SmartBen.

A Hodges-Mace Platform

Life Event Enroliment Instructions

SmartBen is our online enrollment tool. The site is accessible via the Internet at
https://[smartben.com/ and can be accessed 24 hours a day, seven days a week. The
following tips will help you prepare for and complete the online enrollment process.

In most cases, changes will not show up on your next check after your change. So please
put in changes as early as you know about them.

Before You Enroll

Review Your Options & Make Your Choices
Take time to review the information on Inside Parkway, Employee Benefits section. It will help you
understand your benefit choices. Discuss it with your family, too!

Steps to Complete Your Enroliment

STEP 1
LOGIN TO YOUR ACCOUNT
Log on to

https://sso.smartben.com/SSO/SingleSignOn?partneridpName=
Parkway%20School%20District

A direct link for this site is also available on Inside Parkway on Password
the Benefits Page. Next click “Login with Parkway School R Frofemiornt
District.” Your Username (pkwy\ then your username) and

Password (your District password). This
should be the sign-in you use to log into a District computer or

Workforce

Username

Recover Password

Example Username:

pkwy\jdoe3 or pkwy\jsmith

Please use a lower “p” as it is case sensitive. In some browsers
or mobile devices, you may need to use your

District pkwy.k12.mo.us email instead of the pkwy\ as your
username.

Example

llames2@pkwy.k12.mo.us

If you do not have these items, please contact the help desk
at 314-415-8181 or helpdesk@parkwayschools.net.

3 TIP: Use the Tab Key to navigate through the site. DO NOT use the Enter Key. As with
all Internet sites, when you use the Enter Key, it is the equivalent of hitting “submit” or
“next”.
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STEP 2

On the home page, you will see a Benefits Enroliment box. In this box, there is a Begin Enroliment
button. Click the button to begin enroliment.

BENEFITS

ENROLLMENT

LIFE EVENT ENROLLMENT
Available for qualifying events

r'd

BEGIN ENROLLMENT

STEP 3

On the next page, there is a box with Available Enrollments, telling you what enrollments are available.
You will see a button for Life Event Enroliment. Select the Life Event Enrollment button to begin your
enrollment session.

AVAILABLE ENROLLMENTS

The items found in this list require your input for completion. Please select the desired type of enroliment
and click the "Begin Enroliment” button to begin this process.

Life Event / Plan Year Change
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STEP 4

Life Event Tasks: You will enter the Enrollment Process at the Life Event Task page. Click on the
button next to the applicable reason for your life event. Next enter the date of the life event
occurrence. Lastly, enter a brief description of the event. To confirm, put in your initials at the bottom
of the page. Click the continue button to make your life event election changes.

cHoose evewT vee e

Pleams chack e Rem Tt appllas 90 jour regquastey changs
n Mariage of srmplopes

Doyoros, anmrilmart, oF bagail Sanaration of amplyes

Divoroz, annuiiment, or legal separation of emplopes. (AND YOU CURRENTLY DD NOT HAVE THE
SPOUSE ENROLLED N A BENERT)

Deeaih of employes’s spouse.

Sirmn or asoption of 8 chilld of e ampiopes

Mewily eligibke= child of employes (N0t related %0 bird or adopion).

Dz of & chilld of The employes

Empiloyes's chilld ceasing 0 be aligibie

Seanefiziany updansisad tion

T sarminacion of employmant (or Tie Commancamant of employmant) of e amployess snoums

A significant change In e healih coverage of iz emplopesispouseidapeandian arrimeanie i S
SDOUSE OF (ADANGANS ampioyman

Ermployes status changs fom benefi inedliginle 50 benefl aligisle.
Mowing! fhomm par-time 20 Sul-Time SIatu of Sull-Iime 20 partTime ST by e ampiopes
Fedirement change

Crrer - i mone of T ainove applies: 10 J0r CIDUTESANTS pleame Indloane Wi [0U Sne reguesiing &

LIFE EVENT DATE

| |

Please Input The dade of The e event oocumence. The dade mus? be less fan or equal 10 a date up 0 120 days
i e e from Sodiy.

