New Hire Benefits Enrollment

Enrolling You and Your Dependents in New Hire Benefits — Job Aid

Contents

1.0 How to Add Dependents to Your BenefitS.......cccccvvviiiiiiiiiiiiiiiiieeeeeeee 2
11 How to Add Your New Dependents as Options for your EI€CtIONS .......cccccvviiiieriieniie e 8

2.0 How to Make Updates to Your EI€CHIONS ...........uuuuiiiiiiiiiiiiiiiiiiiiiiiii 13
21 Medical Benefit ENTOIIMENT ......veiii ettt e st e e b e e e e sbreeeeaaes 17
2.2 Dental Benefit ENFOIMENT .....oiiiiiiii ettt s e e e e b e e snn e ennes 20
2.3 Vision Benefit ENTOIMENT. ... et 23
2.4 Employee Optional Life ENFOIMENT ....ooouiiiiiiiiie ettt e et e e et e e e rbeeeeanes 26
25 County Provided Dependent Life for SPOUSE/ChIld........cc.eeviiiiiiiiiiiiiie e 29
2.6 Optional Dependent Life + AD&D SPOUSE/Child ......occuuiiiiiiiiiiiii e 32
2.7 Optional LTD ENrollmMent/ChangeS .......uuviiiiiiieiiiiie ittt nntae e e s nntae e e e enees 35
2.8 Flex Spending — Health and Dependent Care — Enroliment/Changes .......cccccccevvivvieeneeeeesicivnnenn. 36

3.0 Saving and Submitting Your Benefit Enroliment/Changes ...........cccccvvvviienneeeennn. 39

Page 1 of 40

©2024, Harris County Table of Contents Updated 03/25/2024

Universal Services



New Hire Benefits Enrollment L

Enrolling You and Your Dependents in New Hire Benefits — Job Aid

1.0 How to Add Dependents to Your Benefits

Overview of How to Add New Dependents:

NOTE: If you are adding a dependent, you must add them to all elections, including:
e Medical e Dental
e Vision e County Provided Dependent Life for Spouse or Child

Step 1 — Upload your supporting documents (birth certificate, adoption paperwork,
marriage license, etc.)

Step 2 — Return to the enroliment screens through the benefits tile and make your final
elections for you and your dependents.

Follow the steps starting on the next page to upload your supporting
documentation for the dependents you wish to add to your benefits.
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Step Action
1 Log in to STARS HR and Payroll here using your employee ID and password.
The Employee Self Service homepage will open.
Click the Benefit Details tile.
Employee Self Service v 10f2
Time Payroll Personal Details Benefit Details
E _——a
— &5
Last Pay Date 09/15/2023 Action Required
2 View W-2/W-2C Forms Change Passwd / Setup Hints ESS Timesheet Print + Comme... Training Announcements
A
f— ORACLE o izl 1
= & FeomLgsorT & ST*RS
Internal Job Opportunities Sick Leave Pool Announcements
— [mL—h) .
= @ q ggsnglr)wg?gl:nem for your 2024 benefits is October 16-
10 Unread
The Benefit Details page will open.
Click the Benefits Enrollment tile.
Benefit Details
Benefits Enrollment Benefits Summary Dependent/Beneficiary Info
™ :‘:
3
1 Dependent
2 Beneficiaries
Life Events View Form 1095-C Form 1095-C Censent
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Step

Action

The Benefit Enroliment landing page will open.
Carefully read the enrollment instructions.

To add dependent(s) click the link that says Please click here to add
documentation.

Benefits Enroliment

Susan Sample

After your initial enroliment, the only time you may change your benefit choices is during open
enroliment or a qualified family status change.

The Information icon provides you with additional information about your enroliment

The Select button next to an event means it is currenily open for enroliment.

Use the Select button to begin your enroliment

Note: Some events may be temperarily closed until you have completed enroliment for a prior event

Required documentation must be submitted when adding or
dropping dependents to your group health and related benefits,
otherwise process is not complete. Dependents will not be
added without documentation.

Please refer, i i e
information) Please click here to add documentation.

Open Benefit Events

Event Description Event Date  Event Status  Job Title

Executive Assistant

MNew Hire Insurance Event [i] 03/25/2023 Open I

After you use the Select butten, it will take a few seconds for your benefits enroliment information to
load

The Document Upload landing page will open. This page is where you will upload
required documentation for your dependents.

Click the magnifying glass in the Life Event field.

Document Upload

‘ Eind an Existing Value ‘ [ Add a New Value \

*Life Event Type

Add

©2024, Harris County
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Step Action

Select the appropriate Life Event Type for the dependent.

Look Up Life Event Type x

Search by: ‘ Life Event Type v| begins with :}

Search Results

6 View 100 1-50of5 v

Life Event Type  Description

A Adoption

B Birth

D Divorce

L Loss or Gain Coverag
M Marriage

The Maintain Attachments pop-up window will open. This window displays
instructions and indicates what documents are required to add the dependent.

Click the Add Attachment button to add the appropriate documentation.

Maintain Attachments

Life Events - Document Upload

¥ Instructions

7 You are required to submit the document(s) listed here. Select the document type, then an Add Attachment & Add Note buttons will
appear. Select the Add Attachment button, enter a description of your document and upload the document

¥ Life Event Documents

Birth Certificate

| Add Attachment | [ Add Note
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a. Enter a Subject. (Example: Steven Sample Birth Certificate)
b. Click the Add Attachment button.

c. A pop-up window will open. Upload the appropriate documentation using the
Browse and Upload buttons.

d. Click the Save button.

Maintain Attachments x
Help =
Document Definition - New Attachment
"¥Instructions
You have chosen to enter a new attachment
¥ Selection Criteria
Description  Birth Certificate
i x
-suject [ ] o File Attachment
Attachment Choose File ‘ No file chosen
|I Add Attachment I°
o

o
Golife Events - Document Upload
To

A pop-up window will display after saving. Read the warning, then click the OK
button.

Approval is required. (3001,1094)

The document must be approved prior to you starting Benefits Enrollment within the Life Event process. An email notification has been sent to the
Benefits Administrator requesting approval.

IMPORTANT: You do not have to wait for any kind of notification from Benefits &
Wellness. You should begin enrolling you and your dependents in your benefit
elections once you have uploaded all documentation.

