Januar y 16, 2024

isolved

Adaptive Employee
Experience




Jsolved

Help Docs

Adaptive Employee Experience - Employee User Guide

Table of Contents

General LOGin @Nd NAVIGATION .. ...ttt e et s et e et e s et et et een e et e e nene s 4
e T T 1 T T TSP 4
ComMMONIY ASKEA QUESTIONS ...ttt e e e ettt E et e ettt ettt e e s e e e e e e enes 7

[WoToTolIaTe Ml el alr=1]0 0t A u ] 0o ] o TSRS 8
WeEICOME PagE NAVIGATION ...ttt et e ettt et e ettt e ettt ne e 10
TS LT VoS3 U o Tod o T TSRS "

QUICK PUNCNI B ...ttt bbbkt h et h et b e b st b ettt b ettt ettt ee "
DtaIlEA PUNCIN I ...t b bbbttt bttt ettt 12

Time and AttendanCe > TIME CArd .......cooiiii ettt bbbttt 14
TIME Card DAtE RANGE ...ttt 14
DIATE SUMMIEIY ..ottt bt b et b £t h e b et b et b et et bt b bt ettt ettt sttt eteee e 14
DAIIY BIrEEKAOWN ...ttt bbbt b et bbbt et h bttt bbb 14
AdAING AN AGJUSTIMENT ...ttt bttt b bbbt bt et bt bt bt st bt b s bbb e 15
SUDMITEING @ MISSING PUNCK ...ttt ettt ettt b ettt e st e s et ee et e e eeene s 15
TIME CArd VEIITICATION .....euiiii ettt bbbttt bbbttt bbb 16

Time and AtteNdaNCE > MY CAIENTAN ...ttt e sttt e e et et ebes et eaene e et ere e eeenennena 17

Time and ATtendanCe > TIME Off........o ettt bbbt 18
R To =TSy o N 0T ST 20

Pay and Tax > DIFECT DEPOSIT ...ttt ettt e ettt ettt ettt 21

Payroll aNd TaX > PAY HISTOMY ...ttt ettt ettt ettt 23

Pay and Tax > YEAr-Nd TAX FOIMS ..ottt ettt ettt 25

Pay and Tax > TAX UDPAETES ...ttt ettt ettt ettt sttt 26

Personal > Personal INTOMMATION ..ottt ettt ettt ee et n e nene e 28
(O] 01 =Tt TSP 29
FEderal REPOITING DATA.........co oo 31

Disability Self-IdeNTITICATION ...ttt 31
EEO Self-IdeNTITICATION. ..ottt bttt ettt 32
Veteran Self-IdenTIfICATION ........coii ettt 33

2

January 16, 2024



Jsolved

Adaptive Employee Experience - Employee User Guide

Help Docs
ST ToT o F= T H ] 0 T R S 34
BenefitS > My BENETIES ...ttt 34
Benefits > Benefit ENFOIIMENT ... .. ettt 36
Employee Self-Service Benefit ENFOIMENT ... e 36
YOUI INFOIMIBTION ...ttt e bbbt e bt a bbbt 37
Personal Beneficiaries and DEPENAENTS ... e 38
HEAITN ANA WERIINESS ...ttt ettt ettt ettt e et e bt e Rt e e et s et eeer e enene e 39
053V =SSR 40
(O g £ =TT = SRS 40
L0701 Y P ]SSR 41
D o TUT 7= 1T 0] 1 TSP 42
DLy =T =To @0 ya] 0T o Tcr= LT o USSR 42
ComMPAaNY-Paid BENETITS ...ttt 43
Medical, DENtal, N VISION ......coiiiiiie ettt ettt ettt 44
HS AT SA ettt s et E R AR E R AR R R AR R Rttt 45
Voluntary Life, Spouse Life, aNd Child Life ... 46
FINBIREVIEW ...ttt ettt b2 h e e b £ e bt et e b ettt et e ettt et et et et e et e e enens 47
COMPAIE COSTS ...ttt ettt ettt e ettt b et ettt ettt e et et b ettt ettt et 47
IR e T @70 ] 1 0] 0] 13 1= OSSPSR 47
RLST0] 1 @ o6 L ST 51
=T Y o] FoTo Sl L a U=To =TT o TSSO 51

January 16, 2024



Jsolved

Help Docs

Adaptive Employee Experience - Employee User Guide

General Login and Navigation

isolved is committed to protecting your data. All users are required to use Two - Factor Authentication (2FA) with
every login to isolved.

Loggingin

Navigate to the isolved Adaptive Employee Experience (AEE) website using a web browser of your choice.

Jsolved Pcople Cloud

Welcome

Log in to access isolved People Cloud applications
Username

doemanager@protonmail.com

Password
or B¢

Forgot my password

Back

1. Keyinyour username and password and select Log In.

Note: After logging in if you receive an error message stating “You're not configured to use Adaptive at this time”
you will need to contact your administrator to update your access.

Jsolvedreople Cloud

Please verify your account by selecting one of the methods below

Email: doemanager@protonmail.com
@® Text Message: (###M##%SOB

Request Security Code

Cancel

2. Select a verification option, select Request Security Code.
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Jsolvedrcople Cloud

Verification Code

e Check your inbox and enter the &-digit code you were
fokfdedeok )
emailad

Security Verification Code

) Remember me on this device
If selected, this security verification is valid for 12 hours.

‘We will remember your preference on this device for 30 days.

Choose Another Method

3. Enterthe code you receive into the Security Verification Code field, or you can select Choose Another
Method to receive the code to the other verification option. Click on the Submit icon. On this screen, you
can select the “Remember me on this device” (note: this is selected by default on initial login). If this
option is checked, then your security verification is valid for 12 hours. If the box is not checked, you'll be
asked to authenticate at any subsequent login, regardless of the amount of time that has passed.
Whatever you elect to do with checking or unchecking the box will stay as the default until either a
different selection is made or 30 days has passed with no change, at which time the box will revert to being
checked.

Jsolvedrcople Cloud

Verification Code

—— Check your inbox and enter the &6-digit code you were
sokfookok )
emailed

Security Verification Code

) Remember me on this device
If selected, this security verification is valid for 12 hours.

‘We will remember your preference on this device for 30 days.

Choose Another Method
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4. Set Up Now allows you to setup your passwordless option. You can make changes to this at any time when
logged into isolved & you select the drop down under your name, select My Account. Once this is set up,
future logins will use what you have added for your options. You may be able to use FacelD, Thumbprint,
Passcode, PIN, or other options present on your device:

Jsolved recople Cloud

Log in without a password

You can use your device’s unlock mechanism (PIN, Touch ID, etc) as an easier
and more secure alternative to a password

Note: Anyone who is able to unlock this device can log in without your password

J

Don't ask again on this device

- 2
Create a passkey
Choose how you want to create 3 passkey for identity-
devasolvedhcm.com
] Windows Hello or external security key »
C::] Use a phone or tablet »

Cance

5. Maybe Later allows you to set up the password-less criteria later. This does not allow you to bypass the
multifactor authentication process.

6. SelectDon’t ask again on this device if you don’t want this message to show up again. This does not allow
you to bypass the multifactor authentication process.

7. Ifthe Maybe Later option is selected, you're presented the opportunity to set up an authenticator app for
subsequent logins. This, too, you can choose to Set Up Now, or you may set it up at a later juncture.
Choosing Set Up Now leads you through the steps to set up your authenticator app.
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Jsolvedreople Cloud

Set up an authenticator app

—o

o

ok Rk

Using an authenticator app is recommended to improve the security of your
account.

An authenticator app is a method of confirming your identity using a separate

app on your phone (like Google Authenticator or Microsoft Authenticator). Itis
more secure than having a code sent via email or text.

[ Don't ask again on this device

8. Going forward, you can log in to your account by either of these methods:
a. Entering your password (this option requires entering a code sent to your email or phone).
b. Selecting the icon for passkey when you log in to isolved which allows you to use the passkey you
enabled for that device.

Commonly Asked Questions

What if | don’t remember my password? Use the Forgot Password option.

What are the key features and functionality? We now offer MFA options outside of email and text messaging.
MFA requires a user to validate their identity with two or more forms of evidence or factors when they login. We
are enforcing a minimum of two. One factor is something the user knows, such as their username and password
combination. Other factors are verification methods that the user has in their possession.

Can a user have passwordless access on multiple devices? Yes, each device will allow and recognize what was
set up on that device and use that as a default. Some passwordless options can be used on multiple devices.

