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Any modifications to this document, as the document exists within NEOGOV’s body of
documentation, are the sole responsibility of the entity modifying the document. By making any
change to this document, you agree that modifications and unchanged portions of the document
are your sole responsibility, comply with legal and regulatory requirements, comply with the terms
of the Service Agreement between you and NEOGOV, and you further agree to update the
document as product changes are released reflecting the author of the changes.
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Overview

When your company hires employees, they elect their benefit plans through open enrollment. You
begin this process at the Dashboard. Once started, NEOGOV keeps track of your selections
through the entire process. If you log out and log back in, NEOGOV returns you to the last page
you were on.

During enrollment, NEOGOV adds your elections and dollar amounts to a shopping cart. The
shopping cart also displays the number of days left to enroll in benefits, and when your elections
begin.

After making your elections, you can review and change them, or choose different options.

|
N /

-- At any time during enroliment, click Open Enroliment Overview to return to the Dashboard.

<
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New Hire Benefits Enroliment

Maintain Your Profile

1. Access your dashboard and click the Benefits icon.

NEOGOV 33 Dashboard ~ (| Soarchforompl

DH < Benefits
Covaragos Dependents & Boneficianes Open Enrallment Life Evients
Derby Horche
# Dushboard
'F Tasks My Current Benefits
Time & Adendanoe
$ Pay Enraliment Summarny
BENEFIT PLAN VO FAY EFFECTIVE DATE EHD DATE

HE NS

Mo data 5o dhigpla
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2. Select the Open Enrollment option and click Start Open Enrolilment. The Profile tab
is active and the Personal Information page displays.

NEOGOV u - | Soar or position @. Daeby Honehe

DH ,; Benefits

Coverngos Dependents & Boneficinrios Open Enroliment Lifg Evonts

EIE'ED:,' Horche

Open Enroliment

@ Bonofits

Setlngs
Geart Oipon Enrolimansg

NEOGOV 28 Dashboard v Q Search for employees or positions Give Feedback @ Derby Horche

<{ Back

DH <
Welcome to your Benefits Open Enroliment $0.00 ;
per pay perio

Derby Horche

# Dashboard @ PROFILE 2. MEDICAL

.= Tasks

(© Time & Attendance

$ Pay
y Personal Information
& Benefits
Please ensure that your information is accurate and up to date.

© Settings
First Name Derby Address 1 445 29th Ave W E-mail
Last Name Horche Address 2
Date of Birth  04/181972 City Mapleton

State, Country North Dakota, USA

Zip Code 58059

#Z Edit My Proflle
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3. If needed, click Edit My Profile to edit address information; click Save Changes when
finished.

Update Your Personal Information

1of1 01/01/0001 - 12/31/3999

Address 1 445 29th Ave W

|
__ Address changes are only effective in the future. To make any past-dated changes, contact
< your HR department.

7/
<

4. Scroll to Dependents and do one of the following:
e Click Remove to remove the dependent from the employee record.
o If applicable, click Edit Dependent to edit and specify the dependents’ relationship.

Important: Specifying relations determines the plans and coverages available to you.

For example: if you have a spouse but no children, the only options available are employee only
and employee + spouse. You will not see information about employee + child coverage on your
medical, dental and vision plans.

5. Click Next or Medical to move forward in the election process.
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Elect Your Medical Plan

NEOGOV filters medical plans based on your covered selection.

1.
2.

w

<

4.

NEQGOV 38 Dashbosrd | [ Soarch for employess or positions

Welcome to your Benefits Open Enrollment S $36.19
Drerby Horchi
" © I
v.- $I6.19
- Who Wil Be Covered? gy-Cony ot
B Bon
=ty A " F *0.00
‘ e . g ! Lt
L - | ———

Click the Medical tab.

Select Who Will Be Covered?.

e Employee Only

e Employee & Spouse

e Employee & Child(ren)

e Family

Choose a medical plan, then click Select. The shopping cart records the medical plan and
dollar amount.

