How to Enroll in Benefits Online

Benefit Options

Your Benefits. Your Way.

@ AUGUSTA UNIVERSITY

Welcome to AU Medical Center How to enroll in benefits online
tutorial



Agenda - Getting Started
How to Enter a Dependent
Electing a Plan

Important Information

@ AUGUSTA UNIVERSITY

Before your begin, please review the Enrollment Guide and Benefits
Summary. This tutorial will review proof of other medical coverage,

how to enroll a dependent and the required documentation, how to
elect a plan, and other important information.



Default Coverage
What happens if you do not complete the on-line process?

Base Medical Plan
= Employee only coverage
* Premiums deducted from pay check
* Non-tobacco Incentives cannot be applied

25K Life Insurance
= Unknown beneficiaries

No savings plan contributions

Cannot be changed until Open Enroliment or a Life Change Event

@ AUGUSTA UNIVERSITY

What happens if you do not complete the online enrollment process?
As a new hire you will be defaulted to the Base Medical Plan, for which
premiums will be deducted from your pay and non-tobacco incentives
cannot be applied. You will be defaulted to the 25K life insurance
policy, and your beneficiaries are unknown and there can be no HSA or
FSA contributions. For Open Enrollment you need to specify your HSA
and FSA contributions each year, verify dependents information and if
applicable select or decline a medical plan, providing proof of other
coverage if you are declining.



Getting Started

Make Sure You Have All Required Documents
Use Internet Explorer as Your Browser
Disable Pop-Up Blocker

Check Compatibility Mode
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As you begin your enrollment make sure:

* You have your documents,

* Are using internet explorer as your browser, the system will not
work properly with other browsers,

* Under the tools option on your computer, disable your pop-up
blockers and verify the compatibility view is checked with
UnicornHRO as an added website.



Required Documentation

Eligible Dependents Proof of Status

- Legal Spouse * Marriage
+« Domestic Partner Certificate/License
- Life . Bitrth Certificate
. D.erltal . ;;r rE‘)lage of federal tax
" Vision * *Current Social
* Dependent Child Security Card
up to age 26

*Copies of current Social Security Cards are required for all dependents

@ AUGUSTA UNIVERSITY

If you are adding dependents to any plans, have your dependent
verification documents saved to the computer you will use to
complete your on-line enrollment. You will need to upload copies
of these to the enrollment system. You will also need social
security cards for all dependents



Proof of Other Medical Coverage

» |If you are declining medical coverage with AUHS,
you must document proof of other medicai
coverage. During the online enrollment process
you will need to enter the information from your
current medical insurance card. You will be
prompted for this information when you select
“decline” from the medical coverage options list.
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If you currently have medical insurance and are declining medical
coverage with AU Medical Center, you will need to have your
current medical insurance information available so you can enter
the information requested in the system. If you are not prompted
for proof of other coverage, deselect “decline” and then select
“decline” again. The system should prompt you for the
information.



Complete Enroll On-Line

On-line enrollment is through Employee Self-Services
(ESS). To access ESS you must log in through the
MyAugusta website at https://my.augusta.edu/
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Good Afternoon,
Eden

Health Employee Self-Service

AUGUSTA UNIVERSITY Example Employee ID#
i e ID# on back of badge 101123450
Erployes 10; Add a leading "0”

EE number is 012345

Eempiloyes ID: Your [mpkoyes 15 can be found on the back of your AL Medxal Centes nvued smplopee badge

Paawwetart: List & gt of yous S5 ared your Iurthday yoss Fox exsmple. # youst 530 g i 5470 e you J =

e boen in 1965, enbes 54701065, Previous Uners. Flease use the same passiwors That you haee been uning

todate v
< >

Employee Self Services Link:
https://saas.unicornhro.com/scripts/cgiip.exe/WService=sgwemployee/gwmain.r’CN=2484
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To log in to Employee Self Services go to the MyAugusta website at
https://my.augusta.edu/ and enter “employee self services” under
Apps & Tools. https://my.augusta.edu/
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Health Employee Self-Service

AUGUSTA UNIVERSITY

Customer ID: 2484
Employee ID:
Password:

Employee ID: Your Employee ID can be found on the back of your AU Medical Center issued employee badge.

Your Employee ID (T&A) is located on the back of your employee badge to the right of ID #. It is the first five numbers following 101.
Do not use the 0 at the end - 10100000, When entering above, please add a leading 0 to the first five numbers after 101 and leave off the 0
at the end. For example, if your ID # is 101234560, you would enter 023456.

