependent(s) ST9.10 Afer-Tax

Farmily F107.12 Aftar-Tax

Employee+1 Dependent $58.36 After-Tax

Retiree Spouse Only Coverage 52980 After-Tax
N aive
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PeopleSoft Retiree Self-Service Open Enrollment Instructions

16. If you do not need to add any dependents click “Continue”

i) Delta Plan Low Option

You do NOT need to complete a separate application during
Open Enrollment.

Coverage Level Your Costs  Tax Class
Employee Only $2358  After-Tax
Employee + Spouse $47.16  After-Tax
Employee+Dependent(s) $51.88  After-Tax
Family $74.08  After-Tax
Employee+1 Dependent 3772 After-Tax
Retiree Spouse Only Coverage $23.58 After-Tax

Delta Plan High Option

You do NOT need to complete a separate application during
Open Enrollment.

Coverage Level Your Costs Tax Class
Employee Only $29.80 After-Tax
Employee + Spouse F59.60  After-Tax
Employee+Dependent{s) $79.10  After-Tax
Family 510712 After-Tax
Employee+1 Dependent $58.36 After-Tax
Retiree Spouse Only Coverage $29.80 After-Tax
i) waive

Enroll Your Dependents |
The following list displays all individuals who are eligible to be your dependents. If an
individual is missing from this list, click AddiReview Dependents to determine why they are not
eligible. You may also use this button to add new dependents to your list.

You may enroll any of the following individuals for coverage under this plan by checking the
Enroll box next to the dependents name.

James MNewton Spouse
Add/Review Dependents | -
Click here
Continue Click Continue to store your choice.
Cancel | Click Cancel to ignere all entries made on this page and return to the Enrollment Summary.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

17. Click the yellow “Submit” box to authorize your selections, otherwise click either of the yellow

“Cancel” boxes

if you are not ready to submit your selections

Benefits Enrollment

Open Enroliment

Lily Newton

The elections you make during this Open Enrollment period will be in effect January 1, 2015
through December 31, 2015.

Reminder: Questions concerning the below benefits should be directed to Human

Resource:

Benefit Web-site

5 - Benefits at 757/664-4494,

Enrollment Summary

Edit Medical Before Tax

Current. Retiree
Mew: Retiree

Edit | Dental

Current: Delta C
Mew: Delta C

Edit | Vision
Current: Waive
Mew: Waive

1 Click
here

- Plus Mon HRAEmpl Only

- Plus:Empl Only
Before Tax
are Plan.Empl+Spous
are Plan.Empl+Spous
Before Tax
arizes monthly estimated costs for your new benefit choices.
Before Tax After Tax Total
Your Costs 0.00 573.80 573.80

Thesze costs do not include certain choices that are based on variable earnings.

Submit Click Submit to send your final choices to the Benefits Department.

After Tax

54558
After Tax

2822
After Tax

| Have Mo Changes | Or click the | Have No Changes button if you are happy with your prior elections

and do notwant to make any changes.

o Important: Your enrollment will not be complete until you Submit your choices to the
Benefits Department.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

18. Click the yellow “OK” box

Benefits Enroliment

Submit Confirmation
Your benefit choices have been successfully submitted.

You will receive a confirmation statement approximately two weeks after Open Enrollment has ended.
To print a copy of your elecions now:

1. Click OK to return to the Benefits Enrollment page

2 Click Select to re-open your Open Enrollment event

3. Click OK on the Open Enrollment already submitted message page
4_Seled File/Print from your intemet browser

Thank you for participating in Open Enroliment
To exit, click Sign out in upper right corner of your screen.

oK ¢ Click here

19. Verify your Open Enroliment “Event Status” is “Submitted”

Open Benefit Events
Event Description Event Date  |Event Statuzs |Job Title

Open Enroliment o 01012015 Submiﬂed‘R\etired Seleml

NOTE: If not, please go back to Step 8 and repeat each step

Congratulations you have successfully completed Open Enroliment
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

20. If your need to add dependents, click the yellow “Add/Review Dependents” box

|[Enroll Your Dependents ]
The following list displays all indiwviduals who are eligible to be your dependents. If an
indnidual is missing from this list, dick Add/Review Dependents to determine why they are not
eligible. You may also use this button to add new dependents to your list

You may enroll any of the following indviduals for coverage under this plan by checking the
Enroll box next fo the dependent's name.