To review the medical plans details, click See More Details. If you decide to choose the

__ Medical High Deductible Health Plan (HDHP), you have the option of enrolling in a Health

. Savings Account (HSA). If you previously enrolled in a medical plan that is still available, you
may choose the same plan or a different plan.

Review the shopping cart.

Back

o

Choose a Medical Pld“e

MEDICAL PPO

Pisn Bescription M $36.19
67 Umglopar Pags % .

Who's Cavered ; : m

Important: When you make elections, NEOGOV subtracts the deductions from the shopping

cart until a zero or positive balance displays. A negative balance means your employer has
elected to contribute to your healthcare plan. A positive balance indicates that you must

5.

contribute to your healthcare plan.

Click Next or Dental to move forward in the election process.
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Enroll in an HSA

1. Select the HDHP plan and click Select.
2. Select Yes, Enroll in a HSA. The HSA page displays.
3. Enter the Deduction Rate as a dollar amount.

NEOGOV as Dashboard Cl Search for omployees or positions @ Darby Hosche B

¢ Black
DH «
Welcome to your Benefits Open Enrollment & $17.05
Derby Horche '
#& Dashboard HEA B
:: Tiseks . ) ) Rt 1.'-.r.:-'.
Tirme & Adge §371
} Pay Who Will be Covered?
| ¢ Bonofing ...- o o
' i H5A Medical HSA Medics
: 5 Yau Pay %75 00 per pary period Yo Py i e $T5.00
N Employar Papa 0 it iy’ prio] Employes Paya .
| & Bonofits P ————
) How much will you contribute? e ==
) Semings S
Deduction Rato £ ™ s FPILIES, ol wal ity
Yaus Pay (Estissaned] 875

Py Pariod Contribation Amount 841

4. Review the shopping cart.
5. Click Save. The HSA calculation displays on the HSA medical plan option.
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Elect Your Dental Coverage

NEOGOV filters dental plans based on your covered selection.

1. Click the Dental tab.
2. Select Who Will Be Covered?.
e Employee Only
e Employee & Spouse
e Employee & Child(ren)
e Family
3. Choose a dental plan, then click Select. The shopping cart records the dental plan and
dollar amount.

|
__ If you previously enrolled in a dental plan that is still available, you may choose the same plan
q or a different plan.

/

<

4. Review the shopping cart.

HEQGOW = Daskhbosd v q Search for employees o positcrs

Back

DH i
Welcome to your Benefits Open Enrollment o |""¢ e
Dby Hodche

o T i N
 — Wheo Will Be Covered?
B Borsdne

Satt ; ; , oo S

Choose a Dental Plan e
DENTAL
Fian Desoription $0.46
CO o
W' Cavarad .
......
DEMTAL
Flan Doacription  Dent $373
Lmplayer Fayn AT P .

5. Click Next or Vision to move forward in the election process.
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Elect Your Vision Coverage

NEOGOV filters vision plans based on your covered selection.

1. Click the Vision tab.
2. Select Who Will Be Covered?.
e Employee Only
e Employee + Child
e Family
3. Choose a vision plan and click Select. The status changes to Selected, and the shopping
cart records the vision plan.

__ If you previously enrolled in a vision plan that is still available, you may choose the same plan
\ or a different plan.

4. Review the shopping cart.

NEQOGOV g Dashboard ‘:L Search for employees or pasitions
DH {
Welcome to your Benefits Open Enrollment (P $4205
Chaer b:,r Horche ‘_n
# Dashbaard ® R P o A
T Tosks R e
Time & Atiendance DiRTAL 172
o Whe Will Be Covered? s
$ Bonofits s ‘_-""""tl !-r-:‘-:
Settiregs EMPLOYEE OMLY i EMPLOYEE » CHILD 1 $0.00
Choose a Vision Plan 9 et
VISION HMO
Plan Description s $2.12
6% Employer Pays 58 19 Per Pay Pe
Wha's Cevered L Sokectad
Don't need coverage? ——

5. Click Next or the Spending tab to move forward in the election process.
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Waive Your Coverage
If you do not want to enroll in coverage, do the following.

