











Business Process Document
Benefits Administration: UMS Benefits Enroliment

Step Action

64. Select the radio button next to the preferred coverage level.

65. Click Continue or click Cancel to return to the Enrollment Summary page
without storing this information.
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‘# MaineStreet

(S

Benefits Enroliment

Spouse Life

Christopher Test
Important: Your enrollment will not be complete until you click Submit to send your
choices to the Benefits Department. If you leave this page, any changes will be stored but

the Benefits Department will not be notified.
Your Choice

You have chesen Spousal Life 20K { $20,000) coverage

Your Estimated Per-Pay-Period Cost
Your Cost: $1.60

Once subnitted, this choice will take effect on 01/01/2008, Deductions for this choice wil start with the pay
period containing 01/01/2008.

OK Click OK to store your choices
Change | Click Change to go back and change your choices

Add to Favorites

New Window | Help | Customize Page | B

Step

Action

66.

coverage.

Click the OK button to store changes or click Change to select a different
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# MaineStreet

(=
Mew: 2 2 * Base Salary: 63,000 2.52
Change | Spouse Life Before Tax  After Tax
Current. Spousal Life 10K: $10,000
Mew: Spousal Life 20K: $20,000 1.60
Change |Domestic Partner Life Before Tax  After Tax

Current. Waive

Mew: Waive 0.00
Change |Child Life Before Tax  After Tax
Current: Waive

Mew: Waive 0.00
Change | Supplemental AD and D Before Tax  After Tax
Current: Waive

Mew: Waive 0.00
Change | Short-Term Disability Before Tax  After Tax

Current. Short Term Disability: §0.00% of Base Salary
Mew: Short Term Disability: 60.00% of Base Salary 16.12

This table summarizes estimated costs for your new benefit choices.

Before Tax After Tax Total
Your Costs 45.21 20.25 65.46
These costs de not include certain cheices that are based on
variable earnings.

Submit Click Submitto send your final choices to the Benefits Department. If you leave this
page, your changes will be stored but the Benefits Department will not be notified

Important: Your enrollment will not be complete until you click Submit to send your choices
to the Benefits Department. If you leave this page, any changes will be stored but the
Benefits Department will not be notified.

|[>

<

Step

Action

67.

To change Child Life benefits, click the Change button next to that option.
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Add to Favorites

Benefits Enroliment

Child Life
Christopher Test

Child Life Insurance may be purchased for your eligible dependents frem birth to age 19
(dependent students to age 23). You may choose from 2 levels. The cost listed covers all or your
dependent children. If your dependent child passes away, you are named heneficiary

Itis your responsibility to notify your Campus Benefits Office when a child is no longer eligible
for dependent status.

o Important! Your current coverage is: Waive. You will continue with this coverage if you do
not make a choice.

Select an Option

Here Are Your Available Options With Your Per-Pay-Period Costs

Select one of the following plans

Coverage Level Your Cost Tax Class
(O Dependent Child Life Ins - 5K ($5.000 0.28 After-Tax
O Dependent Child Life Ins - 10K { $10.000 0.55 After-Tax
® Waive

Continue | Click Continue to store your choice until you are ready to submit your final enroliment on the
Enroliment Summary.

Cancel Click Cancel to ignore all entries made on this page and return to the Enrolment Summary.

w | Help | Customize Page | 5}

Step

Action

68.

©]

Select the radio button next to the preferred coverage level.

69.

without storing this information.

Click Continue or click Cancel to return to the Enrollment Summary page
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New Window | Help | Customize Page | B

Benefits Enroliment
Child Life
Christopher Test

Important: Your enrollment will not be complete until you click Submit to send your
choices to the Benefits Department. If you leave this page, any changes will be stored but
the Benefits Department will not be notified.

Your Choice

You have chosen to Waive coverage

Once submitted, this choice wil take effect on 01/01/2008. Deductions for this choice will start with the pay
period containing 01/01/2008.

