Tech
Annual Benefits Enrollment

PDS Tech provides competitive benefits to assist employees in managing their health and well
being. Once a year, PDS Tech allows employees to change certain benefit elections during a
period known as Annual Benefits Enrollment. Annual enrollment for the current year will begin
shortly. The dates will be communicated with this announcement and on MyPDS at
www.pdstech.com/mypds.php.

Everyone’s benefit needs are different and may change over time. It’s important to take time
during this period to review your benefit options, then, enroll or make changes as needed.

Annual Benefits Enrollment is entirely voluntary and not participating will result in no changes
to your current benefit elections.

The maximum amount you may contribute to an H.S.A. may change from year to year. If you
make no changes to your H.S.A. savings contribution it will remain the same for the upcoming
year and you may not be taking advantage of your maximum contribution. We encourage you
to review your H.S.A. savings contribution and make any changes appropriate to your situation.

We recommend you review any of your elected plans at the MyPDS website
www.pdstech.com/mypds.php to note any coverage or rate changes to your current elections.

Annual Benefits Enrollment Checklist:

1. Review the Benefits available to you and changes for the New Year at MyPDS
http://www.pdstech.com/mypds.php

Logon to the PDS Employee Self Service Portal at https://ess.pdstech.com.
Enter the Annual Enrollment Section by selecting Annual Enrollment

Review your Dependents and make any changes required for your family
Make changes to your benefit elections by selecting Benefits Enrollment
Review your Insurance Beneficiaries by selecting Beneficiary

SEGRFRYN

Employees familiar with the Open Enrollment Process may wish to jump to Pagel0 of this
document and get started with making changes to elections made in previous years.
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Annual Benefits Enrollment
Review your Dependents
Prior to beginning the Benefits Enrollment process take a moment to review your dependents and
confirm the system has accurate information about your family.

You can review dependent information by selecting the name of the dependent from the list
show.

(2 Lawson portal - - Windows Intennet Explorer,
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Welcome John Doe

I

p.ﬁ Dependents

‘Current Dependents
To add a new dependent, click on the 'Add button. vain | Address

First Name | [lane %
To change or view additional detail for the dependents ) )
listed below, dlick on a name. Hiddle Initial | [
LastMame o= %
“Name Social Humber

fans A Bas e Name Suffix

ey Birth Date | [05/24/1956 & MM/ &
1f Adopted, Date | Reeaitiis
If Adopted, Placement '_ MM/DD/YYYY
Date =
Social Number | |555-12-1212 %

-

After making any changes save your changes by clicking the button.

Add a dependent by clicking the button and completing the information in the detail
screen. The required fields are marked by a *.  When you have complete the information click

the button to save the new dependent.

(2 Lawson portal - - Windows Internet Explorer

GO - (&)t osenon ][] [soese |28

Ble Edt Yew Favortes ook Help

U 4 |23+ | @ Lawson potal - Diect Depos.. | 48 oTosist Exprs Dowrioad | 8 Lawson ptsl - x] | B v B @ - [reage - G Tools -
m Welcome John Doe ut]
~ Tech

3

Parent Menu 2 \ i Dependents

To add a new dependent, dlick on the 'Add' button. Main | Address
ene —_—
B

First Hame *
To change or view additional detail for the dependents § -
listed below, ciick on a name. Middle Initial
Lasthame| [«
Hame Social Number
! al i v
Jane A, Doe 555-12-1212 Hame Suffix

Birth Date [E8 MMDDIYYIY g
1f Adopted, Date [ MmiDDfYvY
adoniec R MMDDAYYYY
Date B

Socal Number | [«
Type | *
Relationship | v
Address | *
Gender|[ ¥ %
Student | [Ho v
Disabled | (10 v

v
Smoker | |l v
ate

* Requred

- =

@ Internet 400% -

Note: If you need to remove a dependent please contact the PDS Tech Benefits Department.
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Annual Benefits Enrollment

Benefits Enrollment
Begin the process of selecting your New benefits by clicking on the Benefits Enrollment link.
You will be presented with a splash screen describing the process of enrolling in benefits.