1. Click the Medical, Dental, Vision tab.
2. Scroll to Don’t need coverage? and click Waive Medical, Dental, Vision. The status
changes to Waived Medical, Dental, Vision.

Don't need coverage?

If you wish to decline coverage, you may be required to provide proof of insurance.

N 7/
-- Button names change based on your selection.
/7 N

<=

3. Select the Reason for waiving coverage.
e Not Specified
¢ Insufficient Funds
e Have Alt Coverage

Don’t need coverage?

If you wish to decline coverage, you may be required to provide proof of insurance.

Reason for waiving coverage

Have Alt Coverage v

4. Click Next. The next enroliment option displays.
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Choose an Optional Spending Account

1. Click the Spending tab.
2. Click Add.

NEQOGOW 28 Dashboard .::‘{ Soach for CMpboyoes oF positon @ Clerby Harche

§ Back
DH k
Welcome to your Benefits Open Enrollment & 342.05
Derby Horche :
R . P e—— ,OE o
£ Aqu 1

5 Py
) Spending Accounts (Optional)
& Bonolizs

Sl

o e

@ add

Swo kBt | Back m

3. Enter the Deductible Rate and click Save. The deductible rate amount displays in the
YOU PAY field and shopping cart.
4. Review the shopping cart.

NEOQGOV .= Dazhboard = ::1 Soarch for Cmplin'oos OF posited Diesby Horchae
{ Back
DH <
Welcome to your Benefits Open Enrolliment Ay S1105
Derby Harchae :
S p———
# Dot ! F5a
- o 3610
- T XN 11
o 0 :II 3312
= .
$ Pay Whso Will be Covered? )
o 4
& Honofis ;'_._-'.. - " .
w FSA al FSA M
Sisttirsgs Yaou Py 7400 per pay pesiod Vo Py 1_'_ TR 00
oS Estghoyer Paya 0100 puor iy popries Emgiboyis Pays
Bonefins s
_ ==
Howr mach will you contribuie? 9 S —
Salires
Deduction Rats § 1
iz Py [Entirnatedy
Pory Porigd Contribution Amount 50000 g gy 0 Tres 5. Pow WOAR B
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5. Do one of the following.

e Click Save to record your FSA deductions and send them to the shopping cart.

¢ Click Remove to clear all FSA information and set the dollar amount to zero.

¢ Click Save & Close to record your FSA deductions and return to the FSA main page.
6. Click Next or the Other tab to move forward in the election process.

Choose Supplementary Options

Supplementary options are additional third-party plans that your company offers to employees. If
a plan requires a beneficiary, you may add them on any benefit election tab (Medical, Dental,
Vision) or the Review & Submit tab.

1. Click the Other tab.
2. Select the option and click Add.
e If the plan requires a beneficiary, the option to add primary and contingent
beneficiaries displays.
o If there are beneficiaries or contacts associated with an employee, the option to select
an associated beneficiary displays. You can also add a new beneficiary.

NEOGOV g8 Dashboard q Soarch for employeos or positions @ Drby Horche
i Back
DH <
Welcome to your Benefits Open Enrellment r_‘“—¢ SN7.05
Derby Harche b '

= lasks

& Bonofits Other Benefits (Optional)

BASIC LIFE

© ke

Save & Exit Back m
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3. If applicable, select + Add a primary/contingent beneficiary.