Benefits & Wellness will reach out to you if there is an issue with any of the
documentation that was submitted.
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Step Action

The Maintain Attachments window will now show the attachment you have added.
Repeat steps 7 and 8 if additional documentation needs to be added for the same

dependent.
Once you have finished adding attachments for this dependent, click the small X in
the upper right-hand corner of the window.

Maintain Attachments

/ Help

Life Events - Document Upload

¥ Instructions

You are required to submit the document(s) listed here. Select the document type, then an Add Attachment & Add Note buttons will
appear. Select the Add Attachment button, enter a description of your document and upload the document

¥ Life Event Documents

Birth Certificate

[ Add Attachment ] I Add Note
9 Attachments
=a ot~
Select Sequence Created Author Entry ID Subject Status
01/03/2023 Steven Sample Birth Needs
1 5-20AM Susan Sample Birth Certificate Certificate Approval

Select All Deselect All
Delete

The screen will be blank after you click the X. Click the <Benefits Enroliment
button in the upper left-hand corner of the window.

¢ Benefits Enroliment Document Upload A :
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Step Action

You will be brought back to the Benefits Enrollment landing page.

If you have finished adding documentation for all new dependents:

Continue to Section 1.1 to add the new dependent(s) to your benefit elections.
10
If you have additional dependents to add to your benefits:

Click the Please click here to add documentation link to upload documentation
for additional dependent(s) that you wish to add to your benefit elections, then
follow steps 4-9 again.

1.1 How to Add Your New Dependents as Options for your Elections

After you have uploaded the required documentation for your dependent(s) you will need to
add their identifying information into STARS so that you may select them as a dependent
from the list of dependents for your benefit elections.

YOU WILL NOT BE ABLE TO ADD YOUR DEPENDENTS TO YOUR BENEFIT ELECTIONS
IF YOU SKIP THESE STEPS.

Step Action

After you have finished adding your dependent’s documentation, you will be left
back on the Benefits Enrollment screen.

Click the Select button.

Benefits Enrollment

Susan Sample

After your initial enroliment, the enly time you may change your benefit choices is during open
enroliment or a qualif change
The Information icon
The Select button next to a
Use the Select button to begin y

additional informatien about your enroliment.
nt means it is currently open for enroliment.
roliment

1 Note: Some events may be temporarily closed until you have completed enroliment for a prior event

Required documentation must be submitted when adding or
dropping dependents to your group health and related benefits,
otherwise process is not complete. Dependents will not be
added without documentation.

Please refer to your Employee Benefits Guide for more
information. Please click here to add documentation.

‘Open Benefit Events

Event Description EventDate  Event Status Job Title

New Hire Insurance Event © 03252023 Open ieeute Assistant

Select

After you use the Select button, it will take a few seconds for your benefits enroliment information to
load.
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Step Action

The Benefits Enrollment homepage will open.
Click the Edit button on the Medical Coverage row.

Enroliment Summary

Medical Before Tax After Tax Edit
2 Current: No Coverage

New.  Base Medical Before Tax:Self Only 0.00

Dental Before Tax After Tax Edit

Current. No Coverage

New: PPO Before Tax:Self Only 0.00

Vision Before Tax After Tax Edit
Current: No Coverage

New: Vision Before-Tax: Self Only 0.00

The Medical enrollment page will open.
Scroll to the bottom of the page.

Benefits Enroliment
Medical

Susan Sample

All of our medical choices promote wellness as part of their benefits and are available to protect you
and your dependents if you become sick of injured

@  !mportant! Your current coverage is: Plus Medical Before Tax with Self Only coverage.
You will continue with this coverage if you do not make a choice.
Your enroliment on this page may affect your choices for the following type(s) of coverage:
al
Vision

Complete your enroliment on this page before enrolling in the benefit plans listed.

Select an Option

Here Are Your Available Options With Your Costs
3 (Your cost = Full benefit cost - Credits)

Overview of all Plans

Select one of the following plans:

O Base Medical After Tax

Coverage Level Your Costs Tax Class
Self only 50.00 After-Tax
Self + Spouse $114.96 After-Tax
Self + Child 5102.84 After-Tax
Self + 2 or More Dependents $180.36 After-Tax

O Base Medical Before Tax

Coverage Level Your Costs Tax Class
Self only 50.00 Before-Tax
Self + Spouse $114.96 Before-Tax
Self + Child $102.84 Before-Tax
Self + 2 or More Dependents $180.36 Before-Tax
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Step Action
The bottom of the page has a section labeled Enroll Your Dependents
Click the Add/Review Dependents button.
Self + Child $175.53 Eefore-Tax
Self + 2 or More Dependents 5277.29 Before-Tax
Enroll Your Dependents

The following list displays all individuals who are eligible to be your dependents. If an individual is

missing from this list, use the Add/Review Dependents button to determine why they are not

eligible. You may also use this button to add new dependents fo your list.

You may enroll any of the following individuals for coverage under this plan by checking the

4 Enroll box next to the dependent's name.
Dependent Beneficiary
Enroll Name Relationship
| AddReview Dependents i

Update and Continue Discard Changes
The Add/Review Dependent/Beneficiary page will open.
Click the Add a Dependent or Beneficiary button.
Add/Review Dependent/Beneficiary

Susan Sample
The people listed may be eligible for Benefit Coverage. Select a name to view or modify personal
information. To add a dependent or beneficiary, select the 'Add a dependent or beneficiary’ pushbutton.
5 Dependent and Beneficiary Information
Name Relationshiplto Date of Birth Marital MaritallStatus Student Disabled Dependent Beneficia
Employee Status Date P ry
Sally Sample Child 10/22/1993 Single No No No Yes
Sandra Sample Child 01/26/1991 Single No No No Yes
I Add a dependent or beneficiary I
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Step Action

The Dependent/Beneficiary Personal Information window will open.

a. Enter the Personal Information for the new dependent.

b. Enter the Status Information for the new dependent.

c. Confirm/Enter the Address and Phone Number of the new dependent.
d. Click the Save button.

