Steps to Life Beneficiary changes and 403(b) changes:

Benefits Home Page

To enter your benefit elections click Benefits under Employee Self Service. The Benefits page opens

with options for Benefits Summary, Family Status Changes and Benefits Enroliment.

Here is what you’ll see:
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e Benefits Summary displays your current enrollment in the benefit plans, covered dependents

and beneficiary data previously elected within self service. You may update beneficiary data for
your life plans under this link. If you haven’t elected beneficiaries within self service, then we
are maintaining them on your last paper form. You may also change 403b contribution percents
here, although you cannot enter brand new elections or vendors. New elections and/or vendors
require additional applications. You are directed to the Benefits web site for directions on
completing those applications. 457b plans are also excluded from online entry. Please see the
web site for information on changing 457b plans.

e The Family Status Changes link allows you to record events such as marriage, divorce,
newborns, adoptions, changes in your spouse or dependent’s employment status, or overage
children who no longer qualify as dependents.

e Benefit Enrollment takes you directly into the enrollment panels for open events. Job related

events like new hire or open enrollment are opened by Human Resources. After Family Status
Change has been created, you may regain access through Benefits Enrollment. This is also where
you access Annual Enrollment each fall.



By clicking Benefits Summary, this is what you will see and will bring up a
summary of your benefits. The life plans that you have are listed with the

coverage amounts:
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Guide to Life Beneficiariy and 403(b) Changes

Type of Benefit

Medical

Dental
Life

Supplemental Life

Personal Accident Insurance
Spouse Personal Accident Ins.
Spouse Life

Child Life

Short-Term Disability
Long-Term Disability

403(b) Basic

Fidelity

SRATIAA-CREF

ER 403b Basic
ER 403b Match
Healthcare FSA

Supplemental Income Protection

Plan Description
BCBSGAPPO
(HealthChoice)

Aetna PPO (Traditional)
Basic Life, Fulltime
Supplemental Life
Employee

PAl Employee

PAl Spouse

STD 30 Day
LTD wiCOLA

Matched 403(b) Basic
Wanguard

Supplemental 403(b)
Fidelity

Supplemental 403(b) SRA
TIAA

Employer Basic Vanguard
3% Fidelity Match
Healthcare FSA

Coverage or Participation
Employee Only

Employee Only
$10,000

$130,000

$250,000
$250,000
Waived
Waived

60% of Salary
60% of Salary

2% Before Tax

4% Before Tax

6% Before Tax

6% ER Contribution
Employer Match
$750 Pledge

Enrolled

Clicking a life plan link opens a box with an edit option to update beneficiary

data.

Life

ham: B Mial

é

of anather date, enter the date and click Go

100102006 | Go |

Plan Name:

Plan Proviter: Iny Benefits
Coverage Level; §10000
Group Number: B1715-6

Customer Service: 1.800.408.95880

Basic Life, Fulltime

GoTo:

Covered Beneficiaries

Click Edit to change your current beneficiary allocations or to add a new
heneficiary. For beneficiaries already listed, click the beneficiary's name
to review the individual's personal infarmation. You may update (Edi
personal inforrmation with the exception of Name, Date of Birth
Sacial Security Mumber. Contactthe Benefits Deparime
7613 to request changes to those fields.
Name Relationship

Julian Dial Jr. Spouse

Allocation
100%

Edit

Benefits Surmma

Primary Beneficiaries \
are displayed. Click Edit
to view Secondary
Beneficiaries or to make
changes to either

%

allocation.




Change Current Beneficiaries and Allocations &

To change the allacations faryour current heneficiaries, enter the new percents in the kew Primary and Mew
Secondary Allacation columns. Each calumn must total to 100%. Percents must he entered inwhale numbers
without decimals. For example, three primary beneficiaries would have to be divided into 34%, 33% and 33%.

Frimary beneficianies) will receive total payment. Secondary beneficianyies) will receive payrnent only it no Primary
heneficiargies) surdves the insured. Beneficiaries in the same clags will receive separate shares based upon the
percents you designate. If no nared beneficiary surives the insured or ifthe estate ofthe insured is named ag
heneficiary, payment will be made in one sum to the estate of the insured,

Ifyouwish to name your estate as beneficiary, please add a new DependentiBeneficiary recard. Enter the First
Mame as "To the Estate ofwesssd” and type your first name instead of wesee Enter The Last Mame as your Last
Name. Ifyour estate is set up with a name that does not follow this naming convention or if you need ta listthe name
of & Trust, you will need to complete a paper Life Insurance form.

The form may be downloaded and printed at the following weh site:

Life Insurance Enrollment Farm

Allocation Type
Enter Primary Allocations as: Percent

Enter Secondary Allocations as:  Percent

Current Primary  Current Secondary  Mew Primary New Secondary

Name Relationship Percent Percent Allocation Allocation Enter New Allocations here.
Bl ing | | Primary Allocation must
Son 3 add up to 100% and must be
Daughter 33 | | entered as whole numbers
Daughter 33 without decimals. If you

Update Totals | g 0 chose fo Iigt Secondary _
Beneficiaries, that allocation

Adld & New Beneficiary also needs to equal 100%.




Under the Benefit Summary, the Retirement Vendor and Contribution amount

you have are listed.
Selecting a 403b plan opens the plan detail page, including the edit option for

changing the contribution percent.

=)

=

SRA TIAA-CREF i

b

To wiew your benefits as of another date, enter the date and click Go:

1011 0/2006 || Go

Plan Name: Supplemental 403(h) SRA TIAA
Plan Provider: TlAs CREF

Group Number: HL27/HL26

Customer Service: 1.800.842.2733 B Click Edit to change your
contribution percent. You may
Click Edit to change your Supplemental Employee Contribution. The
cambination of your Basic and Supplemental contributions cannot Only make Changes tO _plans yOU
exceed $15,000 annually or $20,000 ifyou are age 50 or above. [fyou are Currently enrolled in and the
walld like to terminate your cantributions or make elections with a new
wendor, you will need to submit a new Retirement Authorization Form SyStem doeS not a”OW yOU to StOp
and enrall with the vendor if applicable. Forms and instructions on how H H H H
to enroll are on the Human Resources web site under Eetirernent Plan. Cont”butlons on thlS Slte' TO
If you wwould like to contribute the IRS maximum amount and would like 1
the Benefits Office to calculate the amount, call (404 727-7613. make new el-eCtlonS orto s_top
Changes taks effect immediataly current elections, please click the
Before Tax: 1% link to Retirement Plans to
_ Eat | download the appropriate forms.

Once you’ve clicked Edit, the following page is displayed:

Change Current Savings Plan Contributions i,
=

:urrent 403¢k) plan contribution, enter the new
percent in the box below. Only employees making below $90,000.00
will be allowed to cantribute on an After Tax basis in the traditional
403(h) plans. (This deoes not include the Roth Plans.) You can not

change your contribution more than once a day. Enter yOUI’ HEW percent
: ]
Current Savings Pla mnhullnns and hlt E Save
Before Tax: .
: - The change will be
nange
effective with the next
1000 | % Max 100000 payroll run.

B savel Return

It is important to note that the 403(b) Basic plan is the plan matched by the
University once you have satisfied the plan requirements — one year of service,
age 21, and 1,000 hours. Before contributing to any Supplemental plans, you
should contribute 2% to the Basic plan to receive the maximum matching funds.
Do not reduce the 403(b) Basic plan without understanding the consequences to
the University match. All plan and vesting requirements apply to employee
elections entered online.



