University System of Georgia Benefits ‘ How may the

ra i =
.' Shared Services _
- / Center (SSC) assist

you?

we provide - you decide

Contact us:

2017 Benefits Open Enrollment Phone: (478) 240-6500

October 31 - November 11, 2016 BTG RIUBIIY
Fax: (478) 240-6414

The University System of Georgia Shared Services

Center (SSC) has compiled the following resources

to provide assistance with updating your 2017 Website: www.ssc.usg.edu

Open Enrollment Benefit elections in the ADP

Portal.

o Register as a User

o Password Reset Self Service Portal User

(Employee)

o Password Reset Administrator Portal User
(Practitioner)

o View Current Benefit Elections
e Update Your Benefits for Open Enrollment

Email: helpdesk@ssc.usg.edu

For 2017 Open Enrollment information, visit the University System of Georgia Human
Resources Benefits website at http://www.usg.edu/hr/benefits.

SSC Extended Business Hours

To assist you during the 2017 Open Enrollment period, the SSC Customer Support
Team will extend normal business hours and will be available during the hours listed
below:

October 31 - November 4
Monday - Friday, 7:30 AM - 6:00 PM

November 7 - November 11

Monday - Wednesday, 7:30 AM - 6:00 PM ‘.‘L‘

Thursday - Friday, 7:30 AM - 8:00 PM @
U

'UNIVERSITY SYSTEM F GEORGIA
SHARED SERVICES CENTER
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OVERVIEW

Before you can access any ADP web applications, you will need to register as an ADP Portal user and
create a Password. The ADP web applications allow you to access your electronic time card (when
applicable), enroll in benefits (when applicable), view your pay statements, view your W-2s, and
much more. Once you receive confirmation from HR that your hiring process is complete, you will
follow these instructions to create your account. To create your account, you will need:

e Your Social Security Number (SSN)
e USG Passcode

To obtain the USG Passcode, contact the USG Shared Services Center (SSC) toll free at (855) 214-
2644 or email us at helpdesk@ssc.usg.edu.

For additional assistance, you may view a video demonstration provided by ADP at
https://support.adp.com/netsecure/pages/pub/clientuser/1.0/ssr/ADP_Employee_Self _Service_ Reqi

stration.htm.htm.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Under First Time User, click CREATE

ACCOUNT.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Hesa el Gating Strise?
ADMINISTRATOR SIGN IN Wake This St Your Hame Poge
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2.

Beqin Reqistration
2.1. Find Your Record
a) Enter the Registration Code you
obtained from the Shared Services
Center in the Registration Code field.
b) Click Go.

2.2. Verify ldentity
a) If another organization other than
“University System of Georgia” is on the
screen, click Start over.
b) Enter your personal information to
verify your identity. You will need your
Social Security Number (SSN).

ADP Portal - Register as a User

Job Tool

£3?

Before you register, help us find you in our records.

Registration code” | Co

What is this?

2

Befare you register, help us find you in our records.

r
Registration code® | Start over

What is this?

Board OF Regents Of The Universi ty System Of Ceorgia

e Enter your First name.
e Enter your Last name. First name* \
e Enter your full SSN, EIN, or ITIN Last name \
(You will need to enter twice to
confirm.)
¢) Click Confirm.

SSN, EIN, or ITIN*®

Type it again®

d) Click Register now.

e) If your name is not retrieved, verify the
information you entered and click i e Bl M b, o A i 4
Confirm again. s s s

f) If you are still unable to retrieve your o ETIEE 818 COMTRCE, Bl YOur I ) AL Baing FYrieved. Ciosd vour
information, contact our Shared i g i e e e
Services Center (SSC) Customer
Support team at (478) 240-6500 or
email us at usgdatahelp@ssc.usg.edu
for assistance.
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3.

Re

ADP Portal - Register as a User

ister for ADP_Services

3.1.
a)

3.2.

b)

c)

3.3.

b)

3.4.
a)

Enter Contact Information

ADP uses this information to email your
activation code to you. The contact
information is also used to send
temporary passwords if you need to
reset your password.

Note: For notifications, employees
should use the email address furnished
by their institution for their “Work”
email address.

Create Password

Your User 1D will be displayed on the
screen.

Create your Password. The password
must be at least eight (8) characters
long, contain at least one (1) letter and
one (1) number, and is case sensitive.
Enter the password you created in the
Confirm Password field.

Select Security Questions and Answers
To protect your account, select three
security questions and answers. Your
answers are not case sensitive and

must be at least two (2) alphanumeric
characters.

Note: If you forget your user ID or
password, you will be required to
answer these questions to confirm your
identity.

Job Tool

AR

Register for ADP Services Jon Smitn

Enter your contact information Hom will this be used by ADF

Email address” @ work ()personal

Mobile phone number United Work (@ Personal

View your user ID and create a password

User ID* J5mith@usg

Fassworo

Confirm password®

I case you forget your user ID or password

Question 1* 17 what city was your father born? (Eter ful
Your ancwer [reem
Question 2*

In what city was your mosner Sorn? (Enter full name of <ty only) -

Your answer*

Question 3 WAt was the name of your fest per? =

Your answer Eubties

Click Register now.

Registration Complete

Respond to the message within 24
hours to activate your email and/or
mobile phone.