Dependent/Beneficiary Personal Information

Susan Sample
Select Save once you have added your Dependent/Beneficiary's personal information. This information will
go info effect as of Jan 1, 2024,

Personal Information

o *First Name |Sleven |

Middle Name | |

*Last Name |Sample |

Date of Birth | 11/20/2022 i)

6 *Gender | Male v|

Social Security Number |123455739 |

*Relationship to Employee | Child ~ |

Status Information

° *Marital Status | Single v| Az of

*Student | Mo V| As of

“Disabled | No M As of

*Smoker | Mon Smoker V| As of

Address and Telephone

I Same Address as Employee I

Country  United States
Address 1310 Prairie Street
Houston, TX 77002

[ Same Phone as Employee

Phone
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Step Action
A Save Confirmation window will open.
Click the OK button.
Personal Information
7 Save Confirmation
‘/ The Save was successful.
OK
You'll be taken back to the Add/Review Dependent/Beneficiary page.
a. To add additional dependents, click the Add a Dependent or Beneficiary
button and repeat steps 6 and 7.
b. If you have finished adding your dependents, click the Home icon in the upper
right hand corner of the screen.
£ Dependent Beneficiary Review Add/Review Dependent/Beneficiary
Add/Review Dependent/Beneficiary °
8 Susan Sample
The people listed may be eligible for Benefit Coverage. Select a name to view or modify personal
information. To add a dependent or beneficiary, select the 'Add a dependent or beneficiary’ pushbutton.
Dependent and Beneficiary Information
Name E:,:;:i:y":ehip e Date of Birth gn;:.:lasl I\DA:trélal Statu= Student Disabled Dependent Beneficiary
Sally Sample Child 10/22/1993 Single No No No Yes
Sandra Sample Child 01/26/1991 Single No No No Yes
Steven Sample Child 11/20/2022 Single No No No Yes
I Add a dependent or beneficiary I °

Page 12 of 40
©2024, Harris County

B h Table of Contents Updated 03/25/2024
Universal Services



-

New Hire Benefits Enrollment

Enrolling You and Your Dependents in New Hire Benefits — Job Aid

2.0 How to Make Updates to Your Elections

Step Action
1 Log in to STARS HR and Payroll here using your employee ID and password.
The Employee Self Service homepage will open.
Click the Benefit Details tile.
Employee Self Service v 10f2
Time Payroll Personal Details Benefit Details
! —
A — %
& O] %
Last Pay Date 09/15/2023 Action Required
2
View W-2/W-2C Forms Change Passwd / Setup Hints ESS Timesheet Print + Comme... Training Announcements
( < y
f— ORACLE x 1al
:8 . PEOPLESOFT & ST*RS
Internal Job Opportunities Sick Leave Pool Announcements
= (8] Enroll fi 2024 benefits is October 16
= @ q Ngsgmﬁg?:l:nem or your enefits is October 16-
10 Unread
The Benefit Details page will open.
Click the Benefits Enrollment tile.
Benefits Enroliment ( Benefits Summary ( Dependent/Beneficiary Info |
3 [N
LI
s
1 Dependent
2 Beneficiaries
Life Events View Form 1095-C | ( Form 1085-C Consent
A P A
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Step

Action

The Benefit Enroliment landing page will open.
Carefully read the enrollment instructions.

Click the Select button to begin your enroliment.

Benefits Enrollment

Susan Sample

After your initial enrollment, the only time you may change your benefit choices is during open
enrollment or a qualified family status change.

The Information icon provides you with additional information about your enroliment.

The Select button next to an event means it is currently open for enrollment.

Use the Select button to begin your enroliment.

Mote: Some events may be temporarily closed until you have completed enroliment for a prior event.

Required documentation must be submitted when adding or
dropping dependents to your group health and related benefits,
otherwise process is not complete. Dependents will not be
added without documentation.

Please refer to your Employee Benefits Guide for more
information. Please click here to add documentation.

Open Benefit Events

Event Description Event Date  Event Status Job Title

Mew Hire Insurance Event [ ] 03/25/2023 Cpen ﬁxecutwe Assistant

After you use the Select button, it will take a few seconds for your benefits enrcllment information to
load.

©2024, Harris County
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Step Action

The Benefits Home page will open.

Read the instructions and take note of the important information shown in red.

Benefits Enrollment
New Hire Insurance Event

Susan Sample

o Important: Scroll down to click the SAVE and CONTINUE
button, followed by SUBMIT button on the next screen to
submit your choices to the Benefits Department. Your
enroliment will not be complete until you click the SUBMIT
button.

Enrollment Summary

Medical Before Tax After Tax i

Current: Mo Coverage
5 New: Plus Medical Before Tax: Self Only 36.35
Dental Before Tax After Tax Edit

Current: Mo Coverage
New: PPO Before Tax:Self Only 0.00
Vision Before Tax After Tax Edit

Current: Mo Coverage

New: Vision Before-Tax: Self Only 0.00

Cnty Provided Employee Life Before Tax After Tax Edit
Current: No Coverage

New: Basic Life: $30,000

Employee Optional Life Before Tax After Tax Edit
Current: Mo Coverage

New: OPT1X BT: Salary X 1 : §75,000 21

Cnty Provided Dep Life Spouse Eefore Tax After Tax Edit
Current: No Coverage

MNew:  Waive

Optional Dep Life +AD&D Spouse Eefore Tax After Tax Edit

Current: No Coverage
New: Waive
Cnty Provided Dep Life Child Eefore Tax After Tax Edit

Current: Mo Coverage
Moo ALYET
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Step Action
There are 12 Benefits options which a new hire must make elections. To select
elections for each benefit, click the Edit button.
You must make selections for each of these benefits: Medical, Dental, Vision, Life,
Optional Life, Dependent Life Spouse, Dependent Life Child, Optional Dependent
Life + AD&D Spouse, Optional Dependent Life + AD&D Child, Optional LTD, Flex
Spending — Health and/or Dependent Care.
Enroliment Summary -
Medical Befors Tax After Tax I Eait
Current: Mo Coverage
Mewr Plus Medical Before Tax: Self Only 33.35
Dental Before Tax After Tax Edit
Current: Mo Coverage
M PPO Before Tax: Self Only 0.00
Wision Before Tax After Tax Edit
Current: Mo Coverage
Mewr Vision Before-Tax: Self Only 0.00
Cnty Provided Employee Life Before Tax After Tax Edit
Current: Mo Coverage
Maw Basic Life: $30.000
Employee Optional Life Before Tax After Tax Eait
Current: Mo Coverage
M OPT1X BT: Salary X 1 - §75.000 21
Cnty Provided Dep Life Spouse Before Tax After Tax Edit
6 Current: Mo Coverage
Maw Waive
Optional Dep Life +AD&D Spouse Before Tax After Tax Edit
Current: Mo Coverage
Mewr Waive
Cnty Provided Dep Life Child Before Tax After Tax Edit
Current: Mo Coverage
Maw Waive
Optional Dep Life + AD&D Child Before Tax After Tax Edit
Current: Mo Coverage
Maw Waive
Opticnal LTD Before Tax After Tax Edit
Current: Mo Coverage
Maw Waive
Flex Spending Health - U.5. Before Tax After Tax Eait
Current: Mo Coverage
Maw Waive 0.00
Flex Spending Dependent Care Before Tax After Tax Edit
Current: Mo Coverage
Mewr Waive 0.00
This table summarizes estimated costs for your new benefit choices. (The "Employes” column displays
the amount the Company is contributing to subsidize the cost of your benefits.)
Election Summary
Summarized satimatss for new Bensfit Elsctions Tata Befors Tax  After Tax Emplayer
Costs 38.48 38.46 0.00 0.44
Your Costs 3B.45 3845 0.00
Save and Continus
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2.1 Medical Benefit Enrollment

