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STEP 1 - Log into My.Chapman.edu with your Chapman User ID and Password.

WCHAPMAN
| UNIVERSITY

Announcements i
My Chapman Login
Username Password
Welcome to
Forgot your password? Login
my.chapman.edu
IS&T has a regularly scheduled maintenance window that takes place Search for Classes - Guests

weekly from 6:00am (PST) to 9:00am (P5T) on Sundays. During this
scheduled time, access to my.chapman.edu services may not be

Q, Class Schedule

available.

Please enter your USERNAME and PASSWORD

As part of our continued effort in protecting Chapman University
users and data, our Information Security team has enabled a new
rule that prevents users from reusing any of their last three
passwords. Please visit our Password Management page on
Chapman.edu for mors information regarding best practices for
creating new passwords.

Her are some additional tips for keeping your account safe:

o Use Password Managers if possible.

¢ Never share or give out your password.

& Limit incrementing your password.

& When in doubt, just change your password.

If you are experiencing issues accessing your Chapman University
accounts, please contact the Service Desk at 714-997-6600 or
email servicedesk@chapman.edu for assistance.

STEP 2 — Click on the red arrow to open the My Benefits box. Click on My Open Enrollment.

L]
» b My Personal Information

- + My Benefits
- My Benefits /
- My Open Enrollment

- Dependent/Beneficiary Summary

Open Enrollment - 2020 l|Page



STEP 3 - Click the Select button to open the benefits menu.

Benefits Enrollment

After yvour initial enrollment, the only time you may change your benefit choices is during open
enrollment or a qualified family status change. The Information icon provides you with additional
information about your enroliment. The Select button next to an event means it is currently open for
enroliment. Use the Select button to begin your enroliment.

Open Benefit Events

Event Dezacription Event Date Event Status

Open Enroliment @ ovo1z020 Open . Select

After you use the Select button, it will take a few seconds for your benefits enroliment information to
load.

STEP 4 — Review the messages provided for important reminders.
Benefits Enrollment
Open Enroliment

Open Enrollment is your annual opportunity to modify your benefit choices for the upcoming calendar
year.

To continue participating in a Healthcare and/or Dependent Care Flexible Spending Account next year,
you must re-enroll in these programs during the Open Enrollment period.

To contribute to a Health Savings Account next year, you can select an amount during the Open
Enrollment period.

You will be able to review the cost of each benefit on the Enrollment Summary.

STEP 5 — The Enrollment Summary section displays your current 2019 plan information. Please note that
current plans are the “default” for the 2020 plans if you do not update anything.

Enrollment Summary

Medical Plans Before Tax After Tax
Current. CIGMASelect HMO-St.Joseph/Hoag EE+ 1

Mew: CIGNASelect HMO-5t Joseph/Hoag EE+ 1 9500

Dental Plans Before Tax After Tax Edit
Current. Delta Dental PPO:EE+ 1

New: Delta Dental PPO:EE+ 1 62.70

Vision Plans Before Tax After Tax Edit

Current. WVSP PremierEE+ 1
New: V3P PremierEE+ 1 6.64
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TO CHANGE BENEFIT PLANS & DEPENDENT ELECTIONS
STEP 6 - Review the Enrollment Summary data and click the Edit button on the plan you wish to change.

Enrollment Summary \

Medical Plans Before Tax After Tax Edit
Current. CIGNASelect HMO-St.Joseph/Hoag:EE+ 1
Mew: CIGNASelect HMO-5t. Joseph/Hoag EE+ 1 95.00

You will be presented with a list of all available plans and your costs. NOTE: You can click the link to the
Benefits e-Guide for detailed information on each plan.

Benefits Enrollment

Medical Plans Benefits e-Guide

All of our medical choices promote wellness as part of their benefits and are available to protect you
and your dependents if you become sick or injured. Chapman University offers five options for your
Medical Coverage.

o Important! Your current coverage is: CIGNASelect HMO-St.Joseph/Hoag with Employee
+ 1 Dependent coverage. You will continue with this coverage if you do not make a
choice.