Note: If you do not activate your
information, you will not be able to
receive notifications (including
temporary passwords) using the contact
information you entered on step 3.1.

£?

Your registration for ADP services is complete!

== Things to do for your account + Your available ADP services

Activate your email and mobile phone ADF Security Management

Self Service

University System of Georgia Shared Services Center
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b) You may click ADP Security /59
Management (Netsecure) to add ADP
SeI’VICGS avallable to you TO add ADP Your registration for ADP services is complete!

Enterprise eTIME, refer to job tool,
EMP-CS-2005JT ADP Portal — Add or
Re-Add eTIME.

Note: Enterprise eTIME is the Time and
Labor Management system used by
employees to:

e Record and review hours worked

e View exception time accrual
balances (vacation, sick, and
floating holiday)

e Request or cancel time off

e Request or cancel leave time

c) To log in to your ADP Self Service
account, click Self Service.

==# Things to do for your account v Your available ADP services

ur email and mobile phone ADP Security Management

Self Service

4. Activate Your Email Address and/or Mobile Phone
Note: You must activate your email address and/or mobile phone number within 24 hours.
4.1. Activate Email Address
a) Once your registration is complete, you from
will receive an email from “ADP ‘

Generated Message...” providing <irst Name Last Names>

. . . R Thank you for setting up your account with ADP.

instructions to activate your email
As part of the services ADP provides to you, ADP will contact you by email when important changes occur to your account
If you forget your login information, ADP can even send your user 1D and password to this email address if you activate

add ress. You have requested this notification service as part of your registration with ADP.

b) Follow the instructions contained in the Chck onthe ik o actvets youremalfor contects from ADP: <Your ackvalon Ik
email. L

Contact your organization's administrator for assistance

This email has been sent from an automated system. DO NOT REPLY TO THIS EMAIL

4.2. Activate Mobile Phone

a) Once your registration is complete, you
will receive a text message from ADP.

b) Reply with the code in the text message
to activate your mobile number.
Note: In the United States, the
message will come from sender
“90206".

M Task Complete
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OVERVIEW

Self Service Portal Users (Emplovees)

If you have locked out your ADP self service Portal account because of too many failed logon
attempts but know your password, wait 15 minutes and try to log in again. If you are unsuccessful
or you have forgotten your ADP Portal password, use the Forgot your Password link on the ADP
Portal home page to reset your password. You may have your temporary password sent to your
email address, mobile phone, or you may reset your password online. Depending on the option you
select, you will be required to complete additional steps to verify your identity.

For additional assistance, you may view a video demonstration provided by ADP at
https://support.adp.com/netsecure/pages/pub/clientuser/1.0/frgt/ADP_Employee_Forgot_Password

and_Forgot_UserID.htm.

Administrator Portal Users (Practitioners)

Refer to job tool, EMP-CS-2030JT, ADP Portal — Password Reset Administrator Portal User
(Practitioner).

Option 1 - Send a Temporary Password (Text Message) to My Mobile Phone Number

The SSC recommends that you use the temporary password within 24 hours of receipt.

To use this option, you will need the answers to your security questions. In addition, the contact
information (mobile phone number) you provided during your ADP Portal registration must be
activated. This should have been completed during your ADP Portal registration. If you were unable
to activate your contact information or skipped the activation step, you will not be able to use this
option.

Option 2 - Send a Temporary Password to My Email Address

The SSC recommends that you use the temporary password within 24 hours of receipt.

To use this option, you will need the answers to your security questions. In addition, the contact
information (email address) you provided during your ADP Portal registration must be activated.
This should have been completed during your ADP Portal registration. If you were unable to activate
your contact information or skipped the activation step, you will not be able to use this option.

Option 3 - Reset My Password Online
To use this option, you will need the answers to your security questions.

University System of Georgia Shared Services Center Page 1 of 8
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Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at

helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Under User Sign In, click Forgot your
Password?

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heeq el Gattng sarisc?
ADMINISTRATOR SIGN IN Mae Ths St Your Feme Page

2. Reset Your Password
2.1. Ildentify Yourself

a) Enter your ADP Portal User ID S
(Example: JDoe@USG) it is not case e
sensitive. Step 1 of 5 identity Yourselr
b) Click Next. - ’
Userto:* [oogusa | dg— Example: JDoe@USG
University System of Georgia Shared Services Center Page 2 of 8
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2.2. Select Reset Method

The following options are available:

ADP Portal — Password Reset
Self Service Portal User (Employee)

Job Tool

2.2.1 Send a Temporary Password (Text Message) to My Mobile Phone

2.2.2 Send a Temporary Password to My Email Address

2.2.3 Reset My Password Online
2.2.1. Send a Temporary Password (Text Message) to My Mobile Phone

Notes:

The SSC recommends that you use the temporary password within 24 hours of receipt.

You will need the answers to your security questions. In addition, the contact information (mobile
phone number) you provided during your ADP Portal registration must be activated. This should
have been completed during your ADP Portal registration. If you were unable to activate your
contact information or skipped the activation step, you will not be able to use this option.

a)

b)

d)

e)

9)

h)

Select “Send a temporary
password to my mobile
phone...”

Click Next.

If you receive this message,
contact the Shared Services Center
(SSC) Customer Support team for
assistance.

Answer your security questions
(answers are not case sensitive).
Click Next.

You will receive a message that
your temporary password is about
to be sent to your mobile phone.
Click Next.

