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Benefits—View Current Enrollments Using Bear Trax
All Employees

Introduction
Purpose: The purpose of this task is:

e To view current enroliments and future benefits,
e To view biweekly costs, and
e To view, print or save your full benefits report.

How to
Access: Go to the Home Screen by clicking the

Click the E Icon.

icon.

Navigator

Me
a . i
g Directory
04 Personal Information

ligg Benefits &

> Personal Brand

li@ Expenses
Time

4% Absence

Under “Me,” click “Benefits.” This will take you to the Benefits screen.
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Benefits r

Enroll Now v

3
- [m

Change Benefit Elactions

From this screen, you can view your current and future benefits.

Helpful Be sure to keep in mind that...
Hints: +  Future benefits can be reviewed after open enrollment and before January 1.
* You can see the costs per pay period for your current enrollments.
* You can print (download) a report from this screen of all your current enroliments
and future benefits

Procedure: Complete the following steps to view/download and print a report for your current
enrollments:

View Current Enrollments and Future Benefits Information
Follow these steps to view current benefit enroliments and future benefits information:

1. Click “View Current and Future Benefits.”

BEN_CURRENT ENROLL_170403 R1|11.10.2018 PAGE 2 OF 6



-]
_rj Shawnee State Benefits—View Current Enroliments

UNIVERSITY
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Enroliment Summe... Shawnee Health & Welfare Benefits Print Benefits Report v Done

Your Total Cost

190.72 USD

Per Pay Period

Benefits Summary

Medical
e Y @ Enrolled Plan: PPOPlan - Single Anual Amount 1092 00
Coverage Start Date 324/17
Primary 42.00

Health Savings Account
@ Enrolled Plan: Health Savings Account - Waive Coverage
Coverage Start Date 3/24/17

Flexible Spending Account
@ Enrolled Plan: FSA Healthcare - Elect Coverage Coverage Amount 2.600.00
Coverage Start Date 3/24/17

Annual Amount 260000

Primary 144.44

© Enrolled Plan: FSA Limited Purpose - Waive Coverage

Coverage Start Date 324/17

© Enrolled Plan: FSA Dependent Care - Waive Coverage
Coverage Start Date ¥24/17

Basin L ifa snd ANRN

2. While on the Current Enrollments page, you can view all information regarding your
current enrollments and future benefits.

If you want to... Then... GoTo
View your Total Cost View the note on the top- .
. . Section 1
per Pay Period right corner of the page

Click the button that says
View, Save, and Print “Print Benefits Report” to
your Benefits Report view your Benefits
Report, print or save it.

Section 2
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View your Total Cost per Pay Period
Follow these steps to view total benefits cost per pay period:
1. From the Benefits homepage, click “View Current and Future Benefits.”

2. View the top right corner of the page. This section displays your current cost per biweekly
pay period in USD (United States Dollars).

A whatdoyouneedbdooring? O, Ik " B Paccessbi| @ AshtonHemdemo

Enroliment Summz... Shawnee Health & Welfare Benefits Print Benefits Report v Done

Your Total Cost

190.72 USD
Per Pay Period

Benefits Summary

Medical
et o) @ Enrolled Plan: PPOPlan . Single Annual Amount 1,092.00

Coverage Start Date 3/24/17
Primary 4200

Health Savings Account
@ Enrolled Plan: Health Savings Account - Waive Coverage
Coverage Start Date 324117

Flexible Spending Account
@ Enrolled Plan: FSA Healthcare - Elect Coverage Coverage Amount 2,600.00
Coverage Start Date 3/24/17
Annual Amount 260000

Primary 144 44

@ Enrolled Plan: FSA Limited Purpose - Waive Coverage
Coverage Start Data 3/24/17
@ Enrolled Plan: FSA Dependent Care - Waive Coverage
Coverage Start Date 324117

Basial ifa and ANSN
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View, Save, or Print your Benefits Report

Follow these steps to view, save or print your benefits report:

1. Click the “Print Benefits Report” button on the top-right corner of the screen.

A Whatdo youneed io do or find? o Ashton Hemdomo
Enroliment Summe...Shawnee Health & Welfare Benefits Dane
Download

Your Total €
190.72 USD

Per Pay Period

Benefits Summary

Medical
s o0 @ Enrolled Plan: PPO Plan - Single Annual Amount 1,002 00
Caverage Start Dale  324/17
Primary 42,00

Health Savings Account
@ Enolled Plan: Health Savings Account - Waive Coverage
Caverage Start Date  3/24/17

Flexible Spending Account

@ Enrolled Plan: FSA Healthcare - Elect Coverage

Coverage Start Date %2417

Primary 144.44

@ Enrolled Plan: FSA Limited Purpose - Waive Coverage
Coverage Start Date 324117

@ Enrolled Plan: FSA Dependent Care - Waive Coverage
Coverage Start Date  3/24117

Basic Life and AD&D

a. A new window will pop up, displaying the PDF file of your bengfits report.

a What do vou neod o do or find? Q @ S R

Benefits Report
Enroliment Summs... Shawnee Health &

—

Print Benefits Report v Done
adfresource

Your Total Cost

190.72 USD

Click to save

Benefits Summary CI'Ck tO prlnt

Benefits Confirmation and Summary

Medical Ashion Hemdemo Employee Number
321 Main Street, 600078
ntten o) @ Enrolled Plaj: P““:“"" O¥i40002 Annual Amount 1,092.00
Coverage Start Dal us
Primary 4200
Dear Ashion Homdemo,

Health Savings At As a result of your Hire event on date 324/17, you have elected the following benefits. You have also authorized deductions from your
@ Enrolled Plaf: compensation for any and all elected or required contributions or costs.

Coverage Start Da You acknowledge that by electing benefits, you are authorizing deductions with respect to those benefits that will remain in effect at
least unil the next open enroliment period, or until you are able 1o make a change 10 your benefits as a result of a qualifying life event

You recognize that this election of benefits as staled below wil carmy over for each subsequent plan year, 1o the extent such

continue to be offered, uniess you elect otherwise in a subsequent enoliment period.

Flexible Spendin|

© Enrolied Plafl:

ex Shawnee Health & Woelfare Bonefits g Coverage Amount 2 60000
Coverage Start Da Currency=USD
Annual Amount 2 600.00
Benefits Selectio

You made the folowing explicit selections +

Primary 144,44

© Enrolied Ploff:
Coverage Start Da

@ Enrolled Plafi:
Coverage Start Daf

Cancel

Basic Life and AD&D
@ Enrolled Plan: Basic Life and AD&D

— _ Coverane Amount 78 000 00
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2. To Save this file:
a. Click the arrow icon to download it.

3. To Print this file:
a. Click the “printer” icon.
b. Follow the commands issued by your system dialog for printing.

4. To exit, click the “x” at the top right of the popup window.

Final Notes

By following these steps, you have successfully viewed, saved or printed information about your
current or future benefits, or your benefit report.
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