What might a user expect this to do that it does not? The user may expect to not do this every login if they are
on the same device, aregistered IP address, or have logged in within the same day - however, they will still need to
do some method of MFA regardless. This could be different than what they are used to today depending on the
system settings per client.

Can we opt out of the multi-factor authentication? No
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Logging in on a SmartPhone

You may log in to AEE on a mobile device in two different ways:

1. Loginto ESS and select the “Try our new look” link.

The screen below appears:

1solved

e Benefits o
My Benefits .
Benefit Enroliment o

To install this app tap [1] and then Add to Home Screen 7

< th m D

2. Keyinthe URL of the ESS plus “/cloudservice.com.” This opens AEE where you can select to add it to your
Home Page (see above image).
a. Forexample, my normal ESS login is https://myisolved.com. For AEE | would use

https://myisolved.com/cloudservice.
b. Selectif you'd like to add to the home screen:

January 16, 2024
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After you select the “Add to Home Screen” option, the screen below becomes available:

Click Add at the top of the phone screen.
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Welcome Page Navigation

The Welcome page allows you to see all items you have access to in one screen.

1solved

e Recently Visited
It's 11:04 AM

e Manage @ Pay and Tax
Tasks Direct Daposit
Employees Pay History

Calendar Year-end Tax Forms

Schedule TaxUpdates o

o
Feedback

e 7\
e
Connect with us © rersonal u T
Yy B0 lin} iy

We're evolving with
the future of work.

e Benefits
My Benefits
Benefit Enroliment

‘ Marketplace
o Integrations

Each card is geared towards the general task you are looking to complete:

Time and Attendance: Used for all standard time functions such as viewing and verifying your Time Card,
requesting time off, and viewing your schedule.

Personal: Used to update your personal information such as address, emergency contacts, dependents,
beneficiaries, and federal reporting data.

Pay and Tax: Used to view and edit direct deposit, pay history, year-end tax forms, and update your tax
withholdings.

Benefits: Used to view your benefits summary and link you to benefits enroliment.

People Cloud: Has links to access Learn & Grow, Share and Perform, Benefit Services, and Applicant
Tracking.

Marketplace Integrations: Links you to any 3" party or legacy isolved applications your company might
use.

To navigate, you can use the icons on the left-hand side of the screen, click on the cards in the center, or use the
recently visited card in the top right-hand corner which is populated by the cards you have visited recently.

The ellipses icon allows you to navigate to more preferences and items inside of People Cloud

Switch Companies: If the employee is employed in multiple legal companies for one Client.

Classic View: Allows you to toggle to the isolved Employee Self-Service “Classic View.” This view is only
available if you are using a Desktop and is not compatible with other devices. This view requires that the
Self-Service classic view roles are set up to view and access any data or items. If this is not set up, the
employee receives a message that this view is not configured.

January 16, 2024
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e Profile: This allows the employee to view and update their profile information including:

Preferred Name
Pronouns

Mobile number
Password

Security Challenge

O O O O O

e Preferences: Allows the employee to update their “Electronic Consent for Communication and Delivery of
Tax Forms.”

¢ Notifications: Shows any current company notifications.

e Feedback: Provide Feedback on the site.

e Sign-out: Log out of the site.

1solved

@ recentiy visited

Good evening, VJ

It's 5:15 PM

sages N
1 View 0

© Manage isolved QA
Tasks
Calendar =

Schedule

We're evolving with
the future of work.

() PayandTax
® Direct Deposit
Emplo Pay History

Year-end Tax Forms

Tax Updates

Self-Service Punching

Once logged in, you can immediately create a punch by using the pink @ symbol located at the top-left corner of
the page, as seen below. In this menu, a punch can be created using two different methods:

Quick Punch

If you select “Quick Punch,” the system immediately brings you to a page to create a punch for the current date
and time, without the option to add punch notes or any other punch options. Once the page loads click the pink
to create the quick punch. Once the punch is created you will see a punch confirmation on the screen as shown
below:

January 16, 2024 1
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DECEMBER 09, 2020

Success! You're punched in

) e

n  11:43amM  pecember9, 2020
Date Wednesday, December Oth 2020

Time 11:43 am (MST)

Type Normal

Location 405676329, -111.97533279999999

ASHFORD ACRES

f Latter. ! E ' g 2

JONES FARM
Google

WHISPERING 5 Mepdata 2020 Terms of Use

( moone )
L J

Detailed Punch

If you select “Detailed Punch,” the system opens a creation screen and displays the current date and time.
Note: The Date and Time fields are not editable during Self-Service punching. The punch options available in the
detailed punch screen are as follows (options on this screen may differ based on your company permissions).

a. Type: Allows you to specify the Punch Type for the entry. The options are “Normal,
b. Mode: Allows you to specify if the punchis an “IN,” *OUT,” “AUTO,” or “TRANSFER.”

Meal,” and “Break.”

a. INmeansyou are clocking in and is typically used when you are first in for the day or coming back
from a break or meal.

b. OUT means you are clocking out and is typically used when you are leaving for the day or leaving
for your break or meal.

c. AUTO allows the system to determine the status of the punch.

d. TRANSFER allows you to move from one labor value to another without having to create multiple
punches. When using the transfer option isolved creates two punches; one clocking you out of
your current labor and one clocking you into the labor you transferred to.

c. Labor:If the option to enter labor allocations is enabled, select from the allowed labor levels when creating
apunch. If no labor is selected, isolved uses your default labor allocation.
d. Notes: If notes are entered, anyone looking at the Time Card is able to view the details.

January 16, 2024 12
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Time and Attendance » Time Card

The following is a breakdown of the different areas located on the Time Card and their functions:

Time Card Pay period | Week Day
Summary < > December 28, 2020 - January 3, 2021
Earnings Total
Vacation 8.00 hours
Dec
8.00
Holiday 8.00 hours 28 7
Regular 18.00 hours
Labor ge‘; > | 10.00
No data to display
Dec
> 8.00
Adjustment 30 |
No data to display
Dec
- 0.00
Alerts
No data to display
Jan
01 > | .00
Jan
02 0.00
Jan
03 0.00
®Hours @ Punch @ Absence Adjustment @ Break @ Meal Holiday 34.00
MISSING PUNCH

The default view of the Time Card is automatically set to the current “Pay Period.” You can change the view by
selecting the “Pay Period,” “Week,” and “Day” buttons in the top-center of the screen. You can toggle between
dates by selecting the < > buttons with the date next to them.

Data Summary

A breakdown of the “Earnings,” “Labor,” “Adjustments” (mileage, bonus or reimbursements) as well as a summary
of alerts are located on the left-hand side of the screen.

Daily Breakdown

The default view of the Time Card is a Gantt chart of your time. You can select the > icon next to the date to
expand the details. When expanded, you can see actual punch times, total hours, errors, and labor associated to
the punches.

The color-coding of items on the Time Card are as follows:

@ Hours @ Punch @ Absence Adjustment @ Break @& Meal Holiday

January 16, 2024
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Adding an Adjustment
Time Card adjustments allow employees to add hour/unit or dollar amounts to their Time Card that exist outside of

regular hours worked. This includes items such as mileage or tips. This can be done under by using the pink .
speed dial symbol located at the top-left corner of the page for same day adjustments or by adding a record on the
Timecard to add an adjustment to any day during the pay period.

May 30 - June 12, 2022

12:00a 12:00p 12:00a  Total

Once you select Adjustment, fill in the requested details and select Save.

e Date: Date of the adjustment entry.

¢ Adjustment: Select the appropriate adjustment.

e Type: Select whether the entry will be either “Hours/Units” or “Dollars”. Depending on configuration, you
may only see one option in the drop-down menu.

¢ Amount: Input the adjustment amount correlated with the Type selected.

e Labor: Should the hours/units or dollars be tied to a certain labor field such as “Department,
“Task.”

¢ Notes: If needed, add any notes related to your adjustment entry.

» o«

Job” or

Adjustment

Date Adjustment Tips e

Type Dollars v Amount

Notes

Labor Group ! REFRESH

Loc/Dept None

Proj/WorkClss None

Submitting a Missing Punch

Should you miss a punch at any time, you can select the Missing Punch button at the bottom of the Time Card.
This option allows you to submit a request that routes directly to your manager/supervisor to approve the missing
punch.

Once you select the Missing Punch button, fill in the requested details and select Save.

January 16, 2024 15
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¢ Punch Date: Date of the missing punch.

e Punch Time: Time of the missing punch.

e Type: Designate if it should be a “Normal” (standard in/out), “Meal” or “Break” punch.

¢ Mode: “Auto,” “In,” “Out,” or “Transfer.”

e Labor: Should the time be tied to a certain labor field such as “Department,” “Job” or “Task.”