You will receive confirmation that
your temporary password has been
sent.

Click Log In.

Reset Your Password

ou have not updated youUr SeCurity questions and answers ar

activated your email address and for mobile phone humber to

continue this process. Contact your company administrator for
assistance. Transaction ID:CCT-DOG-5CARDP

Eeset Your Password

Step 5 of 5 Confirmation

University System of Georgia Shared Services Center
1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
Toll Free (855) 214-2644 ¢ Phone (478) 240-6500 o Fax (478) 240-6414
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)

K)
D)

ADP Portal — Password Reset

Self Service Portal User (Employee)

Click USER SIGN IN.

Enter your ADP Portal User name.
Enter the temporary Password
you received.

m) Click OK.

n)

0)

p)

Q)
r

s)

Enter the temporary password you
received in the Current Password
field.

Enter a new password in the
Create Password field.

User Sign In
USER SIGN IN
s

ADMINISTRATOR SIGN 1IN

Job Tool

First Time User

CREATE ACCOUNT

|idoe@usg

[

| Passnara

[] Remember my credentials

|

Cancel |

Note: Passwords must be at least
8 characters long and must contain
1 letter and 1 number. Passwords
are case sensitive. It is
recommended that passwords be
12 or more characters and contain
a mix of upper- and lowercase
letters, numbers, and special
characters.

Reuse of your last 12 passwords
will not be permitted.

Enter the new password you
created in the Confirm Password
field.

Click Submit.

You will receive confirmation that
your password has been
successfully changed.

Click Continue.

M Task Complete

m Password Change Reques:

charmctes and eoma

msdwe 1 15 vecanrended Hal przwands be 17 or nare

Imparten Dt e

Caent Pasiwond:
Creste Passawantd:
Corfirra Pascownd:

Tequnty.

ﬂ? Password Successfully Changed

B Conrmatien: Your password has been successfully changed. Please use your new password the nexd time you beg in.

B costioe
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ADP Portal — Password Reset

Self Service Portal User (Employee)

Job Tool

2.2.2. Send a Temporary Password to My Email Address

Notes:

The SSC recommends that you use the temporary password within 24 hours of receipt.

You will need the answers to your security questions. In addition, the contact information (email
address) you provided during your ADP Portal registration must be activated. This should have
been completed during your ADP Portal registration. If you were unable to activate your contact
information or skipped the activation step, you will not be able to use this option.

a)

b)

c)

d)

e)

9)

h)

)

Select “Send a temporary
password to my email
address...”

Click Next.

If you receive this message,
contact the Shared Services Center
(SSC) Customer Support team for
assistance.

Answer your security questions
(answers are not case sensitive).
Click Next.

You will receive a message that
your temporary password is about
to be sent to your email address.
Click Next.

You will receive confirmation that
your temporary password has been
sent.

Click Log In.

Click USER SIGN IN.

Reset Your Password

Step 2 of 5: Select Reset Method

activated yvour email address andfar mobile phone humber to
continue this process. Contact your company administrator for
assistance. Transaction [D:CCT-DOS-5CARDP

@ “ou have not updated your security questions and answers or

Reser Vour Password

set Your Passward

Step 4 of 5 Resel Your Password

0 e moanimpssomnea s snaunto v ser o

R wmad e

Eeset Your Password

Step 5 of 5 Confirmation

Laghn

User Sign In

First Time User

USER SIGN IN
o

CREATE ACCOUNT

Nees Help Geting Started?
ADMINISTRATOR SIGN IN
Make This Ste Yaur Home Page

University System of Georgia Shared Services Center

Page 5 of 8

1005 George J. Lyons Pkwy, Sandersville, Georgia 31082
Toll Free (855) 214-2644 ¢ Phone (478) 240-6500 o Fax (478) 240-6414
Email helpdesk@ssc.usg.edu e Website www.ssc.usg.edu

Normal Business Hours: Monday through Friday 8:00 A.M. — 5:00 P.M.
Self-Service support is available at https://answers.ssc.usg.edu



mailto:helpdesk@ssc.usg.edu
http://www.ssc.usg.edu/
https://answers.ssc.usg.edu/

ADP Portal — Password Reset

“ Self Service Portal User (Employee)

&a Job Tool

UniversITY SysTEM OF GEORGIA
SHARED SERVICES CENTER

k) Enter your ADP Portal User name.

) |idoemus |
I) Enter the temporary Password | ]
you received. () Remember my credentials
m) CIle OK. [ OKM [ canca |

n) Enter the temporary password you
received in the Current Password
field.

0) Enter a new password in the
Create Password field.

RN

Note: Passwords must be at least
8 characters long and must contain
1 letter and 1 number. Passwords
are case sensitive. It is
recommended that passwords be
12 or more characters and contain
a mix of upper- and lowercase
letters, numbers, and special
characters.

Reuse of your last 12 passwords
will not be permitted.

p) Enter the new password you
created in the Confirm Password
field.

q) Click Submit.

r) You will receive confirmation that
your password has been
successfully changed.

