How Do | Access & Enroll in Benefits Portal via Paycor?

1. In the upper right corner, click your profile picture, and select Benefit Elections. The

2. In Benefits Advisor, click Visit the Enroliment Center to get started with enrolling in

Benefits Home page appears.

o deo@

My Profile

Summary

Time Card

Pay Stubs & Tax Docs

Performance Reviews

Benefit Elections
Settings

Sign Out

your benefits.

#  MyBemefts+  Leam~  Enroliment Center

Good Morning, New Digital Experience!

It's time to enroll

Your Statws: @) Not Complete

Enroliment 12/31/2025 11:59
Deadlire. PMCT

Visit the Enroliment Center to access
important information. make ucdates to
your plans, and explare the resources
avallaie 1o you.

During your enroliment window, you can
enrcllin available benefit options, make
changes 10 existing elections, 30d or
remove dependents, and revew your
personal information.

Be sure 10 complete your enroliment
betore the deadline above

Visit the Enroliment Center

Welcome 1o your new homepage!

We've refreshed the layout to make it

easier 1o navigate everything you need -

from benefit plans and open enrollment
tasks, documents, and more. I1's the
same features you rely on-now with 3
fresh new view. For more cetails, visit
the Help Centes 1o read our Frequently
Asked Questions.

Note: After you log in once, you are not asked to log in again.

From the Benefits Home screen, you can:

View your benefits
Get information on the plans you're enrolled in

Find carrier information

View demographic information on file. This includes names, addresses, phone

numbers, and email addresses.

Process a life event change that allows you to update your benefits, such as:

o

Marriage (add a spouse)
o Birth/Adoption of a child (add a new child)

o Divorce (remove a former spouse)

o Loss of coverage through a spouse’s plan (to add benefits)
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How Do | Get Started in Enrolling in Benefits?

On the home screen, click Visit the Enrollment Center. The Enroliment Center screen

appears. Click Enroll Now to begin enrolling in your benefits. The first step is to verify
your Personal Information.

f  MyBenefts~ Leam~  Enroliment Center

Enrollment Center

Welcome to your Annual enroliment

Your Status @ Not Complete

Enroliment Deadline: 12/31/202511:59 PM CT

View your options and make your elections for the upcoming plan
year,
E

Annual Enroliment Timeline

Jen 01, 2025

You can view plan information for
the upcoming year, compare your
options and Make your benefits
selections

Enic

Dec 31,2025

eadline

Your benefit elections are locked in
2nd you cannct make any changes
10 your benefit elections after this
aate.

Your newly elected benefits will be

active on this date.

You can make changes to your
benefit selections at any time until
the Enrollment Deadline

How Do | Verify Personal Information?

1. Before you begin your enrollment, you must verify the accuracy of all your personal
information.

Employee Information

ﬁ Tell me about yourself.

Yuur Il
Samenins befars beqnaing snmiiment, 2l of ynur pecsonal and family infosmation 7115t be somplete Please ?
red fields belaw, or, if the information has already been entared, ple: ake iz accurate. If Employce Informatien
. yau will need 1o cor in the Paycor system once your enrolment plete. You'll necd to
agree 13 the information and then click Continuc.

Family Inf:

2 Your Dencfits
2 Frrall

Demographics Compiete

Prefix
IwstHame Mew Digital Exparience
Midgle Initial
Last Hame Tester
Suffie
Hickrame
Sarial S urity Mimbar nocx-3433

Dale al S0l 14111930

2. When you are finished, mark the checkbox next to | agree and click Continue.

| confim that the information provided on this page is accurate and up-to-data. Or, if itis not correct. that | will
update the information in the Paycor systam cnce my enrcliment is complete
& 1 agree
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How Do | Verify My Family Information?

In this section, you must add all dependents that might be missing from the Family
Information section before proceeding to the next section.

1. To add any dependents, click the + Add Dependents card.

2. To make corrections or add information to existing dependents, click Edit > on the
appropriate card and enter the necessary corrections.
Note: Fields marked with an asterisk (*) are required.

3. When all your family information has been entered, read through the Dependent
Information Notice section, mark the checkbox next to | agree and click Continue.

Family Information

ﬂ Tell me about your family.

Your Info

Please anter all family informarian befors beginaing your snrollmant ragardiess of wnarhar the family mambers sie
to be covered by your henefits of not Tada so. click A06 Family Member To verify o eait the nformation of a family Empleyee Information
member who has Deen entered, click or s name. If you da nor nave any family members, click o
Comminue.

2 YourBenefita

3 Emvol
New Digital ¢ Comoete
Experience
et =
Male Employee
45 yanen ol (1171580

s ooere3433
Add Depencents

Exiit >

1 agrae that the abous infarmation is sccurate
B 1agres

How Do | Navigate Plan Type Pods?

- Most plan types require you to select a plan. This is noted in the lower left corner of
the plan type pod with red text, *Selection Required.

New Hire Enrollment

Lets get you signed up Benefit FAQs VOICEQVER AUDIO
/ for your benefits! Select a question about benefits V| [@ Bl |
Your Info
You are now eligible to enroll in your benefits as a new hire. Be sure to add any eligible dependents in the Family
Information section prior to beginning your enrollment Your Benefits
3 Enroll
@ Medical NO PLAN SELECTED 4) Complete
 Seection Required Cwant it (walv View Plan Options i $0.00
pe pay period
¥ Dental NO PLAN SELECTED Finished selecting benefits? Click

the button below to continue.