¢ Notes: Add any notes for your manager/supervisor to view during the approval process.

MISSING PUNCH
Punchdate | 12/09/2020 Punchtime  11:52 AM

Type | Mormal ~ Mode  Auto v

Labor Group

Corporate  None Electricians  1-T1G1

Change Change

Labor Fields
Department BUSDEV - Business Development v Division Central v

Task | © v Gowp | © v

Time Card Verification

Time Card Verification is an optional feature that allows you to electronically sign off on the Time Card prior to the
data being populated to the Time Entry Grid for payroll processing.

The button to verify is in the top right-hand corner of the Time Card. Select the square checkbox next to the
Employee section to verify. Depending on your employer’s setup, you may also see an Objection tab to object to
the data on your Time Card.

Employee
UNVERIFIED

Supervisor
NOT APPROVED

Manager )
NOT APPROVED

Note: The system does not allow you to verify your Time Card if there are outstanding high or critical alerts
pending your manager or Supervisor’s review.

January 16, 2024 16
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Time and Attendance > My Calendar

My Calendar allows you to view your absences, scheduled hours, unavailable time, and holidays in a calendar
format. Below is a screenshot and details of the My Calendar screen:

Calendar Month Week Day
VIEW < January 2021 >
All sun Mon Tue Wed Thu Fri sat
1 2
Absences |2a-4p
Pending

Scheduled hours 3 4 5 6 7 8 9
Unavailable

Holidays

HOURS SUMMARY
Absences

Pending

Scheduled

Unavailable

o o o o @

Holidays

24 25 26 27 28 29 30

N

The calendar allows you to view items in a “Monthly,” “Weekly” or “Daily” format. Select the words at the top of the
calendar to adjust your display.

The filters on the left-hand side of the screen allow you to determine what items you want to display on the
calendar. The options are as follows:

e All: Displays all of the items listed below in the calendar view.

¢ Absences: Displays all approved absences.

e Pending: Displays all pending (not approved or denied) absences.

e Scheduled Hours: Displays the days and hours you are scheduled to work.
¢ Unavailable: Displays the days and hours you set yourself to “Unavailable.”
¢ Holidays: Displays company holidays.

Note: Hours that are displayed as “Unavailable” are not guaranteed. Managers/Supervisors can still schedule you
during these times.

The Hours Summary at the bottom of the screen totals up all the types and hours associated with your current
calendar view.

January 16, 2024
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Time and Attendance > Time Off

The Time Off screen can be opened by selecting the Time Off button at the top of the Time Card view. This allows
you to view details of your accrual plans, upcoming, pending, and past time off requests.

The first section provides a summary of your accrual plans with balances, and if selected, a detailed outline of
when you last accrued time, any upcoming accrued time, etc.

Summary
UPDATED AS OF LAST PAY PERIOD END TIE OFF
8/24/2020 - 8/30/2020

PTO

33433

P Ter——
)
( pemar )

TAKEN: 4.00 REMAINING: 330.33

When you select the Detail button on the right-hand side, the details around that specific accrual plan will be
outlined

PTO Detalls

PLAN YEAR | ANNIVERSARY TIME OFF

Service date
Length of service

Award schedule

Last award date 8/28/2020

Accrual rate per pay period 1.33 hours

As of last pay period end >

Projected current pay period >

Projected current plan year >

Projected next plan year >

e Service Date: This lists your hire date or rehire date, in some case where the accrual is being calculated
from.

e Length of Service: Based on your Service Date, this calculates your length of service with the company.

¢ Award Schedule: This lets you know how frequently you are awarded the accrual time.

e Last Award Date: This displays the last date you were awarded time for this accrual.

e Accrual Rate: This displays how much time you earn on each award schedule.

e AsoflLast Pay Period End: Once expanded using the > on the right side, this displays your available
balance as of the last pay period, hours used last pay period, and year to date.

e Projected Current Pay Period: Once expanded using the > on the right side, this displays projections for
the current pay period. It displays how many hours were taken, how many hours will be accrued, and what
hours are pending (requests that have not been approved or are in the future).

Note: Pending hours are not included in your balance.

January 16, 2024 18
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¢ Projected Current Plan Year: Once expanded using the > on the right side, this displays projections for
the current plan year. It displays how many hours were taken, how many hours will be accrued, and what
hours are pending (requests that have not been approved or are in the future).
Note: Pending hours are not included in your balance.

¢ Projected Next Plan Year: Once expanded using the > on the right side, this displays projections for the
next plan year. It displays how many hours were rolled over from the previous plan year, what your current
balance is, how many absence hours are approved, how many hours will be accrued, and what hours are
pending (requests that have not been approved or are in the future).
Note: Pending hours are not included in your balance.

The bottom of the Time Off screen outlines any upcoming time off requests, pending requests, and historical time

off entered into the system, as well as company observed holidays.

2020 holidays
N Jan 1 New Years
Date Absence policy Hours Status
Jan 15 MLK Jr Day
Feb2 President’s Day
May 25 Memorial Day
PENDING REQUESTS Jul 3 - Jul 5 Date Range
Jul4 ndependence Day
Date Absence policy Hours Status
Sep7 Labor Day
10/9/20 Sick Pending
Oct2 Columbus Day
10/10/20 Sick Pending
Nov 6 Veterans Day
View 3more ) Nov 26 Thanksgiving Day
Dec 25 Christmas Day

PAST TIME OFF

Date Absence policy Hours Status

9/25/20 Vacation & Approved

9/18/20 Vacation 8 Approved

View 39 more »

January 16, 2024
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Requesting Time Off

To submit a time off request, select the Time Off button in the top-right corner of the screen.

Time Card My Calendar Time Off

Summary

UPDATED AS OF LAST PAY PERIOD END TIME OFF
8/24/2020 - 8/30/2020

e Select the Absence Policy.

e Selectthe From and To dates.

e Enter the Start Time for the request.

e Update the corresponding Days of the week.

e Enter the Number of hours per day you are requesting.
e Double check the Total Requested Hours.

e Enterany Notes you want the approver to see.

e Choose Submit.

Once the request has been submitted, it goes through your company workflow process for approval.

TIME OFF REQUEST

Policy PTO ~

AVAILABLE AFTER REQUEST

349.00 341.00

Hours Hours

From  |12/10/2020 ] To  12/10/2020

Requested /N /7 N\ 7 N 7 TN SN
days off | 1L I\ ]| | L BN | Deselectall
Start time .|39wj‘ Hours per ‘.a
— day |

Total requested 8 hours

Note

CANCEL SUBMIT

January 16, 2024
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Pay and Tax » Direct Deposit

Your current Direct Deposit account(s) appear when you access this screen. The details are masked for
confidentiality purposes. There are several options when using this screen

e Inorder to deactivate this account, click on the @ symbol. You receive a confirmation stating “Deactivate
this account?” Click on Deactivate to agree. Cancel if you do not wish to deactivate this account.
e Toview or edit your current accounts, click on the Details button.

o Your Bank Details appear, including:

= Routing Number

= Masked Account Number

= Account Type

= Description (if applicable)

= Distribution Details (net pay or partial amount)
» Frequency of direct deposit

Savings

WACHOVIA BANK N.A.
Active account ending in 9456

»
[« ]

DETAILS

Your deposit information

»)

Bank details

Rouwting oo Account
number 021200023 number 9458

Savings Description  D0O000000000123)(*8*%34#

January 16, 2024
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If you need to make an adjustment to the account select the Edit button, make your adjustments and choose

Save

Your deposit information

Bank details

Routing

071200075
number | 021200025

Account

Sel
type Select

Deposit details
Any remaining net pay may be issued by paper check

Distribution

details ®  Flat dollar amount

Percentage of net pay

Remaining net

§7273

Frequency Select

Account e
number 789456
Description

(optional) Q00000000000123)(*& %524

If you need to add a new direct deposit account, from the main direct deposit screen, click on the Add New button

and add the following:

¢ Routing Number: If you enter an incorrect routing number, a message indicating “Routing number is

invalid” appears. Correct the number to continue.

e Account Number: Enter the account number from your account.

e Account Type: Select the applicable check type.
o Distribution Details: Select either:

o Flat dollar amount: If selected, enter the amount.

o Percentage of Net Pay: If selected, enter the percentage.
o Remaining Net (you may only have one Remaining Net account)

e C(Clickon Save.

Frequency: Select how often you want the funds in this account.