ﬂ? Password Successfully Changed

Confirmation: Your password has besn successfully changed. Plaase use your new paseword the next time you kag in

s) Click Continue. e
i Task Complete
University System of Georgia Shared Services Center Page 6 of 8
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2.2.3. Reset My Password Online
You will need your employee ID, Social Security Number (SSN), date of birth, and the answers to
your security questions.

a) Select “Reset my password
online...”
b) Click Next.

c) Select “Ask me identity
guestions on screen”
d) Click Next.

nscreen gg—, Recommended Option

e) Enter at least two of the following: S R
¢ Employee ID
e Last 4 Digits of SSN, EIN, or Step 3 o1 5. Verify Infor
ITIN (You will need to enter '
twice to confirm.)
e Birth Month and Day
f) Click Next.

g) Answer your security questions
(answers are not case sensitive).
h) Click Next.

i) Enter your New Password. e

Note: Passwords must be at least
8 characters long and must contain
1 letter and 1 number. Passwords
are case sensitive. It is R
recommended that passwords be = ccmuenon g

12 or more characters and contain

a mix of upper- and lowercase

letters, numbers, and special

characters.

Reuse of your last 12 passwords
will not be permitted.

Step 4 of 5. Reset Your Password

e

j) Enter the new password you
created in the Confirm New
Password field.
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k) Click Next.
) You will receive confirmation that Nz i
your password has been reset. s s i i e ST
m) Click Log In. Step 5 of 5 Confirmation
D o T

Login

M Task Complete
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OVERVIEW

Administrator Portal Users (Practitioners)

If you have locked out your ADP administrator Portal account because of too many failed logon
attempts but know your password, wait 15 minutes and try to log in again. If you are unsuccessful
or you have forgotten your ADP Portal password, use the Forgot your Password link on the ADP
Portal home page to reset your password.

In order to reset your password, you will need the answers to your security questions. In addition,
you will need to receive and enter the activation code provided by ADP. You may have your
activation code delivered to the email address or phone number you provided and activated during
your ADP Portal registration.

Self Service Portal Users (Employees)
Refer to job tool, EMP-CS-2003, ADP Portal — Password Reset Self Service Portal User (Employee).

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process,
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Under User Sign In, click Forgot your
Password?

User Sign In First Time User

USER SIGN N CREATE ACCOUNT

Hees el Gating Stariee?
ADMINISTRATOR SIGN IN Hake T S2e Your Fome Page.

2. Reset Your Password
2.1. Ildentify Yourself
a) Enter your ADP Portal User ID R
(Example: JDoe@USG) it is not case it
sensitive.
b) Click Next.
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Q& ADP Portal — Password Reset

"R Administrator Portal User (Practitioner)
m Job Tool
e EMP-CS-2030JT

Revision 02 | Date 10/15/2015

3. Reqister for Administrator Access
3.1. Delivery Method
a) Select the Delivery Method to receive
your activation code (email address or
phone number.
b) Click Next.

c) If you receive this message, contact the
Shared SerVICGS Center (SSC) CUStomer ® “ou have not updated your security questions and answers or

activated your email address and for mohbile phone number to

Support team for ass'stance. continue this process. Contact your company administrator for

assistance. Transaction ID:CCT-DO8-5CARDP

d) If you chose to I'e.CEIVe your aCtlva_tlon ADP Generated Message:Activation Code for Administrators
code to your email address, you will SecurityServices NoReply@adp.com
receive an email from ADP Generated Sent:
To:
Message...

‘Welcome! Use the information in this email to gain access to your ADP service.

Activation Code: 000000

3.2. Enter Activation Code
Note: The activation code you receive will be valid for only 24 hours.
a) Enter the Activation Code you )
received to your email address or phone '
number.
b) Click Next.

3.3. Verify Information
a) Answer your security questions
(answers are not case sensitive).
b) Click Next.
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Q‘ ADP Portal — Password Reset

"R Administrator Portal User (Practitioner)
u Job Tool
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SHARED SERVICES CENTER

Revision 02 | Date 10/15/2015

3.4. Create Password
a) Create your New Password. The
password must be at least eight (8)
characters long and must contain at
least one (1) letter and one (1)
number. The password is case P
sensitive. It is recommended that
passwords be 12 or more characters
and contain a mix of upper case and
lower case letters, numbers, and special T
characters.
b) Enter the password you created in the
Confirm New Password field.
c) Click Next.
3.5. Select Computer Type
a) Select the appropriate Computer
Type.
b) Click Done.

Task Complete
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@S ADP Portal - View Current Benefit Elections
"L Job Tool

0 4

Universimy Systenm or GEORGLA
SHARED SERVICES CENTER

OVERVIEW

Use the ADP self service Portal to view your current benefit elections.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Heeq el Gattng sarisc?
ADMINISTRATOR SIGN IN Mae Ths St Your Feme Page

b) Enter your ADP Portal User name and

Password. T 1| [idee@usg |
c) Click OK. |E‘ [Easwars |

[[] Remember my credentials

2. Portal Home Page
a) Depending on your access, you may or
may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed,
ensure Employee is selected.

[l Home | Organization & stafiing ~ | Reports =

Employes

I‘.‘IussaHE Center at a Glance

Manager

Welgome To Your Employee Portal Click on the ollosine
Your one-ston source for HR/Pauroll/Benefits/Time Card

-——-0r----
If you are a Manager, point to the e
Manager tab and click Employee. Wi o ' ' Messan ¢
Your ane-stop :m%ﬁnmm%cm it o
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Job Tool

EMP-CS-2008JT
Revision 03 | Date 07/14/2016

b) Point to the Benefits tab and click
Welcome.

c) Click My Benefits.

