Quick Reference Guide: How to Enter a Life Event

(life change that requires an update to your benefits)

1. From your Home Page, click on the “My Benefits” tile.

WARCH

2. You will now see your Benefits Enrollment portal, prompting

for a Qualified Life Event

WARCH Home ~

Search for actions or peaple

My Benefits

3. Select the appropriate event from the Life event list. The description

Your Benefits Enrollment

Report Life Event

some changes in your life or employment can affect your
these that are made outside of standard benefit enrollmei
making the change. When selecting a particular Life Event.

x

< Back

& we e Royce ~ $0.00
- ! - Per Pay Period

&fits. For example, when you have a baby you may want to add himvher to your health coverage. Changes like
e called Life Events, First, select the type of Life Event from the drop down list to indicate the reason you are
1 will be given additional information on the type of change for the Life Event.

Continue

4. Enter the Event Date.

This is the first date of coverage to begin or

of the event is provided when the event name is selected.
P the last date of coverage for changes made to enrollments. Notes

are optional. Click on Continue.

Select Life Event Birth

Marriage

Divorce, Legal Separation, Annulment

Birth

Adoprion, Placement of Adoption

Gain Custody of Dependent

Death of Dependent

Dependent Reaching 26 Years of Age

Employee Gains Coverage Elsewhere (Remove

Cove

rage)

Employee Loses Coverage Elsewhere (Add

rage Elsewhere

Congratulations and best wishes to you and the newest member of your family!
Birth is a qualified change in status, so you may make certain changes to your benefits. The coverage changes

must be consistent with your change in status. Example: When you have a baby, you may change your medical
coverage from single to family coverage.

Event Date *

\ Event Date =z}

Flease set a date 1o begin your life evert

Motes

Next: Review My Family

Select Life Event

Marriage

Divorce, Legal Separation, Annulment

Birth

Adaption, Placement of Adoption

Gain Custody of Dependent

Death of Dependent

Dependent Reaching 26 Years of Age

Employee Gains Coverage Elsewhere (Remove

Birth

Congratulations and best wishes to you and the newest member of your family!

Birth is a qualified change in status, so you may make certain changes to your benefits. The coverage changes
must be consistent with your change in status. Example: When you have a baby. you may change your medical
coverage from single to family coverage.

Event Date *

| 05/15/2024 =)

Notes

i
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5. Verify your personal information. Please note that any changes to 6. Add your new dependents. To add a dependent click + Add
your personal information must be completed in your ArchHR Profile*. Family Member.
Click on Next: Review My Family.

Verify your Personal Information and make changes if needed Review the Dependent Information on file below

Dependents must be listed on this page to be enrolled in coverage. By adding a dependent. you are confirming that they are a qualified dependent under both legal
regulations and Archdiocesan plan requirements.

You may:
If any of the infori ion is incorr and you are unable to change it on this page, please contact your Human Resources representative. o

= Add new dependents
* Edit existing dependent information

# Edit Info * Remove existing dependent
Social Security Numbers (SSN) are required for all dependents. Newborns may be added without a SSN, once a SSN is issued for the child please update the record.
Basic Information Contact Information
lagda 2233 EIm Street
Current Family Members
Baker Newark New Jersey

Personal Information
ada baker@bestrunsap.com

=+ Add Family Member

- Email
Female

*This is a separate step done outside of the ArchHR Benefits Enrollment process.

6. If you have existing dependents that need to be edited or removed,

7. Enter the specific information for each new dependent. TIP: If the click on “Remove™ or “Edit” on the dependent tile, When

dependent does NOT live at home, uncheck the ‘Lives at Home' box and

. . dependent adds and edits are complete, click on Next: Shop for
enter their address. Click Save. Pen: P ' P
Benefits.

Basic Info Additional Info Current Family Members

First Name * Middle Name Lives At Home [] gmcso

Margaret Middle Name & Margaret Muffin .

* By clicking Remove on

Last hame * Ss o Add Famil ) the dependent box this

Muffin 123-12-1234 Add Family Member will remove them from

Gender * Birthdate * . ﬂbeneﬁts ahd mark

View Details . R
Female ~ 02/13/1890 =] them inactive.
Remove Edit

Relationship *

Spouse -

< BACK Next: Shop for Benefits

Last Modified Date: March 27, 2024
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10. Select or add/remove any dependents you would like to cover
based on the benefit type in the Family Covered Box.

(life change that requires an update to your benefits)

9. Begin selecting your benefit decisions. Medical benefits appear first.
See below for description of each button. Select benefit to change.

