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A UKG Benefit Enrollment
ugusta
- gHealth Team Member Guide

Section 1

How to Access Your UKG Benefit Enrollment for Open Enrollment

1) Log into UKG

You can access UKG in two ways: 1A

Method 1: Logged into the Augusta Health Network

(o
1a Go to Pulse (desktop shortcut).
1b Scroll down to the bottom >Under Links > Click on UKG Team Member Portal.
(No User ID or password required.) 1b
LINKS
@ Cafeteria Menu
» Holiday Schedule
+ Investing In Us
* Palicy Manager
« Safety Huddle
+ Standards of Conduct (S0C)
+ Sunnestions
» UKG Team Member Portal
* UTA Clocking
* Webmail
2a
Method 2: Off the Augusta Health Network (Internet Access) ione/ employees
. I
2a Visit: www.augustahealth.com/employees Employess

2b Select UltiPro.

Work Resources for Employees

2¢ Enter your User ID (Employee ID #) and Password for UKG. p ° S
2D & Secure Login
= UkiPre
::::‘::mllmgnt [ Benefits
@ Investing in Us
o Hospital Affilistion Verification
@ Velunteering Opportunitics
= Empleyee Parking Map

Augusta
- gHeaIth

wetcome, PLEASE NOTE:

come onint Al ‘ When resetting your UKG password or logging in
for the first time, you'll use your date of birth
(MM/DD/YYYY). You will then be prompted to
personalize it with a new 15-character password.

If you need help resetting a password please
contact the IT Service Desk at (540) 332.5555 or
ITHelp@AugustaHealth.com
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Section 2
Adding or Changing Your Beneficiaries and Dependents

(2 Verifying Beneficiaries and Dependents + X e
Health
a. View summary information. Q, Seerch |
b. To edit information about a beneficiary or ® 2 8 85 @&
dependent, select the Name.
Myself
c. Click Edit. (Edit the information, as needed.)
Personal -
d. Click Save. Employee Summary

Name, Address, and Telephone

e.Toadd a new beneficiary or dependent, click the Add
Status/Key Dates

button in the upper right hand corner.

(Make sure Social Security Number, Date of Birth, Property
. . Private Info
Gender, and Relationship Type are added.)
Other Personal Info
Contacts ® & @ >
add print  help
Status [ Active -
Name + Relationship Designation ®B
Mouse, Minnie Spouse Beneficiary
Dependent
Emergency contact
Mouse Jr., Mickey Mone Beneficiary
Dependent

Emergency contact
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Section 2 (continued)

Adding or Changing Your Beneficiaries and Dependents

PLEASE NOTE:

Any person you are adding to your benefit plans as a Dependent must be a spouse and/or

children. Social Security numbers, birth dates, and gender are required to add each
Dependent to your plans. The designation for each also needs to be checked toadd a

Dependent or Beneficiary to your plans. If these fields are not checked or completed, you
will not be able to proceed with adding your family members.

Add/Change Contact lB @ =]

Designation

o0t A1 MASE G SR gRaTaN 10 T SanTaCT. Mot S0EMifng Il recoid 45 4 Dependint o

Beneficiary only makes them eigible fior consideration. it does not sutomatically add them oo any
BT

hgoat= o

Retorship " | none - .

---------

Personal

Mouse Jr., Mickey

173 &% 6TE
1052007

Wakg

Designation

Bchatiorship

None

PAGE o3
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Section 3

Accessing your Benefit Enrollment Event

Follow these steps:

1 Click the Side Navigation Menu (3 barsin the
upper left corner).
2 Select Myself (icon of a person).

3 Choose the option that applies to you:

3a. OPEN ENROLLMENT
« Ifyouare completing your annual Open
Enrollment elections, select Open
Enrollment from the Myself menu.

3b. LIFE EVENT
« Ifyouare newly hired or completinga
mid-year benefit change duetoa
qualifying life event (birth, marriage,
etc.), select Life Events from the Myself
menu.

3a
3b

1
*
|Q‘Eear-.'h
CIA)R 5
2
Myself
Personal
My Company

Jobs

Career & Education
Career Development
Pay

Time & Attendance
Benefits

Open Enroliment
Life Events

Training

Documents

A
Augusta
it Home

PAGE o4



A UKG Benefit Enrollment
"‘ugﬂgﬁ Team Member Guide

Section 4

Enrollingin your Benefit Plans

Select or Decline a plan.