3. Benefits Website
a) Click Continue.

b) Click the 20XX Benefit Summary link
for the current year.

& Task Complete

W Time & Attendance vl Pay & Taxes ~ I Personal Information ~ | Benefits ~ | Career -i
What's New 2] at a Glance

Welcome To Your Employee Portal Chick on the follasring link(s)
Your one-stop source for HR/Payroll/Benefits/Time Card
IR orvo - | e s apendanse = | Fay s Tasns = | Parsonat iomatan = [Breares <] Garear |
Welcome
Welcoms To The Annarits Page
—

v P  wacmer

Berefis erroleend b Sk .

Dverts. H you Fave o vour Denens Crice of

Elenufits

bk e Brnk B T et sartinl,

e

Welcome to the University System of Georgia benefits website.
Please remember...

& ou must submit your elections. Review your elections on the Summary screen and click the.
Submit button to save those elections.

& The system is designed to work with the navigation buttons provided on the ste. Do not use the
Back and Forward buttons on your browser.

& Usethe scroll bar to view all of the information on each screen

@ “rou will need to provide birth dates and Social Security Numbers for dependents you wish to
cover. If you do not have this information available at this time, you may wish to log off and return
10 the site when you have this information

& “Vou can only make changes to your benefits slections during the Annual Enrollment period or due
t0 a qualifying life event change such as marriage, birth, etc.

After 30 minutes of inactivity, your access to the site

NoOte:  ilcnd and any changes you have made will be lost.

| | PFLAN INFORMATION FORMS LIBRARY FAQs HELP

Main Menu

9 Eamiy Sfotus Change @ 2016 Benefrt summary
Make benefit changes as a result of a View a summary nfwd}ms benefits.
qualifying change in family status
Py © Peachcare for Kids
Update Dependent Information Affordable healthcare for kids in Georgia,
Update basic data about your dependents,
@ castlight
© update Beneficiary Information hitps Hrryeasthght comiusg
Add beneficiaries or update your beneficiany
designations.
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@L ADP Portal — Update Your Benefits for Open Enrollment
“’é Job Tool
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UNIvVERSITY SYSTEM OF GEORGIA
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OVERVIEW
Use the ADP self-service application to review and/or update your benefit elections during Open
Enroliment.

Before You Begin

If you are adding dependents, you will need to have the birth dates and Social Security Numbers for
each dependent available before you begin the enrollment process.

2017 Change — New Voluntary Plans Added

If active elections are made, you will be required to make an election for each of the following
voluntary plans:
Legal Plan
Accident Plan
Hospital Indemnity Plan
Critical lllness Employee
Critical lllness Spouse
— To elect this plan, employees must elect Critical lliness coverage for themselves and
their spouse must be listed as a dependent.

These plans will default to “no coverage” if active elections are not made.

Employee and Dependent Tobacco User Status

Recertification of the Tobacco User Status is not required this year unless you are making active
changes to your benefits. If no active elections are made, the Tobacco User Status will default into
whatever status is currently enforced.

Need Assistance

If you need assistance with these instructions, receive an error message at any step in the process
or have any concerns once you are logged in, please contact our Shared Services Center (SSC)
Customer Support team for assistance. Our normal business hours are Monday through Friday 8:00
A.M. — 5:00 P.M. except holidays. You can call us toll free at (855) 214-2644 or email us at
helpdesk@ssc.usg.edu.

In anticipation of support needed during the 2017 Open Enrollment period, we will be extending our
hours beginning Monday, October 31, 2016. Please refer to the schedule below:

October 31 — November 4
Monday — Friday, 7:30 AM — 6:00 PM

November 7 — November 11
Monday — Wednesday, 7:30 AM — 6:00 PM
Thursday — Friday, 7:30 AM — 8:00 PM

We will resume our normal business hours, Monday through Friday 8:00 A.M. — 5:00 P.M. on
Monday, November 14, 2016.
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&L ADP Portal —Update Your Benefits for Open Enrollment

&L& Job Tool
e S Eon
Process Outline
1. Access the ADP Portal at https://portal.adp.COmM ...ttt ettt e ereebe e beestaesaaesanes 2
W oo g -1 I o FoTa o[ oY (U UPPRTTPRRN 3
RO = oI Yo o |14/ =T o PP 4
I8 I D T=Y o Y=Y Vo 1= o1 [ e o g = 1 [ o [ S US 4
3.1.1. ST o Lo d=I D L=T o 1T o 1= o N SRR 5
3.1.2. Vo o I T B LT o T o To [=Y o | SO P PP 5
3.1.3. D] = R T D T=T o 1T o =T o 6
3.2. Employee and Dependent TObACCO USEr STAtUS.......cccuieicieriiieeiieecieeestesesteeeste e teeesaee e steeesseeesneeesnaeesnneeens 6
TR TR = 1= o V=t 1 = =Tt f o o L PSR 7
3.4.  Annual SPending ACCOUNT EI@CTIONS. .....cciuiiie it ettt ettt e et e e et e e e e ta e e e e s abeeeeeentteeeeeasaeeeeensens 7
3.5.  Beneficiary DESIGNAtiONS ......cciicuiiiiiiiiie ettt e s e e e et e e et e e e e bt e e e e abr e e e e nabreeeennraaeeenarees 7
3.5.1. Required Primary Beneficiary Designation for Basic Life and AD&D..........ccccecvveeeiviieeeenciee e 7
3.5.2. Update/Add/Delete @ BENETICIAIY ...covciieiie ettt ettt et eveereeeteesteesteeetveeaveeabeebeesbeesseenanas 8
4. CertifiCation SEATEMEBNT...coo ittt st e bt e e s bt e e sa bt e s it e e s bt e e s be e e bt e e abeesbaeesareeeares 9
5. 20XX BeNefit CONTIMMAtION coouviiiiiiiiee ettt ettt ettt st e st e e s bt e e sabeesbbeesabeesabeeesabeesases 10
6. LOZOUL OF IMY BENEFILS ... uiiiiiciiiee ettt e e e et e e e e e bt e e e e abaeeesaataeeesassseeeessaaeesansbeeesnnsaeaenn 10

