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As a new hire, one of your first tasks series of tasks is to complete your -9, and to select or waive your benefits. You
will receive a series of inbox tasks to start the process. You may or may not be eligible for all things listed in this job
aid, depending on your organization.

Tasks

e Before You Begin

e Getting Started

e Maintain Worker Documents for I-9

e Complete Questionnaire

e Complete Benefit Tasks

e Add Dependentto Health, Dental, Vision and Adding Dependents

e Flexible Spending Accounts (FSA)/Health Savings Account Plan Elections

e Mandatory Retirement

e View Summary

e HSA and Spousal Affidavit

e VRS-65 DocuSign Form

e Insurance and Supplemental Retirement

e Mandatory Retirement Information

e View Elections and Proof of Coverage

Before You Begin

Once you make your benefit elections, for most benefits, you will not be able to make any changes for the remainder
of the calendar year without a qualified life event, or during open enroliment.

Some benefits like the Mandatory Retirement plan are not eligible to change for the duration of your employment.
So be sure you have asked any questions about your available options prior to making benefit selections.

Have your dependent(s) information ready before you begin your benefit enrollments, such as dependent(s) date(s)
of birth, SSN or visa information, and home mailing address information if different from your own. Documentation
requirements will be listed inside the event, and an opportunity to attach documentation will be on the Attachments
section at the end of your New Hire enroliment event.

@UVA  romer
uman KResources
Bilg og. 1



~
W Benefits: New Hire Enrollment Staff @

Getting Started

Scroll down to your Workday inbox (near the bottom of your Workday homepage) where you will receive
multiple Workday inbox to-do steps as a new hire.

You must complete all steps in your Workday inbox to avoid receiving waived benefits and/or default
enroliments.

1. Fromthe Workday homepage, go to your Workday inbox
&] g 2items
Inbox —— .Click on the item titled Read Carefully
and Click Submit to Begin Your Onboarding_ Read Carefully and Click Submit to Begin Your Onboarding
5 day(s) ago - Effective §sL L LS
i

2 . Rea d t he C 0 m plete TO Complete ToDo  Read Carefully and Click Submit to Begin Your Onboarding
Do information provided § ="
and click Submit.

erall Process -

jorkday prior 1o your first day of smployment and during your irst few weeks.

eted prompsly and can be accessed by clickin

Please pay close attention to the Inbox Item content. After you click sul

‘You will need 10 log in 1o Workday daily during your first few weeks

3. Complete the Personal 5 Home Q. Search
Information Change item o
and click Submit.
Actiona Archive Personal Information Change (COMPLETE THIS BEFORE |-9)  onboarding for
4 second(s) ago - Effective 12/01/2021
Viewing: All Sort By: Newest
Legal Name
Personal Information Change (COMPLETE THIS BEFORE
1-9): P432741 Research Associate - 12 Month (Position
Fil: =m - —
4 second(s) age - Effective 12/01/2021 m
Complete Form 1-9:
Legal Name *

4 second(s) ago - Due 12/04/2021; Effective 12/01/202T

Change Personal Information

Gender

Gender

Male

Save for Later Close
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4. The next task is Complete Form I-9. Click on it, and make sure to include your Social Security
number entered in the ‘US Social Security Number’ field.

Exception: If you are in the process of requesting a Social Security Number.

Complete Form I-9

Employment Eligibility Verification

Dapamant of Homeland Sacurme U § Ceizansig and irmigrason Gemices

Section 1. ! ion and

Empioyees must complers s sgn Sestion | of o 19 e larer dn the fret day of smployman. but ot batons acceaflil 3 ok ofer

b -:I g o "‘“"‘"[:] o b me s

Address (Sireet Number and Kame) © Agn. am Cony o1 Town * Sate TP Code =

5. Click Submit. In the next section, you will upload documents to finish your I-9.

Maintain Worker Documents for |-9

Scan or take a picture of your acceptable I-9 documents and save them to your computer. Follow the
below instructions to upload them under Maintain My Worker Documents.