Medical = = B c e % 0 I

back  rext draft reset cancel print  help

Select a Plan

Lse the aptions below 1o choose o decline & plan Current Plan
a5 of 100142024

You may choose to enroll in one of the medical plans below. Please review the information in the
Team Member Benefits site for more details,

* HDHP with HSA

To enroll: Sclect yo

he name of the plan and then sele

are adding depend your plan. you will need to select

hawe sebected y

To declime: sebect “I Drecline...” button.

"1 1decline Medical plans.

© HOHP with HSA HDHP with HSA Plan Information
Please refer to the Bemefits Gubde on the Team
Opti Member Benefits site for detailed information about
prions each medical plan, such as deductibles, covered

Employee Child Full Time $116.31 benefits. networks. premiums, etc.

To Select, click the radio button next to the plan name.

If you choose anything other than employee only you must elect the dependents to be enrolled in the plan.

Todecline, clickthe | decline button above plans presented.

Select Next.
Follow the above steps for all benefits offered.

« Depending onthe benefit you are electing, additional fields may appear.

« Foraplan with beneficiaries, you are required to enter applicable beneficiary information as well as percentages

for primary and secondary beneficiaries. See steps below.

« Evidence of insurability (EOI) may be required for life insurance plans. If applicable, a message will appear. The

maximum benefitamount that can be elected will be displayed.
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Section 4 (continued)
Working Spouse Surcharge

About Open Enroliment

Verify Beneficiary And Dependent Information

As part of your benefits enrollment, you will be asked to complete the Working Spouse e
Surcharge question after making your medical election. -

You must select an option before you can continue your enrollment.

g PLEASE NOTE:

Working Spouse Surcharge

Health Savings Account

The Working Spouse Surcharge applies only if you are covering a spouse on an Augusta Health medical plan and your spouse
has access to medical coverage through their own employer. If this applies, a $46.15 bi-weekly surcharge will be added.

(The surcharge does not apply if your spouse does not have access to employer-sponsored medical coverage, such as
a spouse who is not employed, is retired, has Medicare, or works for Augusta Health.)

Working Spouse Surcharge

Select a plan

Use the options below to choose a plan.

Complete this attestation if you are enrolling or continuing coverage for your spouse under an Augusta Health medical plan. If your spouse
is eligible for comprehensive group medical coverage through their employer but declines that coverage and remains enrolled in an Augusta
Health medical plan, a working spouse surcharge will apply.

The warking spouse surcharge is intended to encourage eligible spouses to enroll in medical coverage available through their own employer and te
help share the cost of healthcare coverage between employers. The surcharge is $100.00 per month, deducted as $46.15 per bi-weekly pay period.

O  Working Spouse Surcharge
Options
) Mo coverage available.
O Not adding a spouse.

O Yes, coverage available,

$0.00
$0.00
$46.15

Which Option Should You Choose?

1 No coverage available.

a Not adding a spouse. :

9 Yes, coverage available.

Select this option if you are covering your spouse through Augusta Health and your spouse
does not have medical coverage available through their employer.
Examplesinclude a spouse who is not employed, is retired, or has Medicare/Medicaid.

Select this option if you are not covering a spouse on your Augusta Health medical plan.
This includes team members who are not married or who have a spouse butare not enrolling
that spouse in Augusta Health medical coverage.

Select this option if you are covering your spouse through Augusta Health and your spouse
has medical coverage available through their own employer.
A $46.15 bi-weekly surcharge will apply if you select this option.
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Section 4 (continued)

Flexible Spending Accounts (FSA) and Dependent Care Accounts:
For these accounts, you’ll need to elect either your contribution per paycheck or your total annual contribution.

Please note:

e Team members enrolled in the Augusta Health POS medical plan or who do not elect an Augusta Health
medical plan are eligible for the full Medical Flexible Spending Account (FSA).
e Team members enrolled in another medical plan may choose the Limited Purpose FSA, which can be used for

dental and vision expenses only.

Flexible Spending Account

Select a Plan

Use the options below to choose or dedline a plan.

year o qualified med; : : £
ts. Please review the information in the Team Member Benefits site for more details.

We affer three differcnt types of accountss
AFull Purpose Medical FSA that covers generalepx

s healih expenses for ensployees not enrolled in the

pln

ed Purpose Dental and Vislon FSA that covers dental & vision expenses for hoss that are ensolled
in the HDHP ONLY.

3. ADependent Care F3A that lets participants sawe money on day care expenses for children up to

[ 1decline the Flexible Spending Account plan,

®  Flenble Spending Account

$640.00 Biweckiy*

Enter amount fo

® Contribution per pay check $540.00

O Annual contribution $3,200.00

Health Savings Account (HSA)

If youare enrollingin a High Deductible Health Plan (HDHP), you are eligible for a Health Savings Account (HSA).