Shop for Medical insurance
Current Benefit Elections p

vour health and the health of your family are of great Importance to your well-being, That is why the Archdiocese of  Additional Content (2

St. Louls offers two United Healthcare (UHC) medical plan choices designed to help you get the care you
need. Below you will choose either the Standard Plan, or the Bremier Plan, or you can Decline Medical/Rx Benefits;

Review Profile Review Benefits Confirm Elections then, you will elect your coverage tier level, if applicable.
© You can make adjustments to your plan selections until your enrollment period is closed. If need 10 Adjust your #lections, select View or Change Plan below.
v e your p xrions untl you P fosed. If you st you . Please note, that medical, R, dental, and vi erage are all bundled together and can' be elected or carved
» Your cost per dduction perio is noted at the battom of this scraen. e
» To complete the enrollment process. you must Review and Checkout then select Checkout. QUL separatel.

ed - but don't worry. we have plenty
ur healthare for the upcoming

Figuring out which plan is right for you and

Watch: What's a PPO?

of tools and resources to help you make a

Current Benefits s vee eiectve romororzozs wcarmorzons e o e ey e If adding a new or

Vedical View or Change existing election. removing a dependent,
@ this update must be

o @i PremierPlan 5‘65'5|0 B
e e Start Survey — complete survey to completed on each

confirm your eligibility for the HSA Plan e nass clnsurencer benefit to change their
or Spouse Surcharge. enrollment.

Spousal Surcharge Attestation

[+] Status: Completed Dates: Last Updated 06/10/2024 View Summary

£ TO BENEFITS

Family Covered +ADD FAMILY MEMBER

Dental Shop Plan — newly eligible for benefits.
- Dental Plan view or change Enrollment or decline is required' 2 vourself A Margaret Muffin

11. DecisionlQ is available to assist you when making a choice for Medical

benefits. Click Personalize My Best Match to view information or Click on View 12. Identify the plan you would like enroll in and click Update Cart.

H &% 7”
Plan to see details and to “compare”. ————

| UnitedHealtheare
Standard Plan

< TO AVAILAELE PLANS

Plan Overview

Total estimated annua | cost: $3,090.34 U Uniteatesnnesns

1 — standard plan

e Bk s0

$165.50

Q Decisioniq suggese:
cover some of your expenses

Family Covered + ADD FAMILY MEMEER

coms 2 voursen =
Setecs o Pl DecisionlQ is personalized and uses . p————
where you live, potential usage, age, and b e
1 UnitedHealtheare 1 UnitedHealtheare other data to recommend a plan. PP ——— 222330 Par Dac
HDHP Plan Premier Plan @ DecisionlQ is applicable to medical only OoCe ol BEREme D LR BT
F1a000 Fe20.00 Decline Medical Benefits since there are 3 plans to choose from. penoe —_— R
7 Estimated annual cost: §5,856.97 7 Estimated annual cost: $6,657.60 be

FlanType Offica visiet Offica Vit £ Fian Type OfficeVistf..  Office visice.
HDHP 20% Coin..  20% Coin... PPO S20Copa.. 520 Copa..
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14. Repeat steps 9 to 12 for each benefit that

13. If you choose to change your Spending Account, enter your needs to be updated due to the life event.

new total annual contribution amount > Update Cart.

C tB fit Electi
Health Flexible Spending Account (FSA): Health Flexible Spending Account (FSA) urrent Benetit Hlections

< TO BENEFITS

Review Profile Review Benefits Confirm Elections
Select Coverage Amount

* You can make adjustments to your plan selections until your enroliment period is closed. If you need to adjust your elections, select View or Change Plan below.
* Your cost per deduction period is noted at the bottom of this screen.
@ Annual O Per Pay Period " * To complete the enrollment process, you must Review and Checkout, then select Checkout.

TRISTAR

Maximum Contribution Limits
Annual: $3,050.00 | Per Pay Period: $127.08 .
Health Flexible

Annual Personal Contribution Spending Account Current Benefits pian vear Effective from 07/01/2023 to 06/30/2024
$ 3050.00 4 Maximize My Contribution (FSA)
Minimum $0.00 | Maximum $3,050.00 .

$127.08 Medical
Total Annual Contribution: . .
$ 3050.00 Per Deduction Period [+ 0 fitd . Premier Plan $65.50 View or Change

Per Deduction Period

includes Persansl snd Employer contributians

Update Cart
Please note: Your election amount has changed due to calculation and rounding based on the Spousal Su rcharge Attestation
amount you elected.
Personal Contribution: $3,050.00 . [+] Status: Completed Dates: Last Updated 06/10/2024
$3,050.00 Annual Contribution = §127.08 Per Pay Period Contribution Decline Coverage

Dental

© Dental Plan View ar Change

15. Select Review & Confirm > Confirmn Checkout > Print or Email
Benefits Confirmation > Complete Your To-Do List if present

® S, ©

Employer Contribution i el tiene I3 a0 ETPOr IN JET State

Dick e the iconn below o print peur cenfirmation staiement or penerates s pdf fie.

Your Cost Per Pay Period

Current Bernefils mas wearefemee s ovmizes s ivmuzes

Confirm Elections

Review & Confirm
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