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Checklist for Open Enroliment

U Review benefit enrollment material that you will receive in campus mail by October 31.

0O O 0O O

Contact vendors with questions or visit their websites.

Stop by the benefit vendor sessions on November 10th or 11th in the University Center Third
Floor Faculty Lounge West or lacocca Hall’s Siegel Lobby. These visits will both take place
from 12:00 noon to 1:30 p.m.

Log on to the Campus Portal and complete your benefit enrollment between November 2 and
November 16, 2015. Be certain to also complete any required forms and return them to
Human Resources.

Receive email confirming successful benefit enrollment.
Print 2016 confirmation statement. You will NOT receive a printed copy in the mail.
Review FSA welcome letter (if you choose one for 2016).

Check your elections on the Banner tab of the Campus Portal under the Employee Services com-
ponent after November 17, 2014. If a change is required, request the change in writing to Human
Resources before 5:00 PM on November 25, 2014.
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To navigate, use the buttons or links at the bottoms of the page.
Do not use your browser’s “Back” button when updating your preferences.
The images in this guide are intended to help you navigate the system and do not reflect

the new plan year’s costs and dates. For complete plan information, including monthly

premium prices,go to|Open Enroliment Central)]

How to Access the Online Open Enrollment Process

The online Open Enrollment Process is available through the Connect Lehigh single sign on system.
Access it with a few easy steps:

e Go to[Connect Lehigh on Inside Lehigh |
o Enter your Lehigh user ID
e Enter your corresponding email password.

B LEHIGH

UNIVERSITY STUDENTS, FACULTY & STAFF | ALUMNI | PARENTS | VISITORS

ACADEMICS RESEARCH ADMISSIONS ‘STUDENT LIFE SPORTS GIVING
THE LEHIGH SURVEY

INSIDE LEHIGH e @

on campus culture
and climate > n

or Students, Faculty and

CONNECT LEHIGH

Your gateway to the Lehigh Portal, Banner
and other services. Learn more

CAMPUS HIGHLIGHTS EVENTS CALENDAR

Session/Ballet

Lehigh to host screening Thursday of ‘My
Italian Secret: The Forgotten Heroes

LOGIN Lehigh alum and trustee Joseph R. Perella
e 3 . _ '64 '06H is the documentary’s executive
e C producer.
a

GOOGLE APPS

auditor decision-making

Best Paper Award for
cision-making

e performance for a momentous occasion
ountaintop project illuminates 3 Founder’s Day tradition.

more Lehigh Google services >

igh's chief investment officer, to retire

LTS ALERTS d Lehigh trustee, willerve 33 nterim CIO.
ALL SYSTEMS GO
Phone services now fully operational
dore LTS Alerts
Login About
LIBRARIES &
TECHNOLOGY

Connect Lehigh

Libraries

Technology

Your gateway to the Lehigh Portal, Banner and other
sevices.

LOGIN

Help | Lost Password?
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When you are logged in, you will see several options. Select Banner, then select Employee.

Login  About ®LEHIGH UNIVERSITY

Main Menu ~ Personal Information ~ Student Services  Faculty Services  Advancement Officers  Employee  WebTailor Administration

Search Go
Where to
Portal
Personal Information
Banner View your Lehigh 1D Numbeg/Update or view addresses; Review name or Social Security Number change information; Change your PIN; Custo

Advancement Offiers
e Toragtit fTt, organization or prospect; Enter contact information and a call report; Review constituent or organization profile, prosp

Google Apps ~

Employee
View payroll stater

LINC

Ints, eamnings and deductions history; View current information about your benefits and deductions; Enroll in Flexible Bene

Student Services
Apply for Admission, Register, View your academic records

WebTailor Administration
Customize the Web pages for your institution; Update user roles.

LOgOU't Application Status Information
Return to Homepage

Select Benefits and Deductions.

Employee

Benefits and Deductions

Wiew information about your retirement plans, Flexible Benefits plan, and miscellaneous deductions. Access open enrollment.
Pay Information

Wiew your Earnings, Benefits and Deductions History; View your Payroll Statements.

Tax Forms

Wigw your W-4 and W-2 information,

Current Time Off Balances

Wiew your vacation and floating holiday balances.

Time Sheet

This facility is available to only hourly student employees,

Students: Enter your hours worked and submit your time sheet to your supervisor for approval.
Supervisors: Approve hourly student time sheets for your department,

Select Open Enrollment.

Benefits and Deductions

kg./ View information about your retirement plans, Flexible Benefits plan, and miscellaneous deductions.