(2 Lawson portal - - Windows Internet Explorer

GO - (&)t osenon ][] [soese |28
Ble Edt Wiew Favortes Tooks Help
W w® ‘@q@uwmpma\-Dnmoepus. | GoTonssit Express Downioat | @ Lawson prtel- x]il B v B @ - reage - GhTosk -
Welcome john Doe _ [logout]
~ Tech

‘%, Benefit Enrollment

Benefits Open Enrolment.

Benefits Enroliment Each year with PDS you have the opportunity to change vour benefit coverage with PDS. The open enrollment is passive,
which means, your current elections wil remain in effact unless you choose 3 different option. If no longer want a specfic
benefit election you must select the WAIVE benefit option, Please see the Benefit Plan Descriptions section for the specfics
of each of your benefits.
Consider your choices carefully. After you have completed your initial enroliment your choices cannot be changed unless you
have 2 Iffe event (marriage, birth, divorce, etc.) or unti the next open enrolment period. [NHBULLETIN_17]

‘
Done @ Internet F400%

If you have previously elected benefits with PDS please follow the instructions beginning on
Page 10 of this help document.

Otherwise continue below.

You will be presented with a list of benefits you are able to modify for the New Year.

(2 Lawson portal - - Windows Internet Explorer

&+ [l mossstoner e com: 9 (7] [¢] [ [EE
Ble Edt Wiew Favortes Tooks Help
W w® ‘@q@uwmpma\-Dnmoepus. | GoTonssit Express Downioat | @ Lawson prtel- x]il B v B @ - reage - GhTosk -
Welcome john Doe _ [logout]
~ Tech

‘%, Benefit Enrollment

Dependents Enroliment Order
an Descriptions
ene

I Plan Type
‘You wil enroll in benefits in the following order. MEDICAL
HSA
DENTAL
VISION
EMP SUPP LIFE
SPOUSE LIFE SUPPL
CHILD LIFE SUPPL
EMP SUPP AD&D

LONG TERM DISABILITY

LEGAL
Done @ Internet F100% <

Click on the [€ontinue | to proceed.
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Annual Benefits Enrollment

You will be shown a list of your current year benefits, options you have selected and the
corresponding costs. A summary of pre-tax and after-tax costs per pay period is given

underneath the detail.

{2 Lawson portal - - Windows Internet Explorer

G@ ~ [l htpysrpds-anent. pdstoch.com: 9 [#2][¢] [s0oge ]

Fle Edt View Favorkes Toos Help

‘%’ Benefit Enroliment

Current Benefits

w & |Q'lgﬁwsun portal-Drect Deposi. .| & GoTodsistExpress Downlaad | (@ Lswson potsl - x] ] M B ® [ hpage - (£ Taok -
Welcome John Doe ut]
~Tech

Your benefits as of 10/28/2000
Plan Start Date Coverage Your Cost
Aetna HRA Medical Plan 07/27/2008 EE + Spouse 15473 Pre-tax
Jane Doe
Aetna PDO Dental Pln 07/27/2008  EEand1Dep 2342 Prefax
Jane Doe
Vision Service Plan 07/27/2008  EEand1Dep 234 Pretax
Jane Doe
Aetna Supplemental Life 07/27/2008 84,000.00 17.06  Aftertax
Aetna Supplemental Life Spouse 07/27/2008 30,000.00 2.98 | Aftertax
Pay Period Summary Cost
Total pre-tax contrbutions 180.40
Total after-tax contrbutions 20.04
£ I | &
Done € Internet 0% v

Select [€ontinue ] 1o hegin making changes for the New Year.
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Annual Benefits Enrollment

You will be presented with each benefit option you are eligible for. If you are currently enrolled

in a benefit you will be given the options to:

Keep the same Coverage

Change the Coverage

Add or Change Dependents (if applicable)
Select a Different Plan

el A =

Click on the appropriate radio button for your situation.

3] (%#] (%] 5000

|28

; . ‘%’ Benefit Enrollment
Parent Menu &

Dependents Enrollment Elections - MEDICAL

Benefit Plan Descriptions e TR

Beneficiary 10/28/2009 EE +Spouse 15473 Pre-tax
Eenefits Enralimant 01/03/2010 EE +Spouse 15473 Pre-tax

Covered Dependents As Of 10/28/2009
Jane Doe
Option Select ) -
Keep the same coverage O You are currently enrolled in Agtna HRA Medical Plan.
Change the coverage & Costs are per Pay Period.
Add or change dependents O

Select a different plan O

Flo Edt Vew Favorkes Took Help
% 25 -] @ Lawson purtal - Direct Degost . | @ GoTossist Express Downioad | @ Lawson partal- x] ] M B ® [ hpage - (£ Taok -
Welcome John Doe out]
~Tech

Done € Internet

H00% v
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Annual Benefits Enrollment

If you are not currently enrolled in an eligible benefit you will have the opportunity to select the
benefit and associated coverages. If you do not wish to enroll in a benefit presented you should
select the WAIVE option for the benefit.