Enroll Narme RBelationship
AddReview Dependents | g Click here to add
dependent

Continue Click Continue to store your choice.

Cancal Click Cancel to ignore all entfries made on this page and return to the Enrollment Summany .
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

21. Click “Add a dependent or beneficiary”

Enroliment Dependent/Beneficiary Summary

The people listed below may be eligible for Benefit Coverage. Please click on a name to view or modify
their personal information.

Gdd s dependant or Be et a li— Click Here

Ho Dependents on Record
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

22. Enter the dependent’s Personal and Status Information

Dependent/Beneficiary Personal Information

Click Save once you have added your Dependent/Beneficiary's personal information. This
information will go into effect as of Jan 1, 2015,

[Personal Information

*First Name:

Middle Name:

*Last Name:

Hame Prefix: Q

Hame Suffix: Q
*Gender: Male
*Date of Birth: &

S5N: (Social Security Number)

-

L]

*Relationship to Employee:

[status Information

*Marital Status: Single ¥  Asof

Student: Mo v As of:
Disabled: Mo hd As of:

2 & = =

Smoker: Mo A As of:
[Address and Telephone

Same Address as Employee

Country: United States

Address: PO Box 41460
Marfolk, VA 23541

["] same Phone as Employee

Phone:

Note: Required information is noted with an asterisk (*) and must be entered to enroll

dependent.
Social Security Number is not marked as required but may delay enrollment if not provided.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

23. If the dependent’s address is different, click box next to “Same Address as Employee”,
otherwise leave the check mark on to pull in your address

[Address and Telephone

ﬂ/ Click here
ame Address as Employee

Country: United States

Address: P O Box 41
Carrollton, WA 23314

24. Then click “Edit Address” to enter different address

[Address and Telephone

[[1&ame Address as Employee Click here

Address:

Country: United States Change Country /

25. Enter complete address information and click OK

Edit Address

Country: United States

Address 1:

Address 2@

Address 3.

City: State: QU Postal:
County:

oK || cancel |
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

26. Click the yellow “Save” box and then click “Return to Dependent/Beneficiary Summary”

|Aaddress and Telephone

Same Address as Employee

Coumntry: United States

P O Box 41
Carrollton, WA 23314

Address:

[ ] Ssame Phone as Employee

Phone:

* Required Field - -
Click Save first
Save e —_—

Return to Dependent'Beneaeficiary Summgﬁ.‘

Click here after Sawve

27. Steps 20 through 26 must be repeated for each new dependent you are adding

28. Click “Return to Event Selection”

Enrollment Dependent/Beneficiary Summary

The people listed below may be eligible for Benefit Coverage. Please click on a name to view or modify
their personal information.

#dd a dependent or benefician:

HNo Dependents on Record

In addition to the persons listed abowve, the following can also be allocated to as beneficiaries.

Ho Beneficiaries on Record

Click here
Return to Event Selection -
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

29. Ensure the box under “Enroll” next to your dependent(s) name is checked

©) Delta Plan Low Option

You do NOT need to complete a separate application during
Open Enrollment.

Coverage Level Your Costs  Tax Class
Employee Only $2358  After-Tax
Employee + Spouse 4716 After-Tax
Employee+Dependent(s) 55188 After-Tax
Family 57408  After-Tax
Employee+1 Dependent F3IT T2 After-Tax
Retiree Spouse Only Coverage $23.58 After-Tax

Delta Plan High Option

You do NOT need to complete a separate application during
Open Enrollment.

Coverage Level Your Costs  Tax Class
Employee Only $29.80  After-Tax
Employee + Spouse $59.60  After-Tax
Employee+Dependent(s) 57910  After-Tax
Family $107.12 After-Tax
Employee+1 Dependent $58.36  After-Tax
Retiree Spouse Only Coverage $29.80 After-Tax
) waive

Enroll Your Dependents |
The fallowing list displays all individuals who are eligible to be your dependents. If an
individual is missing from this list, click AddiReview Dependents to determine why they are not
eligible. You may also use this button to add new dependents to your list.