OK Click OK to store your choices.
Change | tiick Change tc go back and change your choices

Step Action

Click the OK button to store changes or click Change to select a different
coverage.
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Change |Life

Current. Mo Coverage
Mew, BLIFE «85: 1 * Base Salary: §32,000

Change |Supplemental Life

Current. Mo Coverage
Mew: 2. 2% Base Salary. $63,000
Change |Spouse Life

Current: Mo Coverage
MNew, Waive
Change |Domestic Partner Life

Current: No Coverage
MNew: Wigive

Change |Child Life

Current: No Coverage
Mew: Dependent Child Life Ins - 10K $10,000

Change |AD and D

Current: No Coverage
Mew: BazicADD: 1 * Base Salary: $32,000

Change |Supplemental AD and D

Current: No Coverage
MNew. Waive
Change |Short-Term Disability

Current: No Coverage
MNew. Waive
Change |Long-Term Disability

Current: Mo Goverage
New: Lono Term Disability: 80.00% of Base Salary

Change | 403(b)

Current. Mo Coverage

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Befare Tax

After Tax

After Tax

2.04

After Tax

After Tax

After Tax

0.25

After Tax

After Tax

After Tax

After Tax

After Tax

Step

Action

71.

To change AD and D benefits, click the Change button next to that option.

72.

Even though newly-hired eligible employees will automatically be enrolled in
Basic AD and D, beneficiaries must be designated for this plan.

Scroll down to view the entire Beneficiaries section.

IMPORTANT NOTE: Beneficiaries must be designated separately for all of the
following plans in which you are enrolled: Life, Supplemental Life, Accidental
Death and Dismemberment (AD and D), Supplemental AD and D. Click here to
find out how to designate beneficiaries anytime.
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' MaineStreet
3

>

& waive
(& Basic Accidental Death & Dis. ( $32,000)

This coverage is provided st no cost to you.

Designate Your Beneficiaries

The following list displays all individuals who are eligible to be your beneficiaries. If an individual is missing
fromm this list, click AddReview Bensficiaries to determing why they are not sligible. You may slso uss this
button to add new beneficiaries to your list.

AddiReview Beneficiaries ‘

“ou may cesignate the following individusls as Primary or Cortingert beneticiariss by allocating & percert
Contingent beneficiaries receive benefits only if all Primary heneficiaries are deceased. Note: & bheneficiary
cannat be both & Primary and a Contingert beneficiary . They must be designated as a Primary OR &
Contingert bensficiary.

Al percents for Primary beneficiaries must total 100. All percerts for Contingent beneficiaries (if any) must
also total 100

Relationship
Soouse Test Spouse
Daughter Test Daughter
Friend Test Frignd

Total: o a

Continue | Click Continue to store your chaice until you are ready to submit your finel enrollment on the
Enroliment Summary

Cancel Click Cancel to ignore all entries made on this page and return to the Enrolimert Summary

dl

Step Action

73. Enter the desired information into the New Primary Allocation field.

74. Enter the desired information into the New Contingent Allocation field.

75. Click Continue or click Cancel to return to the Enrollment Summary page
without storing this information.
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# MaineStreet

Remember: nent will not be lete until you click two (2) Submit buttons to
send your choices to the Benefits Department.

*ou have chosen Basic Accidental Desth & Dis. { $32,000) coverage.

Your Estimated Per-Pay-Period Cost

This coverage is provided at no cost to you

'Your Primary Beneficiary Allocations

. - Percent of
Name Relationship
Name Relationshi Benerit
Soouse Test Spouse 100

Daughter Test Daughter 100

The actual amourt of coverage for this plan is based upon your base salary, and will vary In accordance with
any changes to your base salary over time.

The per-pay-period premium for this plan is based upon your base salary rats in ettect at the snd of sach pay
period. As a result, your actual deduction amounts will change in accordance with any changes to your base
salary

Onee submittsd, this choice will take etfect on 07012009, Deductions for this choics will start with the pay
period containing 07,01 /2009,

QK I Click OK to store your choices

. 1
Change I Click Change to go hack and change your choices.