Retirement Plans
Flexible Benefits
Miscellaneous

™S Open Enrollment
Beneficiaries and Dependents
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The open enrollment process allows you to update or stop your current benefits and add new ones. When
you first select this option, you will see a page titled “Open Enrollment Summary” (below). Y ou will see
this page frequently throughout the process, but the information displayed in the table and the navigation

options at the bottom of the page will change.

In order to know exactly where you are in the process, here are some items to look for:

1.

If you see “Start Open Enrollment,” you are just beginning the open enrollment process.

-

\

® LEHIGH UNIVERSITY

Main Menu ~ Personal Information  Employee  Finance

Search RETURN TO MENU | SITE MAP | HELP | EXIT

OPEN ENROLLMENT SUMMARY

The Open Enroliment process will allow you to select your benefits/deductions for the next benefit year - January x through December XX, YYYY The open enroliment period is November X, YYYY through November XX, YYYy The
selections you make before midnight on November “xx,yvyy will be your new benefit elections beginning January x, yyyy.

You can visit the :Open Enro

Central website to view this year's Open Enroliment Publications for more information and instructions.

NOTE: You will return to this page often throughout the re-enroliment process. Scroll down the page to view the selection buttons to determine where you are in the enroliment process.

Reminder - Do not use the browser's back button - use the navigation buttons provided on each page.
To enroll in your benefits:

« Begin by selecting the "Start Open Enrollment” button

« Select the Flexible Benefits link

+ Follow the directions at the top of each page.

Itis very important to complete your open enroliment. To submit your changes, select the "Complete" button

Open Enrollment Start Date: Mth dd, yyyy
Open Enrollment End Date:  Mth dd, yyyy
Benefits Effective Date: Mith dd, yyyy

Group Benefits Status.
Flexible Benefits No choices made in this group.

Start Open Enrollment

[ Retirement Plans | Flexible Benefits | Miscellaneous | Beneficiaries and Dependents |
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2. If you see the words (A) Flexible Benefits as a hot link and the buttons (B) Complete, (C) Restart,
(D) Cancel, and (E) Verify Elections/Calculate Cost at the bottom, you have started the open
enrollment phase but have not yet completed the process.

Main Menu  Personal Information ~ Student Services ~ Faculty Services ~ Advancement Officers  Employee  Finance ~ WebTailor Administration

Search Go RETURN TO MENU | SITE MAP | HELP | EXIT

OPEN ENROLLMENT SUMMARY

The Open Enroliment process will allow you to select your benefits/deductions for the next benefit year - January x through December XX, YYYY The open enroliment period is November X, YYYY through November XX, YYYY The
selections you make before midnight on November “XX,YYYY will be your new benefit elections beginning January X, YYYY.

You can visit the n Enie

t Cel

rai website to view this year's Open Enroliment P for more and instructions.

NOTE: You will return to this page often throughout the re-enroliment process. Scroll down the page to view the selection buttons to determine where you are in the enroliment process.

Reminder - Do not use the browser's back button - use the navigation buttons provided on each page.
To enroll in your benefits:

 Begin by selecting the "Start Open Enroliment" button
« Select the Flexible Benefits link
« Follow the directions at the top of each page

It is very important to complete your open enroliment. To submit your changes, select the "Complete" button

Open Enroliment Start Date: Mth dd, yyyy
Open Enroliment End Date:  Mth dd, yyyy
Benefits Effective Date: Mth dd, yyyy

Group Benefits Status
Primary Medical Coverage for a Working Spouse will be continued into the new year.
United Concordia Dental will be continued into the new year.
Basic Life Insurance (1 times salary) will be continued into the new year.
lexible Benefits Supplemental Life Insurance will be continued into the new year.
— Long Term Disability Insurance (Posttax Premiums) will be continued into the new year

Dependent Life Insurance - For Spouse will be continued into the new year.
Keystone Health Plan Central HMO - Medical Insurance will be continued into the new year.

Complete Verify Elections / Calculate Cost

B E B @

3. If you see the (F) Reopen Open Enrollment and the (G) Verify Elections/Calculate Costs buttons
at the bottom of the page, then you have completed your open enrollment. At this point, you should
have received an email confirming your completion of the process. If you did not, call Human
Resources at extension 83900 to confirm the completion of your enrollment.

Search RETURN TO MENU | SITE MAP | HELP | EXIT

OPEN ENROLLMENT SUMMARY

The Open Enroliment process will allow you to select your benefits/deductions for the next benefit year - January 1 through December 31, 2015. The open enroliment period is Noevember 3, 2014 through November 17, 2014. The
selections you make before midnight on November 17, 2014 will be your new benefit elections beginning January 1, 2015,

You can visit the Open Er

ment Central website to view this year's Open Enroliment Publications for more information and instructions

NOTE: You will return to this page often throughout the re-enrellment process. Scroll down the page to view the selection buttons to determine where you are in the enroliment process.

