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I'm enrolled and want to switch from PPO to HDHP/HSA
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Step Action
1. Log in to myOhio.gov.

From the navigation tabs at the top of the page navigate using MY WORKSPACE.

Click the MY WORKSPACE tab.

HOME MY WORKSPACE MY LIFE & CAREER RESOURCES

2. The Resources Directory page displays. From the Self Service Quick Access section
select the myBenefits item to navigate to the desired activity.

Click the myBenefits list item.

Self Service Quick Access

myFay
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Step Action
3.
item to navigate to the desired activity in OAKS.

Click the Benefits Summary list item.

The myBenefits page displays. From the General section select the Benefits Summary

Benefits Summary
BUCKEYE NAKIA

Ta view your benefits 35 of anothor das, aniar the dats and click Go
030208 Y Go
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myOhiogey | Home | AddioFavories | Signowt

{1 Hew Window  [& Personalize Page
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Step Action

4.
benefit enrollment.

Click the Enroll in Benefits list item.

Go to: | Enroll in Eeneﬁtsl

The Benefits Summary page displays. Review your current benefits and proceed to

Date Created: 5/20/2019 9:25:00 AM

Page 2

Department of
Administrative Services

Ohio




@WAKS | femmsaiee Job Aid

Cifecy
®AKS Admlma\m!ws
| meledge mrlhiegr | Hem | AddkFavader | Senod
el ey

Favertes  Main Menu 5 h‘h Denefits [nrolment

W>

Benefits Enroliment I
BUCKEYE NAKIA '

) New Windew 5" Personakos Page

Aftat you #n0 % B New smgioyee, e oy BT YU May Chsge oo benedl (holes & Ang open
enoAment o within 31 days of a change in statusiguairying avent Cipan anrcliment for banetts taies
pa0e once each yeat

Chek ihe infoimation icon for addBonst ermaton and enroliment irstruckons
The Sekect bullon el 10 7 vt Mmeans £ 5 carminly GDen for enroiment
To bege your erimiment, chok Select

Event Gescripion EventDate  Cvem Sastun  bob Tide

Opdn Enttlment @ oo Open Eactoa Oficial Sebect

nce you chick Select, it wil takn o few seconds for your benefids enmimen information b appear

Step Action

5. The Benefits Enrollment page displays. There you will see the Open Benefits Events
section. When first accessing the page, the Event Status will be listed as Open.

However, you are free to return and edit as often as needed. After your initial selection of
benefits, the Event Status will be listed as Submitted.

6. Let's begin the open enrollment process.

Click the Select button.

Open Benefit Events

Event Description Event Date Event Status  Job Title

Open Enroliment & ormirzo19 Open Elected Official
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Step Action

HDHP Plan.

Click the Edit button.

Medical

Current.  Aetna Empl Only

7. In this situation, you only wish to change the medical coverage. The current election is
displayed, as well as the new default coverage. Let's change the coverage now to the new

Enroliment Summary - Click Edit to verify your covered dependent{s} for each plan.
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Step Action
8. The Benefits Enrollment - Medical page displays.

The current plan, in this case Ohio Med PPO Medical Mutual is selected as indicated by
the enabled radio button. To change the selection, simply select the radio button for the
Ohio Med HDHP Medical Mutual plan.

Click the Ohio Med HDHP Medical Mutual option.

D Chio Med HDHP Medical Mutual

9. Click the Continue button.

Continue |

Favorkes  MainMenu ; SeliSevice » Densfits ; Denefits Dnvolment

o
®AKS Administrative
Knowledge Syst mrCbiegr | Hem | AdibFavades | Swned
& New Window [ Persanakzs Page

Benefits Enrollment
Medical
BUCHEYE NAHLA

(i) WRpOran; Yoar enrolment will not B Complets sl you acd FOUr dRpardentis] 1o the
modical and, If appcable, denlal and vision plan by clicking EGIL Yeu must 6o so for
wach plan of your depandentis) will nct be anrolled. ART you have added sach
Sependent 1o sach plan, chck Subevl.

cunent siecton makes you skgiske for 3 Heath Savings Acoount (H3A). Select the O buton
15 alcer: youw sichons and arrater 1 the HEA Exrcion page
Sebect e Cancel buion 82,90 back snd change your cholces

Contines

Step Action
10. A confirmation page displays, on this page Your Choice, Your Estimated pay-per-
period Cost, and applicable Notes are shown.