Step Action

Click the Edit button next to Medical.
Medical Befors Tax After Tax I Edit I

1 Current: Mo Coverage
MNew Waive 35.35

Harris County offers two different medical plan options — the Base and Plus. You
also have the option to select the plan deduction before or after tax.

Click the radio button next to the election you wish to choose for your medical

benefit.
Select an Option
Ciptions With Your Costs:
ost - Credits)
Select one of the following plans:
(8] Sase Medical After Tax
Coverage Level Your Costs Tax Class
Saif Only $0.00 After-Tax
Seff + Spouse 3114.05 After-Tax
Seff + Child £102.84 After-Tax
S=if + 2 or More Dependents 318038 After-Tax
2 o Base Medical Befors Tax
Coverage Level Your Costs Tax Class
Self Only $0.00 Before-Tax
Seff + Spouse 3114.08 Before-Tax
Self + Child 510284 Before-Tax
Saif + 2 or More Dependents 318036 Before-Tax
8] Plus Medical After Tax
Coverage Level Your Costs Tax Class
Self Only After-Tax
Seff + Spouse After-Tax
Seff + Child After-Tax
Seif + 2 or More Dependents After-Tax
] Plus Medics! Befors Tax
Coverage Level Your Costs Tax Class
Self Only Before-Tax
Seff + Spouse Before-Tax
Seff + Child Before-Tax
Seff + 2 or More Dependents Before-Tax
Page 17 of 40
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Step Action

Scroll to the bottom of the page.
If you are not enrolling any dependents in medical coverage, skip to letter b.

Make sure whichever dependents you would like to enroll in medical coverage have
a check in the checkbox under the Enroll column.

a. If you wish to add a dependent to the coverage, click the checkbox next to the
dependent’s name.
Note: If you do not see your dependents listed, make sure you completed all the
steps in section 1.0 How to Add New Dependents to Your Benefits and section
1.1 How to Add New Dependents as Options for Your Elections.

b. Click the Update and Continue button.
» With Dependents:

Enroll Your Dependents

The following list displays all individuals who are eligible to be your dependents. If an individual is
3 missing from fhis list, use the Add/Review Dependents button to determine why they are not
eligible. You may also use this button to add new dependents o your list.

‘You may enroll any of the following individuals for coverage under this plan by checking the
Enroll box next to the dependent's name.

Dependent Beneficiary

Enroll Name Relationship
o David Sample Spouse
m o Steven Sample Child

Add/Reyiew Dependents
C
Update and Continue Discard Changes

» No Dependents:

Dependent Beneficiary

Enroll Name Relationship

Add/Review Dependents

I Update and Continue I Discard Changes
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Step Action

A confirmation window will open. Review the changes and click the Update
Elections button to confirm the new information.

EBenefiltz Enrollment
Medical

Susan Sample

i Important: Scroll down to click the SAVE and CONTINUE
button, followed by SUBMIT button on the next screen to
submit your choices to the Benefits Department. Your

enroliment will not be complete until you click the SUBMIT
button.

4 Your Choice
You have chosen Plus Medical Before Tax with Saif Only coverage. You are also covering Self Only.

Your Estimated Per-Pay-Period Cost
Your Cost $36.35

Hotes

I Update Elections I| Discard Changes

Seled! the Upda‘tﬂ' Elsctione bution o siore your choices.
5

= Hecard Changes butian

SCH. AN CRang e your OrHECES.

You will be brought back to the Enroliment Summary page. You should now see the

changes you made reflected under “New” (a), as well as the new dollar amount for
the election you made (b).

Medical

Before Tax After Tax
Current: Mo Coverage
Mew Plus Medical Before Tax: Self Only 38.35
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2.2  Dental Benefit Enroliment
Step Action
Click the Edit button next to Dental.
Demntal ‘ Before Tax After Tax I Edit I
1 Current: Mo Coverage
MNew Waive 0.00
Harris County offers PPO Dental coverage.
You have the option to select the plan deduction before or after tax.
Click the radio button next to the election you wish to choose for your dental
benefit.
Select an Option
Here Are Your Available Oplions With Your Cosis:
(Wour cost = Full benefit cost - Credits)
Cwerview of all Plans
Select one of the following plans:
) PPO After-Tax
2
Coverage Level Your Costs Tax Class
Self Only 20.00 Affer-Tax
Self + Spouse 55.76 Affer-Tax
Self + Child 5.76 After-Tax
Self + 2 or More Dependenis 21210 Affer-Tax
I - PPO Before Tax I
Coverage Level Your Costs Tax Class
Self Only 20.00 Before-Tax
Self + Spouse 5576 Before-Tax
Self + Child 5576 Before-Tax
Self + 2 or More Dependents 51210 Before-Tax
Waive

©2024, Harris County
Universal Services
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Step Action

Scroll to the bottom of the page.
If you are not enrolling any dependents in dental coverage, skip to letter b.

Make sure whichever dependents you would like to enroll in dental coverage have
a check in the checkbox under the Enroll column.

a. If you previously turned in documentation to have dependent(s) added, they will
be listed without a check. Click the checkbox to enroll them in the dental
benefit.

Note: If you do not see your dependents listed, go back to page 2, and read the
section Important steps when adding dependents.

b. Click the Update and Continue button.
» With Dependents:

Enroll Your Dependents

The following list displays all individuals who are eligible to be your dependents. If an individual is
3 missing from this list, use the Add/Review Dependents button to determine why they are not
eligible. You may also use this button to add new dependents to your list.