1. Fromthe Workday
search barenter ( Q Maintain My Worker Ducuments‘ @)
‘Maintain My Worker

Documents’ and select
the report that appears Maintain My Worker Documents
below. Report

2. Click the ADD button.

Maintain My Worker Documents

Add
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3. Either Drag and Drop your document into the ‘Drop files here’ box or use the ‘Select files’ button to
locate the document on your computer.

Drop files here

or

Select files

4. Afteryou’ve selected your
document, choose the best
Document Category (required)
and add a Comment
(optional).

a.lf you want to Legal Name Change.JPG
upload additional
documents, click the

Document Category§l* | % Personal Information

UPLOAD button, and Comment SSN with my new Legal Name
repeat steps 3-4 until

you’'ve added all Uoload You can add multiple
documents you g documents, all at once,

intend to upload.

5. Once you’ve added all the documents you wish to add at this time, click

6. Your document has now been added to your Worker Documents! Click to exit.

Complete Questionnaire

Benefit-eligible Academic and Medical Center new hire employees, hired after 3/5/2023, will receive a
questionnaire presenting the choices below:

e First of the month following your hire: You can choose to start your medical, dental and/or vision
benefits on the first of the month after you are hired. This may be a good option if you have
coverage from a previous employer or are under a family member’s coverage that is still active
through the end of the month. If your hire date is on the first day of the month, your coverage start
date will be the same as your hire date.
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e Date of hire: If you need coverage immediately, you have the option to start your medical, dental,
and/or vision benefits as of your date of hire. This may be a good option if you are currently not
covered elsewhere, and you desire coverage as soon as possible.

e | do not want medical, dentaland/or vision coverage: You will have the opportunity to officially
waive your medical, dental and/or vision benefit options as well as enroll or waive in other benefits
during your new hire change benefit event.

Please indicate when you want your Medical, Dental, and Vision Benefit Coverage to begin. Your Medical, Dental, and Vision Benefit Coverage will all have the same be-
ginning date depending upon your election below:
(Required)

i’::i' Medical, Dental and Vision begins: First of Month Following Hire

() Medical, Dental and Vision begins: Date of Hire

() 1do not want Medical, Dental and/or Vision Coverage

After making your selection, click OK.

Look for the change benefit event in your Workday inbox to make your benefit elections. Following
submission of the change benefits event, please keep an eye on your Workday inbox as you could receive
additional inbox tasks to complete.

Based on the timing of your elections, you may owe retro premiums back to your coverage start date. If so,
your payroll deductions may be higher than normal on your early paychecks that include benefit
deductions.

Please visit the New Hire Benefits Page for any questions regarding coverage and how it works with your
prior employer.

Complete Benefit Tasks

1. Fromthe Workday homepage, go to your

Change Benefits for Life Event

&] _ _ _ 1 minute(s) ago - Effective 05/01/2018
Workday Inbox . Click on the item titled

Change Benefits for Life Event.

Note: This may be labeled New Hire Event, Employment Status Change Event or Insurance &
Supplemental Retirement Event.

2. Click the Let’s Get Started button.

3. This benefit election will include (dependent on eligibility) medical, dental, vision, HSA, FSA, mandatory
retirement.
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4. Click on everytile in your event to enroll, waive (where applicable), and view all of your options. Note
that most tiles will have 2 pages of information to click through. Medical benefits, like Health, Dental,
and Vision benefits will have your available options on the Plans Available Page. And Dependent(s) will
be updated on the second page of the tile. Benefits like FSA, and Retirement benefits will have your
vendor plan option(s) on the Plans Available Page, and the Contribution amount will be on the second

page of the tile.

Health Care and Accounts

Medical
Waived
Enroll

Health Savings Account
=] o

Enroll

(= Limited FSA
aves
Enroll

Retirement

Waived

u/l]\lﬂ Retirement Plan

Enroll

Dental
Waived

Enroll

Health Care FSA
Waived

Enroll

o0 Vision

Waived

(= Dependent Care FSA

5. Once you select an enrollment plan, click
Confirm and Continue on your enroliment

elections. If you have not yet entered

dependents, add them now. You will not be
able to go back and add them later without a

Qualifying Life Event.