{2 Lawson portal - - Windows Internet Explorer

G_@ ~ | &] httpsffpds-arient, pdstoch, com: 9 [#2][¢] [s0oge [o]]
Fle Edt View Favorkes Took Help
w & |§Flgmwsun portal - Direct Depasi... {Qcﬂu»\sswst Express Download ‘gstsun portal - x ]_} - B - - [race - ook~
Welcome John Doe ut]
~Tech

‘%’ Benefit Enroliment

Plan Select: )

Aetna HGA Savings Emp Only | € Select the plan in which you would lke to enroll. If you do not want
coverge, please select the Waive Option.

Waive HSA Enrolment Ll

Done € Internet 0% v

After making each benefit election you will be presented with a confirmation of your selection.

If you wish to change an election, click on the button. To finish the election of a
benefit and move to the next benefit click thel.€2ntnue | pytton,

{2 Lawson portal - - Windows Internet Explorer SEX

GO - (&)t osenon ][] [soese |28

Ble Edt Yew Favortes ook Help

W w® ‘@ﬂguwmpma\-Dnmoepus. | GoTonssit Express Downioat | @ Lawson prtel- x] | B v B @ - [reage - G Tools -
Welcome John Doe 1]
~ Tech

‘%, Benefit Enrollment

You have selected Actna HRA Medical Plan.
Costs are per Pay Period.
Changes will be effective 01/03/2010.
Plan Coverage Cost
Aetna HRA Medical Pian Employee 57.41  Pre-tax

Done @ Internet FA00% v
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Annual Benefits Enrollment

When you have been prompted through all your benefit elections you will be presented with a
summary page showing you what your selections and costs will be for the New Year.

You can confirm and save these benefits by selecting the button.

= Lawson portal - - Windows Internet Explorer

00 - Bl srmmsimnan 8 5]x] [ =8

Fie Edt Vien Favortes Tooks Help

—=— — = = »
* & ‘gg[v[glmsmpma\-Dmtuepm N@GDTDA;QQExpressDuwn\uad IELawsnr\pmta\r x[ } %5 - B - & - [hPage - £ Tods -

Welcome John Doe  [ogour
~ Tech

‘%’ Benefit Enrollment

Parent Menu &

= ~ Plan Coverage _ Your Cost
Astna HRA Medical Plan Emplayze 57.41  Pre-tax
Benefits Enrollment Waive HSA Enroliment
Astna PDO Dental Plan EE 2nd 1 Dep 23.42  Pre-tax
Vision Service Plan EE and 1 Dep 2.52  Pre-tax
Aetna Supplementzl Life 84,000.00 17.06 | Aftertax
Aetna Supplementel Life Spouse 30,000.00 2.98  Aftertax

Waive Chid Suppl Life

Waive Supplemental ADSD Cover
Vaive of LTD

\Waive Legal Plan Enroliment

Plan Covered Dependents
Aetna PDO Dental Pan  Jane Doe
Vision Service Pn Jane Doe
_Pay Period Summary Cost
Total pre-tax contributions 83.35
Total after-tax contrbutions 20.04

Done & Internet L BT

If you wish to adjust any of your selections select the button.
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Annual Benefits Enrollment

After saving your benefit elections for the New Year you will be given an opportunity to print a
summary of your elections. We recommend you print this summary and keep for your records.

3] (%#] (%] 5000
epasi... ‘EGUTUAss\st Express Download ‘gmw n portal - x] ‘ %~ B - = - [Peage - £ Toos -
Welcome John Doe o
‘%’ Benefit Enrollment

Election Print

You chose to keep these benefits.

