Benefits:
BENEFIT ENROLLMENT STEPS

Navigate Benefits Enrollment

Colleague

You have 30 days fromyour date of hire or date of benefit eligibility to enroll in benefits, add dependent(s) and supply dependent verification (birth
certificates, marriage certificate, Federal 1040, etc. During this period, you will receive atask in your Inbox AFTER you have completed all
necessary onboarding steps (I-9, contact change, emergency contact information, disability status identification, veteran status identification).
Those steps can be found and completed by clicking "Awaiting Your Action” on the home page of Workday. You must completethese steps

before you can enroll in benefits. NOTE: Colleagues wi

benefits eligible colleagues will not receivethat task.

onlyreceive/haveto completethe Onboarding tasks if they are new hires. Newly
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Benefits: Navigate Benefits Enrollment Colleague

SELECT YOUR BENEFITS

From your Home page:
1. Fromthe Workday home page, click change Benefits for Life Event.
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2. Click onthe Let's Get Started box to begin.
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Benefits: Navigate Benefits Enrollment Colleague

3. Click Enroll for Medical, Dental and Vision and then click the “Select” radio button next to your desired plan. Next, click Confirm and
Continue)\ T™MRQRTANT, if you are enrolling dependents, please see the information below, ADD DEPENDENTS.
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Benefits: Navigate Benefits Enrollment Colleague

ADD DEPENDENTS

You may add dependents to your insurance plans, like medical, dental, etc. Please note thatdependent verification mustbe provided for each
dependent on your benefits within 30 days from your date of employment or date of benefit eligibility. Verification includes birth certificates,
marriage certificate, Federal 1040, etc. For furtherinformation and afull list of acceptable documents, please click here.

After clicking Confirm and Continue in the plan selection as described in the previous steps:

1. Click Add New Dependent to add a new dependent. Complete all required information.
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Dependents * Health Care Instructions
existing dependent from thelst o General Instructions
Coverage * Employee Only There are multiple steps to a benefit enroliment. Please review the options available in each step carefully as you

Plan cost per paycheck  $149.99 make your selections

First-time requests for dependent coverage will require you to show proof of eligible dependent status helore cnuerige can be approved and
" ddtiom Dapandet. ) take effect. Please use this link for a full st of documents that prove dependent eligibility:hitps../hr4u rinity-health.o
7 Once your event is approved in Workday, enrollment information will be provided to the insurance carriers via a weekly file feed and identifica-
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Note: Workday will select your coverage level automatically, based on the dependents selected for coverage.
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Benefits: Navigate Benefits Enrolilment Colleague

SPENDING ACCOUNT INSTRUCTIONS:

Health Care and Accounts

Medical Dental o0 Vision

Blue Cross of Calif. PPO Blue Cross of Calif. PPO Vision Service Plan VSP
Cost (Monthly) $262.00 Cost (Monthly) $24.00 Cost (Monthly) $21.00
Coverage EE + Family Coverage EE + 1 Dependent Coverage EE + 1 Dependent
Dependents 2 Dependents 1 Dependents 1

Manage Manage Manage

Health Savings Account = Healthcare FSA _ Dependent Care FSA

I Waived m Waived m Waived

Enroll Enroll Enroll

Click Enroll to enroll in the Health Savings Account, Healthcare FSA or Dependent Care FSA.

Select Elect or Waive for the desired plan.

1
2
3. Enter the amount you want to contribute.
4. Click Confirm and Continue.

N

otes:

¢ If you have selected the Health Savings Medical Plan option, you must elect the Health Savings Account. You are not required to contribute
to the account; however, the plan must be selected to receive the employer contribution. You are not eligible to participate in the Healthcare
FSA because you will have access to the Health Savings Account.

e Dependent Care FSA s used for eligible expenses for the care of your eligible dependents (child under age 13 or qualifying adult incapable
of self-care) or eldercare while you are actively at work. This account is not used for medical expenses.
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LIFE INSURANCE

If you are eligible, Basic Life and AD& D insurance will automatically default to enrollment status and cannot be changed. Itis important to
designate beneficiary(ies) for this benefit (see additional information below, Designate Life Insurance Beneficiaries).

DESIGNATE LIFE INSURANCE BENEFICIARIES

If your life insurance plan requires beneficiaries, the optionto add primary and secondary beneficiaries will appear. This means that you must
designate one or more beneficiaries for each plan.

From the Beneficiaries section:

1. Click the Add Row® icon to add a beneficiary.

2. Clickthe prompt ‘= icon in the Beneficiary field to select from a list of existing beneficiaries. Or, select Add New Beneficiary or Trust to add a
new beneficiary. To remove a beneficiary, click the Remove Row © icon nextto that beneficiary.

3. Enter the percentage of benefits for each benéeficiary in the Percentage column.

4. Click Save.
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Benefits: Navigate Benefits Enrolilment

Basic Group Life - Liberty Mutual (Employee)

Projected Total Cost (Monthly)  Projected Total Credits

$345.00 $55.50

Coverage ~ Insurance Instructions
$75,000

Coverage Plan Description  Liberty Life Insurance Summary

Calculated Coverage  $75,000.00 Provider Website  Liberty Mutual

Plan cost (Monthly) Included

Beneficiaries

Select an existing or add a new beneficiary person or trust 1o this plan. You can also adjust the percentage allocation for

Primary Beneficiaries 1 item =0 .V
& Beneficiary Percentage
- x JianyuLiu -+ = 100
‘ »
Secondary Beneficiaries 0 items =0,
Beneficiary Percentage
No Data

ADDITIONAL BENEFITS

Colleague

Depending on your ministry’s plan offerings, additional/optional benefits may be available to you and displayed in the Insurance section.

