Benefits Verification in the Employee Self-Service Portal (ESS)

1. Login to the Employee Self-Service (ESS) portal.

The server agateway.adp.com is asking for your user name and password.
The server reports that &t is from Portal Access [15:21:38:0419).

) [ User name ‘
| o~ . |

- [ Password |
: | Remember my credentials

ok ]| conce |

User Sign In . -#IISI Time User

| USERSIGNIN | CREATE ACCOUNT

Need Help Getting Started?
ADMINISTRATOR SIGN IN
Make This Site Your Home Page

2. After you login, hover your mouse over the Benefits tab and select “Welcome”.

Home ~ | Time & Altendance ~ | Pay & Taxes ~ | Personal information | Benefits ~

Welcome

What's New

2
L

Vielcome to the ADP Self Service Portal!

Seff Service i your one-stop shop for managing your personal information, gaining knowledge of corporate policies and procedures and staying in touch with what's new

On Friday, November 7™ you received the last pay statement that wil be maied to you. Beginning with the pay day of November 21% you wil now be abie fo find the pay st
Seif-Service (ESS) ste, under the Pay and Taxes tab, under pay stalements. These eaming statements should be posted to the sie after 10pm on Thursday, November 20
remain on ESS for about three years.



https://portal.adp.com/public/index.htm
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3. Click on link “here” to be directed to the Benefits web page.

Home + | Time & Attendance ~ | Pay & Taxes ~ | Personal Information « | Benefits -l

Welcome

Welcome to your Benefits, where you can:

m  Access your Benefits information
® View your Benefits Summary
= Modify your Dependent information

Click here fo access your Benefits Information.

4. Click the plus sign under “My Information” to expand and select “Beneficiary
Management”.

# Welcome

© Admin Tools Declare Life Event

@ Reports Enrollment Opportunities

@ My Information

Welcome to Pima County Employee Benefits

@ Plan Information
You may make benefit changes during the vear if vou experience a qualifying life event such as

@ Report Center marriage, birth/adoption, or loss of other coverage. Per IRS guidelines, the changes vou are allowed
to make must be consistent with your qualified life event. Supporting documentation will be
Need Help? required. Click the Declare Life Event button to get started.

For assistance please contact
Pima County Human Resource
Benefits at 520-724-8464.

| Declare Life Event |
- - -

New to the benefit
enrollment site?

You may click here for a video that
will guide you, step by step,
through the enrollment process.

@ My Information
- Employee Profile
- Current Benefits

- Dependent Management

I- Beneficiary Management I
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5. Select from the menu options listed under “Select Beneficiary” and “Select Benefit”.

Beneficiary Management

Allocations for each beneficiaries must be whole numbers (no decimals) and total 100%. Please take a moment to review and update your beneficiary
- information for Basic Life & AD&D, Supplemental Life and Voluntary AD&D insurance. After adding your beneficiary, designate them as primary or
’ secondary and allocate a percentage for each.

Beneficiary Allocations as of:  03/10/2017

Beneficiary L Select Beneficiary x| Benefit [ Select Benefit | Add Beneficiary/aAllocation Te add.a beneﬁuar.’\
Beneficiary/Allocati

6. From the Select Beneficiary drop down menu select New Person, then the type of
Benefit, if applies. (All Life/ADD, Basic Employee Life & ADD Insurance (employer paid),
Voluntary AD&D Insurance, Supplemental Life Insurance)

Beneficiaryl[ New Person | vl Benefit J All Life/ADD Benefits v [| | Add Beneficiary/Allocation |

7. Add beneficiary information and update with as much information as possible.

Beneficiary Management

Add Beneficiary Information

Please enter your beneficiary information below. It is important that vou indicate yvour beneficiary's full name, relationship to you, social security number, and date of birth.
‘When vou have finished entering this beneficiary’s information, click on the ‘Submit’ button to save your updates.

Please note yvou are required to enter an address for each beneficiary

Beneficiary Information Beneficiary Address

First Name = ] Country | United States |

middle niial | Address Line 1

Last Name = Address Line 2

Relationship to In... =| Select Relationship | v | Ciy
social Security Nu. || poo0000a0q Revaal state  |gSeleciaiStale M|

Date of Bith | | (MM/DDAYYY) Reveal zipcode |
Ermail
Phone Number

| Submit || Cancel |
)

8. Click on Submit. Repeat the process if adding multiple beneficiaries.

Submit || Cancel |
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9. Update allocations for beneficiaries from Unassigned to Primary and/or Secondary.

Unassigned E
Primary O

Secondary 34 7

lohn Doe Primary v 100 % I
E—

10. Click on Update Allocations on bottom right of screen.

I Update Allocations I

11. Once all the information has been added click on Finish to submit on bottom right of
screen.

Finish Exit without Saving
@ G J

12. All beneficiaries show as either Primary or Secondary with an allocation percentage
assigned to them.

Beneficiary | Select Beneficiary ¥ | Benelil | Select Benefit

PE— S
Actlons Benedln Wame Beneficlary Type Alloscat lon %
= Basic Emploee Life & ADAD insurance

13. To update an existing beneficiary, click on the pencil icon under Actions to edit
information. Follow steps 7-11.

Actions Name Relationship

Dg Father
& @ Brother
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14. To delete an existing beneficiary, click on the red button to remove. A red box should
appear to confirm the action, click Yes.

Actions Name
& @
& @

Relationship
Father

Brother

Are you sure you want to remove

15. Click on Back to welcome to go back to welcome page.

= |
|I Back to welcome I|

# Welcome

© Admin Tools

© Reports

& My Information
@ Plan Information

@ Report Center

Need Help?

For assistance please contact
Pima County Human Resource
Benefits at 520-724-8464.

New to the benefit
enrollment site?

You may click here for a video that
will guide you, step by step,
through the enrollment process.

Declare Life Event

Enroliment Opportunities

Welcome to Pima County Employee Benefits J
\
You may make benefit changes during the vear if you experience a qualifving life event such as
marriage, birth/adoption, or loss of other coverage. Per IRS guidelines, the changes you are allowed - '
‘to make must be consistent with your qualified life event. Supporting documentation will be
required. Click the Declare Life Event button to get started —_— S’ g 4
=

Declare Life Event i

End of Process




