VCHRP Employee Self Service

Benefits Life Event Instructions

Life Events are VCHRP online self-service processes where an employee can notify Benefits of their
qualifying life event, upload their required documentation (certificates, declarations, etc.), and make
their relevant benefits election changes at their own convenience.

After an employee completes their part of the Life Event transaction, the Benefits Administrator will do
the back-office processing of verifying and saving the uploaded documents and finalizing the benefits
election changes.

There are currently 8 different Life Events available to employees through Employee Self Service. Each
of the Life Events functions similarly. They all have the same steps. The only difference is which
documentation is required to be uploaded during each event. For the Marriage event, a valid marriage
certificate is required. For a Birth event, a birth certificate is required, etc.

For the purpose of this instruction, we will use the Marriage event to work through the Life Event
process.

EMPLOYEE ROLE

1) Begin by signing into VCHRP (type “VCHRP” in your internet browser) and landing on the Employee
Self Service page.
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2) Click the ‘Benefits’ tile
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3) Click the ‘Life Events’ link.

4)
5)
6)
7)

< Employee Self Se

L Benefits Summary

4 Life Events Life Events

These are some mid-year life events that you as the employee or your family members

may experience. If you have recently experienced one of these events and would like to
make changes to your benefits, you may do so as long as the change is consistent with
the event.

- Dependent/Beneficiary Info

= Benefits Enrollment

Once you select the appropriate event below. please enter the date of the event in the
As Of box (if you are a new hire or rehired employee, this date will default to today’s date
[ Affordable Care Act ~ as your can only be prosp

WWhen you click Start Life Event below, the system will guide you through the process of
changing your benefits online for the type of Life Event you select

Marriage

Registered Domestic Partnership
Birth

Adoption

Legal Guardianship

Divorce

Dissolution of Domestic Partnership

Hire/Rehire Benefitz Enrollment

*As Of

Start Life Event

Select the type of Life Event you have experienced. (In this case we will use Marriage)
Enter an As Of date.
Note: The As Of date must be within 31 days (retroactive) from today.

Click ‘Start Life Event/.

¢ Employee Self Service Beneft Details

Benefits Summary

F4 Life Events Life Events

These are some mid-year ife events thkt you as the employee or your family members may experience. if you have
recently experienced one of these evenks and would like to make changes to your benefits, you may do so as bong as
the change is consistent with the event.

» Dependent/Beneficiary Info

s
DEmEEEmE b Once you select the appropriate event below. please enter the date of the event in the As Of box (if you are a new hire

or rehired employee, this date will default Yo today’s date as your coverage can only be effective prospectively).
Affordable Care Act =

When you click Start Life Event below, the fystem will guide you through the process of changing your benefits anline
for the type of Life Event you select.

® Marriage
Registered Domestic Partnership
Eirth
Adoption
Legal Guardianship
Divorce
Dissolution of Domestic Partnership

Hire/Rehire Benefits Enrollment

The Life Event must be completed within 31 days of your qualifying event or you will not be eligible to
change your Benefit elections.
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8) You will be presented with a Welcome page.

9) Click to continue.

Marriage

* s ; u;nemﬂn Marriage Event Welcome to the Marriage Event
ohnplete

O Mot Skred A Marriage status change is a good time to reconsider your health care coverage, and other important inforrpétion.
This guide will take you through all the steps necessary to ensure that your benefits information is updapéd to reflect this event
%  Document Upload in your life.
O Not Stariy

Summary
Q Not Staried

N

10) Note: Steps with an * are required. Y
The other steps\are optional.

11) You can click to leave andsave your event so you can return to it later.

12) You can click the Action List H (the 3 white dots at the upper righthand corner of your screen), then
click Cancel to erase your event completely.

13) You can click if you need to go back to change something.

14) The Document Upload pagedescribes the required document you need to upload.

15) Have an electronic copy of your documer

16) Click |Add Attachment]

must finish all required steps to complete your event.