Your enroliment on this page may affect vour choices for the following type(s) of coverage:
Health Savings Account

Select an Option
Here Are Your Available Cptions With Your Costs:

Cwverview of all Plans

Make your selection by clicking on the radio button next to the plan.
L) CIGNASelect HMO-5t.Joseph/Hoag

Coverage Level Your Costs Tax Class
Employee Only F6.00 Before-Tax
Employee + 1 Dependent 595.00 Before-Tax
Employee + 2 or mare 3185.00 Before-Tax
Employee+Reqgistered DF $95.00 Before and After Tax
Family (With Registered DP) 3185.00 Before and After Tax

CIGNA HMO

Coverage Level Your Costs Tax Class
Employee Only 4500 Before-Tax
Employee + 1 Dependent 5425.00 Before-Tax
Employee + 2 or mare 3605.00 Before-Tax
Employee+Reqgistered DF 5425.00 Before and After Tax
Family (With Registered DP) 3605.00 Before and After Tax
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STEP 7 - To update/add/remove dependents scroll to the bottom of the screen to the Enroll Your Dependents

section. To add/change dependent information click the Add/Review Dependents button. To remove a
dependent “uncheck” the Enroll box.

Enroll Your Dependents

The following list displays all individuals who are eligible to be your dependents. Use the
AddiReview Dependents button to add a dependent to the list.

You may enroll any of the following individuals for coverage under this plan by checking the
Enroll box next to the dependents name.

Dependent Beneficiary

Enroll Name Relationship

Add/iReview Dependents

STEP 8 - After you have made your selection/changes, scroll to the bottom of the page and click the Update
and Continue button or the Discard Changes button.

Update and Continue Discard Changes

Select the Update and Continue button to store your choice until you are ready to submit your
final enroliment on the Enroliment Summary.

Select the Discard Changes button to ignore all entries made on this page and return to the
Enrcliment Summary.

STEP 9 - You will be prompted to confirm your elections. Click the Update Elections button to save your
changes or Discard Changes button to return to the prior screen.

Medical Plans

Important: Your enrollment will not be complete until you submit your choices to the
Benefits Department.

Your Choice

You have chosen CIGNASelect HWO-5t. Joseph/Hoag with Emplovees + 1 Dependent coverage.

Your Estimated Per-Pay-Period Cost

Your Cost $95.00

STEP 10 - You will return to the Open Enroliment home page. At this point, you can return to any of the plans
and make additional changes by clicking on the Edit button next to the plan.
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STEP 11 — It is important to update/review your Primary and Contingent Beneficiary(ies) information for the
Basic Life and AD&D plans. Click on the Edit box.

Basic Life Insurance

Before Tax After Tax Edit
Current. Basic Life: Salary X 2
Mew: Basic Life: Salary X 2 : $200,000
ADE&D Before Tax After Tax Edit

Current. EE AD&D: Salary X 2
New: EE AD&D: Salary X 2 : 200,000

The detail window appears. Click the Add/Review Beneficiaries button to make changes and then click the
Update and Continue button or the Discard Changes button.

Basic Life Insurance Benefits e-Guide

Chapman University provides eligible employees with Basic Life Insurance through Cigna and
pays the full cost of this benefit. The Basic Life Insurance benefitis 2X Annual Base Salary up to
$800,000.

0 Important! Your current coverage is: Employee Basic Life: Salary X 2 . You will continue
with this coverage if you do not make a choice.

Motes
This coverage is provided at no cost to you.
Coverage in this plan is automatic. However you wil need to designate your beneficiaries.
Option Style 4 (Automatic)
@ Employee Basic Life { $200,000)
You are automatically enrolled in the Employee Basic Life ( $200,000) plan.

Designate Your Beneficiaries

The following list displays all individuals who are eligible to be your beneficiaries. If an individual iz missing
from this list, use the AddiReview Beneficiaries button to Add a Beneficiary.

Add/Review Beneficiaries ?

“ou may designate the following individuals as Primary or Contingent beneficiaries by allocating a
percentage. Contingent beneficiaries receive benefits only if all Primary beneficiaries are deceased.

All percents for Primary beneficiaries must total 100. All percents for Contingent beneficiaries (if any) must
alzo total 100.

Enter Primary Allocations as Percent
Enter Contingent Allocations as Percent

Allocation Details

Current Current . .
. : - ) New Primary Hew Contingent
Name Relationship Primary Contingent ) -
Allocation Allocation
Percent Percent
Friend 100 100
Total 100 0
Update and Continue Discard Changes
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STEP 12 - If you participated OR wish to participate in a Flexible Spending Account (either Health Care or

Dependent Care) you MUST make an election every year — it does NOT roll over. Click on the Edit button(s)
to open the window.