Reminder - Do not use the browser's back button - use the navigation buttons provided on each page.
To enroll in your benefits:

« Begin by selecting the "Start Open Enrallment” button
« Select the Flexible Benefits link
« Follow the directions at the top of each page

It is very important to complete your open enroliment. To submit your changes, select the "Complete” button.

open Enrollment Start Date: Mth dd, yyyy
open Enrollment End Date:  Mth dd, yyyy
Benefits Effective Date: Mth dd, yyyy

Group Benefits Status

United Concordia Dental will be continued into the new year.

Basic Life Insurance (1 times salary) will be continued into the new year.

Supplemental Life Insurance will be continued into the new year.

Long Term Disability Insurance (Post-tax Premiums} will be continued into the new year.
Dependent Life Insurance - For Spouse/Partner will be continued inta the new year.
Keystone Health Plan Central HMO - Medical Insurance will be continued into the new year.

Reopen Open Enrollment Verify Elections / Calculate Cost

[| Retirement Plans | Flexible Benefits | Miscellaneous | Beneficiaries and Dependents ]

F |

Flexible Benefits
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How to Make Changes to Your Benefits

Once you are on the "Open Enrollment Summary" page, you are ready to update your selections. To
proceed, select the Start Open Enrollment button. After you have done this, the “Open Enrollment
Summary” page redisplays with Flexible Benefits as an available link. Messages indicate which benefits
will automatically be continued into the 2016 year unless you change them during the open enrollment
process. To add, change, or delete benefits in a particular group, select the Flexible Benefits link from the
“Open Enrollment Summary” page.

® LEHIGH UNIVERSITY

Main Menu  Personal Information  Employee  Finance

Search Go RETURN TO MENU | SITE MAP | HELP | EXIT

OPEN ENROLLMENT SUMMARY

The Open Enroliment process will allow you to select your benefits/deductions for the next benefit year - January x through December XX, YYYY The open enroliment period is November X, YYYY through November XX, YYYY The
selections you make before midnight on November “xX,¥Yyy will be your new benefit elections beginning January x, Yyyy.

You can visit the Open £n website o view this year's Open Enroliment Publications for more information and instructions.

NOTE: You will return to this page often throughout the re-enroliment process. Scroll down the page to view the selection buttons to determine where you are in the enrollment process.

Reminder - Do not use the browser's back button - use the navigation buttons provided on each page.
To enroll in Yyour benefits:

= Begin by selecting the "Start Open Enroliment” bution
» Select the Flexible Benefits link
» Foliow the directions at the top of each page

It is very important to complete your open enroliment. To submit your changes, select the "Complete” button

Open Enrollment Start Date: Mth dd, yyyy
Open Enrollment End Date:  Mth dd, yyyy
Benefits Effective Date: Mth dd, yyyy

Group Benefits Status
Flexible Benefils No choices made in this group.

Start Open Enrollment

[ Retirement Plans | Flexible Benefits | Miscellaneous | Beneficiaries and Dependents ]

The Open Enroliment Group Detail Page

The page titled “Open Enrollment Group Detail” is then displayed. Make sure you read all of the
information at the top of the page. This information will help guide vou through the enrollment
process. Note that the options you see will vary depending on vour benefits eligibility.

® LEHIGH UNIVERSITY

Main Menu  Personal Information ~ Student Senices  Financial Aid  Employee
Search SITE MAP | HELP | EXIT

OPEN ENROLLMENT GROUP DETAIL

This page displays your current elections for your Flexible Benefits pian.

Based on your specific benefits eligibility as shown in the "Flexible Benefits Group* below, you can perform one or all of the following.
« To update your choices for Supplemental Life, Dependent Life, or Dental insurance, select the name of the benefit/deduction and make the appropriate changes
« To change your LTD insurance premium from pre-iax to post-tax (or vice versa), select your current coverage, select “Stop Benefit,” and then select the other LTD option

« To change your medical pian, select your current coverage, select “Stop Benefit.” and then select a different medical plan option. If you are not choosing any medical insurance, remember to select the “Medical Coverage Waived" option

o If you are changing to Keystone, you must select a primary care physician. Visit the Op 73l website 1o view this year's Open Enrollment Publications for more information. You must also complete an enrollment form. A blank form can be printed from the HR
Website