INSTRUCTIONS

1. Access the ADP Portal at https://portal.adp.com
a) Click USER SIGN IN.

User Sign In First Time User

USER SIGNIN CREATE ACCOUNT

Hesc el Gettng Starisa?
ADMINISTRATOR SIGH IN Make This S2e Your Home Page.

b) Enter your ADP Portal User name and
Password. e

A [ |jd0e@usg |
c) Click OK. |@| E ; |

[] Rernember my credentials

[ or(fﬂ,']][ Cancel

—
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.;§L ADP Portal —Update Your Benefits for Open Enrollment
)

H Job Tool

Universimy Systenm or GEORGLA
SHARED SERVICES CENTER

2. Portal Home Page
a) Depending on your access, you may or
may not see the Employee/Manager tab
on your home page. If the
Employee/Manager tab is displayed,
ensure Employee is selected.

LR Home = | Organizaion & Safing = | Repons =

Em JII:I‘-‘E'QW

r:lessaﬁe Center at a Glance

Click onthe following
If you are a Manager, point to the
Manager tab and click Employee.

Yaur ane-ston source for HR/Pavroll/Benefits Time Card

-—-0r----

Home « | Time & Atiendance | Pay & Taxes + | Personal Information + | Benefits + Careerv‘

What's New Message (

Click

Welcotne To Your Employee Portal
Your one-stop source for HRIPayroll BenefitsTime Card information

b) Point to the Benefits tab and click T i
Welcome. M_l

Pay & Tanes = | Personal Informabion = | Benefts = | Career =

What's New

Click on the following lnkls)

Welcome To Your Employee Portal
Your one-stop source for HR/Payrell BanefitsTime Card

C) CIICk My Beneflts. Hume- ﬁme&mwantevim&msv PersonalInformation v | Benefis + | Career v
Welcome
Welcome To The Benefits Page
mwﬁ’fhw!w
T —— ‘;__\77_7‘4__’_/_/—7‘“'”*-—..,__,‘_7_"7_‘7_4_/

Benefits

Click the link below to get started.
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.;§L ADP Portal —Update Your Benefits for Open Enrollment
)

Job Tool
n EMP-CS-2001JT

UMSW}EE?SS:EE?E{EUEE%;:&H ReVISIOﬂ 05 I Date 10/19/2016

d) Read the bulleted information under Looost I
PIeaSe remember___ I i HFORMATION | FORMSLBRARY [— | WP
- - INSTRUCTICHS
e) Click Continue. e
st manins your Conttane
; " - Drowses wincrw e s o ot Bt
Note: You may need to click the Maximize cexconumar e Iﬂu @
E ‘I:i:::vl ;I:I:MI:“M System of Gecrgl benetis website,
button in order to see the Continue e s ey oSt e
H 'xvmr;uﬂ:g:%e&mﬁam-;: e e Vo
icon ==~ OnN your screen. s
. g nd hestrre: v
Pl ARl it e loken b p o se Tl e osngt
e
e v o e
Note: ‘aeiams
3. Open Enrollment
a) On the Main Menu, click Open Losout I
Enrollment. N - nEcRMATION | roRmsusmary | Faes | wes
INSTRUCTIONS
v
Please choose from he Cotend

cpmons s ome gt Main Menu

To onter a Family Status
e © openErraliment 2014 Beneta Summary
Bk and compiele the M open enmlimen elections for 2015 Wiew a summary of your 2014 benefits
information

© Family Statys Change © 2018 Beneft Summary
blindoshaprosigbiome Make benefit changes as aresuk of a quafyid  \iew a summary of your 2015 banefts
b B cumont date oc Eharge iy lamly wuiss

cate witn e last 30 & PoacnCare for Kids
s © updaie Depandentinfematien Atorable heatf sre for kids in Georgia
Upedate hasic data about your dependerts

180 want 15 retum o

e pomepage NS upste Banficiary Informatan
Add beneficianes o update your beneficiary
desgnations

3.1. Dependent Information
a) To enter or update dependent Lot I
information, CIle Continue- I eLen NFORMATION FORMS LIBRARY | Face | wEe
wucmm

For 2015, you may of may nol be Atk 1o 3 he

pdate a dependent he plan
Eik 00 Ine dependenrs  94PeNdeniys) 1o coverage for 2015
Frmber. eat

4 For 0y Retirees 231 dependent; #imeir
AT i ependent i beteeen e ages of 10-26

1o celete .
 dependen, clck "".": Dependent Information

You do not have any dependents on file.