Flex Spending - Health Care

Before Tax After Tax Edit
Current. FSA Health Care: $2,650.00
Mew: Waive 0.00
Flex Spending - Dependent Care Before Tax After Tax Edit
Current. Waive
New: Waive 0.00

Once you click on the FSA radio button you will need to enter an Annual Pledge amount. The Worksheet will

assist you in determining the amount that will be deducted from your paychecks. After you enter the amount,
click the Update and Continue button or the Discard Changes button.

Benefits Enrollment

Flex Spending - Health Care

Benefits e-Guide

The Flexible Spending Account - Healthcare (FSA) allows you to use pre-tax dollars to pay for
expenses that are not 100 percent covered through group health care plans.

0 Important! Your current coverage is: FSA Health Care with an annual pledge of
$2,650.00. You will have no coverage with this plan if you do not make a choice.

Your annual pledge must not exceed $2,700.00, which is the maximum amount allowed for this

account for the calendar year. You must not exceed §7,650.00 when you add up your annual pledge
amounts for ALL Flexible Spending Accounts.

Select an Option

Mo, | do not want to enroll

* FSAHealth Care

This plan requires that you specify an annual pledge amount.

Select the Worksheet button to help calculate your
Annual Pledge Vorksheet annual pledge for thiz plan year.
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STEP 13 — After making changes/updates, scroll to the bottom of the Open Enrollment screen and review your
Election Summary to review the updated costs of your plans. Remember these costs are per pay period.

This tahle summarizes estimated costs for your new benefit choices. (The "Employer” column displays
the amount Chapman University is contributing to subsidize the cost of your benefits.)

Election Summary

Summarized estimates for new Benefit Elections Total Before Tax  After Tax Employer
Costs 226.84 22684 0.00 1,542 80
Your Costs 226.84 226.84 0.00

These costs do not include certain choices that are based on variable eamings.

The Company's confributions towards your benefits may impact the taxes on your

paycheck.
Save and Continue

If you did NOT or do NOT want to make any changes to your plans — you can scroll to the bottom of the Open
Enrollment page and review the Election Summary. Click the | Have No Changes button.

This table summarizes estimated costs for your new benefit choices. (The "Employer” column
displays the amount Chapman University is contributing to subsidize the cost of your benefits.)

Election Summary

Summarized estimates for new Benefit Elections Total Before Tax After Tax Employer
Costs 163.86 163.86 0.00 911.22
Your Costs 163.86 163.86 0.00

These costs do not include certain choices that are based on variable earnings.
The Company's contributions towards your benefits may impact the taxes on your

paycheck.
Save and Continue | Have Mo Changes

STEP 14 - it is recommended that you print a copy of your elections before you submit your selections. The
Open Enrollment page has opened in a new window. You will need to use your browser print feature to print
this page. RIGHT CLICK in the Open Enrollment window and select Print from the pop-up window. The print
menu will appear. Select your printer, leave the Page Range as All and click Print.
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FINALIZE YOUR BENEFIT PLANS & DEPENDENT ELECTIONS

STEP 15 — After you click either Save and Continue (if you have made changes) OR | Have Made No
Changes, you will be presented with an option to submit your benefits or opt to cancel and return to the Open
Enroliment home page. By clicking on the Submit button you are finalizing your 2020 benefit elections. You
can click the Cancel button if you are not ready to finalize your selections. You can continue to make changes
until the end of Open Enrollment.

Benefits Enrollment
Submit Benefit Choices

You have almost completed your enrollment. If you have no further changes, select the Submit button at
the bottom of this page to finalize your benefit choices.

Select the Cancel button if you are not ready to submit your choices and wish to return to the
Enrollment Summary.

Once your enrollment has closed, you will not be able to make any further benefit changes until the next
Open Enrollment period or unless you have a qualified family status change.

Authorize Elections

By submitting your benefit choices you are authorizing the company to take deductions from your
paycheck to pay for your benefit costs. You are also autharizing the Benefits Department to send
necessary personal information to your selected providers to initiate and support your coverage.

Submit Cancel

Select the Submit button to send your final choices to the Benefits Department.

Select the Cancel button if you are not ready to submit your choices and wish to return to the
Enrollment Summary.

You will receive confirmation that your elections have been submitted. Click the OK button to return to the
Open Enroliment page.

Benefits Enrollment

Submit Confirmation

Your benefit choices have been successfully submitted to the Benefits Department.
Toreturn to the Benefits Enrollment page, use the OK buttan.

UKﬁ

STEP 16 - Close the Open Enrollment window by clicking on the X to the top right of your browser.
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