« Ifyou are adding/deleting dependents or a spouse/partner to your medical coverage, you must complete an enroliment form. A blank form ¢an be printed from the HR Websit

« Ifyou are selecting the dental plan: or adding/deleting dependents or a spouse/partner. you must fill out a dental enroliment form. A blank form can be printed from the H

+ Ifyou have elected a Medical Insurance benefit with a plan option that covers your spouse/pariner, this election causes a default Spouse/Pariner Surcharge fee ($100) fo be added to your elections. You must complete the online Request for Waiver of Spouse/Pariner Surcharge survey,
accessible from the HR Website The request must be received by the Human Resources Office no later than December 18, 2015

Please read the descriptions under each of the benefit choices each time you make a change. Pay particular attention to those choices which have been terminated.
©Once you have made your choices, select the "Open Enroliment” link at the bottom to continue with the process.

The "Restart™ button will reset your changes back to current values if you want fo start over.
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The “Open Enrollment Group Detail” page lists all benefits available in the Flexible Benefits program and
specifies your benefit choices in that group for the current (2015) year (if you haven’t made any changes
yet). Employer and employee contributions are listed when applicable. In addition, messages identify ben-
efits that will automatically be continued into next year unless they are changed or deleted during open
enrollment. Messages also identify benefits that are not selected.

The first step in changing any benefits choice is to select a benefit link.

This page also contains a special button labeled Restart. If you select this button, all of your choices will

be reset to the benefits automatically identified for continuation into 2016 when you first started the open
enrollment process.

B LEHIGH UNIVERSITY

Main Menu  Personal Information  Student Senices  Faculty Senices  Advancement Officers  Employ Finance  WebTailor Administration

Search - SITE MAP | HELP | EXIT

OPEN ENROLLMENT GROUP DETAIL

Tnis page cisplays yeur current clections for your Flexibc Bencfits plan
Based on your specific benefits eligibility as shown in the "Flexible Benefits Group” below, you can perform one or all of the following.
« To update your choizes for Supplemental Life, Dependent Lfe, or Dental inspfance, select the name of the benefitidedvction and make the appropriate changes.
« To change your | T instrance premium from pre-ax to pasi-iax (or vice fErsa). selext your current coverage: select "Siop Renefit " and then select the ofer | T option
* To change your medical plan, select your cuntenl coverage, select "Hp BenefiL” and then select a different medical plan oplion. If you are nol choosing any medical insurance, remeniber lo select e "Medical Goverage Waived" uplion.
o If you are changing to Keystone, you must select a pimap/care physician. Visit the Of

=l wetsite 1o view this year's Open Enroliment Publications for more information. You must also complete an enraliment form. A blank form czn be printed from the HR
Websile

« Ifyou are 1g dependents or a ingf'lo your medical coverage, you must complete an enroliment form. A blank form can be printed from the HE \

« Ifyou are selecting the dental plan; or adding/deleting/Gependents or a spouse/partner, you must fill out a dental enrollment form. A blank form can be printed from the H
Please read the descriptions under each of the benefit fhoices each time you make a change. Pay particular attention to those choices which have been terminated.
Once you have made your choices, select the "ghen Enroliment” link at the bottom to continue with the process.

The "Restart” button will reset your changef back to current values if you want to start over.

Flexible Benefits Group

Spouse. Employee Cost Per Pay Lehigh Contribution Per Pay
0Use You have askedto continue this benefitinto the new year

Primary Coverage - Wkg Spouse 100.00 00

Plan Employee Cost Per Pay No Lehigh Contribution
United Goncordia Dental You have asked to continue this benefit into the new year

B-Employee and one dependent 99.99 00

Plan Lehigh Contribution Per Pay Basic Life Coverage Amount
Basic Life Insurance (1 imes salary) You have asked to continue this benefitinto the new year

Basic Life Insur- 1 x salary 999 99,999.99

Plan Employee Cost Per Pay Supplemental Life Coverage Amt
Supplemental Life Insurance You have asked to continue this benefit into the new year

2x Salary Supplemental Life 99.99 P
Long Term Disabilty Insurance (Pre-tax Premium) - This benefit deduction cannot be selected as you have selected an alterative plan.

Plan Lehigh Contribution Per Pay LTD Coverage Amount

Long Term Disability Insurance (Postiax Premiums) You have asked to continue this benefitinto the new year
LTD Insurance - Posttax 99.99

99,999.99

Health Care Flexible Spending Account You have not selected this benefit deduction.

Dependent Care Flesible Spending Account You have not selected this benefit deduction.