Please note:

» Youmustbeenrolled in a qualifying HDHP to participate

inan HSA.

» You cannot decline the HSA. If you do not wish to make
personal contributions, simply elect $o for your

contribution amount.

« Electing $o allows you to still receive the employer

contribution into your HSA account.

Type Information [
print

A Health Savings Account (HSA) is a tax-advantaged savings account that individuals
can use to pay for qualified medical expenses. To be eligible for an HSA, you must be

enrolled in the High Deductible Health Plan (HDHP). View your current coverage, if
any, in the box to the right {click the armow).

NOTE: If you are enrolled in the HDHP medical option, vou cannot decline the HSA.
To receive only the employer contribution, simply enrcll in the HSA and select 30 for
your personal contribution.

Please review the information in the Team Member Benefits site for more details.
. To enroll: Select your plan by clicking the name of the plan and then enter your
confribution amount, either per pay check or annual
® To decline , select “I Decline Health Savings Account plans.™
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Section 4 (continued)

Beneficiaries
For plans that require beneficiaries to be added:

&
EE Supplemental Life

(] 1decline EE Supplemental Life plans.

®  Supplemental Life Employes
$25.40 Biweekly*
Benefit Amount

Benefit amoun t $500,000.00

maximum benefit amount value is $500.000.00

Click the check box next to the name of the beneficiary. Enter the percentage amount for the
beneficiary. Primary beneficiaries must total 100%. Secondary beneficiaries, if selected, must
also total 100%.
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SeCtion 5 Current Plan

as of 1273172025
Review and Submit

R . * POSPI
Viewing Your Enrolled Benefits .
Your cost
When you click the carrot (V) or toggle button next to asection header, $211.38 Biweekly
adropdown will appear showingall benefits you’re currently enrolled in. Option
Employee Spouse Full Time
Plan Dependents

Before submitting your benefits elections, take a moment to review all of your
selections carefully.

1 Ifyou do notseeablue boxabove your elections, your elections are complete and ready to submit.

If the Submit button is grayed out, this indicates that:
« Notall elections have been completed, or

. . 1
« Oneor moreselections were entered incorrectly.

« Ifyoudoseeablue box, this means there’s a section that still needs your attention. The blue box will list

the name of the section you need to return to in order to complete or correct your election.

S _

Weridy Beneficiary And Dependent Informaticn

Confirm Your Elections or Changes
Mechoal

Healkth Savings Account (@) Information

* Your elections cannot be submetted until elections for the required plan typejs) have been ¢
Denital edical

Health Savings Account

Wisign Dental

Vizian

Fiexible Spending Acoound [Flexible Spending Account

Full Purpose Medeal FSA

Full Purpose Medaal FSA Limited Flexible Spending Account

Dependent Care FIa

Limited Fleabie Spending Account
Dependent Care F5A
Group Term Life bnsvonce
Group Term Life
EE Supplemental Life
Accrenifol DeathDramembr
Group ADED
Waluntiry ADAD EFployes
Spoude Wol Life ADED
Woluntary Life Spouse

Woluntaey ADLD Spaute

Grewp Term Life Insurance
Geniap Tenm Life
EE Supplemantal Life
Accidental Desth/Dismembr
Supplemental ALBD Empliyes
Growp ADBD
Spousal Supplemental Life
Sugplemental Life Spause
Sugplemental ADED Spouse
Child Supplemental Life
Supplemental Life Child
Supplementsl ADED Child
Voluntary Preducts
Acocdent [raurance
Herspital Indemaity [rsurance
Critical liess Employee
Cntical Tliess Spouse
Critical Tiness Chald
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Onceall elections are complete, review the information on the Confirm Your Changes page. This page

includes your personal details and all benefits selected or declined.

If you notice any errors or missing information, return to the applicable page(s) to make corrections.

Any notifications or required actions will appear at the top of the screen.

Select Submit in upper right-hand corner on toolbar to complete your elections.

Click Ok. If the popup does not appear, please ensure you do not have popups blocked in UKG.

@

submit

nz17.ultipro.com says

You are about to finish and submit your elechions. Continue?

| 0K J Cancel

A confirmation screen will appear.

Print this page for your records!
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Section 6

Need help? We’re here for you!

If you have questions or need help with your benefits enrollment, contact us at:

</ HumanResources@AugustaHealth.com
7 (540)332-4700
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