Password: Last 4 digits of your 55# and your birthday year. For example, if your S5# ends in 5678 and you J" 4 A
weere born in 1965, enter 56781965, Previous Users: Please use the same password that you have been using
o date Symantes v

< >

Employee ID: 101123450
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You are now at the Employee Self Services log in page. Follow the
directions on the page to log in using your employee ID and default
password. Make sure to change your password after your initial login.



T Health
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Personal

@ Personal Data

® Address Information
@ E-Mail Address

® Dependents

@ Education

@® Emergency Contacts
® Change Password

@ Training Classes

@® Training Enrollment

® Work Address Information
Payroil

®* W4

@ Paid Time Off

® Time Off Request

heck Information
ulator

osit Accounts

Benefits

® Total Compensation
Statement

Empiloyee Contact - Validation

Please confirm that your home and work location information is correct, if not please update.
Click on Update to apply changes or to verify current information. Click on Ok to continue.

Home Mailing Address Q update
Effective Date

Address:

Phone Number

Cell Phone Number

et .
Work Location m“st \o Ca‘,\o“ ° update
:ﬂ:r!f: \NO‘\L {“\\le
Room Number 0 c,o“
Phone Number t

Cell Phone Number:

Work Email Address:

Your name and home address should automatically populate to this
screen, please review carefully to make sure the information is
accurate. You can make changes by clicking the update button.

Before the system will allow you to proceed you must add your work
location. Click on the update button and enter your department name

and location. Then click “back” to return to this screen.

After updating all information click OK
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Payroll

Benetits

ALY LAY
|
I
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Under the Benefits Heading, click on First Time Enrollment or Open
Enrollment. Remember, if you are a new hire completing this process
for the first time, and this is also time for Open Enrollment, you must
complete First Time Enrollment and then Open Enroliment.
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Welcome 1o The AU Health System’s New Hire Benefits Enroliment process.
¥iou sy refum 10 the new hire beneits enroliment funciion st amy time durieg he first 30 days of your hire date
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An “important Information” sheet i sfached that must be read before beginning the envoliment process. 1t wil
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Click the Nex? button at the bosiom of this page 10 begin your online few hire enroliment

1 ] Verify Personal information
2 ) Verify Dependent Information

3 ) verity Information

4) Review and Elect Benefits

5 ) Review Elections

6) Benefit Statement

IE] AUGUSTA UNIVERSITY

To review any information related to benefits you may click on the
links under Important Links. To begin the enrollment, click next.
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This is Step 1 of the enrollment process. Verify your information. Then
click next



Personsl

@ AUGUSTA UNIVERSITY

In Step 2, you will review current dependent information, make sure to
check the SSN and birthdate carefully. If you need to enter
dependents, you will do so at this screen by clicking Add. If you are not
entering dependents, click Next
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If you clicked Add on the previous screen, you are ready to enter your
dependents name, address, social security number and other required
information. Enter this information for the first dependent and click

submit



@ E»-;:ea}'th Upload Degandent Ve ification Fil

Prrsanal

Siepl Upkatma e () et

@ AUGUSTA UNIVERSITY

You will be required to upload the documentation you saved on your
computer earlier. Enter a Description of the document, such as birth
certificate or marriage license. Click on browse to search on your
computer for the appropriate document. When you have located the
document, click Upload. When the document has uploaded click
submit at the bottom of the page. Don’t forget to include a copy of
each dependents social security card.



Persens

BHealth soeenume

Ssssssessssnnns

Payrol

sssssnes

sess

@ AUGUSTA UNIVERSITY

We recommend you verify the document is correct and clearly legible,
by opening from this site. Once everything is complete, click submit
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Verify dependent information and submit
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If you need to enter another dependent, click add, when have finished
entering dependents and uploading documents, click next



Customer: AUMC Test (2484 TEST) | Welcome, Darrell Stone
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At Step 3, you will need to double check all dependents are listed and
information is correct



Complete Enroll On-Line

Follow the prompts to:

* Elect plans

* Add dependents

* Add beneficiaries

* Enter annual amount for spending accounts

@ AUGUSTA UNIVERSITY
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You are now at Step 4 of the enrollment process First you will need to
click on the Tobacco-free attestation and either accept or decline.