If you have multiple bank accounts and wish to re-sort the order in which they are used for Direct Deposit, click on
the @ symbol in the upper right-hand corner. Instructions appear on how to reorder your accounts. It is a simple

drag-and-drop process. See the instructions below.
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Savings
)

WACHOVIA BANK M.A.
Active account ending in 9456

»

DETAILS

Payroll and Tax > Pay History

The Pay History screen is where you can obtain and download copies of your check stubs. Your most recent Pay
Summary appears at the top of the screen and for confidentiality purposes, only the “Gross” and “Net Pay”
displays, along with the hours you worked (if applicable). The “Pay Date” also appears in the center.

In order to see the details of your check, you may click on any of the sections of your Paystub Detail. Please make
Sure you are viewing in a private location. The details include:

Earnings

Employee Taxes
Employee Deductions
Direct Deposit

PAY DATE August 31, 2020
] ] 0]

$1,135.57 $1,500.00 40

NET PAY GROSS PAY HOURS

Paystub Detail

Earnings and memos
Employee taxes
Employee deductions

Time off

Direct deposit

)

DOWNLOAD v
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If you choose the > next to the details section, the area will expand with full details.

You can change the check detail by using the < in the top left-hand corner to move backward through pay dates.
You can also toggle between years on the right-hand side of the screen.

To download a copy of your pay stub, navigate to the bottom of the screen and click the arrow next to Download.

e [fMultiple Pay Stubs are selected, a list of checks in the current year appears. You may also add a date
range at the top of the screen. Select the checks you wish to download by clicking on the box in front of

the check date.
e Once your selection is complete, click on Download.

Select Multiple Pay Stubs

Enter a date range to show your available pay stubs within that time period and a list will be generated. Check the ones you would like and click

download

To

Pay Period: Aug 24 - 30, 2020 Pay Date: August 31, 2020
Pay Period: Mar 23 - 29, 2020 Pay Date: March 30, 2020
Pay Period: Mar 16 - 22, 2020 Pay Date: March 23, 2020
Pay Period: Feb 17 - 23, 2020 Pay Date: February 24, 2020

Pay Period: Feb 10 - 16, 2020 Pay Date: February 14, 2020

CANCEL DOWNLOAD

e Ifyou select “This Check,” a copy of your current check begins downloading.
e Once the file has been downloaded, open the PDF version of your Pay Stub and save or print.

Download ) 4

We have received your request
O Your document is being generated. This may take a few moments

Your document iz being downloaded

January 16, 2024
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Pay and Tax » Year-end Tax Forms

The Year-end Tax Forms screen displays forms for the current year (if closed) and the past years. All forms are

displayed in the summary layout.

Summary

Mame 1| Year 1) Instructions
1095-C 2019 View
W-2 2019 View

To view your Year-end Tax Form, click on the Name of the form in the first column. A pop-up appears indicating
that your formis generating. Once available, the form is available in PDF. Open the PDF and view and/or print your

Year-end Tax Form. Here is an example of a W-2 stored in this section.

Copy B--To Be Filed With Employee’s FEDERAL Tax Return
This information is bing fumishod W the Intemal Fevenus Sonice.

| OMB No. 1545-0008

or Local Income Tax Return

Copy 2--To Be Filed With Employee's State, City,

| OME No. 1545-0008

a. Employee’s Social Seourty number 1. Wages, Ips, Oher COMparnsation 2. Faderal income lax withhakd . Emplopor's Social Seourty number 1. Wages, Ips, Oher COMparnsation 2 Foderal income lax withhakd
222-33-4453 406.00 16.37 222-33-4453 406.00 16.37
b Employer 10 rmber (EIN) | 3. Sosal secuslly wages 2. Social securily tax withheld b. Empicyer ID number (EIN) | 3. Sosal secusity wages 4. Social securily tax withheld
13-99%9999% 406.00 25.17 13-9999999 406.00 25.17
. Certral numer 5 Medicare wag=s and lips 6. Medicars tax withhekl . Certral numer 5 Medicare wag=s and lips 6. Medicars tax withhekl
2005-30044 406.00 5.89 2005-30044 406.00 5.89

c Employer's name, address, and ZIP code
E est-Training

c. Employer's name, address, and ZIP cade
Fu Test-Training

Edgar § Johnson

San Jose, 10005

e. Employse’s name, address, and ZIP code

7. Social security tips B. Allocated tips g9 7. Social security tips B. Allocated tips g9
10. Dependent care benefits | 11. Nongualified plans 12a. Code See inst. for Bax 12 10. Dependent care benefits | 11. Nongualified plans 12a. Code See inst. for Bax 12
13. Slatulory employee 140@1:! . 12b. Code 13. Statutory smployse 14. Other 12b. Cede
Reetirement plan 12c. Code Rietirement plan 12c. Code
Third-party sick pay 12d. Code Third-party sick pay 12d. Code
15. State [ Emplayer's state 1D number 18. State wages, tips, etc. | 17.5tate income tax 15. State [ Emplayer's state 1D number 16, State wages, tips, etc. |17 State income tax
My 139999898 0 406.00 3.84 MY 139099593 0 406.00 3.84
18. Local wages, tips, sic. 18, Local income fax ). Localty name 18. Local wages, tips, sic. 19. Local income tax 0. Localty name
406.00 E.B1 | HEW YORK 406.00 E.B1 | HEW YORK

Also available under Summary are the Instructions for the Year-end Tax form selected. Simply choose the View
icon on the right-hand side for them to populate.

Summary
Name 11 Year 11 Instructions
1095-C 2019 View
W-2 2019 View

January 16, 2024
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Pay and Tax » Tax Updates

The Tax Updates screen allows you to begin the process of updating your withholdings. Your current Tax
Withholdings for Federal, State, and Local (if applicable) appear when you access the screen.

Tax Withholdings
Tax Updates Wizard - -
&
Make changes and updates to your tax withholdings Filing status Married Filing Jointly
START WIZARD Dependent exemption amount §7,503.00
Additional income amount $3.00
Enzhle 3d party cookies in your browser settings if the wizard shows Additional withholding 5234.00
"your session is inactive”

State L3
Non Resident State v
State NJ
Tax description MNEW JERSEY WH
Filing status Married/Civil Union Partner Separate
Exemptions 3
Additional withholding $3.00

If you need to change your Tax Withholdings and complete a new tax form, click on the Start Wizard button on the
left-hand side of the screen as outlined above.
Note: Please read the message below Start Wizard to ensure you have the correct settings in your browser.

Once you select Start Wizard, you are presented with the Tax Withholdings screen to start or sign out. To starta
new form, click Start.

Employee Withholding Resource Center

The assistant can guide you to the correct forms. You can also choose which forms you would like te fill out if
you're cenain

A Sign out

You can then choose the jurisdiction by selecting the radio buttons and clicking on Continue. If you wish to
change your Federal withholding, click on “Help me determine which withholding forms apply to me” and take the
Survey.
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Once the survey is complete, click on the Start icon in the Federal-Summary screen.

Federal — Summary

Based on answers you provided, we have determined the following
Federal withholding form(s) may apply to you.

Locality Name Title Status

Federal W4 Employee's Withholding Certificate Not completed

< Back

You can click on the Back button if you made an error on your survey, or move forward and complete each section
in the form by responding to questions on the screen and clicking the Next icon. Your progress is saved on the left
side, and you can return to any section by using the Back button or the side menu.

m 0 Form and Instructions

@ Check my progress Select a filing status

onresident Alien |

/ R ) Single or Married filing separately
[ Nor O Warried Filing Jointly

() Head of Household

The next page gives you the following options:

¢ ‘lwant to use the worksheet to calculate roughly accurate withholding.”

o “There are only two jobs total. The option is accurate or jobs with similar pay, otherwise more taxes than
necessary may be withheld.”

e “None of the above.”

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse also works. The correct amount of withholding depends
on income earned from all of these jobs

Choose one

O I'want to use the worksheet to calculate roughly accurate withholding
(O There are only two jebs total. This option is accurate for jobs with similar pay; otherwise, mere tax than necessary may be withheld

(O None of the above

Select the desired option and click on Next. Depending on your selection, different options may appear. Inthe
example below, “None of the above” was selected since the Forms and Instructions were already used to
determine the withholding.

Complete each section by responding to the questions on the screen and clicking on Next.

27
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Once complete, you are able to view or print your completed W-4. You must also attest to the accuracy of the
W-4 by clicking on:

e “Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is
true, correct, and complete.”

e Enteryour PIN in the box provided by entering the last 4 digits of your SSN.

e Once complete, click on Submit Form.

Please review the document below
If you would like to make any changes, you may return to the previous page.