AT A Human Resources
i OAY

Projected Total Cost (Biweekly (Benefits))
$10.50
Plans Available
Select a plan or Waive to opt out of Medical. The displayed cost of waived plans assumes coverage for
Employee Only.
3items = ﬁ I.-I
You Pay
*Selection Benefit Plan (Biweekly (C:B‘]emnzzg)c
(Benefits))
Aetna POS - Basic Health $10.00 §232.13
o Select
O Waive
Aetna POS - Choice Health $91.50 $246.63
O Select
o Waive
Aetna POS - Value Health $43.75 $235.00
O Select
o Waive
-
] 3
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For each tile you change, the benefit status for the tile displays as ‘Updated’, for each tile you open, but do
not change, the tile status displays as ‘Reviewed.’

UPDATED UPDATED REVIEWED
~A)  403(b) 41 403(b) Roth AL 401(a)

I]I]I]I]I] Fidelity - UVA I]I]I]I]l] Fidelity - UVA I]I]I]I]I] Fidelity - Cash Match
Contribution 6% Contribution 5%

Manage
Manage Manage

Add Dependent to Health, Dental, Vision and Adding Dependents

Eligible Dependents may be added to your medical, dental, and/or vision insurance. Spouses are eligible
for dental and vision insurance but must be eligible for medical based on the working spouse rule. See the
eligible dependent and spouse eligibility links in your medical, dental, and vision enroliment tiles for the
current health, dental, and vision eligibility rules.

1. To add a dependent, click on the Add New Dependent . .
button. Medical - Aetna POS - Basic Health

Projected Total Cost (Biweekly (Benefits))
$10.50

Dependents

Add a new dependent or select an existing dependent from the list below.

Coverage # Employee Only

Plan cost (Biweekly (Benefits)) $10.00

Add New Dependent

2. Click OK.

Note: If you are a rehire (previously employed at UVA), previous dependents show at the bottom. If you wish
to add them, check the checkbox in front of the names of the dependents you wish to add. If no dependents
display, you must add them using the following steps.

3. Fill out all required fields:

@UVA  romer
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e Full Legal Name

e Gender

e Date of birth

e Relationship .

e Contact information e
(must enter at least one) | wsaenane

o National ID (Social tottame#
Security Number)

Name

Suffix

Country % | X United States of America

Add My Dependent From Enrollment

2 day(s) ago - Effective 03/09/2020

Personal Information

Relationship

* X Spouse

Date of Birth * 02/02/1986 [

Age 34years, 1 months, 9 days

Gender * | Male

Full-time Student

Student Status Start Date

Student Status End Date

Disabled

4. Click Save.

5. If you did not submit the Social Security Number (SSN) on the previous screen, enter it now. If your new

dependent is a newborn, enter ‘this is a
newborn’ in the Reason SSNis Not
Available field.

6. Click Save.

Dependent Social Security Numbers 1 item = M

Dependent *Social Security Number

P o | i

O Social Security Number (SSN)

() Reason SSN is Not Available

7. Youwill receive a save
confirmation.

¥

e You will be returnedtothe
Health Care and Accounts
page multiple times. Click
on each tile you wish to

Your Medical changes have been updated,
but not submitted

MNext steps: Update another plan, or click Review and Sign once
you're ready to submit your changes.

enroll yourself and your

dependents by clicking the Select radio button, Confirm and Continue.

8. Continue with your elections, checking the checkbox in front of your dependents you wish to add to each

plan and Save.

Human Resources

i UVA
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Flexible Spending Accounts (FSA)/Health Savings Account Plan

Elections

To learn more about Flexible
Spending Accounts (FSA), or Heath
Savings Accounts, review the
General Instructions help text on

tile. Benefit tiles displayed in your

new hire enroliment events will vary

based on your benefits eligibility.

1. Click the Selector Waive radio
button to begin.

2. Click Confirm and Continue.

Plans Available

the right side of each FSAand HSA Sect i

or Waive to opt out of Health Savings Account.