<

Step Action

76. Click the OK button to store changes or click Change to select a different
coverage
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v g

Current: No Coverage
MNew: BLIFE =B5: 1 * Base Salary. $32,000

Change |Supplemental Life

Current: No Coverage
MNew: 23 2 * Base Salary. $63,000

Change |Spouse Life

Current: Mo Goverage
RL Waive

Change |Domestic Partner Life

Current: Mo Goverage
RL Waive

Change |Child Life

Current: Mo Coverage
MNew: Dependent Child Life Ins - 10K $10,000

Change |AD and D

Current: Mo Coverage
Mew: BasicADD: 1 * Base Salary. $32,000

Change | Supplemental AD and D

Current: Mo Coverage
Mew: Waive

Change |Short-Term Disability

Current: Mo Coverage
Mew: Waive

Change |Long-Term Disability

Current: Mo Coverage

e Long Term Disabiiity: 50.00% of Base Saiary

Change |403(b}

Current: Mo Coverage
ol bl Coverane

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Before Tax

Befaore Tax

After Tax

After Tax

2.04

After Tax

After Tax

After Tax

0.25

After Tax

After Tax

After Tax

After Tax

After Ta

Step

Action

77.

option.

To change Supplemental AD and D benefits, click the Change button next to that
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# MameStreet
Forfamily coverage, if one of your family members passes away, you, the emplayes, are L]
automatically named as beneficiany.
The amount you elect cannot exceed 10 times your base salary.
MNote: The coverage amount for this benefit is reduced starting at age 70.
Ifyou wish to change yvour beneficianies) or designate multiple primary or contingent beneficiaries,
complete the Beneficiary section helow.
o Important! Your current coverage is: No Coverage. Coverage for this plan will be waived it
you do not make an election.
Select an Option
Here Are Your Available Options Wyith Your Per-Pay-Period Costs:
Select one of the following options by clicking the corresponding radio button;
Coverage Level Your Cost Tax Class
) Emplovee Coverage o After-Tax
O Family Goverage o After-Tax
& waive
* The cost displayed for this plan is per $1,000 of coverage
Continue Click Continue to store your choice until you are ready to submit your final enroliment on the
Enroliment Summary.
Gancel Click Cancel to ignore all entriss mace on this page and return to the Enroliment Summary
~

Step Action

78. Select the radio button next to the preferred coverage level.
79. Enter the desired information into the Coverage Amount field.
80. Scroll down to view the entire Beneficiaries section.

IMPORTANT NOTE: Beneficiaries must be designated separately for all of the
following plans in which you are enrolled: Life, Supplemental Life, Accidental
Death and Dismemberment (AD and D), Supplemental AD and D. Click here to
find out how to designate beneficiaries anytime.
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Benefits Administration: UMS Benefits Enroliment

MaineStreet |

“vou may elect a coverage amount between $10,000 and $350,000, however, the amount you elect
cannot exceed 10 times your annual base salary

“Your actual coverage will be rounded to the nearest $10,000 (rounded up for amounts grester than
or equal to F500)

*The cost displayed for this plan is per $1,000 of coverage

Designate Your Beneficiaries

The followving list displays all individuals who are eligible to be your beneficiaries | If an individual is missing
from thiz list, click Add/Review Beneficiaries to determine why they are not eligible. You may alzo use this
button to add new beneficiaries to your list

AddiReview Beneficiaries |

‘You may designate the Tollowing individusls as Primary or Contingent beneficiaries by aloceting a percent
Contingent beneficiaries receive benefits anly if all Primary beneficiaries are deceased. Mote: A beneficiary
cannot be both & Primary and & Contingent beneficiary. They must be designated == & Primary OR &
Contingent beneficiary

£l percents for Primary beneficiaties must total 100. All percerts for Contingent beneticiaries Cif any) must
also total 100.

Soouse Test Spouse

I |
Caughter Test Daughter
I |

Friend Test Friend

Total: o o

Continue | Click Continue to store your choice until you are ready to submit your final enrollmert on the
Enroliment Summary.

Cancel Click Cancel to ignore all ertries made on this page and return to the Enrollment Summary

>

dl

Step

Action

81.

Enter the desired information into the New Primary Allocation field.

82.

Enter the desired information into the New Contingent Allocation field.

83.

84.

without storing this information.

Click Continue or click Cancel to return to the Enrollment Summary page
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# MiaineStrect

Mew window | Help | Custormize Page | 25

neen

Benefits Enrollment

Supplemental AD and D
MNew Hire Test

Remember: Your enroliment will not be complete until you click two (2) Submit buttons to
send your choices to the Benefits Department.