I you would like to submit this form, please agree to the terms below.

O Under penalties of perjury. | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.

Please verify the accuracy of your tax forms and electronically sign the docurnents by entering a PIN. Your PIN is the last four digits of your SSN
1234

+" Submit Form

You receive a confirmation stating “Your form has been submitted. All sections are completed.” If you have
additional jurisdictions to complete, follow the same procedures.

Personal » Personal Information

The Personal Information screen allows you to view your “Name,” “Date of Birth,” “SSN” (masked), and “Marital
Status.” There is also a drop-down menu for viewing your “Address” and “Contact” information.

Personal Information

Q Mason Doe

“»

Date of birth 14125
SSN

Marital status Married

Address >

Contact >
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Address

Street address
Street address 2
City

State

Zip code

Contact

Work phone
Mobile phone
Home phone
Self-service email

Personal email

27 Serpentine Lane
Kjdfkjdfkd
Levittown

NY

11756

(609) 553-2265
(732) 251-0275

(704) 555-7895

doemanager@protonmail.com

emailchange@someplace.com

v

[

Contacts

The next section, labeled Contacts, stores any existing “‘Emergency Contacts,
available. If you need to add to any of the categories, click on the Manage Contacts button. A new page appears

which allows you to Add New or Edit contacts.

Contacts
Emergency contacts
Beneficiaries

Dependents

MANAGE CONTACTS

The B symbol allows you to edit or delete the contact on file if needed.

Beneficiaries” and “Dependents”

Manage Contacts

Name

Beneficiary

Dependent

Emergency

McCorkle, Josiah

v

v

v

January 16, 2024
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If you need to Add New, choose the button at the bottom of the screen and fill out the form that opens

Contact type

Beneficiary
Dependent

Emergency

General

Relationship  Select

First name

Prefix

Contact
Work

number

Home
nurnber

Use employee address

Address.
Zip code

State

Persona

SN
Date of birth

Gender Select

Salec cther f adding trust/estate 2z 2 beneficia

Last name

Suffix

Mobile
number

Email
address

Address 2

City

Update SSN

Update date
of birth

Note: You are able to check “Use employee address” or key in a different address.

Once saved, the information appears under the drop-down menu for the appropriate contact type.

January 16, 2024
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Federal Reporting Data

There are three options under Federal Reporting Data:

o Disability Self-ldentification
e EEO Self-ldentification
e Veteran Self-Identification

By using the arrow & symbol, you are able to view the information that your employer currently has recorded for
these categories. If you wish to add or change any of the categories, click on the arrow.
Disability Self-ldentification

If available, your “Current disability status” is displayed. You are also given the reason why you are being asked to
provide this information.

Disability Self-identification v

Current disability status

Not Disabled

Why are you being asked to complete this form?

‘We are a federal contractor or subcontractor required by law to provide equal employment opportunity to qualified people with disabilities. We are also required
10 Measure our progress toward having at least 7% of our workforce be individuals with disabilities. To do this, we must ask applicants and employees if they
have a disability or have ever had a disability. Because a person may become disabled at any time, we ask all of our employees to update their information at
least every five years.

Identifying yourself as an individual with a disability is voluntary, and we hope that you will choose to do so. Your answer will be maintained confidentially and
not be seen by selecting officials or anyone else invelved in making personnel decisions. Completing the form will not negatively impact you in any way,

regardless of whether you have self-identified in the past. For more information about this form or the equal employment obligations of federal contractors
under Section 503 of the Rehabilitation Act, visit the U.S. Department of Labor's Office of Federal Contract Compliance Programs (OFCCP) website at

ol.gov/ofcep.
Select an option
Yes, | Have A Disability, Or Have A History/Record Of Having A Disability

ability, Or A History/Record Of Having & Disability

After reading, you can decide to respond:

e “Yes, | have adisability, or have a history/record of having a disability.”
¢ “No, Idon’t have a disability or a history/record of having a disability.”
¢ ‘“ldon’twishtoanswer.”

Make your selection and click on Save. The information provided displays as your “Current disability status” upon
saving.
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If available, your “Gender” and “Ethnic Origin” displays. You are also given the reason why you are being asked to

provide this information.

EEO Self-identification

Gender

Ethnic origin

Why are you being asked to complete this form?

Current EEO status

Male

White (Not Hispanic or Latino)

CANCEL

After reading, you can decide to respond to the Gender Identification using the following selections:

e Female
e Male

e |don'twishtoanswer

You can then decide to respond to Race and Ethnicity Identification using the following selections:

e Hispanic or Latino

e White (Not Hispanic or Latino)
e Black or African American or other Pacific islander
e Asian (Not Hispanic or Latino)

e Native American or Alaska (Not Hispanic)

e Two or more races (Not Hispanic or Latino)
e Chose not toanswer

If you want to add or change your information, make your selections and click on Save.

January 16, 2024
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For more information about the Race and Ethnicity selections or to read the “Anti-Discrimination Notice,” select
the following:

> Definitions of race and ethnicity

» Anti-discrimination notice

Veteran Self-ldentification

If available, your “Current Veteran Status” displays. You are also given the reason why you are being asked to
provide this information.

Veteran Self-identification v

Current Veteran status

Unknown

Why are you being plete this form?

Empl and Rights Act (USERRA ) In
¥ be entitled 1o be reemployed by your
the U.S. Department of Labar’s Veteran:

d 1o = the OFCCF, US DOL, e:
c f protected veterans, pl
Select the option(s) that apply to your veteran status
® lamnota versran
I baleng 1o the following eategories of protected veteran
Choose all that apply
Disabled Veteran
Recently Separated veteran

Military discharge date

After reading the reason, you can add or edit the information by selecting the Veteran status that applies:

e “lamnota veteran.”
e “|Ibelong to the following categories of protected veteran:”

o Disabled Veteran
o Recently Separated Veteran (discharge date)

e ‘ldon’t wish to identify my veteran status.”

e ‘lama protected veteran, but | choose not to self-identify to which | belong.”

e “lamNOT protected veteran, | served in the military but do not fall into the veteran categories listed
above.”

After making your selections, click on Save.
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Once the information is saved, it will replace your “Current Veteran Status.”

For more information on the “Definition of protected veteran,” “Reasonable accommodation notice” and “Anti-
Discrimination note,” click on the following:

> Definitions of protected veterans
» Reasonable accommodation notice

» Anti-discrimination notice

Personal > FormI-9

If this option is enabled, you will be able to complete your portion of the Form I-9 to confirm your identity and verify
your employment eligibility.

Form I-9 Employment Eligibility Verification

=

€p

=&
AV

wlel
N

"W

| *hkkk
N

Verify your identity, and complete authorization for employment.

Read instructions for I-9 employment eligibility verification carefully
before completing this form.

VIEW INSTRUCTIONS

+ FORMI-9

Benefits » My Benefits

The My Benefits screen allows you to assess your elected personal benefits package and at a quick glance, view
your annual and per pay deductions for those benefits.

January 16, 2024
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I Summary
Current
Waived

History

BENEFITCOST AND CONTRIBUTIONS

=
$7,800.00 $150.00

ANNUALLY PER PAY PERIOD*
401(k) 5130.00
HSA ('Other’ category) $0.00
Vision Pre-Tax 125 Waived

*Elected costs is an estimate only. Actual deduction amounts can vary in specific instances. Forexample, 3 5% deferred compensation (ie., 401k plan) election is
projected using your base pay, but the deduction is calculated using actuzl compensation and plan rules. Plans that reguire Evidence of Insurability (EQT) such as life
insurance, reflect the cost of the requestad amcunt but the deduction may be based on actual coverage until EOI is approved.

By selecting the Current tab on the left-hand side, you will see the benefits you are currently enrolled for in a
detailed view with effective dates, per pay amounts, and frequencies.

Summary

[ Current ]

401(k)

HSA ('Other' category)

Waived

History

401(K) W

Effective 5/26/2019

=

Deductions $150.00
401K $150.00
Every Pay

When you select the Waived tab on the left-hand side, you see the information on plans that you have waived and

the date the waiver took effect.

Summary

Current

[ )

History

WAIVED BENEFITS

VISION PRE-TAX 125
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Benefits » Benefit Enroliment

This topic goes over Open Enrollment from an employee’s perspective for Adaptive Employee Experience isolved
People Cloud. This Benefit Enroliment adapts to your computer and most mobile devices and provide a truly unique
benefit enroliment experience.

Note: Screen images may differ based on the mobile device used.

Employee Self-Service Benefit Enrollment

e Logintoisolved using your Employee Self-Service People Cloud login credentials.
e Toaccess your enroliment, select “Benefit Enroliment” in the Benefits tile.