O select

Health Savings Account

Projected Total Cost (Biweekly (Benefits))
§26.12

v Health Savings Account Instructions

General Instructions
=M

Do not waive the HSA. If you do not wish to contribute part of your pay to your HSA,
You elect the HSA plan with an annual employee amount of $0.00.
Contribute  Company Contribution (Biwe

BeRclt PN | iaddy: | (Bandiic)) Important Information About Your Health Savings Election
(Benefits)) - Please visit the Benefit Savings Accounts for IMPORTANT UVA plan rules and yearly
contribution limits.
Chard Snyder  50.00 If you wish to contribute part of your pay to your HSA, the minimum annual employee

5$120.
ximum annual HSA contribution includes both the employer and employee.
and varies depending on your age and your health plan tier (Employee only, Em-

ployee + Child(ren), Employee + Spouse, Family). Please review the HSA information on
» the HR website to determine your specific HSA IRS maximum
- It is recommended that you enter the annual amount that you would like to contribute

into your HSA and allow the system to calculate the per paycheck amount. By entering an
annual amount, you are guaranteed to reach that amount at the end of the year. Entering
a per paycheck amount may result in not reaching the full, desired annual amount.

Your enrollment will be effective on the first of the month after the bank opens your
Health Savings Account

Are You Eligible for a Health Savings Account?
If you answer VES to any of thesa & questions, you are NOT eligible for the Health Sav-
ings Account (HSA) benefit and will need to enroll in either the Choice Health or Value

3. You will define how much you want to
contribute for the year (Annual) OR
per paycheck. The other box will auto
populate.

**|f you elected the Basic Health Plan,
you must elect the HSA evenif you are
not contributing.

4. If you Waive coverage, you don’t need

Projected Total Cost (Biweekly (Benefits))
$26.12

Contribute

Health Savings Account - Chard Snyder

Note: Basic Health members must elect

to do anything else.

the HSA.

5.

Click Save.

Per Paycheck ‘ 0.00 ‘

Annual ‘ 0.00

‘ Remaining Paychecks 13

Maximum Annual Amount: $7,200.00

Summary

Contribution (Biweekly (Benefits))  50.00

Total Annual HSA Contribution $0.00

AT A Human Resources
i OAY
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6. You will see asave
confirmation.

@ Your Health Savings Account changes have
been updated, but not submitted

Mext steps: Update another plan, or click Review and Sign once
you're ready to submit your changes.

Mandatory Retirement

If your position is eligible for Mandatory Retirement, this tile will be display as waived. Note: Your new hire
enrollment events will vary based on your benefits eligjbility.

1. On this tile you will

see options related to Retirement

your Mandatory

Retirement plan. You T
must select this i |] Piaread

enrollment.  If you
have more than one
option in this tile, be
sure to carefully -
make your selection. This enrollment is an irrevocable decision. Depending on your mandatory
retirement plan eligibility, you may be required to complete addition form(s). If required to complete
form(s), you will be notified in your benefit event and with a follow-up task send to your Workday inbox
after your benefits are submitted.

Errm

2. Inyour Retirement tile, on the Plans Available page, you will
see a list of your available plan(s) and vendor(s). Click Plans Available
Confirm and Continue button to go to the Contribute page.

You must select & plan.

2 items

*Selection

() Select

0 Waive

() Select

O Waive

4
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3. On the Contribute page, if there is a
Contribution (%) field here, then enter ;
the number 5 for your mandatory ﬂﬂ“t”hute
employee  contribution  percentage S R e b i
amount. If there is no fill-able field, then ' N
the set contribution percentage amount C
will automatically display. Contritemion Type  Peioertage
TP e () 1]
- __J

4. Click Save.

5. You will receive a save @ Your Retirement Plan changes have been
confirmation. updated, but not submitted

Mext steps: Update another plan, or click Review and Sign once
you're ready to submit your changes.

Your elections are not yet complete until you review your elections and click the Review and Sign button.
Review all the choices you elected. Once you click Submit, you may not make changes.

e Scroll through the View Summary page to review everything and read the authorization.

e Onthe View Attachments
Summary page, use
the Attachments c«opr
section to upload
documentation for
your dependent(s).

St fled

e If you are happy with the change, scroll down to the Electronic Signature and click | Accept checkbox.

e Click Submit.