Plan Employee Cost Per Pay No Lehigh Contribution
Dependent Life Insurance - For Spouse You have asked to continue this benefitinto the new year
Dep Life: Spouse $30,000 999 00
Dependent Life Insurance - For Childiren; You have not selected this benefit deduction
Medical Coverage Waived - This benefit deduction cannot be selected as you have selected an alternative plan
CMM Plan Medical Insurance - This benefit deduction cannot be selected as you have selected an alternative plan
PPO 80 - Medical Insurance - This benefit deduction cannot be selected as you have selected an alternative plan.
PPO 100 - Medical Insurance - This benefit deduction cannot be selected as you have selected an altemative plan.
Plan Employee Cost Per Pay Lehigh Contribution Per Pay
Keystone Health Plan Central HIO - Medical Insurance You have asked to continue this benefitinto the new year
B- Employee & Spouse/Pariner 999.99 999.99

ez

Open Enrollment

RELEASE: 8.4
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The detail page for the benefit selected is then displayed. Here you can enter the information for a new or

updated benefit or delete a benefit.

The information on this page differs depending on the type of benefit. For example, when you select
Dependent Life Insurance — For Spouse, the page displays a group of plan options — Spouse $10,000;
Spouse $20,000; Spouse $30,000 — for that plan.

If you want to add this life insurance option, select the appropriate button under the “My Choice” column

and then select the Submit Change button.
® LEHIGH UNIVERSITY

Main Menu  Personal Information ~ Student Senices  Faculty Senices  Advancement Officers

OPEN ENROLLMENT CHOICE DETAIL

Enter data as requested and select the Buttons at the bottom of the form to process

+ - indicates a required field.

Dependent Life Insurance -
For Spouse

Deduction Effective as of: Jan 01, YYYY.

Plan
Dep Life: Spouse $10,000
Dep Life: Spouse §20,000

My New Year Election Dep Life: Spouse $30,000

NS bt Change Stop Benefit

Employee

Finance  WebTailor Administration

Employee Cost Per Pay
220

440
6.60

No Lehigh Contribution
00

00
00

Open Enroliment Group

e

SIFE MAP | HELP | EXIT

My Choice

RELEASE: 8.4

If you do not want to select any option, or if you have selected this benefit in error, simply select the
pen Enrollment Group link to return to the full benefit list.

B LEHIGH UNIVERSITY

Main Menu ~ Personal Information ~ Student Senvices  Faculty Senices ~ Advancement Officers  Employee

OPEN ENROLLMENT CHOICE DETAIL

Enter data as requested and select the Buttons at the bottom of the form to process.

+ - indicates a required field.

Dependent Life Insurance -
For Spouse

Deduction Effective as of: Jan 01, YYYY

Plan
Dep Life: Spouse $10,000
Dep Life: Spouse $20,000

My New Year Election Dep Life: Spouse $30,000

Submit Change Stop Benefit -

Finance  WebTailor Administration

Employee Cost Per Pay
220

4.40
6.60

No Lehigh Contribution

Open Enrollment Group

/

SITE MAP | HELP | EXIT

My Choice

RELEASE: 8.4

/

If you want to stop a benefit, simply select the Stop Benefit button on the bottom of the page. Once you
do this, you will return to the “Open Enrollment Group Detail” page where all of the options in that

group become available to select.

10
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Once you have selected a benefit option to add and clicked on the Submit Change button or
selected a benefit to drop and clicked on the Stop Benefit button, the Open Enrollment Group
Detail page will be displayed with the new information:

Employee Cost Per  No Lehigh
Plan Pay

Contribution

United Concordia Dental You have asked to continue this benefit into the new year B Erph d
- Employee and one

dependent
e Lehigh Contribution Per Basic Life Coverage
Pay Amount

Basic Life Insurance (1 times salary) You have asked to continue this benefit into the new year 2
Basic Life Insur-1x

salary

e Employee Cost Per  Supplemental Life Coverage
Pa

ipplemental Life Insurance You have asked to continue this benefit into the new year v

2 x Salary Supplemental
ife

Plan LTD Coverage Amount

Long Term Disability Insurance (Pre-tax Premium) You have asked @ is benefit in the new year
LTD Insurance - Pre-

tax
Long Term Disability Insurance (Posttax Premiums) You have asked
selected an altemative plan

Health Care Flexible Spending Account You have not selected this benefit deduction.
Dependent Care Flexible Spending Account You have not selected this benefit deduction.

Lehigh Contribution Per
Pay

efitin the new year - This benefit deduction cannot be selected as you have

Plan Employee Cost Per Pay No Lehigh Contribution
Dependent Life Insurance - For Spouse/Partner You have asked to continue this benefit into the new year

Dep Life: Spse/Ptnr $30,000

Dependent Life Insurance - For Child(ren) You have not selected this benefit deduction.