‘You may enroll any of the following individuals for coverage under this plan by checking the
Enroll box next to the dependent's name.

Dependent Beneficiary

Enroll Name Relationship
o David Sample Spouse
m ° Steven Sample Child

Add/Regiew Dependents
(o
Update and Continue Discard Changes

» No Dependents:

Dependent Beneficiary

Enroll Name Relationship

Add/Review Dependents

I Update and Continue I Discard Changes

Page 21 of 40

©2024, Harris County Table of Contents Updated 03/25/2024

Universal Services



New Hire Benefits Enrollment L

Enrolling You and Your Dependents in New Hire Benefits — Job Aid

Step Action
A confirmation window will open. Review the changes and click the Update
Elections button to confirm the new information.
Eenefits Enrollment
Dental
i Important: Scroll down to click the SAVE and CONTINUE
button, followed by SUBMIT button on the next screen to
submit your choices to the Benefits Department. Your
enraliment will not be complete until you click the SUBMIT
button.
Your Choice
Yiou hawe chosen FPO Befors Tax with Saif « Child cowerage. You ane also oownering Seif « Child
4 Your Estimated Per-Fay-Period Cost
Your Cost §5.78
Your Covered Dependents
Dependent Information
Hars Aalateashgp
Steven Sample Child
HNotes
Sl = Updsts ElscBons butlon b slore yous o
Discara Chamges buton io go heck s g oL
You will be brought back to the Enroliment Summary page. You should now see
the changes you made reflected under “New” (a), as well as the new dollar amount
for the election you made (b).
5
Dental Before Tax After Tax Edit
Cument: PPO Before Tax:Self+2plus
Hew: FPO Before Tax:Self+2plus 12.10
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2.3 Vision Benefit Enrollment

Step Action

Click the Edit button next to Vision.
Vision Before Tax After Tax

Current: Vision Before-Tax:Self Only
Mew: Vision Before-Tax:Self Only 0.00

For the Vision Benefit, you have the option to select the plan deduction before or
after tax.

Click the radio button next to the election you wish to choose for your vision
benefit.

Benefits Enrollment
Vision
Susan Sample

Vision coverage allows you and your dependents to see an opthamologist, optometrist, or optician to
assist you with your eyecare needs

o Important! Your current coverage is: No Coverage. If you do not make a choice, your
coverage will be: Vision Before-Tax with Self Only coverage

This benefit plan requires enrollment in one of the following plans:
Medical

Changing your choices for any of the benefit plans listed above, may invalidate your enroliment on
this page.

Select an Option

2 Here Are Your Available Options With Your Costs:
(Your cost = Full benefit cost - Crediis)

| Overview of all Plans

Select one of the following plans:

O Vision After-Tax

Coverage Level Your Costs Tax Class
Self Only 50.00 After-Tax
Self + Spouse 50.43 After-Tax
Self + Child 043 After-Tax
Self + 2 or More Dependents 51.38 After-Tax

I@ Vision Before-Tax I

Coverage Level Your Costs Tax Class
Self Only $0.00 Before-Tax
Self + Spouse 50.43 Before-Tax
Self + Child 50.43 Before-Tax
Self + 2 or More Dependents $1.38 Before-Tax

O Waive
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Step Action

Scroll to the bottom of the page.
If you are not enrolling any dependents in vision coverage, skip to letter b.

Make sure whichever dependents you would like to enroll in vision coverage have a
check in the checkbox under the Enroll column.

a. If you previously turned in documentation to have dependent(s) added, they will
be listed without a check. Click the checkbox to enroll them in the vision
benefit.

Note: If you do not see your dependents listed, go back to page 2, and read the
section Important steps when adding dependents.

b. Click the Update and Continue button.
» With Dependents:

Enroll Your Dependents

The following list displays all individuals who are eligible to be your dependents. If an individual is
3 missing from fhis list, use the Add/Review Dependents button to determine why they are not
eligible. You may also use this button to add new dependents fo your list

‘You may enroll any of the following individuals for coverage under this plan by checking the
Enroll box next to the dependent's name.

Dependent Beneficiary

Enroll Name Relationship
o David Sample Spouse
m o Steven Sample Child

Add/Regiew Dependents
(&
Update and Continue Discard Changes

> No Dependents:

Dependent Beneficiary

Enroll Name Relationship

Add/Review Dependents

I Update and Continue I Discard Changes
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Step

Action

A confirmation window will open. Review the changes and click the Update
Elections button to confirm the new information.

Eenefilz Enrollment

Vision

Sucan Samole

i Important: Scroll down to click the SAVE and CONTINUE
button, followed by SUBMIT button on the next screen to
submit your choices to the Benefits Department. Your

enroliment will not be complete until you click the SUBMIT
button.

Your Choice

¥ou have chosen Vision Before-Tax with Saif Only coverage. Yeou are also covering Self Only.
Your Estimated Per-Pay-Period Cost

Your Cost S0.00

Hotes

I Update Elections I Discard Changes

Select the Update Elections bution o siore your choices
5

Sedect the Hecard Changes bution o go bac

You will be brought back to the Enrollment Summary page. You should now see

the changes you made reflected under “New” (a), as well as the new dollar amount
for the election you made (b).

Vision Before Tax After Tax Ecin
Current Mo Coverage
Mew Vision Before-Tax: Self Only g.o00
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2.4  Employee Optional Life Enrollment

Step Action

Click the Edit button next to Optional Life.
1 Employee Optional Life Sefore Tax After Tax I Edit I

Current: Mo Coverage

Mz Waive i 21

For the Optional Life AD&D Benefit, you have the option to waive the benefit or
elect between 1-3x your salary before or after taxes.

Click the radio button next to the election you wish to choose for the optional life
benefit.

Benefits Enrcliment

Employee Optional Life

Susan Sample

basic lifz plan

Impartant! Your current coverage is: Mo Coverage. Coverage for this plan will be waived
if you do not make an election.