6. You will receive a
‘ Submitted
Success,
’
You're
, Success, You're Enrolled
Enrolled
. . Based on the timing of your elections, you may owe retro premiums back to your eligibility start date. If so, your payroll deductions may be higher than normal on the 1st
coO nf Irm at 10N paycheck that includes your elections. The coverage start date on the summary page is subject to change based on your requested enrollment changes and plan eligibility rules.
I 1 It is possible that the elections you made will create a follow up task in your Workday Inbox for your Benefit Change item(s). Be sure to complete these required step(s) or you
Wlt h a | n k to a may experience a delay or rejection of your request.
View 202X
View 2021 Benefits Statement
Benefits

ﬁl_?l‘! ' | ‘/A Human Resources e ”



~
W Benefits: New Hire Enrollment Staff @

Statement, which shows this change only.

Note: This button gives you the option to print your change request. It is a good idea to print a copy of the
Elections Confirmation, to keep for your records.

7. Click the View 202X Benefits Statement button.

8. Click the Print button.
9. Click the Download button. Export Document
10.Your document displays, which allows you to Open and Print.

11.Click the Home button.

12.Print a copy for your records by clicking Print. This will open a PDF of the page that you can either save
or print.

13.Click Done.

HSA and Spousal Affidavit

If you entered a spouse as a dependent or elected an HSA, you need to agree to the HSA Terms and
Conditions and UVA Spousal Affidavit. These tasks will come as a separate inbox item after you submit your

benefit elections.

Refreshyour screento | Review Documents & @ L
receive thIS. task if YOU X Review Documents for Benefit Change - Hire : n el .

do not see it.

9 second(s) ago - Effective 12/27/2022
Review the term PDF |} pocuments

by clicking on the link
that will come to your

UVA Spousal Affidavit 01/01,/2023
Workday Inbox. Document B

Instructions Please review the Spousal Affidavit PDF by clicking the link above.

By clicking “l agree”,
you are verifying that Signature Statement By clicking "l Agree” below, you are verifying that your spouse is either:

r is NOT
yqu_ SPOUSE IS O 1) NOT eligible for affordable Health Benefits from his/her employer that provides minimum
eligible for Health value, as defined by the Affordable Care Act; OR

Benefits from his/her . ) : -
2) Eligible for Affordable Health Benefits from his/her employer that provides minimum

em ployer that value, as defined by the Affordable Care Act, but ALL of his/her employer’s health options
pI’OVideS minimum are HMOs and the spouse lives outside the HMOs' defined service areas.

va Iue, as defined by Documentation from the spouse’s employer is required and can be uploaded here in the
the Affordable Care Attachments section box.

ACt_ (for_ Spousal If you cannot agree to this statement, please contact the Solution Center at
affidavit) and/or your AskHR@virginia.edu or call 434-243-3344.

confirmation of A 0
eligibility for an HSA. 9ree

If you cannot agree to this statement, please contact the Solution Center at AskHR®@virginia.edu or call
434-243-3344

ﬁl_?l‘! l | ‘/A Human Resources e o
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VRS-65 DocuSign Form

Based on your retirement plan eligibility, you may need to complete the VRSG5 form. If you are eligible,
you'll receive the VRSG5 DocuSign link as a to-do step in your workday inbox. Once the VRS-65 form
displays, note the fields in red are required. All other fields are optional.

Review Documents for Benefit Change - W &

Documents

Instructions

Click on the blue DocuSign Link.

Click the acknowledge checkbox and continue button to open the form.
Fill out the form following the instructions on page two of the document.
Click the finish button in the top right.

Click the submit button on the Workday task to complete the form.
Return to your Workday inbox for additional to-do steps for your benefits.

B Click Blue DocuSign button below - Do NOT use this link_pdf

Click the below button 1o e-sign. Please note that when signing documents you will be leaving Workday Service. You may need to wait a few seconds for the signature status of the documents to be updated in Workday before you
ean submit the Inbox task. Please wait until you are redirected to Workday before you clese your browser.

D -

Please Review & Act on These Documents DOCUSIQ‘I

Workday Docusign Integration
University of Virginia - Workday DocuSign

Pleass read the Electronic Record and Signature Disclosure.
| ] . - OTHER ACTIONS ~
Il ! sors= to use electronic records and signaturss.

