Open Enrollment  team member

Open Enrollment is when eligible AlerisLife team members can elect,
change, or waive benefit coverage for the upcoming benefit plan year.

Open Enrollment for the 2024-2025 benefit plan year is from
August 19th through September 6th.

This training aid will show you how to:

Access your Open Enrollment Task

o Complete your Open Enroliment in Workday
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Accessing Open Enrollment

1) Click on the Inbox icon at the top
right-hand corner of your Workday
home screen
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Accessing the event

2) Your open enrollment event will appear on the left side of your
screen. Click on Let’s Get Started as listed below
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Change Benefits for Open Enroliment

Open Enrollment 03/22/2024-03/28/2024

Choose new plans or re-enroll in the plans you currently have.

3) Click on each plan that says Enroll or Manage to make your
selections

Health Care and Accounts

Medical Dental ’ﬁ Vision
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@ Healthcare FSA @ Dependent Care FSA

Insurance

Basic Life and Accidental Death and Dismemberment (AD&D)
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Long Term Disability (LTD) @ Short Term Disability (STD)
¥ Lfa (Employes) ifa (Employes

@ Supplemental Lite /AD&D (Employee) Supplemental Life /ADED (Spouse) @ Supplemental Life /AD&D (Child/ren)
WY Life (Empioyes Watved
Cost par paycheck 4
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4) Select a plan or waive to opt out of each plan. To decline

coverage in a plan, select “Waive”. After electing a plan click the
Confirm and Continue

Medical

Projected Total Cost Per Paycheck

Plans Available “ Health Care Instructions

General Instructions

TEC
Medical
“Selection BenefitPlanDetals  YouPey(Biweekly)  Company Contribution (Bi-weekly) . . i

United HealthCare Choice Plus 1000 Plan - Higher rates, lower deductible

United HealthCare = A United HealthCare Choice Plus 2500 Plan - Lower rates, higher deductible

HMO Choice Plus

1000 plan Please review your medical plan options available to you and make changes if desired. In order to have medical coverage for October 1, 2022,
you must make an election. To decline coverage in a plan, select “Waive™. After selecting a plan, click the Confirm and Continue button. From
there, you may Add New Dependent or add / remove existing dependents to/from

United HealthCare §301 §25043

ice Plus

Cancel
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5) If you have dependents listed already in your current benefits
you should see them below and click the box to add a
dependent. If you want to add a new dependent, please click
the ADD New Dependent and add all their information.

Medical - United HealthCare HMO Choice Plus 1000 plan

Projected Total Paycheck
Dependents “ Health Care Instructions
Provider Website
s General Instructions
Plan cost per paych
Medical
Add New Dependent | United HealthCare Choice Pius 1000 Plan - Higher rates, lower deductible

United HealthCare Choice Man - Lower rates, higher deductible

in order 1o have medical coverage for October 1, 2022,

plan, click the Confirm and Continue button. From

1 10 DL-HR-Benefits@Sssl.com

6) Repeat these steps for each plan.
Medical ~ open Enoliment for [N -

Projected Total Cost Per Paycheck

Plans Available ¥ Health Care Instructions

General Instructions
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Medical

Selection Benefit Plzn Details You Pay (Bi-weskh) Company Contribution (Bi-weekly]
United HealthCare Choice Plus 1000 Pian - Higher rates, lower deductible

United HealthCare Choice Plus 2500 Plan - Lower rates, higher deductible

Select

Please review your medical plan options available to you and make changes if desired. In order to have medical coverage for October 1, 2022,
you must make an election. To coverage in a plan, select Waive’. After selecting a plan, cick the Confirm and Continue button. From
there, you may Add New Dependent or add / remove existing deps toffrom coverage
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Flexible Spending Account Elections

To elect the Health Care or Dependent Care plans follow the same steps listed
below

1) Click the circle next to Elect or Waive if you choose to enroll in a Spending
Account

2) After selecting the plan, click the Confirm and Continue to select an amount

3) Follow the same steps for the Dependent Care plan

Healthcare FSA

Plans Available Spending Account Instructions

General | Instructions

 to DL-HR-Benefits@3ssl.com

4) Once you elect coverage enter an amount in the Paycheck or
Annual box. (Only enter one, and the other will
automatically calculate), then click Save.

Healthcare FSA - United HealthCare

Contribute Spending Account Instructions

General Instructions

$2.850

Summary

1o DL-HR-Benefits @3ssl.com
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Review and Electronic Signature

7) Once all your plans have been selected or waived you can
click the Review and Sign

8) Scroll down and Click in the box next to | Agree.

9) Click Submit at the bottom

Change Benefits for Open Enrollment Benefit Elections Review for Open Enroliment - Step 4 of 4 (swers

Select files

s | Agree
=0

Note: You will need to agree to the
electronic signature for coverage

10) After you’ve submitted, you will be given the option to
Print your elections.

Print Done