< Welcome to the Marriage Event
© Compiete

New Window | Help | Personalize P

Document Definition - New Attachment

< Mamiage Status
© Compiete

nstructions
“You have chosen to enter a new attachment

. Document Upload

~* Selection Criteria
4 In Progress

Description  Marriage Certificate
Benefit Summary
O Mot Staried Subject Marriage Certificats

Attachment
Dependent Coverage Add Attachment
© Mot Stared

¢ Benefit Enrollment
O Mot Smned Save

Benefit Election Review GeTe

Life Events - Document Upload
O Mot Swared

Summary
© Mot Started
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17) Click [Choose File|to locate your document on your computer to download.

18) Locate your file and click to select it for uploading.

€ open =
— v N > ThisPC > Documents > Life Event Documents ~ O Search Life Event Documents o
Organize = New folder = W @
~
~ . 5
% This PC Name Date modified Type Size
3 3D Objects Marriage Certificate 10/25/2018 4:33 PM  Microsoft Excel W... 36 KB|
‘m Desktop .
Documents
& Downloads v
File name: |Marriage Certificate ~ | All Files ~
| Open |v | Cancel

19) Click [Upload to upload the file into your Life Event.

File Attachment
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20) You can click ‘View Attachment‘ to check your document uploaded correctly.

21) Click to store your document for the Benefits Administrator to review.

%  Welcome to the Marriage Event
© Complete

% Marriage Status
© Complete

% Document Upload
© In Progress.

Benefit Summary
O Not Started

Dependent Coverage
O Not Started

%  Benefit Enroliment
O Not Started

Benefit Election Review
O Not Started

New Window Help | Personalize Page}
Document Definition - New Attachment
¥ Instructions
You have chosen to enter a new attachment.
¥ Selection Criteria

Description Marriage Certificate

Subject Marriage Certificate

Attachment I
View Attachment

Go To

Life Events - Document Upload

22) You should see the message ‘Saving Page’.

23) Note: If you need to upload multiple documents during one Life Event, after saving the first, click

the ‘Document Upload‘ link on the left, then repeat steps 20 - 28 for each document to upload.
24) Click | Next > to continue.

X Exit

%  Welcome to the Marriage Event
@ Complete

%  Marriage Status
@ Complete

%  Document Upload
@ Complete

Marriage < Previous Next > [

Saving Page

~!Instructions

You are required to submit the document(s} listed here. Select the Add Attachment button, enter a descriptiol
upload the document.

Add Attachment
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Benefits Life Event Instructions

25) Before you are allowed to change your benefits, you can review them with the Benefit Summary.

26) Click to continue.

X Exit Marriage < Previous l Next > n

*

Welcome to the Marriage Event

@ Complete

%  Marriage Status
@ Complete

%  Document Upload
© Complete

Benefit Summary
O Visited

Dependent Coverage
O Not Started

%  Benefit Enroliment
O Not Started

Benefit Election Review
O Not Started

Summary
QO Not Started

Benefit Summary

Type of Benefit

Medical

Life

Life and AD and D
Long-Term Disability
401(k)

457 Fidelity

457 Roth

As Of | 11/01/2018

Plan Description

Opt Out

Basic Management Life
Optional Life - 3x salary

Long Term Disability - Class 1
MGMT - 6%+ contribution
Fidelity - 457 Plan

Fidelity - 457 Roth

Coverage or Participation

Employee Cnly

$50000

Salary X3

66.666% of Salary

14 5% Before Tax

$150 Before Tax

$150 After Tax

27) You can also review your Dependent’s coverage if any.

28) Click to continue.

* Exit Marriage < Previous l Next > n

%  Welcome to the Marriage Event

@ Complete

%  Marriage Status
@ Complete

% Document Upload
@ Complete

Benefit Summary
O Visited

Dependent Coverage
O Visited

%  Benefit Enrollment
O Not Started

Benefit Election Review
O Not Started

Summary
O Not Started

Dependent and Beneficiary Coverage Summary

To view your benefits as of another date, enter the date and select Go.