—— T wiant 1S benefit (wai View Plan Options gy

Not ready to complete your
Visi NO PLAN SELECTED benefits enroliment? No problem,
we VisiOn
you can click the button below to
save your progress and return

*Selection Required t want this benefit (waive .
[
Ei Basic Employee Life $0.00 ¥

‘Your Cost per pay period

o Basic Life/ADRD Hourly The Hartford | View plan details

« The system shows what your previous enroliment was (if applicable) to help select
your new enroliment.

« This comparison shows Medical/Vision & Dental plans
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« Towaive out of the plan, click | don’t want this benefit (waive).
Note: Selecting View Plan Options launches a plan selection screen. For more
information, see Select a Plan.

¥ Medical 815.23 |~

Your Cost per pay pericd
pan - Medical CDOHP - UnitedHealthcare (UnitedHealth Group)  View plan details
coverace  Employee

New Digital Experience Tester Employee @ Cover

- After a plan is selected or the plan is waived, the plan type icon turns green, and
the *Selection Required text is replaced with Completed to indicate the enroliment for
that plan type is complete.

« The plan pod displays the plan's name, vendor, coverage level, and whether
dependents are covered, not covered, or ineligible.

« Anytime during the enroliment process, changes can be made by clicking View Plan
Options.

« Click View Plan Options to open the plan selection screen for that plan type, which
displays information about the plan entered by administrators, including plan data,
benefit coverage, and plan highlights.

If you have elections from a previous enroliment, these can be re-saved without
having to view or update plan selections by clicking Keep Selection.

How Do | Enroll in Benefit Plans?
1. Click View Plan Options to see the plan selection page.

o Notes:

= Each plan offered is listed in a pod that explains the plan name, vendor, and
plan data.

= The Plan Brochure link, if available, downloads the summary of benefits.

The View Plan Details shows more details.

= The plan's cost appears to the right of any plan data. Click the arrow next to the
cost opens a flyout menu with more detailed information, which typically includes
the total premium and employer contribution. The coverage tier, if applicable,
appears below your cost.

2. Ifthe plan can cover your dependents, you must first choose which of those
dependents to cover before reviewing available plans. To cover a
dependent, mark the checkbox next to their name.

3. Click Back to return to the landing screen or click Continue to proceed after selecting
dependents.
Note: You can change the dependents covered on the next screen as well.

4. To add additional family members, click + Add Dependents:
o Clicking this link takes you back to the Family Information page in the Your Info
step. Here you can enter information about the new dependent.

o Toreturn to the Your Benefits step after adding a new dependent, you must save
the dependent and continue through the rest of the Your Info step.
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@ Rk o Rewlils
Medical
Who will be covered by this plan?

© ud Dependenls
NUL lesters

Speuse

5. After a plan is selected or waived, the plan type icon turns green. The *Selection
Required text changes to Completed. This lets you know the enrollment for that plan type
is complete. The plan pod displays the plan's name, vendor, coverage level, and whether
dependents are covered, not covered, or ineligible. You can make changes anytime during
the enrollment process by selecting Edit Selection.

6. When you have selected a plan, the selection appears in the corresponding benefit plan
type pod on the landing page as complete.

7. If you have elections from a previous enroliment, you can save without having to view
or update the plan selections by clicking Keep Selection.

How Do | Select a Plan?
« Each plan offered is listed in a pod that explains the plan's name, vendor, and plan
data.
« Click Plan Brochure, if available, to download a summary of the plan benefits.
+ Click View Plan Details to see more plan details.

@ Medical §15.23 v

Your Cusl per pay period

pLan Medical CDHP  UnitedHealthcare (UnitedHealth Group)  View plan details
coverase  Employee

New Digital Experience Tester Employee @ cover

NDE lester2? Spouse © Waive

@ Completed {_ I don't want this benefit (waive) ) (EEUEUISENTNAGTH

« The plan's cost appears to the right of any plan data.

« Click the arrow to the right of the cost to display detailed information such as the
total premium and employer contribution.
Note: The coverage tier, if applicable, appears below your cost.

@ Medical 815.23

¥Our [0St per pay pennd

pLak Medical CDHP  UnitadHealtheare (UnitedHealtn Graup) | View plan details

toverace  Frnployee

« Afteryou choose a plan, the selection appears on the landing screen, in the
corresponding benefit plan type pod, as Complete.
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How Do | Review and Confirm My Benefits?

1. Carefully review all your benefit elections and covered dependents.

2. To change any of your plan selections, click Edit Selection. The dependents you
want to include in your coverage are also listed.

Review and Confirm

Your Info
Your Benefits
o Please Review All of Your Selections Envo
Beneficanes
Once you have completed your review, click the “Complete Encoliment” button at the right side of the
page Review and Confirm

Your Total Cost $17.81

-0 $17.81

@ Medical s viapnsapvies S16:23

Mecical COHP Unsscasmane (nsassisam Groo

Coversge Employee

Who will be covered on this plen

— EP— —1

e Cigtal Exseranse Tseer - Ocon

Edit Selection

Enrollment Success Screen

+ When you complete the benefits enrollment process, the screen shown here
appears.

+ Best Practice: We recommend you Email or Print a copy of the Confirmation
Statement.

« Note: The EMAIL option appears only if you have an email address on file.
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