You may enroll any of the following individuals for coverage under this plan by checking the
Enroll box next to the dependent's name.

Click here after you enroll your new dependent
Add/Review Depe

= ! =

Continue Click Continue to store your choice.

Cancel Click Cancel to ignore all entries made on this page and return to the Enrollment Summary.
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PeopleSoft Retiree Self-Service Open Enroliment Instructions

30. Click Continue

) Delta Plan Low Option

You do NOT need to complete a separate application during
Open Enrollment.

Coverage Level Your Costs Tax Class
Employee Only $23.58 After-Tax
Employee + Spouse 4716  After-Tax
Employee+Dependent{s) $51.88  After-Tax
Family 7408  After-Tax
Employee+1 Dependent $3772  After-Tax
Retiree Spouse Only Coverage $2358  After-Tax
@ Delta Plan High Option

You do NOT need to complete a separate application during

Open Enrollment.
Coverage Level Your Costs  Tax Class
Employee Only $29.80 After-Tax
Employee + Spouse $59.60 After-Tax
Employee+Dependent(s) 7910  After-Tax
Family 310712  After-Tax
Employee+1 Dependent $58.36  After-Tax
Retiree Spouse Only Coverage $29.80 After-Tax

) Waive

Enroll Your Dependents |
The following list displays all individuals who are eligible to be your dependents. If an
individual is missing from this list, click Add/Review Dependents to determine why they are not
eligible. You may also use this button to add new dependents to your list.

You may enroll any of the following individuals for coverage under this plan by checking the
Enroll box next to the dependent's name.

James MNewton Spouse

Add/Review Dependents | o
“/-" Click here after you enroll your new dependent
Continue lick Continu ¥
Cancel Click Cancel to ignore all entriezs made on this page and return to the Enrollment Summary.

31. Repeat Steps 28 and 30 for each Benefit you are enrolling dependent(s)
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32. Click the yellow “Submit” box to select your 2015 Open Enroliment changes

Benefits Enrollment

Open Enroliment
Lily Newton

The elections you make during this Open Enrollment period will be in effect January 1, 2015
through December 31, 2015.

Reminder: Questions concerning the below benefits should be directed to Human
Resources - Benefits at 757/664-4494,

Benefit Web-site

Enroliment Summary |

Medical Before Tax  After Tax

Current: Retiree - Plus Non HRA.Empl Only

Mew: Retiree - Plus:Empl Only 54558
Edit | Dental Before Tax  After Tax
Current: Delta Care Plan:Empl+Spous
Mew: Delta Care Plan.Empl+Spous 2822
Edit | Vision Before Tax  After Tax
Current: Waive
Mew: Waive
1 Click arizes monthly estimated costs for your new benefit choices.
here
Before Tax After Tax Total
Your Costs 0.00 573.80 573.80

Thesze costs do not include certain choices that are based on variable earnings.
Submit Click Submit to send your final choices to the Benefits Department.

| Have Mo Changes | Or click the | Have No Changes button if you are happy with your prior elections
and do notwant to make any changes.

o Important: Your enrollment will not be complete until you Submit your choices to the
Benefits Department.
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33. Click the yellow “Submit” box to authorize your selections, otherwise click either of the yellow
“Cancel” boxes if you are not ready to submit your selections

Benefits Enrocliment

Submit Benefit Choices

You have almost completed your enroliment. If you have no further changes, cick Submit at the
botiom of this page o finalize your benefit choices

Click Cancel if you are not ready to submit your cholces and wish to return to the
Enroliment Summary.