“our enrcliment on this page may affect your choices for the following type(s) of coverapge:
Owptional Dep Life + ADED Child
Cptional Dep Life +ADED Spouse

Complete your =nroliment on this page before enrolling in the benefit plans ksted

2 Motes

ame

Select an Option
Here Are Your Available Options With Your Per-Pay-Period Costs

Selzct one of the following plans:

Coverage Level Your Cost | Tax Class
< Waie
] 2.1 Sefore-Ta
®  opgtional Life 1X Before- ore-iss
Tax | 575,000
~ 241 AT
" Optioral Life 1% After-Tax AltsriEs
{ 575,000
e 477 AfterT
' Optional Life 2X After-Tax = e
{ $150,000)
5 4372 Before-Ta
" Optioral Life 2 Bfore- = areeiEs
Tax | 5150,000)
~ 634 AfterT
' Optional Life 3 After-Tax AliErlEs
{ 5225,000)
[ §.24 Safore-Tax

Optional Life 3% Before-
Tax | 5225,000)
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Step Action

a. You can change the primary and secondary allocations to be Flat Amounts or
leave them as Percent.

b. Make any desired changes in the New Primary Allocation and New
Secondary Allocation columns if desired.

c. Click the Update and Continue button.

NOTE: If you would like to Add or Change your beneficiaries, click the
Add/Review Beneficiaries button. Full instructions on how to add and update
beneficiaries can be accessed here.

Designate Your Beneficiaries

The following list displays all individuals who are eligible to be your bensficiaries. If an individual is missing
from this list. use the Add/Review Eer'eﬁ-:ii' es button to determine why they are not eligible.

Add/Review Beneficiaries

“fou may designate the following individuals as Primary or Secondary beneficianes by allocating a percent or a
specific dollar amount. Secondary beneficianes receive benefits only if a Primary beneficianes are deceased.

3 f you select flat dollar amounts, then one beneficiary must be designated to receive any left over money from
the paolicy.

f you select percents, all percents for Primary bensficiaries must tota! 100, Al percents for Secondary
beneficiarias (if any) must a'so toial 100

*Enter Primary Allocations as [ Percent v
*Enter Secondary Allocations as [Percent v] o
Allocation Details

Current Curren -
Mame Relationship Primary Secondar] NE:“PU!::?OFﬁ L=z E;l::::adt‘iaorrg:
Percent Percen
" Steven Sample Child 60 &0
David Sample ExDomestic Partner 40 40
Total 100 0
Update and Continue Discard Changes
Page 27 of 40
©2024, Harris County Table of Contents Updated 03/25/2024
Universal Services


https://stars.webhc.hctx.net/training/ESS%20Resources/ESS%20-%20Add%20and%20Update%20Beneficiaries%20for%20Life%20and%20Optional%20Life%20Job%20Aid.pdf

New Hire Benefits Enrollment L

Enrolling You and Your Dependents in New Hire Benefits — Job Aid

Step Action

A confirmation window will open. Review the changes and click the Update
Elections button to confirm the new information.

Benefits Enrollment
Employee Optional Life

o Important: Scroll down to click the SAVE and CONTINUE
button, followed by SUBMIT button on the next screen to
submit your choices to the Benefits Department. Your
enrcliment will not be complete until you click the SUBMIT
button.

Your Choice

i have chosan Optanal Life 1 Setone-Tax | 575,000) coverage

Your Estimated Per-Pay-Period Cost

4 Your Cost §21

Your Primary Banaficiary Allocations
Primary Allocation Details

N Relsbonship Percant of Ban it

steven Sample =] 00

Your Secondary Benefciary Allocations

ou hawe fof desighated any secondety beneScisnes
Hotes
Update Elsctions Dicaed Charges

Updats Esctony
CHeCAra CRARGH Lo g ak, Bl 3 o _

You will be brought back to the Enroliment Summary page. You should now see
the changes you made reflected under “New” (a), as well as the new dollar amount
for the election you made (b).

Employee Optional Life Before Tax Afrer Tex Edit

Current: Mo Coverage
T OPTAX BT: Salary X 1: $75.000 21
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2.5 County Provided Dependent Life for Spouse/Child

Harris County provides Dependent Life coverage for your enrolled dependents. This is
required if you have enrolled dependents in your medical/dental/vision coverage.

e |If you enrolled a spouse in your medical/dental/vision coverage they will automatically
receive County Provided Dependent Life Spouse coverage.

Cnty Provided Dep Life Spouse Before Tax

After Tax Edit
Cument: Dependent Life - Spouse: 55,000
Hew: Dependent Life - Spouse: 55,000

e If you enrolled your child/children in your medical/dental/vision coverage they will
automatically receive County Provided Dependent Life Child coverage.

Cnty Provided Dep Life Child Before Tax After Tax Edit

Current: Dependent Life Child: $2,000
New: Dependent Life Child: $2,000 "——

If you are adding a new dependent in your medical/dental/vision coverage, you must also
enroll the dependent(s) in the county provided life coverage. Follow the steps below to
complete the enrollment. The steps are shown for the County Provided Dependent Life for
Child. The same steps should be taken for the Spouse elections.

Step Action
Click the Edit button next to Cnty Provided Dep Life Spouse or Child.
Cnty Provided Dep Life Spouse Sefore Tax Afrer Tax I&I
Current Mo Coverage
1 r'1 S5 I. lI.'E i'l' e
Cnty Provided Dep Life Child Before Tax After Tax | Edit ||
Current: Mo Coverage
Page 29 of 40

©2024, Harris County Table of Contents Updated 03/25/2024
Universal Services



New Hire Benefits Enrollment L

Enrolling You and Your Dependents in New Hire Benefits — Job Aid

Step Action
For the County Provided Dependent Life Benefit for your spouse or child, you must
enroll all dependents that are enrolled in your medical/dental/vision coverage.
a. Click the radio button next to Yes to accept the county provided life benefit for
your spouse or child(ren).
b. Click the checkbox(es) under the Covered column to indicate all dependents
that should be covered under the benefit listed (spouse or child).
c. Click the Update and Continue button.
Benefits Enroliment
Cnty Provided Dep Life Child
Susan Sample
Important! Your current coverage is: Waive. You will continue with this coverage if you
do not make a choice.
2 Notes
This coverage is provided at no cost to you.
Select an Option
O No, 1 do not want to enroll
I_©Yes Dependent Life Child ( $2,000) I
Designate Your Dependents
The following list displays all individuals who are eligible to be your dependents. If an individual is missing from
this list, use the Add/Review Dependents button to determine why they are not eligible. You may also use this
butten to add new dependents to your list.
AddiReview Dependents
Allocation Details
Name Relationship Covered
Steven Sample Spouse O
Piper Sample Stepchild
Sharon Sample Child
Discard Changes
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Step Action

A confirmation window will open. Review the changes and click the Update
Elections button to confirm the new information.