Medical Coverage Waived - This benefit deduction cannot be selected as you have selected an altemative plan
CMM Plan Medical Insurance - This benefit deduction cannot be selected as you have selected an alternative plan
PPO 80 - Medical Insurance - This benefit deduction cannot be selected as you have selected an altemative plan

PPO 100 - Medical Insurance You have asked ts benefit in the new year

Keystone Health Plan Central HMO - Medical Insurance You have asked t§
selected an altemative plan

G Employee Cost Per  Lehigh Contribution Per
Pay Pay

B - Employee &
Spouse/Partner

his benefit in the new year - This benefit deduction cannot be selected as you hav

If you have selected a new benefit, this will be displayed in blue as start the benefit. At this point if
you’re not satisfied with the choice, you can select the benefit again, return to the “Open
Enrollment Choice Detail” page and select the Stop Benefit button to negate the choice. A deleted
benefit is redisplayed in red with the message terminate.

You can also reactivate a stopped or terminated benefit. Select the benefit from the Group Detail
page to get back to the appropriate Open Enrollment Choice Detail page. Enter all the information
requested on the page and select the Submit Change button. The Open Enrollment Choice Detail
page is then redisplayed with the updated information.

®LEHIGH UNIVERSITY

Main Menu  Personal Information ~ Student Senices ~ Faculty Services  Advancement Officers  Employee  Finance  WebTailor Ad-ainistration

Search Go SITE MAP | HELP | EXIT

OPEN ENROLLMENT CHOICE DETAIL

Enter data as requested and select the Butions at the bottom of the form fo process.

« - indicates a required field.

Keystone Health Plan
Central HMO - Medical
Insurance

Deduction Effective as of: Jan 01, VYYY

Plan Employee Cost Per Pay Lehigh Contribution Per Pay My Choice
- Employee Only XKXX XXX »
My New Year Election B - Employee & Spouse/Partner HXKXX KXKKK @
C - Employee & Ghild(ren) X00LXX XXX
D - Employee & Family KAKXX X XHXKXX

Submit Change Stop Benefit

Open Enroliment Group

RELEASE: 8.4

11
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®LEHIGH UNIVERSITY

If you are satisfied with your choices on the Open
Enrollment Choice Detail page, select the Open -
Enrollment Group button at the bottom of the ...

page, which will return you to the Open Enroll- 7.
ment Group Detail page (see page 9). S

OPEN ENROLLMENT CHOICE DETAIL

oo o
- Enplopes & Criiren) 0 o
D-Employee & Famy. 0 o

RELEASE 8.4

From there, select the Open Enrollment link at ——

the bottom of that page to return to the main \ iR
page. Remember: Do not use your browser’s

back

Your new choices should be listed at the bottom of the main page. Select the
—Verify Elections/Calculate Cost button to see your Open Enrollment Cost
Detail for 2016.

Main Menu |~ Personal Information ~ Student Services ~ Faculty Services  Advancement Officers Employee  Finance ~ WebTailor Administration

Search RETURN TO MENU | SITE MAP | HELP | EXIT

OPEN ENROLLMENT SUMMARY

The Open Enroliment process will allow you to select your benefits/deductions for the next benefit year - January x through December XX, YYYY The open enroliment period is November X, YYYY through November XX, YYYY The
selections you make before midnight on November “XX,YYYY will be your new benefit elections beginning January X, YYYy.

You can vigit the Op: { Central website to view this year's Open Enroliment Publications for more information and instructions.

NOTE: Yoy will return to this page often throughout the re-enroliment process. Scroll down the page to view the selection buttons to determine where you are in the enroliment process.

Remindep - Do not use the browser's back button - use the navigation buttons provided on each page.
To enroll ip your benefits:

« Begif by selecting the "Start Open Enroliment" button
* Selegt the Flexible Benefits link
« Foligw the directions at the top of each page.

Itis very important to complete your open enroliment. To submit your changes, select the "Complete" button.

Open Enrofiment Start Date: Mth dd, yyyy
Open Enrofiment End Date:  Mth dd, yyyy
Benefits Effective Date: Mth dd, yyyy

Group Benefits Status
Primary Medical Coverage for a Working Spouse will be continued into the new year.
United Concordia Dental will be continued into the new year.

Basic Life Insurance (1 times salary) will be continued into the new year.

Flexible Benpfits Supplemental Life Insurance will be continued into the new year.