11/0172018 |5 Go

You have no benefit enroliments as of the date entered.

Page 6 of 10

1/4/19



VCHRP Employee Self Service

Benefits Life Event Instructions

29) Benefit Enrollment allows you to change your Benefits Elections online as appropriate for the Life
Event you are experiencing.

30) Click | Start my EnroIIment| to change your benefits elections

31) Note: This works just like Open Enroliment.

e =

B3 Welcome to the Marriage Event
‘@ Complate Benefit Enroliment

«  Marriage Status Mow we're ready to prepare your benefit options, based upon the Life Event information that you've
. entered. Your infarmation will be analyzed to see if there is any impact to your eligibility for benefits,
& Complete and determine whether changes 1o your existing enroliments are allowed Select the "Start My
Enroliment’ pushbutton to bagin your benafit enrclimant
* Document Upload
& Complete

Benefit Summary
© Visited

| [ sty Enroliment | |

Dependent Coverage
O Visited

*  Benefit Enroliment
© In Progress.

Benefit Election Review
O Not Staned

Summary
O Not Started

32) Click to begin the enrollment process (if there is more than one row, make sure you’re on
the row for the benefit event that matches your life event and description).

* Exit Marriage < Previous l Mext > -

e Welcome to the Marriage Event
& Complete

Now Window | Haip | Parsonalize Pags

Beneafits Enrollment

* Marrlage Status
© Complele

% Document Upload

& Complata
Beneafit sumlﬂﬂw
O Visited s
CebsN Coerate Opan Bunulit Evenin
O Visited ; )
Marriage/Domestic Partner @ 1012018 Open | Select

*  Benefit Enrollment
@ In Prograss

Benefit Election Review
© Mot Started

Summary
O Not Started

33) Follow the online enrollment event to change any of the available plans to suit your needs.

* Exit Marriage < Previous l Mext > _

& Walcomes to the Marriags Event Ralated Contant = | New Wingow | Halp | Parsenalize Pags -
S Complete
Benefits Enrollment
* Marrlage Status Marriage/Domestic Partner
© Complate
% Decument Upload
© Complata @ Imeortant: Vous snssllment will not b complets until you *Submit hoicws to the

= your &
Aanafits Dapartmant. i you want your changes saved, D0 NOT axit this program without

Benefit Summary seaing the “Submit Confirmatian” page.

© Mot Started

Current Mo Coverage

N Enroliment Summary
Dependent Coverage Maodical Crodits Bofore Tax
© Visited Gurrent e
MNeow Op EE 397.00 0. 00
i I B aretit Enrolnrant Dependent Crodits Efore Tax
© In Progress Gurrent N Go
MNow No Coverage
Benefit Election Review Flax Spending Health . LS. Full Cost Cradits Eafore Tax
O Visited Current  Health Care
Naw Health Care 16 88 000 16 88
Summ:ll'y Flax Spending Dependent Care Full Cost Cradits Eafore Tax
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34) When you are done, if you made any changes, choose |Save and Continue‘ to store your changes.

35) If you made no changes, choose ‘I Have No Changes

X Exit

< Previous l Next > -

%  Welcome to the Marriage Event
© Complete

This tabke SUMMArZes eatmated biveokly COSHS 165 yOur New bEnatt choices

%  Marriage Status

& Complate Electlon Summary
Sumimartred estimates of new Benelit Electons Total  Hefore Tax AR Tax
%  Document Upload
© Complete Costs 7561 61 0.00
it 467 00 97T 00
Banefit Summary ! '
O Visited Your Casts A A21.39 0.00

Dependent Coverage
O Visited I thr Hafore Tax cosls total is nogative, it means the cradits the County I8 providing for your
benefils ¢xceeds your actual benelil costs. Thorefore, it resulls in & nel eamings for you,

%  Benefit Enroliment | Sove and Conbwe ] | Have No Changes |
@ In Progress

t you make

of this pags for

YOUIT o
I Have No Changes

Benefit Election Review

O Visited ol want fo make
any changes
o Your will not ba comp WL You " SUBMIT your cholces 1o the
Summary Benefits Depariment. If you want your changas saved, DO NOT axit this program without
O Not Sianted seeing the ~Submit Confirmation” pege.