Beneficiaries: Life Insurance with Accidental Death/Dismemberment

Name Relation  Birth Date  SSN
Continen
dedeted in all cases. i = .
¥ou need to delete a JOHN DOE SPOUSE 1273011946 oo 1234 | Cover For Benshits |

Cancel
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UniversITY SysTEM OF GEORGIA
SHARED SERVICES CENTER

3.1.1. Update a Dependent
a) To update a dependent, click the

. Dependents RddDependent
name of the dependent in the — _
dependents table Name Relationship Birth Date SSN
P ’ JOHH DOE. Spouse 127301946 woxxx-1234
b) Edit the information in the
Dependent Maintenance table e oy s
. Change link on the B
and click Update. -
c) When you are finished, click oy cople | Festane oo -
Dependent & £ i

Continue. Ve G
Last Hame: ety S5

Relaten Spousa

Gender Femala ~ Dusatied Ko =

No - ¥ = Upaate Medicare Clam Data

Medicane Claim
Husier

Medicare Farl A
Eftective Gt

Medicane Parl O
Eftective Date

[Update § Add | Cleor |
3.1.2. Add a Dependent
a) Click Add Dependent. Dependents Er——
Note: Retirees will no longer be Name Relationship Birth Date .
permitted to add new dependents sonnnoe. TSN pe—— 50148 ——
during OE.
b) Complete the dependent Bty i
information in the Dependent ) T )
Maintenance table and click Add. " o !
¢) When you are finished, click =, s .
Continue. - o—
Note: When adding a dependent to - i e ERLE
your coverage, submit the appropriate WesglSR | s ——
dependent documentation to your iR, lesecsns
institution HR/Benefits office no later %ﬁﬁ it
than November 11, 2016. Please -
contact your institution’s Benefits office e e Ehene oo
or the Shared Services Center if you s B
have questions concerning the required =
verification documents.
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3.1.3. Delete a Dependent

a) Click Delete. Dependents A Dependert
Note: A dependent cannot be Name Relationship Birth Date SN
deleted in all cases (example: JOHNDOE Spouse 12301946 001234

Court Ordered Dependent). If you
need assistance removing a
dependent, contact the SSC or your
HR/Benefits representative.

b) When you are finished, click
Continue.
3.2. Employee and Dependent Tobacco User Status
a) If you are making active elections, you
will be required to indicate if you or any
of your covered dependents 18 years or
older are Currently USing tobacco ! You are required to update your Tobacco User status.
products. “Tobacco products” include .
but are not limited to cigarettes, e-
cigarettes, cigars, pipes, and chewing
tobacco. Click OK.
b) Select the appropriate Option.

Message from webpage ‘_

- I FLAN INFORMATION | FORMS LIBRARY FaGs HELP
Note: If you select yes, $75 per tobacco p—
- - v
user will be added to your monthly Medical CE 9o,
R gj_;(.;ﬁn‘{;js\;';;m Employee and Dependent Tobacco User Status o
election. b 2015 scion Ho | 0 o v curant apaceo usartl b4
c) Click Continue b i e it
. =
- A fobacco user is defined a5 any employee or covered dependent 18 years or older who s currently
using tobacce products. “Tabaceo products” include but are not limited o cgarettes, e-cigareties,
cigars, pipes and chewing lobacco.

cu r
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3.3. Benefit Elections
a) Click the appropriate link(s) to update Step 3 Ta ke 2

change to your benefit
elections, click on the

your benefit elections (Medical, Dental, oy s e

Vl Sl on etC 3""”3"':“5'““““ table to Benefit Plan Election Coverage Employee Cost Per Pay
’ -)- M Period
Giick on the Beneficiary Before-Tax  After-Tax
Informati
. Consumer Family
2dd or update 2 Medical = $224.70
Benencian; Choice HSA
Tobaceo User Status No
Step 4: When you are
SE s AT Dental NoGCoverage  No Coverage $0.00
e Vision NoCoverage Mo Coverage $0.00
§ Minnesota
Basic Life with Accidental Employer
Bask Life 525,000.00 :
Death and Dismemberment  5osrot Paid
Supplements! Life with Minnescta SEL
Accidental Death and WADSD-4%  5200.000.00 $21.80
Dismemberment
Spouse Life No Goversge $0.00
Minnescts Child
child Life Mimnesste S s1s.000.00 $1.50
Employee Accidental Death  Minnesota Life
and Dismemberment AD&D $200,000 Family (=0
Long-Term Disability No Goverage 50.00
Short-Term Disability No Goverage $0.00
LifeStyle Benefits Plan No Coversge $0.00
Legal Plan USG Legal Flan $16.96
Teachers Retirement Sysiem  Enrolled Contribaties
Accident Plan USG Accident  Family $18.69
USG Hospital
Hospital Indemnity Plan 255 10%F Family $25.03
§ USG 10K Non-
Crifical liiness Emplovee !
Criical liness Emploves  Foro o $9.47
" USG 5K Non-
Critical liiness Spouse -
Critical lliness Spouse S $9.05

