CENTRALLY HR (CHR) Benefits Enroliment for Employees
(For new hires and during open enrollment)

1. Loginto CHR and go to My Info tab.

2. Go to My Benefits and click on Enrollment.

& My Information

@ My Time

@® My Benefits

Enroliment
Benefit Plans
£ MyHR
& My Career
& My Pay
B My Company
My Reports
@ Help

of Links

= L MY BENEFITS

< Enrollment

New Employee Enrollment Life Change Event

3. Click on Start.

Start Start
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CENTRALLY HR (CHR) Benefits Enroliment for Employees
(For new hires and during open enrollment)

 New Enroliment 4. Click on Medical.

Incomplete

0%

Started on Sep 21, 2020

® Instructions Instructions

Medical ks you procesd through the bensfit categories (Medical, Dental, stc ), review the provider, pricing and coverags type that best mests your family's needs.
FSA Once you have decided on a plan, click on the "select” checkbox next to the plan. Note that you do have the option o waive plan coverage and can modify your selections up to final submit on confirm selections tab.
I After you have selected your plan, if you have chosen a plan that requires a dependent (z.g. Employee plus Family) you will need to define those dependents. In most cases your dependents have already been added to the options for you. If not, you wil want

to have your dependentls) contact, SSN and birthday information available as you complete this section.
NOTE: You must complete the Confirmation Selection tab and submit prior to your selections to be considered for activation.

Your information will be forwarded to HR for review and approval. You can always retum to view your status of current benefits as needed or prompt a request for change should you experience @ "Life Change Event” outside of the open enrollment period

Please contact your HR Manager for questions or issues.

5. Check the appropriate box for
your medical plan.
*Note: that you can Waive

= v Medical here. ®

4 New Enrollment

ncomplete

© Instructions Medical Compare Plans

Medical

Canfirm & Submit [0 General Valuecare Netwark (PVC)

O General Participating Network (PAR)

O HDHP Participating Network

[0 HOHP Valu
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CENTRALLY HR (CHR) Benefits Enroliment for Employees
(For new hires and during open enrollment)

6. When enrolling, choose a
medical plan then choose
the Coverage level.

[ Session Temecat % | [ Lens on Crestion: e darksky e % @ CBIZ HCM Adimin Acount x + - o x
€ C ) @ secureSentertimeonlinecom/ta, 73 hem EX8ishowAdmin=1&Ext=loginisft RPEUM a« »@ :
o oagps @ Bf Webnas @ Signin- by Payents lextGen - Poyentry @ CHRLogin @ Catholic Diocese of.. @ Online Time and AL GoToMeeting 8 Uforkdorce Ser [l News from the vati.. €3 NACPA 82 Catholic Women Px. » ther boskmarks
= L] P2
4 New Enroliment
incomplete
0%
Stated on Sep 21, 2020
@ instructions Medical Compare Plans
Medical
O waive all Medical
Fsa
Confirm & Submit [0 General Valuecare Network (P!  Fill in Required Info for Selected Plan X
Coverage Name
Coverage Level
[0 General Participating Network.
Coverage tame
[0 HOHP Participating Network - W:L‘[‘; -
2ge Hame
O HDHP ValueCare Netwark
cverage Hame
*For Empl Onl
or Employee Only coverage
4 New Enroliment
Incompiete
0%
‘Suarted on Sep 21, 2020
© mstructions Medical Compare Plans
Modical
[0 waive all medical
Fsa
Confirm & Submit [] General Valuecare Network (P  Fill in Required Info for Selected Plan X

—
al Goverage Lavel

[ General Participating Network
Employee Only

—

2= ency
Every Scheduled Pay
~ DETAILS

[0 HDHP Participating Network

Caverage Name

7a. Click Save and Select.
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CENTRALLY HR (CHR) Benefits Enroliment for Employees

(For new hires and during open enrollment)

*For Coverage Level with Dependent(s) — 2 party or Family option

[ Session Temeou @ +
€ C O @ secureSente d=V Ext=I P
i -] -] [ . m [ +]
= L
& New Enrollment
incomplete
0%
Staeq 00 S40 71, 2070
Fill in Required Info for Selected Plan X
Coverage Level
@ instructions Medical
Medical <
[ Waive all Medical Farmily
Fsa
Confirm & Subrmit O General Valuecare Netwark (P
Spo
Coverage Name Page | 1 | of L +Add
(e |
[0 General Participating Network @  NoDatato Display
Coverage Hame
Family Children
— (@ Require 0-20 Child/ren

£ -
Every Scheduled Pay
v DETAILS

O HDHP Participating Network

7b. Click Add, to enroll spouse and/or dependent children.
Make sure you have your dependent’s SSN and birthday
information available as you complete this section.