36) Click to complete your enrollment.

< Previous l Next > n

® Exit

*  Welcome to the Marrlage Event
Complate

arams, the chaicns you make
pen Enrolmen
Solepr)

#* Marriage Status
& Complote T
ofit Fians

* Document Upload
© Complete

Benefit Summary
O Visited

Dependent Coverage
O Visited

#*  Benefit Enroliment
@ In Progress

Benefit Election Review

© Visited
Summary Sa & Cancel
© Not Staned En it S

*  Welcome to the Marriage Event
© Complete

*  Marriage Status
© Complate

* Document Upload
= Complats

Benefit Summary
© Vished

Dependent Coverage
© Visited

e Benefit Enroliment
@ In Progress

Senefit Election Review
© Visited
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38) You can review the changes you just made.
39) If you find a mistake, you can go back to Benefit Enrollment and make more changes.

40) Note: Your changes will not take effect until the Benefits Administrator approves them.

41) Click to continue.
T T

*  Welcome to the Marrlage Event
& Complate

#  Marriage Status
© Complete

#  Document Upload
& Complete

Benefit Summary
O Visited

Dependent Coverage
© Visited

*  Benefit Enroliment
& Complate

Benefit Election Review
O Visited

Summary
O Not Started

Your Benefit Choices

Benafit Plan Benafit Option Coverage | Catego

Medical OPT QUT Employee Only

Life Mgmt Life S50000

Life and AD and D Life 3x $3T2000

Dependent Life Dep Life 2 $10000

Long-Term Disabality LTD CLs1 B6 666% of Salary

401(k) MGMT 8% Before-Tax
After-Tax

457 Fudelly Fud 457 Before-Tax
Alfver-Tax

42) Click to finish your Life Event.

X Exit

%  Welcome to the Marriage Event
© Complete

% Marriage Status
© Complete

* Document Upload
© Complete

Benefit Summary
O Visited

Dependent Coverage
O Visited

%  Benefit Enroliment
© Complete

Benefit Election Review
O Visited

Summary
O Visited

Marriage

[ < Provicu: [
Summary

Gongratulations|

You have completed your Mamage event

Remember VT Employee Self Service allows you to view/change any of the following as necessary
Personal Details

« Address

= Contact Details

= Mame

= Emergency Contacts

Payrell

« View Paycheck
= Direct Deposit
= Tax Information (Fed/State)

Select the Complete pushbutton to end this event

Steps 7 rows

Page 9 of 10

1/4/19



VCHRP Employee Self Service

Benefits Life Event Instructions

43) You will be returned to the Life Events main page upon completion.

Benefit Details

X Benefits Summ:

3 Life Events Life Events

These are some mid-year life events that you as the employee or your family members may
expenence. If you have recently expenenced one of these events and would like to make changes
1o your benefite, you may do o as long as the change is consistent with the event

lur Dependent/Beneficiary |

® Benefits Enroliment Once you select the appropriate event below, please enter the date of the event in the As Of bax
{if you are a new hire or rehired employee, this date will default to today's date as your coverage
M Afordable G el can anly be effective prospectively)

(i Affordable Gare Act
When you click Start Lite Event below, the system will quide you through the process of changing
your benefits cnline for the type of Lite Event you select.

Marriags

egistered Domestic Partnership

Legal Gugrdianship

Divorce

Dissolution of Romestic Partnership

44) A Benefits Administrator will review youir uploaded documents and get back to you if they have any
guestions. Once your documents are approved, the Benefits Administrator will finalize your benefits
election changes. To verify your changes have been finalized, you may come back to the Benefits
Self Service page any time and click on the ‘Benefits Summary’ link. Please note that you may need
to change the As Of date to view enrollment data for a different day (the page is always populated
with the plans you’re enrolled in as of today).
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