LTINS

COMMENT

Ay addiional information, such & who, wiven, and wiiere In She commen Dok below. Thils information wi
I reyiayes oy R A S0 IR your fike I e avent quailifias fof & Changs In cowsrages

B0t mamied

AGREEMENT
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STEP 5

Review and Elect Benefits: After selecting your life event reason you will move on to the Benefit
Manager page.

Life Event Enrollment

COMPLETED BENEFITS

O Medical Insurance $99.00 $998.00
BCBS PPO Employee + Spouse

O Dental Insurance $0.00 $0.00
Waive

O Flexible Spending Account-Medical $0.00 $0.00
$0.00

O Flexible Spending Account - Dependent Day Care $0.00 $0.00
$0.00

Benefit Manager: Use this to review your enrollment options and make your benefit elections. To
enroll or make changes to a benefit, click on a benefit name.

To make a change, click on the option you want to elect. You will first need to select which individuals
are being covered by making your selection in the Who Is Being Covered box on the right.

Who's Being Covered?
Employee Only
Employee and Spouse
Employee and Children
Family

Current Coverage Level:
Waive

Then select the plan you want to enroll in. The selection you made will turn green. Click the green
Continue button at the top right of the page when you are finished.
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BCBS PPO EMPLOYEE ONLY

$400/person $2,900/person Primary:$20 $50.00
$1,200/family $6,200/family Specialist:$40 Per-Pay-Period
30% after Max Out of Pocket RX Copays:
deductible $10/$30/$50
Deductible & Copayments

Coinsurance

ﬂ MORE INFO BlucCros BlucShicld
BCBS HDHP EMPLOYEE ONLY

$1500/person $5,000/person 20% $38.00
$3000/family $10,000/family coinsurance Per-Pay-Period
20% after Max Out of Pocket RX Copays:
deductible 20%/20%/30%
Deductible & coinsurance
Coinsurance Copayments/Coinsurance

ol MORE INFO BlucCross BlueShicld

If you are enrolling a spouse or dependent in medical and/or dental coverage, click on the box next to
the dependent you wish to enroll. If you are dropping a dependent from medical and/or dental
coverage, you must uncheck the dependent you are dropping. Note: If you changed coverage levels
(e.g. from family to employee + child(ren) or from family to employee + spouse), your spouse or child
is automatically dropped.

ASSIGN A SPOUSE

n Diane AAAFITZ (05/17/11970)

3 TIP: If you need to add more than one beneficiary, click on the Add a Beneficiary button to
designate the additional beneficiaries.

3 TIP: During enrollment, click on the Beneficiary Type drop down box to designate your
beneficiary as primary or secondary.

Page 5 of 10



SmartBen.

A Hodges-Mace Platform

People Manager: This is where your Personal, Spouse/Dependent, and Beneficiary information is
stored. you are enrolling a spouse or dependent in coverage, you will need to click the green Add a
Person button to add them in the People Manager

Manage People

People Manager

Manage the personal information about yourself and all the people associated with your benefits

Employee Dependents Beneficiaries

Spouse aaaTester Child aaaTester
Spouse Child
10-1-1980 1-1-2010

Beneficiary aaaTester Child aaaTester
Child Beneficiary
1-1-2010 1-1-2010

Documentation aaaaTester

You + + . +
DOB: 1-2-1980 -

SSN:
EMAIL: Add a Spouse Add a Dependent Spouse aaaTester Add a Beneficiary

Beneficiary
10-1-1880

PHONE

Employee Info - Review your personal information and make changes if necessary.

Spouse and Dependent Info — Click on the Add a Spouse or Add a Dependent button to add
your spouse and dependents’ information if you are enrolling them in a benefit plan. Click
Save when you are finished.

Adding spouse/dependent information in People Manager DOES NOT assign your
spouse/dependent to coverage. You will assign your spouse/dependent to each plan
individually in order for them to be covered.

Beneficiary Info —If you are electing Supplemental Term Life/AD&D coverage, click on
Beneficiary to add or change your beneficiary. Click Save when you are finished.