1. In section 1 of the

VRS-65 form, click DocuSign Emestopes 1Dt GAECRAGH-ABIF 45138 112.1625104 14658
- START
the down-arrow to ELECTION OF RETIREMENT PLAN
select your OPTIOMAL RETIREMENT PLAN FOR HIGHER EDUCATION
Employer Code.
VIRGIHEA RETIREMENT SYSTEM 1.  Employer Code
P.0. Box 2500 = Richmond, Virginia 232182500 e
Tol Free 1-B88-837-JB4T
Fax 8047865718 7. Empl - select -
WA, ETRTTE O

020 - Medcal Center
Compiete this form witin 60 days from the date you are frst employed in a positgp eligible for 30245 - Wise
Higher Education (ORFHE]. Your skcson on this fomm & imewocable and notifies

ﬁl_?l‘! l | ‘/A Human Resources e i
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2. Enteryour Social B A kS T et

Security Number in % Ewwloyes Banst (P, M, L10) |._ Social Security Rumber

section 4 L L]
3. Complete section 5, only if E. I you havi prior Serdice wilh VRS of an ORP aulhorized by VRS, kst the U peiod(s) you viene covered and provide

you have prior state service. ;ﬁg:mm;im described in the irstructions, This ensunes your coverags i Ihi comact plan it based on he skedlion

Emglayer; Ll Pesot_L_| Plan Proviger; ||
Plan hama D .9 ORFHE Plan 1, ORPHE Plan 2, VRS Plan 1, VRS Plan 2, Hybad Plan, aic )
4. Enteryour hire date orfirst
. 6. First Date of Employment in OFP Eligible Position with this insttuiion
day of employmentin l 1
Section 6.
. 7. Emgloyes Sistement and Election of Plan [Fissss sad the fioning statemen castidy befom sipang |
5. In section 7, the Employee By signing this form, 1 condirm my plan S election and cenify thal & statements Delow &re ACCUTLE and complste:
H = | am eligible o padicipsle in the OFP for Higher Educalion because: (Choose ang)
Statement a nd E I_eCtlon Of I am & faculty new hine e yed with a Vieginia instRution of higher education within the past 60 days.
Plan, select a radio button I have moved oM 3 CIasSINed Positon to 3 covered TAculty POSIon (- of Par-BmE) Wimin the past 60 aays,
H I have been rehired in 3 full- or pu‘t-lme I’.lJ'l'EI'Gﬂ'TEIJl[‘_f posiion afler & bona fide break in senvice
from the 0pt|0nS « | have fully read the cunenl “Choosing Your Retirement Plan” ORFP for Higher Educalion comparizon guids on the VRS
prese nted . websile (v orphe varatire, org) and have comparsd the provisions of the plans avaliabie o me.
=  lunderstand and agree o he condbions of this eleclion a5 summarized n the “Understanding e Plan Provisions™
sackon in the nstructions of this form

Note: These options are » _lunderstand | canncl change my election in the future.

applicable to all staff types,

not just faculty.
6. Inthe Retirement Plan

Election section, you must Retircment Plan Election: | elect to participate as indicated here: (Choose one)

choose one. If you select O I elect to participate in the ORP and select my initial provider to be: __ | Select One (if applicable) v |

the fiI’St OptiOI’] you must I underfland | must complete the enroliment materials required by this provider before contributions will be credited to m:,'

, accoun
1 will not participate in the ORP; rather, | electto participate in the VRS Hybrid Retirement Plan or the corresponding Plan
a ISO SeIeCt the _dro p-dOWﬂ —‘-"“"‘"1“"2 VRS defined benefil plan if, at the time of my eligibility 1o elect the ORP, | am a Plan 1 or Plan 2 member of
and Choose Wthh plan J thoRs BPORS VaLORS, or JRS defined benefit plan.
. l 3/1/2023
you wish to enroll. Enplojee Sgraiure T
—

7. Click the Sign’ ==__ arrow.
8. Click Finish.

DocuSign Envelope 10: 4614 198E-26E0-41CB-8AB0-FOA2602D6803

ELECTION OF RETIREMENT PLAN
OPTIONAL RETIREMENT PLAN FOR HIGHER EDUCATION

VIRGINIA RETIREMENT SYSTEM 1. Employer Code
P.0. Box 2500 » Richmond, Virginia 23218-2500 [Select One -
Toll Free 1-888-827-3847
Fax 804-786-9718 2. Employer Name
n www. varetire.org uva

Q@ a@ - 8 0

SUVA

Human Resources
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9. Click Submit.