Your Choice

“ou have chosen Family Coverage coverage for $100,000.

Your Estimated Per-Pay-Period Cost
Your Cost: $1.20

Your Primary Beneficiary Allocations

Percent of
Benefit
Soouse Test Spouse 100

Name Relationship

Your Contingent Beneficiary Allocations

: - Percent of
Name Relationship R ———
Name Relationshi Benefit
Daughter Test Daughter 50
Friend Test Friend 50

Once submitted, this choics will take effect on 07/01/2008. Deductions for this choice will start with the pay
period containing 07/01 2009

oK | Click OK to store your choices
Change | Click Change to go back and change your choices

<

Step Action

85. Click the OK button to store changes or click Change to select a different
coverage.
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# MaineStreet

(=
Mew: 2 2 * Base Salary: 63,000 2.52
Change | Spouse Life Before Tax  After Tax
Current. Spousal Life 10K: $10,000
Mew: Spousal Life 20K: $20,000 1.60
Change |Domestic Partner Life Before Tax  After Tax

Current. Waive

Mew: Waive 0.00
Change |Child Life Before Tax  After Tax
Current: Waive

Mew: Dependent Child Life Ins - 10K: $10,000 0.55
Change | Supplemental AD and D Before Tax  After Tax

Current: Waive
Mew: Family Coverage: 510,000 0.26
Change | Short-Term Disability Before Tax  After Tax

Current. Short Term Disability: §0.00% of Base Salary
Mew: Short Term Disability: 60.00% of Base Salary 16.12

This table summarizes estimated costs for your new benefit choices.

Before Tax After Tax Total
Your Costs 45.21 21.06 66.27
These costs de not include certain cheices that are based on
variable earnings.

Submit Click Submitto send your final choices to the Benefits Department. If you leave this
page, your changes will be stored but the Benefits Department will not be notified

Important: Your enrollment will not be complete until you click Submit to send your choices
to the Benefits Department. If you leave this page, any changes will be stored but the
Benefits Department will not be notified.

|[>

<

Step

Action

86.

option.

To change Short-Term Disability benefits, click the Change button next to that
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‘# MaineStreet

(S

Benefits Enroliment

Short-Term Disability
Christopher Test

Plan Description

Short-Term Disability offers income replacement to provide financial pretection fer you and your
family if you can't work over a temporary period of time due to injury orillness

Nots: The Short-Term Disability plan has a preexisting condition provision. Refer o the Summary
Plan Document by clicking on Plan Description abave for more information

o Important! Your current coverage is: Short Term Disability with a replacement value of
60.00% of base salary. You will continue with this coverage if you do not make a choice.

Select an Option
University of Maine System Classified, Professional and Mon-Represented Employees Short
Term Disahility Coverage
The costfor this plan is $16.13.
O Waive
@ short Term Disability

Continue | Click Continue to store your choice until you are ready to submit your final enrallment on the
Enrcliment Summary.

Cancel Click Cancel to ignore all entries made on this page and return to the Enroliment Summary.

[=] Motify

Add to Favorites

! w | Help | Customize Page | 5}

Step

Action

87.

Select the radio button next to the preferred coverage level.

88.

without storing this information.

Click Continue or click Cancel to return to the Enrollment Summary page
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Add to Favorites

New Window | Help | Customize Page | B

Benefits Enroliment

Short-Term Disability
Christopher Test

Important: Your enrollment will not be complete until you click Submit to send your
choices to the Benefits Department. If you leave this page, any changes will be stored but
the Benefits Department will not be notified.

You have chosen Short Term Disability coverage.
The cost for this planis $16.13.

Once submitted, this choice wil take effect on 01/01/2008. Deductions for this choice will start with the pay
period containing 01/01/2008.

0K Click OK to store your cheices.