1solved

e Recently Visited

Good afternoon, Kelli
It's 4:07 PM

Benefit Envollment

® Pay and Tax o This is RCOA

Direct Deposit
Pay History
Year-end Tax Forms

Tax Updates o

We'e evolving with
the future of work.

e Personal V e Benefits o

Docu: My Benefits
o
Benefit Enroliment
o
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Your Information

You will be moved into the Benefits Enrollment Wizard Welcome screen.

e See the timeframe for your enrollment so you can be aware of when your enrollment must be finalized.

You will be able to select the Next or Review buttons to move through the enrollment screens and start
your enrollment.

My Benefits Benefit Enroliment

Open Enroliment 2021 is now Open!

9  OpenEnroliment2021 & # REVIEW
EE!TS Your Open Enroliment 2021 enroliment is complete. You can make changes through June 30, 2021.

E Messages

Welcome to Benefits Enroliment

The Enroliment Wizard will walk you through the following steps: - entering or updating information about your family - enrolling in benefits After you are done with the wizard, this
information wi ent to HR for approval. IMPORTANT NOTE: At the end READ MORE

Plan Document

Primary Care Physician Listing
Guide for Comparing Benefits

]

Any messages from your employer are displayed below the enroliment period(s) available. These messages
display helpful information such as messages, documents, forms, and links from your employer.

If a document is posted that requires acknowledgment appears in its own section, prompting you to
acknowledge that document.

e Select the document name to review.

Once reviewed, select Acknowledge, and if you certify that you have read and understood the content of the
document. Select OK.
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left-hand side. Your Shopping Cart displays your elections so far and any messages attached to the page or item
you are on will be displayed in their own boxes on the page.

Benefit Enroliment

@ Yourinformation

and update for accuracy.

Time and

Attendance

and Dependents

ness

= @ Healthar

TN
(KS)  KelliL smith
S

My Benefits Benefit Enrollment

Let’s Verify Your Personal Information

e
Pay and Tax
(@) previen Genera
o
o &) Current Benefits First name Kelli
Personal
Middle name L
ost Analysis
Last name Smith
Date of birth bl el il @
(3) Yourselections Marital status Married
© u
o ° Address
People Cloud @ Vvision Street address 10900 Meadowood Lane
& Vol Life EE Street address 2
@ volLitesP City StHelena
State CcA
© VolLife CH =
Zip code 94574
© FSAMedical
© FSADepCare
© Hsa Contact
@ 401(k) Work phone
© CoPd Life Mobile phone
© CoPdSTD Home phone
Self-service email
Personal email
() Finalreview
Review and submit your benefit selections.
¢ Tasks to Complete
w
Benefit Enroliment
Your infermation (ks) KelliLSmith pars
o = Status: Completed LET

Please review and update for accuracy.

& Personat

¥ Beneficiarie:

% Health and

(@) Preview

(5] Current Benefits

i CostAnalysis

(3) Your selections

Medical PreTax

Vision

Vol Life EE
Vol Life SP
Vol Life CH
FSA Medical
FSA Dep Care
HA

401(K)

CoPd Life

CoPd STD

3003000300000

() Final review

Review and suomit your benefit selections.

S Compare Costs

o Tasks to Complete

January 16, 2024

Let’s Verify Your Beneficiaries and Dependents

Please add/update your dependents and beneficiaries here. They must be flagged as a dependent to include them en your benefit coverage.

Beneficiaries
& Child Smith

Date of birth
2 Spouse Smith

Date of birth

@ Add beneficiary

Dependents
% Child Smith

Date of birth
2 Spouse Smith

Date of birth

Add dependent

START WIZARD

017017+
017017+

Edit :
01701/

Delete
o170/

[ EXIT WIZARD

Shopping cart

Vou have not selected any benefits.

(@ vessages

You have no message.

Shopping cart

Youhave not selected any benefits.

3 EXIT WIZARD
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e You can update or add beneficiaries/dependents so that you can attach them to your coverages, as
needed.

¢ Ifyou have dependents/beneficiaries listed already, click on the three ellipses to edit or delete any
information.

Dependents

% child Smith H
Date of birth 071/07 /+++*
% Spouse Smith i

Date of birth 01/01 /4

() Add dependent

e Toaddanew dependent/beneficiary:

1. Select the plus sign next to Add dependent.

2. Use the drop-down menu to select the Relationship type.

3. Choose Dependent if they are eligible to participate in your benefits coverage.
4. Choose Beneficiary if they may be selected as a beneficiary on applicable plans.
5. Complete the remainder of the information, noting the required fields.

Note: If you do not have a social security number, please do not use a fake number as a placeholder, as
this can cause issues for future reporting.

Health and Wellness

Note: This may not be an option on your employer’s setup.

Benefit Enroliment

[ EXIT WIZARD
! (ks) KelllLSmith pavs
o Your information (kscetiil smitng 9 s Shopping cart
Please review and update for accuracy.
. . You have not selected any benefits.
& Persona Tobacco Use Affidavit
¥ Beneficiaries
Help TExt

S Health
Select the box below for any individual who should be designated as a tobacco user for insurance premium purposes. Any change in tobacco
use status is effective as of the later of the plan year benefit start date or the life event inftiating this enroliment

(2) preview You

%) Current Benefits Spouse Smith

i Cost Analysis child smith

@ Your selections START WIZARD m

© Medical PreTax
© Dental PreTax
@ Vision

© \Vollife EE

© VolLileSP
@ VolLileCH
© FSAMedical
© FSADepCare
@ HsA

@ 401(K)

@ CoPdLife

© CoPdsTD
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e Select the contacts who are tobacco users.

Preview

Current Benefits

This option may vary based on your employer’s setup. Your Benefits at-a-Glance are listed here. Select any plans
highlighted in blue to open more detailed information on that benefit.

Benefit Enroliment [ EXIT WIZARD

Your Information (ks) KelliLSmith DAYS
© ® L, 97

Shopping cart
Please review and update for accuracy.
. You have not selected any benefits.
& Persona Benefits at-a-Glance
% Beneficiaries and Dependents
This page shows your current elections, if any. You may have the opportunity to select "Keep™ on this page. or, you can navigate to each

% Health and Wellness coverage to make your selections. If you do not have the option to *Keep" a coverage, you do need to navigate to that coverage to either elect

orwaiveit E Mrerre
= = o &
o Preview ] =) S
vAILABLE CuRRENTLY  covERAGE cosT
R PLANS enroLLED
(31 Current Benefits
i Cost Analysis Medical PreTax Yes EEONLY $0.00
Dental PreTax Yes EEONLY $12.50
(3) Your selections Vision o
© Medical PreTax Vol Life EE No
@ Dental PreTax Vol Life P No
© Vision Vol Life CH No
Vol Life EE
@ FSA Medical No
@ Vol Life SP
FSA Dep Care No
® VolLife CH
© FsAMedical HSA No
© FSADepCare 401(k) Yes
@ HsA CoPdLife No
© 401 CoPd STD No
® CoPdLife
© CoPdsTD

ount (FSA/QTB/HSA type plans) o

@ Final review

Review and submit your benefit selections.

S Compare Costs

# Tasks to Complete
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Plan Details

MEDICAL PRETAX

Effective 1/1/2020

Pian Information
Planld; ABC789

Provider
BCBS

Coverage code
EEONLY

Whais covered
You

2 .
O Beneflciaries

No beneficiaries are currently listed for this plan.

(1) Your information

Please review and update for accuracy.

& Personal
%7 Beneficiaries and Dependents

% Health and Wellness

e Preview

[+] Current Benefits

M Cost Analysis

@ Your selections

Medical PreTax

<]

Dental PreTax
Vision

Vol Life EE
Vol Life SP
Vol Life CH
FSA Medical
FSA Dep Care
HSA

401(k)

CoPd Life

303300300300

CoPd STD

Kelli L Smith
Status: Completed

9

Medical PreTax Dental PreTax Vision Vol Life EE Vol Life CH View more Vv
Medical PreTax
@ Back to Beneficiaries and Dependents
This page is informational. You can use this to quickly compare prices.
@ DISPLAY
Flans EE ONLY EE+SP EE+CHIREN) EE+FAM
Med PPO $0.00 $125.00 $200.00 $510.00
Med HMO $0.00 $100.00 $200.00 $300.00
Med HDHP $0.00 $100.00 $200.00 $300.00

Manthly deduction amounts are displayed above,

o Displays the cost of coverages you are eligible to select.
e Youcan choose to view each plan type from the tabs across the top.
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Your Selections

Deferred Compensation

=)
&/
r3

401(k)

Adaptive Employee Experience - Employee User Guide

Shopping cart

¥ou have not selected any benefits.