Note: For current employees, in most cases your
dependents have already been added to the options for
you. You will have to click on “Choose existing dependents”.

Benefits Enroliment for Employees

a s »@:

o

Compars Plans

8. Click Save and Select.

Page 4 of 9




CENTRALLY HR (CHR) Benefits Enroliment for Employees
(For new hires and during open enrollment)

4 New Enrollment
1~

FsA

HDHP Participating Network

HDHP ValueCare Network

You will see the Employee contribution/monthly
premium here.

4 New Enroliment

& insinuctions FSA

@ Medical

Compare Plans

Naive all FS&

O Flex Medical

9. Choose or Waive FSA (Flexible Savings Account).
Note: If you choose the High Deductible Health Plan (HDHP), you

will have the HSA (Health Savings Account) and only Flexible
Dependent Care options available.
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CENTRALLY HR (CHR) Benefits Enroliment for Employees
(For new hires and during open enrollment)

4 New Enroliment

Incomplete
50%
Stared on Sep 21, 2020
© instructions FSA Compare Plans
© wedical Fill in Required Info for Selected Plan X
[ waiveall Fsa
Fsa
Coverage Level
Confirm & Submit O Flex Dependent Care

Coverage Hame Enroll

1 Flex Medical Annusl Election

Coversge Hame.
Envol

Coversge

Taxstie inczeme

e |

Every Scheduled Pay

10a. When you choose to Enroll, you can type your
annual contribution here. Note that the FSA Medical
annual maximum contribution is $2,750.

4 New Enroliment

ncomplete
@ insiructions FSA Compare Plans
@ wmedical
Waive all 54
Confiem & Submit OJ Flex Dependent Care

[ Flex Medical
Envoll

$800.00 20000

10b. Your monthly contribution
is shown here.

11. Click Continue.
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CENTRALLY HR (CHR) Benefits Enroliment for Employees

(For new hires and during open enrollment)

= L
& New Enroliment

Incomplete

@ instructions
© Medical
© A

Confirm & Submit

~ DETAILS

FSA

Flex Medical

MY BENEFITS fa

Confirm & Submit

g (o waring) your new beneft plans.

e any changes up to finsiizstion

ing Life Change Event.

uest” optice to finalize snd mubrit your selections

The HR Depart

& Downlaad POF

Medical 4

General Participating Network (PAR)

12. This page will have a summary of your
benefit selections. Scroll down to see the
rest of the page.

Enroll

Employee Contribution
$200.00

Employee Frequency
Every Scheduled Pay

Company Contribution

~ DETAILS

HSA

Taxable Income
Coverage Amount
$800.00

Company Frequency

SUBMIT

13. Click Submit.
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CENTRALLY HR (CHR) Benefits Enroliment for Employees
(For new hires and during open enrollment)

14. The system will ask for
your CHR password to
confirm submission.

Enrollment Acknowledgement X

(i)  Please type your (Mary Jones) password to confirm.

Password *

If you wish to make additional changes, click on "decline” and you
will return to the option menu.

Click on “accept” if you are satisfied with your selections and wish
to proceed with the submittal process.

Note that you will not be enrclled in new plans until you complete
this selection and acceptance process. Contract your HR
Representative should you have any questions regarding this
process.

True and complete acknowledgement: The answers | have
pravided throughout this benefit submission are to the best of my
knowledge and belief, true and complete.

| hereby enroll for benefits for which | am presently eligible or for
which | may become eligible under my employer's group
contract(s). If any deductions are required for this coverage, |
authorize such deductions from my earnings. | reserve the right to
revoke this deduction authorization any time upon written notice
unless | have chosen to use pretax deductions.

You can review the status of your benefits at any time by going
to My Account > My Benefits > Review Benefit

DECLINE

15. Click Accept.

Benefits Enroliment for Employees

come

Amount

Frequency

come

Amount

Frequency
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CENTRALLY HR (CHR) Benefits Enroliment for Employees
(For new hires and during open enrollment)

Once you click accept, this message will pop up.

Medical 4
General Participating Network (PAR) Employee Only
Employee Contribution Taxable Income
§75.00 =
Employee Frequency Coverage Amount
Every Scheduled Pay =
Company Contribution . Frequency
N
- I \ Hooray!
.‘\,_, ./ Enrollment was successfully submitted
o EE
FSA 4
Flex Medical Enroll
Employee Contribution Taxable Income
$200.00 =
Employee Frequency Coverage Amount
Every Scheduled Pay $800.00
Company Contribution Company Frequency
Note:
.

The Location HR/Finance manager will receive an email notification that you have submitted your
enrollment for approval.

You will receive an email notification when it is approved.
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