Do not submit your benefit choices until you have completed your enroliment You may store your
choices on sach page and refurn to the Enroliment Summary as many times as you'd like up until your
enrcliment deadline. However, once you cick Submil youwr benefil choices will be senl 1o the Benefls
Department for processing

Once your anrollment is processed, you may not be able to make any further benefit changes until the
next Open Enrollment period or if you have a gualified family siatus change

|Authorize Elections - ) ) ]
By submitting your benefit choices you are authonzing the City to take deductions from your paycheck
to pay for your benefit costs. You are also authorizing the Benefits Depanment to send necessary
personal information to your selecled providers to initiate and suppor your coverage.

click here
Submit Submit to Benefts Department

Cancel I Click Cancel if you are not réady to Submit your choices and wish to retum to the
Enrollment Summary

Or Click Cancel if you are not ready to submit your choices and wish to return to Enrollment
Summary

Benefits Enrocliment

Submit Benefit Choices

You have almost completed your enroliment. If you have no further changes, cick Submit at the
botiom of this page o finalize your benefit choices

Click Cancel if you are not ready to submit your cholces and wish to return to the
Enroliment Summary.

Do not submit your benefit choices until you have completed your enroliment You may store your
choices on sach page and refurn to the Enroliment Summary as many times as you'd like up until your
enrcliment deadline. However, once you cick Submil youwr benefil choices will be senl 1o the Benefls
Department for processing

Once your anrollment is processed, you may not be able to make any further benefit changes until the
next Open Enrollment period or if you have a gualified family siatus change

|Authorize Elections - ) ) ]
By submitting your benefit choices you are authonzing the City to take deductions from your paycheck
to pay for your benefit costs. You are also authorizing the Benefits Depanment to send necessary
personal information to your selected providers to initiate and suppor your coverage.

Submit I Click S 10 sand e final shndcease in g Benefts Departmeant
click here
Cancel I cel il y choices and wish to retum to the

Enrollment Summary
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34. Click the yellow “OK” box

Benefits Enroliment

Submit Confirmation

Your benefit choices have been successiully submitted,

You will receive a confirmation statement approximately two weeks after Open Enrollment has ended.
To print a copy of your eleciions now:

1. Click OK to retum to the Benefits Enrallment page

2 Click Select to re-open your Open Enrollment event

3. Click OK on the Open Enrollment already submitted message page
4_ Seled File/Print from your intemet browser

Thank you for participating in Open Enraliment
To exit, click Sign out in upper right corner of your screen.

oK ¢ Click here
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35. Verify your Open Enrolliment “Event Status” is “Submitted”

Open Benefit Events
Event Descripti Event Date |Event Status |Job Title

Open Enrollment o 01/01/2015 Submiﬂed‘R\etired Seleml

NOTE: If not, please go back to Step 8 and repeat each step

Congratulations you have successfully completed Open Enroliment

36. Click Sign out in the upper right-hand corner when you are finished.
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Note: If anyone who has an issue viewing OE, the lines overlap, please go to Tool> Compatibility
View Settings and add Norfolk.gov. If uses are not able to add it, please contact the help desk
@664-4357 for this change.

| @ bt/ psopeod norolgovAZ28 i HRPADO/EMPLOYEE/HAMS cmdshogous B-ox | & Oracle | Pecplesoft Enterpri... L
it View Favortes [HESTN Help

wyeedl for North Ameri Delete brawsing history.. Chsle Shifte Dl

InPrivate Browsing Cirls ShiftP

Tracking Protection... ORACLE

Aetived Filtering

SRR PEOPLESOFT ENTERPRISE
Reopen last browsing session

Aidd sife to Start menu

View downlosds Chrle) usarit: | [fsmith

Sedect a Language:

Peop-up Blacker v Password:
SmartScreen Filter » .
Menage sid-ors E
Compatibality View settings |

ibrscribe to this feed To selirace Nags, click D

Windows Updste
F12 developes tools

OneNete Linked Notes
Lyne Chick to Call
Send to Onehote

Intemet opticns

Compatibility View Settings ——

ﬁ ‘You can add and remove websites to be displayed in
A Compatibility View,

Add this website:

Add

Websites you've added to Compatibility View:

norfolk.gov -‘—— Remove

["] tndude updated website lists from Microsoft
Display intranet sites in Compatibility View
|| Display all websites in Compatibility View

Cloze
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