You are only able to enroll in Jan, Apr, July & Oct. Keep this in mind if you decide not to elect this now.

Plan selections COST ANALYSIS

201(K)
f} Plan information

Guardian

E Messages

You have no message

-— ]

PREVIOUS

* Elacted cost is an estimate only. Actual dsduction amounts can vary in specifc instances. For sxample, a 5% deferred compensation (ie. 401k plar) election s

ing your base pay but the deduction ia calculsted using sctus| compensation and plan rules. Plans that require Evidencs of Insursbility (EO1) such as [ifs

insurance, reflect the cost of the requestad amount but the deduction may be based on actual coverage until EOI is approved

** Per Month costs are calculated by taking the annual smount and dividing it by 12; therefore, the actual manthly cost may vary from the stated smourt i the deduction

schedule s net distributed evenly on 2 per menth basis.

e Select Edit to contribute to the plan or waive.

e [fselected, you must enter in a contribution amount and beneficiary designation, and percentage. The

beneficiary percentages must equal 100%.

=
\&o/

Select Coverage

401(k)

pAYS

LEFT

COST ANALYSIS

Select coverage level to view costs and complete your information

| have been informed of the option to make contributions te the 401(k) Plan and | elect

make contributions to the plan at this time.

S Deductions

401(k) Roth 401(k) Roth

3
Amount Percent 3.0
401K 401K 00
Amount Percemt |2
E Beneficiaries
v Spouse Smith
Primary
percent | 100.00
+ Child Smith
Primary
percent | 0-00
(® Add beneficiary
CANCEL

projected using your b

$1,500.00

Per Pay
Amount

Contingent

percent 000
Contingent

percens 10000

SAVE AND

st is an estimate anly. Actual deduction amounts can vary in specific instances. For example. a 5% deferred compensation (ie. 401k plan) election is
pay but the deduction is caleulsted using aetual compensation and plan rules. Plans thet require Evidence of Insurabiliyy (E0I) such as fife

insurance, reflect the cost af the requested amount but the deduction may be besed an actusl coverage unfil EOI is appraved

** Per Month costa are caloulated by taking the annuzl amou and dividing it by 12: therefore. the actual monthly cost may vary from the stated amount  the deduction

achedule ia not distributed evenly on a per month basia.

If wishing to not contribute to your deferred compensation plan, select the button at the top.
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Select coverage level to view costs and complete your information.

| have been informed of the option to make contributions to the 401(k) Plan and | elect notto
make contributions to the plan at this time.

Company-Paid Benefits

Kelli L Smith Davs
Status: In progress LEFT

Select Coverage

Basic Life

Select coverage level to view costs and complete your information.

Coverage EE ONLY v

£, Whoto cover

o]
&S

e $0.00
() Add dependent Per Pay
Amount

l’:{ﬂ Coverage options

Actual

coverage $0.00

Age-reduced

amount $0.00

Beneficiaries

o

Spouse Smith

Primary Contingent

percent percent
Child Smith

Primary Contingent

percent percent

i:) Add beneficiary

CANCEL SAVE AND NEXT

e [fyour employer offers benefits such as company-paid life insurance, you may not have an opportunity to
waive the coverage.
e Select the coverage and, if available, enter beneficiary designation and percentage.
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Medical, Dental, and Vision

o i I DAYS
(ks) IS(_EHILSmIth = =k

oy atus: In progress

Select Coverage
Med HDHP

Select coverage level to view costs and complete your information.

Coverage |EE+FAM D h ‘/

EE ONLY

& Who to cove EE+SP ]

i EE+CH(REN) $150.00
Per Pay

| Spouse .
EE+FAM Amount

~ | Child Sm.

Add dependent

CANCEL SAVE AND NEXT

* Elected cost is an estimate only. Actual deduction ameounts can vary in specific instances. For example, a 5% deferred compensation (i.e. 401k plan) election is

t ay but the deducticn is calculated using actual compensation and plan rules. Plans that require Evidence of Insurability (EOI) such as life
st of the requested amount bur the deduction may be based on actual coverage until EOl is app 5
calculated by taking the annuzl ameunt and dividing it by 12 therefore, the actual manthly cost may vary from the stated ameunt if the deduction

schedule iz not distributed evenly on 2 per menth basis.

e |[fyou select Coverage Waived, you may be required to select a waive reason from the drop-down menu.

e Once onthe waived screen, you can go back to the election screen by selecting the Back option.
e Selectaplan using the Select Plan option and use the drop-down to select the Coverage option.

e Anydependents you may have are listed. Select the dependents you wish to add to the plan. Dependents

can be selected based only on the coverage option you choose. For example, if you choose “employee +
spouse,” only your spouse can be selected.

e Ifyou do not see your dependents listed, select Add dependent. Remember to check the “dependent” box

when adding dependents that will be added to your plans.

January 16, 2024
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HSA/FSA

e When electing HSA, you must select the level of coverage that matches the level of coverage for your
medical HDHP plan, whether that plan is offered by your employer or is provided by outside coverage.

e Enterinthe amount you would like to contribute under Amount Per Scheduled Pay or Annual Target
Amount.

e Based on your company'’s configuration, you may receive a message that you are not eligible for the FSA
since you enrolled in the HSA. Otherwise, you would have the option to enroll in the FSA.

(ks) KelliLSmith b oS
I\K_S/I Status: In progress 9 LEFT

Select Coverage

HSA

Select coverage level to view costs and complete your information.

Coverage EE ONLY v

_ Who to cover

e $62.50
& Add dependent Per Pay
Amount

27 Employee contribution amounts

Annual

target §1,000.00

Amount must be lesa than or squal 1o
£4.450.00

CANCEL SAVE AND NEXT

* Elected cost is an estimate only. Actual deduction amounts ean vary in specific instances. For example, 2 5% deferred compensation (i.e. 401k plan) election is

ion is caleulated using actual compensation and plan rules. Plans that require Evidence of Inaurability (EQ1) such as life

st of the requested amount but the deduction may be based on actual coverage until EQI is zpproved

alculated by taking the annual amount and dividing it by 12: therefore. the actual monthly cost may vary from the stated amount if the deduction
schedule is not distributed evenly on a per month basis

January 16, 2024
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Voluntary Life, Spouse Life, and Child Life

e Your plan may be configured to alert you if you select an amount over the guaranteed amount that would
require evidence of insurability (EOI).

e The message includes the amount your coverage is allowed up to until the EOl approval is obtained.

e Select beneficiaries and/or those dependents covered by the related plan.

(ks) KelliLSmith DAYS
I\K_S/I Status: In progress 9 LEFT
Select Coverage

Voluntary Life EE

Select coverage level to view costs and complete your information

Coverage EE ONLY v

S, Whoto cover

(&) veu $0.00

:: Add dependent Per Pay
Amount

{81 coverage options

Requested

4100 0
coverage $100,000.00 A
Per Pay U
Amount 561.87
Requested
Actual “
coverage so.00
Age-reduced 40.00

amount

Any benefit over 50.00 requires Evidence of Insurability (EOI). Your coverage will be $0.00 until EOI approval is obtained

=~ Beneficiaries

At least one beneficiary is required to be selected for this plan

+ Spouse Smith

Primary Contingent

percent 100.00 percent 0.00
v Child Smith

Primary Contingent

percent 000 percent 100.00

January 16, 2024
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Final Review

Compare Costs

Move to compare your costs. This takes your shopping cart and puts in a “current vs. elected” cost analysis for
you.

Benefit Review [ EXITWIZARD

! (ks) KelliLSmith DAYE ©.
@ Your Information () et Smithy Qs Shopping cart ‘@
Please review and update for accuracy.