MEOGOV a8 Dashboard ~ (0] Search for
 Back
DH \
Welcome to your Benefits Open Enrollment & S117.05
Dherby Horcha )
# Dashboand
T Tasks Basic Le 2x Salary i Emplover paid Basic Life Insurance
You Pay 5 et pary period You Py 5

- Emplogar Payn 5 5 s Ny [ i Employer Pays
& Bonoliis

&y - Primary Benaficiaries

Contingert Beaneficianes _.'

s H

MEOQGOV

4. Enter the percentage amount that will go to the beneficiary.

Primary Beneficiaries

Beneficiary Horche, Marcy v 100 % of the benefit will go to this beneficiary. [l

+ Add another primary beneficiary
Contingent Beneficiaries

+ Add a contingent beneficiary

5. If needed, click + Add another primary/contingent beneficiary and enter the

percentage amount.
6. Click Save and close. The deductible rate amount displays in the YOU PAY field and

shopping cart.

O®NEOGOV 2021. Proprietary and Confidential
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7. Review the shopping cart.

8. Click Next or the Review & Submit tab to move forward in the election process.

Give Feedback @ Derby Herche

NEOGOV 28 Dashboard v Q Search for employees or positions

DH

Derby Horche
# Dashboard

= Tasks

(® Time & Attendance
$ Pay

& Benefits

© Settings

< Back

Welcome to your Benefits Open Enrollment

@ PROFILE @ MEDICAL @ DENTAL @ VISION

7. REVIEW & SUBMIT

Other Benefits (Optional)

Benefits on this page are optional and you have the ability to enroll in more than 1.

BASIC LIFE

. Baslc Life Insurance 2X Salary up to 300K
%(? Employer Pays $5.20 Per Pay Period

Whe's Covered Employer paid Basic Life Insurance

Primary Beneficiaries Horche, Marcy (100%)

Contingent Beneficiaries

NEOGOV

& $117.05

oenTAL

DENTAL $373

Empioyea & Criayien;

| easicure $0.00

Emplayer pala Brsiz Lta Insurancs

YOU PAY

$0.00

Per Pay Period

Added

Manage

-- To change your options or beneficiary information, click Manage.

O®NEOGOV 2021. Proprietary and Confidential
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Review and Submit Your Elections

NEOGOV

If you clicked Review Elections in the shopping cart or the Review & Submit tab, you go to
the final page of the open enrollment process. This page displays your elections and who is
covered. If you need to make a change, click the step that contains the plans you wish to change.
NEOGOV records your elections, and you can view them on the Open Enrollment Overview
page upon submission. At any time, click the Open Enrollment link on your dashboard to review

your coverage and print a summary.

If you did not add or select beneficiaries in the previous steps, you can select or add them here

before submitting.

1. Click the Review & Submit tab. The list of enrollment elections and other options

displays.

2. Review the elections. To edit an election, click the election or tab and adjust as needed

(see Manage Your Shopping Cart and Elections).

3. To add a beneficiary to an election, click Edit on the desired election.

< Back

Welcome to your Benefits Open Enroliment 9

@ PROFILE @ MEDICAL @ DENTAL

@ SPENDING @ REVIEW & SUBMIT

Review and submit your benefit selections
Benefits will go into effect on September 30, 2021

You are enrolling in the following benefits

MEDICAL
MEDICAL PPO

Who's Covered You

DENTAL
DENTAL
Who's Covered You #Z Edin

vision
VISION HMO

Who's Covered You, Marcy Horcne & Edit

$36.19 / $165.60
s — Pre-Tax

You Pay / Employer Pays

$373/%118
s — Pre-Tax

You Pay / Employer Pay

$212/%$819
You Pay / Employer Pays — Pre-Tax

$75.00/$0.00
You ey Employer Fays

$117.04 / $184.97

You Pay / Employer Pays — Per Pay Period

O®NEOGOV 2021. Proprietary and Confidential
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4. Select the beneficiary and click Save. The election changes to indicate the selected
beneficiary.

Review and submit your benefit selections
Benefits will go into effect on September 30, 2021.