Benefits Enroliment

Cnty Provided Dep Life Child

i Important: Scroll down to click the SAVE and CONTINUE
buttoen, followed by SUBMIT button on the next screen to
submit your choices to the Benefits Department. Your

enroliment will not be complete until you click the SUBMIT
button.

Your Cholce

Wou ke chosen Dependent Life Child [ 52.000) cowerage

Your Estmated Per-Pay-Penad Cost
This COVeTage I5 provided at ng Cosl 10 you
Your Covered Dependents
Prima ry Allscation Details
Ygma

Rplaticn ship Amount

Steven Sample C

berog

Hotes

Lisl & il fraeet = paR & BaSEE Upon yOUF SISy, BN W 5 FELSOE W

I' Update Electons II Dascard Changes

Seled the Updals ERcBOn bution o sione your cha
Diacard Changes bt g back

You will be brought back to the Enroliment Summary page. You should now see
the changes you made reflected under “New” (a).

Cnty Provided Dep Life Child

Before Tax After Tax Edit
Current: Waive o
MNew: Dependent Life Child: $2,000
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2.6  Optional Dependent Life + AD&D Spouse/Child

In order to elect the Optional Dependent Life + AD&D for Spouse or Child, you must have
elected Optional Life coverage for yourself (employee).

Follow the instructions below to complete any desired changes for Optional Dependent Life
+ AD&D for Spouse or Child. (Pictures shown are of electing for a Child. The steps will be
the same when electing for a Spouse.)

Step Action
Click the Edit button next to Optional Dependent Life + AD&D Spouse or Child.

Optional Dep Life +AD&D Spouse Befare Tax After Tax I Edit I
Current: Mo Coverage
Mew: Waive
Cnty Provided Dep Life Child Before Tax After Tax Edit

l Current: Waive
Mew: Waive
Optional Dep Life + AD&D Child Before Tax After Tax
Current: Mo Coverage
Mew: Waive
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For the Optional Life + AD&D Benefit for Spouse, you may enroll your covered
spouse up to a maximum benefit of $50,000 (by increments of $5,000) or no more
than 50% of your optional life benefit. You must also indicate if you would like the
benefit premium taken out before or after taxes.

For the Optional Life + AD&D Benefit for Child, you have the option to waive the
benefit or elect between $5,000-$20,000 (by increments of $5,000). You must also
indicate if you would like the benefit premium taken out before or after taxes.

Click the radio button next to the election you wish to choose for the optional
dependent life + AD&D benefit.

NOTE: If you select an option with a * next to it, you will be required to provide an
Evidence of Insurability before the benefit will take effect.

Once you change the election from “Waive” to an amount, the Designate Your
Dependents section will appear at the bottom of the screen.

Benefits Enrollment

Optional Dep Life + AD&D Child

Susan Sample

2 @ Important! Your current coverage is: No Coverage. Coverage for this plan will be waived
if you do not make an election

This benefit plan requires enroliment in ane of the following plans:
Employ: ife

Changing your choices for any of the benefit plans Ested above, may invalidate your enrcliment on
this page

MNotes

Enrl il pa
Select an Option
Here Are Your Available Options With Your Per-Pay-Period Costs

Ssizct one of the following plans:

Coverage Level Your Cost | Tax Class

O ®

08T+  AfterTax

067+ Before-Tax

134+ AfterTax

J— 134+ BeforeTax
0.000)

202+ After-Tax
= Chikd AT 2ize AnerlE
5.000)

PR T
f= Chid BT 202+ BeforeTax
5,000)
0 268+  ARerTax
260: BeformTax

Update and Continue Discard Changes

Select the Uptate and Continue b

Changes butior

Page 33 of 40

©2024, Harris County Table of Contents Updated 03/25/2024

Universal Services



-

New Hire Benefits Enrollment

Enrolling You and Your Dependents in New Hire Benefits — Job Aid

Step Action

a. Click the checkbox(es) under the Cover column to indicate which
dependent(s) you wish to add coverage.

b. Click the Update and Continue button.

o 260+ Befors-Tax
" opt Dep Life Child BT efore-Tax
20,000 ( 520,000)

Designate Your Dependents

The following list displays all individuals who are sligible to be your dependents. If an individual is missing from
this list, select the Review Dependents button to delermine why they are not eligible.

3 Review Dependents

Allocation Details

Name Relationship Covered
Steven Sample Spouse
Piper Sample Stepchild o
Sharon Sample Child

b

Update and Continue Discard Changes

A confirmation window will open. Review the changes and click the Update
Elections button to confirm the new information.

Benefits Enroliment
Optional Dep Life + AD&D Child

“ Important: Scroll down to click the SAVE and CONTINUE
button, followed by SUBMIT button on the next screen to
submit your choices to the Benefits Department. Your
enroliment will not be complete until you click the SUBMIT
button.

Your Chodoe

4 Yiaz bues chgsan Opt Dwp Life Chid AT 5000 | 55 000) cowrage

Your Estimated Per-Pay-Pericd Cost

Vour Codt 08T

Your Coversd Dependents
Primary Aliccation Details

HuleTsi LU Tl il Sl

i

Motis

Uptats Smbona

Update Elecfoy Driscard Cranges

THeeird CRanges :

Page 34 of 40

©2024, Harris County Table of Contents Updated 03/25/2024
Universal Services



New Hire Benefits Enrollment L

Enrolling You and Your Dependents in New Hire Benefits — Job Aid

Step Action

You will be brought back to the Enroliment Summary page. You should now see
the changes you made reflected under “New” (a), as well as the new dollar amount
for the election you made (b).

Optional Dep Life + AD&D Child Before Tax After Tax Edit

Current: Mo Coverage
New: Opt Dep Life Child BT 10,000: $10,000 1.34

2.7 Optional LTD Enrollment/Changes

Follow the instructions from section 4.4 (Optional Life Enrollment) to complete any desired
changes for Optional LTD.
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2.8 Flex Spending — Health and Dependent Care — Enrolilment/Changes

Don’t Forget!!

e The maximum election amount for FSA health account is $3,050 and FSA dependent
care maximum election is $5,000.

e The minimum election amount for both health and dependent care FSA is $300.

e The Dependent Care Account is only for the care of a child under the age of 13 while you
are at work. It is NOT for healthcare expenses.