Fromthe Insurance Benefits section:

1.

2
3
4.
5

Click Manage or Enroll for each additional benefit you would like to enroll in.
Review your elections for accuracy. Notice your monthly cost in the upper-right corner.
Confirm that your coverage information is accurate.
Click Confirm and Continue.
Click Save.
/\ Yourscreens and processes may vary from this document. Confidential ©2019 Workday, Inc.
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Benefits: Navigate Benefits Enrollment Colleague

COMPLETE YOUR ENROLLMENT

1. Selectthe | Accept checkbox to confirm your electronic signature, if required.

Attachments

Drop files here

or

Select files

Electronic Signature

LEGAL NOTICE: Please Read

‘Your Name and Password are considered your "Electronic Signature” and will serve as your confirmation of the accuracy of the information being submitted.
When you check the "I AGREE" checkbox, you are certifying that:

1. You understand that your benefit elections are legal and binding transactions.
2. You understand that if you are married, your dependent Spousal Coverage Elsewhere selection is legally binding.
3. You understand that all benefits are contingent upon your enrollment and acceptance by your HR representative and by your insurance carriers or benefit providers

| Accept

Save for Later Cancel

2. Click Submit. A confirmation page displays.

3. Click View Benefits Statement to view the benefits statement.

4. Click Print to generate a PDF version for your records or click Done to complete the task.
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Benefits:

BENEFITS GUIDE

Navigate Benefits Enrollment

Colleague

A Benefits Guide can be very helpful in understanding your options and related costs and to assist you in making your plan selections. To access

the Benefit Guide, please see the instructions at the end of this job aid.

To access the Guide, click New Hire Welcome! on your Workday home page.
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Benefits: Navigate Benefits Enrollment Colleague

Then click Onboarding

New Hire Welcome!

Onboarding

Click the Onboarding link above to get started on your new-hire tasks
and to access your benefits orientation.
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Benefits:

Navigate Benefits Enrollment

Then click HR4U Colleague Portal under Helpful Resources; you will be directed to HR4U.
\
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Onboarding

Welcome to Trinity Health!

We are excited that you have chosen us as your next employer and believe yeNIl find Trinity Health a very special place to work.

View More

Please complete all onboarding tasks by the noted deadlines - usually

Read First - New Hire and Onboarding Information

Read First
Trinity Health has designed a robust cnboarding process to help you get up to speed quic

Set up Multi-factor Authentication
Register for multi-factor authentication (MFA) for access to Workday and other cloud-bas.

Multi-factor Authentication Set Up Information

About Trinity Health

/T About Trinity Health

‘\:'U'/‘ As one of the nation's largest muiti-institutional Catholic health care delivery systems in t.

About Trinity Health
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W Onboarding - Workday
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Keep Your Information Safe
Set up Cloud-Based Multi-Factor Authentication.

Multi-factor Authentication Set Up Information

ithin 1 week of your start date. This Onboarding module will remain available for 30 days from your hire date for your reference.

Renefits Getting Started

Benefits Orientation
Review this benefits orientation video series for a high-level overview of the comprehens:

0

rinity Health Benefits Video Center Completed

BeNgfits Guide
nload a copy of your benefits guide, visit the HR4U colleague portal, and enter "Be.

HR4U Colleague Portal

Helpful Resources

fHIRY
W

HR4U
HR4U is Trinity Health's Human Resources (HR) colleague portal. Through the secure HR4..

HR4U Colleague Portal

IT Support
IT Support - open 24/7, 365 days a year (888) 667-3002 Network 1D and Password lssues -

wirkday.
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Benefits: Navigate Benefits Enrollment Colleague

After logging in, type Benefit Guide into the search bar.
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A Ask
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Benefits: Navigate Benefits Enrolilment

Click the link for Benefit Guide under the Attachments section of the article to view and print your Guide.

+
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Benefit Open Enrollment Guide 2022
System Office

HEALTH AND WELLBEING

Home Page

Knowledge Base

General Description
his article provides information about the annual benefit guide that provides a summary of the benefits that are offered to benefit eligible
lleagues.

licability/Eligibility

This Rrticle applies to all benefits-eligibl

and their

n StartaLive Chat? .

Chat vill expire after 2 minutes of inactivity.

hel eﬁ’l guide was designed for the annual Open Enroliment period so the deadline dates and enroliment instructions will differ for newly

eligible\colieagues

«  For morY information about your enroliment, please visit the HR4U colleague portal. Once logged into HR4U, you can also chat live with an HR
represenigtive Monday — Friday, 7a.m. - 8 p.m. ET.

«  For most Qalifying events, colieagues have 30 days from the date of the event to make elections and submit the necessary documentation

Logout

Please note begir\ting Jan. 1, 2022, we are enhancing our Essential Assist Plan by expanding the eligibility requirements to qualify and increasing

the HRA contributidyn to $1,000 for individual coverage and $2,000 for family coverage to cover the Tier 1 deductible in full. These updates were not

captured in the 202 Benefits Guide at time of publication. Please refer to the Essential Assist Plan article for more information

Trinity Health's Terms of Use
ACA Section 1557 Notice
HIPAA Privacy Notice
FMLA Employee Rights

Attachments
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