3.4. Annual Spending Account Elections

a) If you participate in any of the spending Annual Spending Account Elections

accounts, you must update your

R . Benefit Plan Election Before-Tax Contribution
elections under Annual Spending . o
. Elexible Spending Account Dependent Care Not Contributing $0.00
Account Elections. . " -
Flexible Spending Account Health (F SA Not Contributing $0.00
Note: HSA is the only account where the Health Savings Account (HSA Not Contibuting $0.00
fundS Carry over from yeal‘ to year. Flexible Spending Account Limited Purpose Not Contributing $0.00

3.5. Beneficiary Designations
3.5.1. Required Primary Beneficiary Designation for Basic Life and AD&D

a) If you have not deSignated a Remember to add your Beneficiaries.
primary beneflc_lary for your Bas_lc ek B
Life and AD&D insurance, you will the cost
i 1 Before you can save, you mu: i he following:
receive a message stating you B et 4000
must select a primary beneficiary. pr
b) Click OK. s g dorbl et it g it riong
Birth D on file please select the Beneficiary Information button in the
Beneficiary Designations section and enter a beneficiary to designate as
pnmar}x
oK
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c) If you wish to designate the same
beneficiary designated for
Supplemental Life and AD&D, click B—®—°S'°lff““°“”&“
the Basic Life and AD&D link. Name Relationship

Beneficiary Designations Beneficiary Information

Percent Designation

Supplemental Life and AD&D

Name Relationship Percent Designation
John Doe Domestic Partner 100% Primary
d) Enter a percentage value (1% to
100%) in the Percent field for Continue
each beneficiary Beneficiary Designations Beneficiary Information
Note: If a person is listed but is not Basic Life and AD&D - Coverage Amount: $25,000.00 Concel
intended to receive a share of this i Relation SRR SRR
benefit, assign a percentage of 0%. S D D 00 % [Pinay ]

Supplemental Life and AD&D - Coverage Amount: $44,000.00
If you have designated more than one

person as “Primary,” the total T
percentage for all primary designhations —— peconrisi oo s [priney >
must equal 100%.
e) In the Designation field, select
“Primary” or “Secondary.”
f) Click Continue.
3.5.2. Update/Add/Delete a Beneficiary
a) In the Beneficiary Designations
section, click Beneficiary Continns

:
Information. o

Basic Life and AD&D - Coverage Amount: $25,000.00

Name Relation Percent Designation

Name Relation Percent Designation

John Doe Domestic Partner 100 % |anary ~

Supplemental Life and AD&D - Coverage Amount: $44,000.00

Name Relation Percent Designation

John Doe Domestic Partner 100 % Primary  ~
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b) You may update, add, or delete
your beneficiaries.

e To update a beneficiary, click
on the beneficiary’s number,
edit the information and click
Update.

e To add a beneficiary, complete
the beneficiary information in
the Beneficiary Maintenance
table and click Add.

e To delete a beneficiary, click on
the beneficiary’s number and
click Delete.

Job Tool

Note: To delete your spouse as a
beneficiary, you must contact your
benefits office on campus.

¢) When you are finished, click
Continue.

d) Enter the Percent and
Designation for each coverage

type.

Beneficiary Information

Name Relation Address City State Zip SSN

Continve

! John Doe Spouse
= Cancel

Beneficiary Maintenance
First Nome *

[

Last Name * I

oR

TrustEstate l
Name *

Relation *

Note: If you have designated more
than one person as “Primary,” the total
percentage for all primary designations
must equal 100%.

Same
Address YIN
Indicator
agdress |
Address2 |
i
g:m Format: 111223333 (no dashes)
Birth Date * 4 1
Phone
N * Format: 1112223333 (no dashes)
[ Update f Delete | | clear |
Continue

Beneficiary Designations [Beneficiary Information

Basic Life and AD&D - Coverage Amount: $25,000.00 ancal
Name Relation Percent Designation
John Doe Spouse W% IWLI

Supplemental Life and AD&D - Coverage Amount: $40,000.00

Name Relation Percent Designation
e) Click Continue. John Doe Spouse 100 % Primary ~ ~
4. Certification Statement
a) Click Submit.
- . : JANE DOE
b) The Certification Statement will appear.
. . Certification Statement 3
Read the Certification Statement. <@
. . . . By subinitting the changes you have requested, you are certifying that the infarmation you have provided in
c) To certi fy your i nformation, click 1 Support of your reguested change in election is rue, accurte, and complete and you are providing the
4 information intencing that it wil be relied upon by the Plan Administrator for purposes of effecting changes
A ree in your coverage elections under the Plan. Falsification of any of the information provided to the Plan
g - Administrator may result in your termination from covarage under the Flan, or termination of the coverage of
your spouse and/or dependerts. In addition, the Plan reserves the right to demand reimbursement for
benefits paid to you or anyone receiving hensfits through you based on falsified claims
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5. 20XX Benefit Confirmation
a) Your Confirmation page will appear.

SJARE OL

b) Click Print if you would like a printed =
. 200X Beneflit Confirmation =)
copy of this page.
Note: You will also receive a confirmation P ———
statement in the mail delivered to the s — prve— FE—
mailing address displayed on this page. —— B .
Br‘mp::d Afer Tas
P f;:'—;"ﬂ;m i #1El.
Cartm - [Tt i TR
[t P
6. Logout of My Benefits
a) Click Logout. Logout I
PLAH INFORMATIOH FORMS LIBRARY | FAQs | HELP
i Task Complete
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