Change | click Change to go back and change your choices
[=] Notify

Step Action

89. Click the OK button to store changes or click Change to select a different
coverage.
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‘# MaineStreet =
_Home Add to Favorites

(S
Mew  Waive 0.00 L
Change | Supplemental Life Before Tax  After Tax
Current. Waive
MNew: 2X: 2 * Base Salary: 563,000 252
Change | Spouse Life Before Tax  After Tax
Current. Spousal Life 10K: $10,000
MNew: Spousal Life 20K: 320,000 1.60
Change |Domestic Partner Life Before Tax  After Tax
Current. Waive
MNew: Waive 0.00
Change |Child Life Before Tax  After Tax
Current. Waive
New: Dependent Child Life Ins - 10K: $10,000 0.55
Change | Supplemental AD and D Before Tax  After Tax
Current. Waive
MNew:  Family Coverage: 510,000 0.26
Change | Short-Term Disability Before Tax  After Tax
Current. Short Term Disability: §0.00% of Base Salary
Mew:  Waive 0.00
This table summarizes estimated costs for your new benefit choices.
Before Tax After Tax Total
Your Costs 45.21 4.93 5014
These costs de not include certain cheices that are based on
variable earnings.
Submit Click Submitto send your final choices to the Benefits Department. If you leave this
page, your changes will be stored but the Benefits Department will not be notified
Important: Your enrollment will not be complete until you click Submit to send your choices
to the Benefits Department. If you leave this page, any changes will be stored but the |
Benefits Department will not be notified.
~
.
Step Action
90. Note the table at the bottom of the page summarizes the estimated costs for the

new benefit choices.

Click the Submit button when you are satisfied with all of your Benefit
Enrollment choices.

Important: This is the first in a series of two submit buttons.
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Add to Favorites

Mew Window | Help | Customize Page | &, 4

Benefits Enrcliment

Submit Benefit Choices
Christopher Test

You have almost completed your enrellment. If you have ne further changes, click Submit atthe
bottemn ofthis page to finalize your benefit choices and notify the Campus Benefits office. Remember!
v atestdatabase and r benefit enroliments will NOT be affected

Click Cancel if you are not ready to submit your choices and wish to return to the
Enroliment Summary

Do nat submit vour benefit chaices until you have completed vour enroliment. You may store your
choices on each page and return to the Enraliment Summary as many times as you'd like up until your
enroliment deadline. However, ence you click Submit your benefit choices will be sent to the Benefits
Deparment for processing.

Authorize Elections

By submitting your benefit choices you.

authorize the University to take deductions from your paycheck to pay your share of the benefit
costs

autharize the University to send necessary personal infermation to your selected providers to
initiate and support your coverage

understand that you cannot chanae, start or stop your benefit enroliments during the year
unless you experience a qualifying family or employment change and that itis your
responsibility te inform the University of desired changes within 31 days of the qualifying event
understand that in accerdance with IRS regulations, you will forfeit any unused balances in
your Flexible Spending Account(s) as of April 15 following the end of the plan year

Submit Click Submit if you understand and agree to the conditions above and wish to send your
final choices to the Benefits Department. impoitant Note: If you leave this page
withour clicking Submit, any changes will be stored but the Benefits Department will
not be notified and your changes will not be processed.

Cancel | Click Cancel if you are not ready to submit your choices and wish to return to the
Enrollment Summary.

Benefits Administration: UMS Benefits Enroliment

Step

Action

91.

This page displays important information. Once you have read all of the
information and are ready to submit your final choices to the Human Resources
department, scroll to the bottom of the page and click the second Submit button.

Click Cancel to return to the Enrollment Summary page without sending your
final choices to the Human Resources Department.

Last changed on: 10/2/2009 11:04 AM Page 61




Business Process Document -,
Benefits Administration: UMS Benefits Enrollment a‘“es"“‘

‘# MaineStreet
Add to Favorites

Mew Window | Help | Customize Page | &,

Benefits Enroliment
Submit Confirmation
Christopher Test

Your benefit choices have been successfully submitted to the Benefits Department. You will receive a
confirmation statement within two weeks.

Click here to provide valuable feedback by completing a short sunvey

To return te the Benefits Enrollment page, click OK.

Step Action

92. After you have submitted your choices, you will see the Submit Confirmation
page. Once the Human Resources department has processed your elections, you
can review your Benefits Summary page for accuracy. Any discrepancies should
be immediately reported to the Human Resources department.

Click the OK button.

93. End of Procedure.
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