You are enrolling in the following benefits

MEDICAL

MEDICAL PPO $3619/ $165.60

Whe's Covered Vou You Pay / Employer Pays — Pre-Tax

DENTAL

DENTAL $3.73 /%1118

Who's Covered You Marcy Horche You Pay / Emplayer Pays — Pre-Tax

VISION

VISION HMO $212/%819

Who's Covered You, Marcy Horche i Edit You Pay / Emplayer Pays — Pre-Tax
SPENDING

FSA

o $75.00/ $0.00

Deduction Rate $150.00 You Pay | Employer Pays

Whao's Covered You

You Pay / Employer Pays — Per Pay Period

DEMTAL

DENTAL $373 /%118
Who's Covered You, Marcy Horche i Edit You Pay | Employer Pays - Pre-Tax

O®NEOGOV 2021. Proprietary and Confidential 17
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5. Click Submit Enrollment. NEOGOV records your elections; you can view them on the
Open Enroliment Overview page.

Beneficiaries

Please ensure that your Beneficiary information is accurate and up to date.
First Name Marcy Address 1 - Relation Daughter
Last Name Horche Address 2 - E-mail
Gender - City - Phone #
DOB - State, Country -
Zip Code
[ @ Remove | | # Edit Beneficiary ]

+ Add Another Beneficiary

Save & Exit Submit Enroliment

Important: Once you submit your elections, you cannot make changes unless your benefits
administrator reopens your enroliment.

O®NEOGOV 2021. Proprietary and Confidential 18
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6. Click one of the following:
e My Dashboard to return to your dashboard.
e My Benefits to review your coverage.
e Print Your Summary to print a summary of your benefits.

Welcome to your Benefits Open Enreliment

\ Your benefit selections have been submitted!

Sapriaeria 30, 2071, ¥

YWou are enrolling in the following benefits

MEDICAL PPO £36.19 / $185.50
g b el E . n
DEMTAL $373 75118
S y y
YIS HMO $2142 /5819
L= o] L
F5& o
_— %75.00/ 50 uu.:
ey r—
BASIC LIFE $0.00 1 §5.20
Brimary Benwtoares .

$117.05 / $190.17

Banaficlaries

Feul Mamg Marcy Kodraus LEEEES Y
Laut Hame hddrean T E-madl
Cander Ty Phans #
Dt af Binh Sale Cowntliy

i Tl
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Manage Your Shopping Cart and Elections

When you make elections, NEOGOV subtracts the deductions from the shopping cart until a zero
or positive balance displays. A negative balance means your employer has elected to contribute to
your healthcare plan. A positive balance indicates that you must contribute to your healthcare
plan.

1. Click the shopping cart icon to view your elections.
Review the timer to know the number of days left to enroll in benefits.

3. Review the list of elections. To edit, click the election and make the needed adjustments.
NEOGOV adds the new election to the shopping cart.

4. Make note of the date in Selections go into effect.

5. Click Open Enrollment Overview to review your elections.

NEOGOWV ss Dashboard Q Soanch for employoos or positions

4 Back

. q o
Welcome to your Benefits Open Enrollment IJ_:B S117.05
Derby Horche -
# Dast d . . B days. WK 19 #rvol In Genaf |
L L @  MepicAL PPO Babay L
Bopicyes Onby B Tk
DEMTAL
DENTAL $373
& Berofits Cther Benefits (Optional) E=piyke & Chigy e Pra-Tas
WVISIGN HMO 212
EMPLOYVEE = SHLD Bra-Tan
BASIC LIFE
. SFENDING
o, . . FS5A &£75.00
Q}& Employsr Payse 552 O FE& Madion

Whao's Covoered

Primary Beneficinriss ' M oTHER

Contingent Benaficiarios BASICLIFE $£0.00 -
slecmard g6 e eMest Tap 30, 301
Sarder & Exit E 9-;, N EFORRR R

6. If needed, click the Review Elections to confirm or adjust your elections. The Review &
Submit page displays.
7. If needed, review or update your final selections, then click Submit Enroliment.

Warning: Once you click Submit Enrollment, NEOGOV records your elections, and the
shopping cart is inactive.
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