& Persona Compare Your Costs Pay

¥ Beneficiaries and Dependents

= o o Medical PreTax $150.00
@ Health and Wellness _ Coverage level
PLaN CURRENT ELECTED
EE+FAM
(@ Preview Medical PreTax 5000 $150.00 Dental PreTax $50.00
Coverage level
{31 Current Benefits Dental PreTax §12550 $50.00 i
. Vision - $0.00
@ Cost Analysis Vision s000
Vol Life EE - 50.00 Coverage level
Vol Lite SP - 0.0 EE+FAM
@ Your selections
Vol Life CH - 0.00
otk : Vol Life EE 50.00
© Medical PreTax FSA Medical - $62.50 Coverage level
© Dental PreTax FSA Dep Care _ _ EE ONLY
© Vision .
HSA - $62.50 Vol Life SP $0.00
@ Vol Life EE 010 _ 200000 Coverage level
© VollLifesp 5P ONLY
CoPd Life - $0.00
@ VolLife CH
CoPd STD - $0.00 Vol Life CH $0.00
© FSA Medical Coverage level
FSA Dep C: CH ONLY
@ FoabepCare Total $12.50 52,325.00
© HsA
FSA Medical $62.50
© a0(k) Coverage level
© CoPdLife NEXT EE ONLY
© CoPdSTD
FSA Dep Care Waived
HSA $62.50
Q Finaireview “Ele only. Actual e S S e R on (ie.. 401k plan) election a Coverage level
Review and submit your benefit selections. EE ONLY
S Compare Costs 401(k) $2,000.00
& Tasksto Complete CoPdLire s0.00
Coverage level
EE ONLY

Tasks to Complete

View any task that still requires your attention, such as unverified documents or forms, incorrect plan enroliment,
missing required information such as beneficiaries or PCP information. Once all tasks have been completed you
are allowed to finish your enroliment. You may leave and come back and finish your enroliment at any time during
the enroliment period. The wizard will save your place.

January 16, 2024



Benefit Review £ EXIT WIZARD
(1) Your information Kelll LSmith oavs Shopping cart =2
Status: In progress (=77 PPing
Please review and update for accuracy.
& Personal Almost done!
 Beneficiaries and Dependents It looks like some items need your attention Medical PreTax $150.00
% Health and Wellness Coverage level
EESFAM
Welcome to Benefits Enrollment
(@) Preview The Enollment Wizard will walk you through the following steps: - entering or updating information about your family - enrolling in Dental PreTax s50.00
benefits After you are done with the wizard, this information will be sentto HR for approval. IMPORTANT NOTE: Atthe end ... Coerage el
(5 Current Benefits READ MORE EE+FAM
4 CostAnalysis vision 50.00
Coverage level
Plan Document
EE+FAM
(3) Your selections
Primary Care Physician Listing Vol Life £ 50.00
© Medical PreTax Coverage level
© Dental PreTax Guide for Comparing Benefits —
© Vision o
) CLOSE & Vol Life SP $0.00
© Vol Life EE Coverage level
© Voilife SP SPONLY
@ Vol Life CH
Vol Life CH $0.00
© FSA Medical FINISH LATER Coverage level
© FSADep Care CHONLY
HSA
® FSA Medical $62.50
© 401(K Coverage level
© CoPdlife EEONLY
CoPd STD
® FSA Dep Care Waived
HSA 6250
@ rinalreview Covernge el
Review and submit your benefit selections EEONLY
S Compare Costs 4010 $2,000.00
& Tasksto Complete CoPd Life $0.00
Coverage level
Kelli L Smith DAYS

Status: In progress LEFT

Almost done!

It looks like some items need your attention.

Welcome to Benefits Enrollment

The Enrollment Wizard will walk you through the following steps: - entering or updating information about your family - enrolling in
benefits After you are done with the wizard, this information will be sent to HR for approval. IMPORTANT NOTE: At the end ...
READ MORE

Plan Document

| acknowledge | have read and understand this document. v

| certify | have read, understood and accept the content of this document.

s

SIGN
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@ Your information

Kelli L Smith

Status: In progress

Tasks complete!

Adaptive Employee Experience - Employee User Guide

Acknowledge and authorize your benefit elections and you're all finished.

Kelli LSmith

Status' In progress

NEXT

Davs
LEFT

Shopping cart

DAYS
LEFT

i

Please review and update for accuracy.

Benefit Election and Deduction Authorization

& Personal

 Beneficiaries and Dependents + I have elected ta participate or opt out of the benefit plans as shown below. Medical PreTax $150.00

@ Health and Wellness

@ Preview

® Currem@nems
i Cost Analysis

(3) Your selections

Q

Medical PreTax
Dental PreTax
Vision

Vol Life EE
Vol Life SP
Vol Life GH
FSA Medical
FSA Dep Care
HSA

401(k)

CoPd Life

@O0 000000000

CoPd STD

(@) Final review

Review and submit your benefit selections.

S Compare Costs

£ Tasks to Complete

January 16, 2024

« lauthorize my Employer to deduct from my pay any premium amounts shown below:

“Change in Status” as defined under the Internal Revenue Code

Plan selections

These benefits will start on January 1, 2021

MED HDHP

£ Provider
BCBS

/ Whos covered
spouse Smith
Child Smith

DENTAL

£ Provider
Guardian

 Who's covered
Spouse Smith
Chila Smith

VISION

B Provider
VSP

Updates to these elections can be made until the final day of the enrollment period

SUBMIT BENEFI

®

3 |l

lunderstand that most pre-tax elections cannot be changed or revoked prior to the next plan anniversary date unless | experience a

DOWNLOAD

MEDICAL PRETAX

ANNUAL CONTRIBUTIONS

$3,600.00 || $1,800.00
You Your
Employer
'DENTAL PRETAX

ANNUAL CONTRIEUTIONS

w5

$1,200.00 50.00
You Your
Employer

ANNUAL CONTRIBUTIONS

Coverage level

EE+FAM

Dental PreTax
Coverage level

EE+FAM

Vision
Coverage level

EE+FAM

Vol Life EE
Coverage level

EE ONLY

Vol Life SP
Coverage level

SP ONLY

Vol Life CH
Coverage level

CHONLY

FSA Medical
Coverage level

EE ONLY

FSA Dep Care

HSA
Coverage level

EE ONLY

401(K)

CoPd Life
Coverage level

EE ONLY

CoPd STD
Coverage level

$50.00

$0.00

$0.00

$0.00

$0.00

$62.50

Waived

$62.50

$2,000.00

$0.00

$0.00
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e When you have finished making your benefit elections, the confirmation page displays.

e Scroll down to see a full list of your elections.

e Select Download at the right of the page to download your elections.

e Select Submit Benefits when you are ready to complete your enroliment.

e A message appears to ensure you reviewed and verified your elections and will remind you that a copy of
the enroliment confirmation is available to you in Documents.

e [fyou wish to submit your benefit elections, select Yes. If you wish to go back, select Cancel.

Authorization x

By selecting Yes, you certify that you have reviewed and verified your
benefit elections. Once you submit, a copy of the enroliment
confirmation will be available in Employee Documents.

Are you sure you wish to submit your benefit elections?

CANCEL

e Once you submit, the Enrollment Progress message at the top-right of the screen changes to
‘Completed.”

January 16, 2024
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Benefit Review

(@) Your information

Please review and update for accuracy.

& Personal
¥ Beneficiaries and Dependents

@ Health and Wellness

(2) Preview

[5) Current Benefits

i Cost Analysis

(3) Your selections

© Medical PreTax
© Dental PreTax
® Vision

© Vollife EE
© Vollife SP
© VolLife CH
© FSA Medical
© FSADepCare
© HsA

© 01()

© CoPdLife
© CoPdSTD

(%) Finalreview

Review and submit your benefit selections.

S Compare Costs
& Tasksto Complete

People Cloud

@ Kelll L Smith
Status: Completed

Success!

Adaptive Employee Experience - Employee User Guide

97

Your benefits have been submitted

o

Wie have saved a copy of your enroliment summary in Employee Documents.

Need to make a change?

Youhave until June 30, 2021 to make any changes.

Plan selections

These benefits will start on November 1, 2020

MED HDHP

53 Provider
BCBS

« Whos covered
Spouse Smith
Child Smith

DENTAL

3 Provider
Guardian

«/ Whos covered

158 Semith,

DOWNLOAD

MEDICAL PRETAX

ANNUAL CONTRIBUTIONS
$3,600.00 || $1,800.00
You Your
Employer

ANNUAL CONTRIBUTIONS

$1,200.00 $0.00
You

Your
Emlover

[ EXIT WIZARD

Shopping cart

You have not selected any benefits.

The links within the People Cloud tile log you in through SSO (single sign-on) to other isolved modules:

O O O O

@ People Cloud

Share & Perform
Learn & Grow
Applicant Tracking

Benefit Services

Marketplace Integrations

January 16, 2024

Share & Perform: This takes you to the engagement management platform.

Learn & Grow: This takes you to the online LMS (learning management system).
Applicant Tracking: This takes you to the applicant tracking platform.
Benefit Services: This takes you to COBRA.
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The links within the Marketplace Integrations tile log you in through SSO (single sign-on) to any integrations your
company may have set up with 3" party companies, or companies isolved partners with.
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