As an enrollee in the HDHP plan, you are eligible for a Health Savings Account (HSA).
Clicking the Continue button advances you to the HSA Election page.

11. Click the Continue button.
Continue
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Step Action
12. To enroll in the Health Savings Account MMO select the corresponding radio button.

Click the Health Savings Account MMO option.

) Mo, | do not want to enroll

I:l Health Savings Account MMO

OAKS Bz I
| te mrlhicgr | Ham | AdkFavader | Senod

Faverkes  Main Menu So!mg E d\: Denefits [nroliment

This enefit plan [BQUR; Anroliment in ong of e Sliowing plans
Apren

Changing your chewes for any of the besfl plans lished sbove, miy ivalidale your enicliment on
i paga

40,190 nol wanl 1o enrol

B bisalth Savings Account MO

Maximusm toeal contribtion: $3500.00

Maximusm Employes Annual Contribution: §3500.00

Total Clected Contiibution Amuounl: L 000

Step Action
13. HSA accounts allow you to contribute pre-tax directly through payroll deductions.

The contribution maximums are set by the IRS. Please familiarize yourself with the HSA
account prior to determining your Elected Contribution Amount.

Note: The contribution amount may be adjusted as necessary during the benefits year.

14, Enter the desired information into the Total Elected Contribution Amount field. Enter a
valid value e.g. "1000.00".
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Step Action

15. Confirm your choice for the Elected Contribution Amount.

Click the Acknowledge button.

Calculations

$3500.00
$3500.00

1000.00

Maximum total contribution:

Maximum Employee Annual Contribution:

Total Elected Contribution Amount:

[ Acknowledge | Cancel

Banefits Enrolimant

Health Savings Account
BUCKEYE NAKIA
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Step Action

16.
entirety.

Read through the statement regarding the establishment of a health savings account in its
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Step
17.

18.

19.

Action

At the bottom of the Acknowledgement page, Your Choice, Your Contributions, and

Notes regarding your selection are found.

Having reviewed the information, click the Acknowledge button to move forward, or click

the Cancel button to go back and change your choices.

Click the Acknowledge button.

You have chosen to enroll in the Health Savings Account MMO plan with an annual pledge of 31,000.00.

Your approximate per-pay-period contribution will be $142.86.

Notes
Once submitted, this choice will take effect on 07/01/2018.

Acknowledge Cancel

Authorize your Elections using the Submit button.
Use the Cancel button to return to the Enrollment Summary.

Click the Submit button.

| Submit n Cancel

The Submit Confirmation page displays.

Click the OK button.

. 0K |

Date Created: 5/20/2019 9:25:00 AM

Page 8

Department of
Administrative Services

Ohio




@WAKS | femmsaiee Job Aid

Dy
®AKS Admlma\m!ws
| meledge myObbogey | Hewe | AditsFaveies | San el

Favertes  Main Menus ;  Sell Servic m Derfits Erwaliment
I Nirw Window 5 Pertcraakon Page =
Benefits Enroliment
Open Enroliment I Puim Thés Paus ot Your ”"““'sg{s I
BUCKEYE NAHIA
o Important: Your YOou 8340 your o the

midical and, if applicabie, cental and vision nhna by clicking Edit. You must do 5o for
wach Blen OF YOUF dependentis] will Rt be enroliod. AREr you have added sach dependent
to wach plan, click Submit.

Medical Bedors Tax  After Tax (o EOH |
Camant Asena Emgl Oty

P 0N M HOHE Modcal Mutull Empd Osly 1.4

Dentst Befors Tax  Afler Tax Edt
Cumant Data Danisl PPO-Empi vy

B Dota Dontal PPOEmpd Criy (2]

Vislon Before Tax After Tax Fae
Curvenl DyaMed Extengt Vision B Crly

B FyaMad Exempt Viskon Empl Doly 0o

Healih Savings Account Bators Tax  Aftar T Ede
Cartenl No Coverage

haw Health Savings Account MMC: $1,000.00 14286

Tris table summarizes estmatnd costs for your new benedi choies

Summmanzed estimates Sor new Denefa Cechons Toasl Defore Ton After Tax

Cosls 03 33032 000 e

Step Action
20. Notice that the progress arrow now displays 100% Complete.

If desired, you may print this page for your records using the provided link.

You may now close your browser window.

21.
End of Procedure.
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