H ea It h () Review and Elect Benefis

Fersonal

# Prrsunai st e [ Tobacoo-Free Attestation e the 2017 Benefit Envoliment Period - Google Chrome = | B o
® Addeess e
L3 Adarmne ntty ‘saas.unicornhro.com
® Depancents
& Edoct
L] ] ¥ L
@ Change Paswword
® Job Reviews
® oty tatory
L e
# Coriications
# Employee Fées
® Training Clasees
L ] e
Paymol
.
P T G
sicmplucras
# Paychock ot
® Prycset
& Birsat Dopee
L ay h
Benefits
© Dol Eurelio
® e
i
L]

@ AUGUSTA UNIVERSITY

Read the Tobacco-Free Attestation carefully before accepting or
declining. Accepting means you or no one on your plans uses tobacco
products. Declining means you or someone on your plans uses tobacco
products.
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If you are adding a spouse to your medical plan, click on spousal
surcharge attestation and complete as needed.

Read the spousal surcharge form carefully before making a selection
and accepting or declining
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You are now ready to make your selections by clicking in the
appropriate box under the “Select” Heading for each plan. The cost per
pay period is listed for you. The medical cost listed includes the
tobacco incentive, but does not include the spousal surcharge. You will
need to click on the red dots next to the plan election to add
dependents you entered in Step 3. For Life insurance you will need to
click on the green beneficiaries dot to designate beneficiaries for your
life insurance and a coverage level for the AD&D policy, if you are
electing that plan.
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If you are declining medical coverage, you must select the Decline
Coverage option at the end if the Medical section.
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If you have other medical coverage and are declining coverage through
AU Medical Center, you will need to provide your current medical
coverage information. When you click decline for medical coverage,
you will need to enter the information on this screen.
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Don’t forget your Savings Account Contributions. If you are electing an
FSA or HSA you will need to enter the annual amount you would like to
contribute. Click on contribution at the green dot next to the plan you

selected.
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Enter the annual amount you wish to contribute and click next.
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Notice the cost per pay period populates on this screen once you enter
the annual contribution amount. Verify this amount. When have made
all of your selections and click Next at the bottom of the screen
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At Step 5 it is time to review your elections. Once you have verified
everything is correct, click submit.



Health (5) Review Elections

AUGUSTA UNIVERSITY

You must click the Submit button to record your benefit elections.
@ Personal Data
® Address Information e pack e subaht
® E-Mall Address You have slected the benefis ksled beiow. Please review this information
carefully. To make changes, cick the Back button at the bottom of the page. When \—E
@ Dependents allinformation displayed below & comrect, cick the Submi button at the bottom of Mp
@ Education the page. Your benefit elections listed below will not be saved unless c\LA
® Emeargency Contacts you click the Submit button. Your elections will be sent to your Benefts Ll

Department for approval
@ Change Password

® Job Reviews

( y

@ Skills Information H Message from webpage PRS- g
@ Certifications r
@ Employee Files | 1Y
® Training Classes & Your benefit changes are accepted. Print and maintain a copy of this
® Training Enroliment i L85 confirmation for your records. The printed confirmation page serves as R
® Work Address proof of your benefit elections for the upcoming plan year,

Information J 2
L terll W
® Paid Time Off
® Time Off Request
@ Paycheck Information £ - - - 2

Dis
® Paycheck Calculator

@ V-2 History Long Term  You have selected LTD 50% / Employee Only coverage. $0.00 Lx b

@ Voluntary Deduction(s) Dis
Benefits ) AD&D - You have selected to decine Accidental WA Ni&
e . Hartford DeathDismemb coverags,

@ First Time Enrollment
@ Benefit Statement Legal You have seiecied to decine Legal insurance coverage. WA WA
. Insurance

Benefit Beneficiaries

Flexible Spending Accounts

Almost done, one more step . A final review and then submit and
make sure you print your confirmation sheet. You can print it as a hard
copy or print to a PDF. But please make sure you print this important
document to keep as verification of enrollment

32
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You have successtully completed the enrsiment process.

@ AUGUSTA UNIVERSITY

Make sure the note at the bottom of this step indicates you have
successfully completed the enrollment process.



Medical Center Benefits Website

https://my.augusta.edu/human-resources/benefits/

@ AUGUSTA UNIVERSITY



Medical Center Benefits Team

Phone: 706-721-7909
E-mail: AUMCBENEFITS@augqusta.edu
Staff:

= Donna Knowles, Manager, Benefits and Records
= Eden Vickrey, Benefits Analyst

» Wanda Lowe, Benefits Specialist

= Joyce Loyal, Benefits Coordinator

Office Hours: Monday - Friday
8:00 a.m.to 5 p.m.

Location: 699 Broad Street-8t floor

@ AUGUSTA UNIVERSITY

Congratulations, you have completed your benefits enrollment! If
you need assistance or have any questions, the benefits office is
happy to help.