Long Term Disability Insurance (Post-tax Premiums) will be continued into the new year.
Dependent Life Insurance - For Spouse will be continued into the new year

Keystone Health Plan Central HMO - Medical Insurance will be continued into the new year.

Complete Verify Elections / Calculate Cost

12
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Review the notices at the bottom of the page. Return to the other Open Enrollment pages using the Open
Enrollment link at the bottom of the page to make any necessary corrections.

Print this page as an interim record of your 2016 benefit elections then select the Open Enrollment
link to return to the “Open Enrollment Summary” page.

B LEHIGH UNIVERSITY

Finance  WebTailor Administration

Main Menu  Personal Information ~ Student Senvices ~ Faculty Senices  Advancement Officers  Eny

OPEN ENROLLMENT COST DETAIL

This page displays estimated costs for the choices you are considering for the next benefit year. Estimated costs are calculated based on the characteristics of your main job or assignment. The titie of your assignment and the number of
scheduled pays for that assignment are displayed below. The estimated costs provided reflect the average monthly costs for each benefit. If you require more information, please contact Human Resources at extension 83000

The tables below show your 2015 Flexible Benefits elections and compares them to your current elections for 2014.
Estimated Cost Comparison Based on Your Selections

All amounts shown are calculated
using your primary assignment
information as follows:

Assignment Title: Sr. Manager
Number of Pays Per Year: 12

Choices that are Flat Dollar Amount
Average Monthly Cost ~ Average Monthly Cost
2015 Elections:

2014 Elections.
Choice Election Employee  Employer Employee Employer
Primary Medical Coverage for a Working Spouse Primary Coverage - Wkg Spouse  Not Selected 100.00 00
United Concordia Dental B-Employes andone dependent 6284 00 8284 00
Dependent Life Insurance - For Spouse DepLife: Spous e §30,000 6.60 00 6.60 00

Keystone Health Plan Ceniral HIO - Medical Insurance B- Employee & Spouse/Parner 20500 99200 20500 99200

Life Insurance and Long Term Disability Choices
‘Average Monthly Cost Average Monthly Cost
2015 Elections

2014 Elections
Choice Election Employee Employer Employee Employer
Basic Life Insurance (1 times salary) BasicLife Insur- 1 xsalary 00 864 00 8.64
Supplemental Life Insurance 2xSalary Supplemental Life  127.00 00 12700 00
Long Term Disability nsurance (Post-tax Premiums) LTD Insurance - Post-tax 00 1958 00 1958

Flexible Benefits Cost Summary

Average Monthly Cost Average Monthly Cost
2014 Elections. 2015 Election:

Employee Employer Employee Employer

Total Per Month: 40144 1,02022  501.44  1,020.22

Net Change: 100.00 00

10120/2014 02:38 PM.

© Your Open Enroliment Status is "Unclear” (This is an unusual status; please contact Human Resources at ext. 83900 to report this situation.)
Please note your status above. If the status is:

= “In Process” - You have not completed your Open Enroliment process yet. When you are satisfied with your elections, select the Open Enroliment link at the bottom of the page and select the "Complete” button.
+ "Completed” - This means your enroliment is complete. You should have received an e-mail confirming this.

When you are satisfied with your elections and have completed your enroliment, please watch for a verification e-mail.

[ Open Enroliment ]

RELEASE: 8.4 ‘ 

You’re not done yet ...
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SELECTING COMPLETE:

The Last Step in the Online Open Enrollment Process

If you are satisfied with your choices, select Complete on the bottom of the page. This is a very im-

portant step. You must select the “Complete” button for your Flexible Benefits changes to be made for
2016. You will receive an email message to your Lehigh University email ID acknowledging you have
completed the Open Enrollment process.

Main Menu  Personal Information ~ Student Services ~ Faculty Services  Advancement Officers  Employee

Finance WebTailor Administration
Search Go

OPEN ENROLLMENT SUMMARY

RETURN TO MENU | SITE MAP | HELP | EXIT
The Open Enroliment process will allow you to select your benefits/deductions for the next benefit year - January x through December XX, YYYY The open enroliment period is November X, YYYY through November XX, YYYY The
selections you make before midnight on November “XX,YYYY will be your new benefit elections beginning January X, YYYY
You can visit the Open oliment Central website to view this year's Open

P

for more and instructions.

NOTE: You will return to this page often throughout the re-enroliment process. Scroll down the page to view the selection buttons to determine where you are in the enroliment process.