Adding your beneficiary information in the People Manager DOES NOT assign a beneficiary
percentage. You will assign the percentage later in the enrollment process.
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Once you have added your spouse or dependent in the People Manager you will need to click on the
benefit that you want to assign them to. Click on the Manage Benefits button at the bottom of the
screen after adding the dependent.

People Manager

Manage Ihe personal informalion aboul yoursell and all the people associaled with your benefits

Employee Dependents Beneficiaries

Child aaaTester Beneficiary aaaTester
Child
1-1-2010

Child
1-1-2010

Add a Spouse Add a Dependent

MANAGE BENEFITS h

Once you click on Manage benefits it will bring you back to the Benefits Manager page and your
incomplete benefits will be at the top. Click the benefit you would like to add your dependent to.

Turn All The Lights Green
INCOMPLETE BENEFITS

Click on the "Elect & Continue" button or

click on a benefit name to make

changes. Note: All benefits must reflect

© Health Insurance $175.42 a completed status ("Green Light") in

Aetna Select Team Member + Child(ren) :rc:]er fn;.ihe "Elect & Continue” button
s ons/Year 0 be active.

Plan Title Employee Cost

Click Continue to accept the plan. To assign a dependent to coverage, click the check box next to the
dependents name. Click Continue.

&+ ADD A PERSON
Tim aaatester (07/01/2005)

2 Return To Lights
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STEP 6

Once your elections are complete each benefit will have a green light. To proceed to the next step,
click the green button labeled “Elect & Continue.”

Life Event Enrollment

Turn All The Lights Green
COMPLETED BENEFITS
Click on the "Elect & Continue" button or

Blar click on a benefit name to make

changes. Note: All benefits must reflect
a completed status ("Green Light") in
order for the "Elect & Continue" button
to be active.

© Cigna Open Access Plus Medical $0.00 $1,019.88
Employee + Family

26 Deductions/Year

Cigna Dental Insurance $0.00 $0.00 ELECT & CONTINUE
Cigna Vision Insurance $0.00 $0.00
Waive Your Total Cost
o $6.46
Per Pay Penod

$0.00 $0.00

@ @@ @

$0.00

STEP 7

Verify Required Data: If you have not entered all required information, SmartBen will not process
your enrollment. Click on each item in the Enrollment Task List and SmartBen will take you to the
required page for corrections. Make your corrections, click Submit, Enroll or Save, whichever is
applicable. Be sure to review any items in the “Information” box on this task page, click on “click here’
to make changes, and then click the green “Continue” button.

Enrollment Verification Tasks

Information is missing required to complete your enrollment. Click on the link(s) provided below to complete the necessary information.

SPOUSE INFORMATION

The spouse information for April aaaTester is incomplete! Click here to return to the Manage People section and complete the
required information.
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STEP 8

Review Confirmation: Review your elections thoroughly.

Enroliment Confirmation For Benny AaaFitz

Review the information thoroughly before clicking "Continue™ at the right of the screen.

ELECTED BENEFITS

Plan Title Employee Cost Employer Cost
Medical Insurance $50.00 $498.00
BCBS PPO Employee Only
12 Deductions/Year
Dental Insurance $0.00 $0.00
Waive
12 Deductions/Year
Flexible Spending Account-Medical $0.00 $0.00

$0.00
6 Deductions/Year

To confirm, enter your initials at the bottom of the Confirmation page and click Continue.

AGREEMENT

Please initial below to indicate agreement:

MT

@ Return To Lights

Manage People
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STEP 9

You have successfully completed the enroliment process! Select the Click Here link for a copy of your
Confirmation Statement.

Congratulations!

You have successfully completed the enrollment process.

PRINT YOUR CONFIRMATION STATEMENT ‘

To get a printer ready copy of your elections, click here and feel free to continue using SmartBen Essentials.

STEP 10

It's time to review your Confirmation Statement! Carefully review your statement to ensure your benefit
elections are accurate. Keep in mind, this Confirmation Statement is only a confirmation of your benefit
elections. If carrier approvals (e.g., Supplemental Term Life/AD&D Insurance) are required, coverage
will be subject to those requirements.

Note: Always remember to print a Confirmation Statement to serve as your
confirmation of benefit elections.
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