Enrolling in Flex Spending for Dependent Care will be completed exactly the same way that
the FSA Health enrollment is completed. Follow the steps below to enroll for Flex Spending
Health and/or for Flex Spending Dependent Care.

Step Action
Click the Edit button next to Flex Spending Health or Flex Spending Dependent
Care.
Flex Spending Health - U.5. Before Tax After Tax
1 Cument: Waive
Mew: Waive 0.00
Flex Spending Dependent Care Before Tax After Tax
Current: Waive
Mew: Waive 0.00
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NOTE: For detailed information on how the FSA plans work and how to choose the
right election amount, click the FSA / Dependent Care FSA link. (The link is the
2"d option choice — the link is not underlined, but you can click it for more
information.) You may also use the Worksheet link to help calculate your annual

pledge for this plan year,

a. If you do not want to enroll in FSA, choose the radio dial next to No, | do not
want to enroll.

b. If you do want to enroll in FSA, choose the radio dial next to FSA / Dependent
Care FSA to elect the coverage.

c. Enter your Annual Pledge amount (if applicable).

d. Click the Update and Continue button.

Benefits Enroliment

Flex Spending Health - U.S.
SusmSa-mIe.

The Health Care Spending Account (HCEA) allows you o use pre-tax dollars to pay for expenses that
are not 100 percent coversd through your or your spouse’s group heskh care plans

2 Impartant! Your current coverage is: Mo Coverage. Coverage for this plan will be waived
if you do not make an election.

Your annual pledge mus: be between $300.00 and 53,050.00, which are the limits established for
this plan

Select an Option
(Z Mo, | do not want ta enrall
) o

This plan reguires that you specify an annual pledge amount

I Annual PIEdE IWcrks

Discard Changes

Select the Workshest bution o help caloulate your

hee. arnual pledpe for this plan pear,

Update and Continue

Select the Update and Continue bulion to store your choice unil you are ready to submit your
final enrodiment on the Enroliment Summary

Select the Discard Changes butlon o ignore all entries made on tis page and relurn (o the
Enroliment Summary
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Step Action

A confirmation window will open. Review the changes and click the Update
Elections button to confirm the new information.

Benefits Enrollment

Flex Spending Health - U.S.
Susan Sample

o Important: Scroll down to click the SAVE and CONTINUE
hutton, followed by SUBMIT button on the next screen to
submit your choices to the Benefits Department. Your
enrollment will not be complete until you click the SUBMIT

button.
3
Your Choice
¥iou e chosen 0 ennall in the FS& plan with an annual pledge of 51,000.00.
Your Contributions
Your approximate per-pay-period contribution will be 35263,
Notes
I Update Electons I| Dizcard Changes
Select the Update Electona bution to stare your choices.
Select the Dlecard Changes buttan io go bad and change your choices.
You will be brought back to the Enroliment Summary page. You should now see
the changes you made reflected under “New” (a), as well as the new dollar amount
for the election you made (b).
4
Flex Spending Health - U.5. Before Tax After Tax Edit
Cument: Waive
Hew: FSA: $1,000.00 45 45
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3.0 Saving and Submitting Your Benefit Enrollment/Changes

You may save your elections at any time by clicking the Save and Continue button at the

bottom of the screen. Do not click the Submit button until you are ready to submit your final
benefit elections!

Follow the steps below to submit your benefit elections.

Step Action

Once you have finished making your benefit elections you will be able to review
your Election Summary at the bottom of the page.

Click the Save and Continue button.

NOTE: It will take a moment for the page to process after you click the Save and
Continue button.

1 This table summarizes

the amount the Gompan

ated costs for your new benefit choices. (The "Employer” column displays
contributing 1o subsidize the cost of your benefts )

Total  BeforeTax  After Tax Employer
86.78 4545 N 461.80
86.78 45.45 M3

Select the Save and Continue bution to send your final choices fo the Benefits Department

o Important: Click the SAVE and CONTINUE button, followed
by SUBMIT button on the next screen to submit your
choices to the Benefits. Your enrollment will not be
complete until you click the SUBMIT button Department.

Click the Submit button to send your final choices to the Benefits Department.

Benefits Enroliment

Submit Benefit Choices
Susan Sample

You have amost completed your enroliment. if you have no further changes
Select the Submit button on this page to finalize your benefit
choices.

Select the Cancel button if you are no
Summar

tready fo submit your choices and wish o fetum to the Enfoliment

leted your enrollment. You m.

jou may not be able fo make any further benefit changes until the
U have 2 qualified family status change;

jou are authorizing the company to take deductions from your
‘authorizing the Benefits Department to send
d support your coverage

Select the Submit button to send your final choices to the

Benefits Department.

Select the Cancel button if you are not ready to submit your choices and wish to return to the
Enroliment Summary
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Step Action

A Submit Confirmation page will open. Click OK.

Benefits Enrollment

Submit Confirmation
3 Susan Sample

Your benefit choices have been successfully submitted to the Benefits Department.
To return to the Benefits Enroliment page, use the OK button.

|

Now your Benefits Enrollment Event Status should show as Submitted.

Benefits Enrolliment

Susan Sample

After your initisl enrollment, the only time you may change your benefit choices is during open
enrclment or 3 qualified family status change.

The Information icon provides you with additonal information about yaur enroliment.

The Sel=ct button next to an event means it is currently ogen for enrollment.

=z the Select button to begin your enroliment.

Mote: Some events may be tempararily closad until yeu have completed enroliment for 3 prior event

Reguired documentation must be submitted when adding or
dropping dependents to your group health and related benefits,
4 otherwise process is not complete. Dependents will not be
added without documentation.

Please refer to your Employee Benefits Guide for more
information. Please click here to add documentation.

Cpen Benefit Events

Ewvent Description EventDats  Ewent Stafus Jab Titla
News Hire Insurance Event @ 021212024  Submittzd Specizlist || Salzct
After you use the Select button, it will iake a few seconds for your benefits enrollment information o

W33

You have now submitted your Benefit Elections in STARS through Employee Self
Service.

Should you have any additional benefits questions, please refer to your benefits
guide and/or contact the benefits department at benefits@harriscountytx.gov

Page 40 of 40

©2024, Harris County Table of Contents Updated 03/25/2024

Universal Services


mailto:benefits@harriscountytx.gov