Reminder - Do not use the browser's back button - use the navigation buttons provided on each page.
To enroll in your benefits:

« Begin by selecting the "Start Open Enroliment" button
 Select the Flexible Benefits link

« Follow the directions at the top of each page
It is very important to complete your open enroliment. To submit your changes, select the "Complete™ button

pen Enrollment Start Date: Mth dd, yyyy
n Enrollment End Date:  Mth dd, yyyy

Bdnefits Effective Date: Mth dd, yyyy

Benefits Status

Primary Medical Coverage for a Working Spouse will be continued into the new year.

United Concordia Dental will be continued into the new year.

Basic Life Insurance (1 times salary) will be continued into the new year.

efits Supplemental Life Insurance will be continued into the new year.

Long Term Disability Insurance (Post-tax Premiums) will be continued into the new year.
Dependent Life Insurance - For Spouse will be continued into the new year.

Keystone Health Plan Central HMO - Medical Insurance will be continued into the new year.

Complete Verify Elections / Calculate Cost

ter
completing the open enrollment process, you should exit the Web session by selecting Logout at the top

of the Campus Portal page. Remember to fill out and retum to Human Resources any paperwork neces-
sary to enroll new dependents, add dental insurance or elect an FSA.

We all make mistakes. And sometimes after our first attempt at Open Enrollment, we realize we need to
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Uh-Oh....Oo0ps!....Oh no!

change our elections. Have no fear. You can go back into your online form and revise your choices until
the close of the Open Enrollment period — November 16, 2015. A Reopen Open Enrollment button
will be displayed at the bottom of the main Open Enrollment Summary page. Prior to November 17,
2015, you can resume the Open Enrollment process by selecting this button.

To revise your enrollment, follow the directions to return to the Open Enrollment Summary page from
the Portal.

The page contains four buttons at the bottom of the page for special tasks. They are:

1. Complete

2. Restart

3. Cancel

4. Verify Elections/Calculate Costs

v" Restart cancels all previous choices and resets your elections to the 2015 selections, which be-
come your 2016 defaults. This action is useful if you wish to restart the open enrollment process.

v" Cancel revokes all of your choices and closes the open enrollment session. By taking this action,
any record of your 2016 enrollment will be removed. After taking this action, you must return and
complete the open enrollment process by November 16, 2015.

v" Verify Elections/Calculate Cost is used to review elections and produce a 2016 to 2015 cost
comparison. This comparison shows the effect of election changes you may have made in the enroll-
ment process, as well as the effects of premium changes. You can perform this function anytime
throughout the process.

v' Complete is used to finalize your 2016 elections. This is the last step in the enrollment process.
Using this button indicates that you have reviewed your selections and instructs us to activate selec-
tions on January 1, 2016.

Remember: If you re-open your benefit enrollments in Banner after you have received a confirma-
tion of your elections, your record will automatically reset to your 2015 benefit coverage levels un-
less you complete 2016 elections for your benefits again.

You will receive the email acknowledgement that you have completed Open Enrollment each time you
do so.

After November 16, you will still have a brief window to make changes, but those changes must be
requested in writing to Human Resources.

15
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Things to Keep in Mind . . .

A Reopen Open Enrollment button is displayed at the bottom of the main Open Enrollment Summary
page. Note that this button only displays after you have completed your open enrollment. Prior to
November 16, 2015, you can resume the Open Enrollment process by selecting this button.

Do not use the browser’s Back button during the entire process.
You must select either pre-tax or post-tax LTD insurance.

If you are covering your spouse/partner under your medical plan, pay particular attention to the
Primary Medical Coverage for a Working Spouse information to see if it applies.

After you’ve completed the Open Enrollment process, you can view your elections by selecting
Employee at the main menu, Benefits and Deductions, then Flexible Benefits. Remember that
in order to see future-dated deductions, you will need to select the History link, which shows all
previous and future changes to a deduction.

Coverage for all of your dependents will be updated in Banner in January. You can view that updated
information in January by selecting Beneficiaries and Dependents within the “Benefits and
Deductions” menu.

You will receive an email (to your Lehigh email address) confirming your completion of the Open
Enrollment process for 2016. If you do not receive this email and you believe you’ve completed the
process, call Human Resources at extension 83900 for assistance. Remember that if you reopen the
enrollment process and make changes, you need to select the Complete button again and will receive
another email confirmation.

If you have not completed the Campus Portal open enrollment process for employees by the end of
the day on November 16, 2015, you will receive default coverage. This means you will have:

v" The medical coverage that you currently have;

The dental coverage that you currently have;

Basic life insurance at one times your salary;

The supplemental life insurance coverage that you currently have;

The spousal and dependent life insurance coverages that you currently have;

The long-term disability insurance coverage that you currently have; and

AN N NN

No flexible spending accounts.