Do you want to prit these elections for your reference?
Done € Internet H100% <

You are able to modify your benefit selections any time during Annual Enrollment. When
Annual Enrollment is concluded your benefit selections are final and changes will not be
possible until the next Annual Enrollment or until you have a qualifying Life Event (Birth,

Marriage, Divorce, etc.).
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Annual Benefits Enrollment

You have now completed the Annual Enrollment process. You may return to other Employee
Self Service features by clicking the - tab under the PDS Tech logo.

(= Lawson portal - - Windows Internet Explorer

5@ - |E| http:fipds-laweny. pdstech,com: 7080 lawson/part alf VHE‘ |z| ‘Google HP '|
Elle Edit “iew Favorites Tools Help

— — . »
P [EELI?L&WSDH portal - Direct Depos, ., [gGUTUASSiSt Express Download leLawson portal - x I } [ = v ik Page v () Toolks -

Welcome John Doe [logout]
Tech

P— % Benefit Enrollment
Parent Menu & F- 3
Dependents Enroliment Elections

Benefit Plan Descriptions

X Congratulations
Beneficiary Congratulationd lohn Doe m
Benefits Enrollment

Your enrollment is complete.

Cane

& Internet #100% -
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Annual Benefits Enrollment

Modifying your New Year Benefit Elections

During the Annual Enrollment period you may change your benefit elections made in a previous
year or change benefits elected in a previous session.

After entering annual enrollment you will be presented first with a screen showing your current
elections, followed, by a screen showing the elections you selected during your last session.

Current Benefits

Current Benefits

Your benefits as of 10/31/2010

Plan Start Date Coverage
Astna ER Paid Life 5taff 01/03/2009 50,000.00
Aetna ER Paid AD&D Staff 01/03/2009 50,000.00
Aetna Staff LTD 01/03/2009 100%
Pay Period Summary Cost
Total pre-tax contributions 0.00
Total after-tax contributions 0.00

Continue | Exit

l ]

Depending on which elections you selected for your benefits previously, you may be given a
prompt which indicates the system requires you to make elections for one or more benefits.

Windows Internet Explorer i 5[

L] "_.,‘ You have one or more plan groups that need a benefit election, Select 'Make changes' to make new elections.
L3

Simply click the OK button and a list of elections as they will be in the New Year will be
displayed.
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Annual Benefits Enrollment

New Year Benefit Elections based on last year or a previous sessions elections:

Benefit Elections As Of 01/02/2011

Plan Coverage Your Cost
Aetnz HSA Medical Plan Employee 1.24  Pre-tax
WWaive HSA Enrolment
Dental Waive Plan
\Waive Vision Plan Coverage
Aetnz ER Paid Life Staff 50,000.00
Aetna supplemental Life 179,000.00 17.76  After-tax
Waive Company Paid Spouse Life
Waive Spouse Suppl Life
Waive Company Paid Child Life
Waive Child Suppl Life

Aetnz ER Paid AD&D Staff 50,000.00
Waive Supplemental AD&D Cover
Aetna Staff LTD 100%

Waive Legal Plan Enrollment

Pay Period Summary Cost
Total pre-tax contributions 1.24
Total after-tax contributions 17.76

Mzke Changes | Exit |

Click on the button to modify your current elections. You may receive another

prompt indicating the plans which require you to make an election for the New Year have
already been selected for you.

Windows Internet Explorer x|

L] E The plan groups that require additional elections have been checked,
L

Simply acknowledge the prompt by clicking on OK.
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Annual Benefits Enrollment

You will then be presented with a list of benefits you may modify. Check the appropriate boxes
of the benefits you wish to change and click on the [entinue | pyton.

[7‘ - e v page - (ChTooks -
Welcome John Doe T
DS Employee Self c
’%’ Benefit Enrollment
My Profile —
Wy Contct nformtion e
Plan Type Select i §
WEDICAL Select the plan type(s) you would Ike to change. You wil re-enroll for benefits
wihin the type(s) selected.
HsA T
DENTAL
vSIoN [~
EMP SUPPLIFE [T
SPOUSE LIFE SUPPL ()
CHILD LIFE SUPPL [~
EMP SUPP ADRD [T
LONG TERM DISABILITY [T
LEGAL
Done i @ Internet F400%

You will be prompted through each of the benefits you checked and allowed to change your
previous elections. (Reference Page 5). At the end, you will once again be presented with a
summary page of all your New Year Benefits.

Select the button to keep these changes, or the button to modify

additional benefit elections.
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