Documents

0On this page, you can only download the original, unsigned version of the document.

Document E

Instructions  Click on the blue DocuSign Link.
Click the acknowledge checkbox and continue button to open the form.
Fill out the form following the instructions on page two of the document.
Click the finish button in the top right.
Click the submit button on the Workday task to complete the form.
Return to your Workday inbox for additional to-do steps for your benefits.

Save for Later Cancel

Insurance and Supplemental Retirement

A Benefit Change-Insurance and Supplemental Retirement inbox task appears in your Workday inbox.

1. Click on the inbox task titled Benefit Change-Insurance and Supplemental Retirement.

2. Click the Let’s Get Started button.

Eﬁ‘! l l ‘/A Human Resources e -
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3. Click on each tile in the benefit event. In each tile you will enroll, waive (where applicable), or view all of
your options. Note that most tiles will have 2 pages of information to click through. Insurance benefits
like life insurance and disability will show your vendor and/or options on the Plans Available page.

8.
9.

(Employee)

Cost (Biweekly
(Benefits))

Coverage

Manage

1
Child Life
— Waived

Enroll

Insurance and Retirement

N il 1 . x i
Basic Life ) Supplemental Life Spouse Life
The Standard - Life AD&D - ORP MED

— — Walved — Walved

Included

Enroll Enroll
1 X Salary
Long Term Disability HS P 403(b) Ex
2 Plans U[Iﬂl][l Waived
Unum Individual Disability Plan Included
(Employee)
Enroll
Unum - MED - Housestaff (Employee) Included

If any of your benefits allow beneficiaries to be named in the system, that will be on page 2 of the tile. If
beneficiaries are named outside of the system, look for links to those instructions inside of that benefit

tile.

Tiles with benefits like supplemental 403(b) retirement will have your vendor and plan option(s) on the
Plans Available Page, and the Contribution amount will be on the second page of the tile.

Click Confirm and Continue.

Depending on which tile you select, additional selections may be necessary.

Click Save.

You will receive a save confirmation.

10.When all changes are added, click the Review and Sign button.

11.1f you are happy with the change, scroll down to the Electronic Signature and click | Accept checkbox.

12.Click Submit.

13.You will receive a

‘Success, You're
Enrolled’
confirmation with a
link to a View 2021
Benefits
Statement, which
shows this change
only.

Submitted

Success, You're Enrolled

Based on the timing of your elections, you may owe retro premiums back to your eligibility start date. If so, your payroll deductions may be higher than normal on the 1st
paycheck that includes your elections. The coverage start date on the summary page is subject to change based on your requested enroliment changes and plan eligibility rules.

Itis possible that the elections you made will create a follow up task in your Workday Inbox for your Benefit Change item(s). Be sure to complete these required step(s) or you
may experience a delay or rejection of your request.

View 2021 Benefits Statement
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Mandatory Retirement Information

If you are eligible and have enrolled in any Mandatory Retirement benefit (ORP, MCRP, or VRS) you will
receive an important informational to-do step in your Workday inbox.

1. Click the links to read more
about your Mandatory
Retirement plan, receive any s .
required form(s), and learn more B
about additional optional e
benefits.

Complete To Do MCRP Retirement Information B2

Inatructions

2. To clear the informational notice
from your inbox, click Submit.

View Elections and Proof of Coverage

To view your elections, follow these steps.

1. From the Benefits Application, click on
Benefit Elections as of Date (under View). Ghangs Eemal Dol

Benefits UVA Human Resources

2. Enterthe first date of your eligibility
(typically the first of the month following Fensfases RS e e
your start date). Click OK.

Dependents Hoo's Well

Print the new confirmation of benefit elections.
View Current Cost

= . 16411
Benefit Elections

Benefit Elections az of Date
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