Union - Self Service BenefitSSBEN_oginand Enroliment Guide

This guide is designed to help you navigate throughSB88EMNenefits enrollment/change process step
by-step. Simply follow along with the text and pictures.

Before youbegin theenrollment process please take note of the following:

1 You will either need to be connected to a printer or be prepared to print
yvour @nfirmation statement to a file.

Step 1:To log in go towww.bistatedev.org At the bottomleft cornerof the page select Emjoyee
Resources& go to step 2.
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Step 1A Citrix Users:

If you are logging into the Metro Web via Citrix:

A. Go to the Metro Web & Select Departments.

METREWEB

MetroWeb Search: | your search terms.. m

The Intranet of
Bl-STATE ~ D N 3
DEVELOPMENT M M%]m ARCH mecrmasy

2020 Flu Shot Schedule

ARE YOU READY TO GET YOUR

FLU SHOT?

B. Select Human Resources

Home

Applications

Departments
EEO and Woaorkforce
Diversity
Accounting
Arts In Transit
Accounts Payable
Accounts Receivable
Tourism Innovation
Budget
Communications

Corporate Compliance and
Ethics

Economic Development
Engineering

Financial Statements
Human Resources
Information Technology
Internal Audit

Labor Relations
Marketing

MetroBus

Metro Call-A-Ride
Metrolink

Payroll

Dramuramnnt

Agency News Metro In The News

View Older Agency News

The Weekly Buzz Publications

Employee Newsletter Editions

I.T. Outages
No I.T. Outages are scheduled at this time.

EEO and Workforce Diversity

EEO Puolicy Statement

Internal complaint form

EEO Puolicy Booklet

Department Contacts:

Amy Krekeler-Weber (EEO Specialist)
314.982.1478 or 314.363.7382
ackrekelerweber@bistatedev.org

Diana Wagner-Hilliard (Director of EEQ)
314.982.1589
dmwagnerhilliard@bistatedev.org

314.335.3509
EeoCivilRights @bistatedev.org
EeoOfficer@bistatedev.org

External Resources:

Equal Employment Opportunity Commission (EEQC)
Federal Transportation Administration (FTA)

Missouri Commission on Human Rights

lllinois Department of Human Rights (IDHR)

St. Louis Civil Rights Agency (CREA)




C. Select Benefits

m Applications Departments BSD Websites m Quick Links m

Home

Applications Human Resources

Departments
EEO and Workforce

Diversity Benefits
i—g;cnlun;m i Compensation - Philosophy Statement
s In Transi
Accounts Payable s Fair Labor Standards Act (FLSA) Information Resources:
Accounts Receivable o FLSA Overview
Tourism Innovation o FLSA Q&A
Budaet o FLSA Safe Harbor Statement
Eucgel o o Minimum Wage:
Communications = Federal Department of Labor
Corporate Compliance and n |llinois
Ethics n Missouri
Economic Development o —OuerFlme Falclt Sheet
Engineerin o Job Evaluation Policies:
_.g__g o MNew Position Evaluation
Einancial Statements o Salary Band Re-Assignment
Human Resources + Pay Policies:
Information Technology o Exempt & Non-Exempt - Salaried

o Merit Based - Salaried

M o Overtime - Salaried

lanDhifiedtedS GO YLX 2888 [23AYE

The People Behind Progress

Welcome to the Employee Benefits Resource Center (EBRC). The Benefits

E M P LOYE E Department within Human Resources supports the Pension, Health and Welfare

needs of Bi-State Development’s employees, retirees, and their eligible

BEN EFITS dependents.

" The Department is committed to providing an affordable high-quality benefits
program while managing health care and plan vendor costs effectively. The
Department manages a range of benefits including medical, dental, prescription
drug, employee assistance plan/behaviorial health, vision, health and dependent
care flexible spending accounts, life insurance, accidental death and
dismemberment plans and disability plans in addition to the administration of
retirement programs related to defined benefit pension plans and a 401K program.
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Feel free to contact us at 314/982-1400 ext. 3006 from 8 a.m. to 5 p.m. Monday
through Friday or email the department at benefits@bistatedev.org. We are here
to help you maximize the value of your benefit plan!

Our Benefits Partners:

Employee Login




E. Select the Blue Employee Resources Box

BSD > Search results for 'Employee Login'

Bl-STATE
4, DEVELOPMENT Employee Resources Benefits Information
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Manage Your Benefits
Rudnitalynts Qo

PUBLIC MEETINGS

Search

Step 2 Slect the Blue Employee Login button

Employee Resources
{
BI-STATE THE PEOPLE
DEVELOPMENT BEHIND

PROGRESS

Welcome to your Employee Resource
Center.

Please choose one of the following options to find the information you
need.

Benefits Information

Absence Managment Information (FMLA)

Employee Login

Coronavirus (Covid-19) Information




Step 3 Enter your Oraclasernameand password

BI-STATE
Metro Oracle Advanced Benefits

Forgot your user D or password?

Privacy Statement Copyright (c) 2008, Oracle. Al rghts reserved.



Step 4 SlectMetro EmployeeSelfService

BI+STATE ; ;
E-Business Suite

B Favrtes v Logout Preferences Help
Enterprise Search ]Ml E| @ Search Resuts isplay Prference |Standard v

Oracle Applications Home Page

Logged In As ALPOLK

Wain Menu

Workist
:Personaize rullist |
‘ B et Enployee SefSenice from Type Subject Sent Due

B et Expense There are no notiications in tis view.

/TIP Vacation Rules - Redirect or auto-respond to noficatons.
Y/TIP Worklst Access - Specy which users can view and act upon your nofficatons.

Logout Preferences Help

Privacy Statement

Copyiht (2008, Ovacle, Al ighs esened.



Step 5 From the drop down menu seleBenefits

BISTATE ; 4
E-Business Suite

B Favorites ¥ Logout Preferences Help
Enterprise Search |AH | @ Search Results Display Preference |Standard .
Logged In As ALPOLK
Oracle Applications Home Page
Main Menu Workiist

B Ewetro Employee SefSenvice From

Al Actions Awaiting Your Attention There are no notifications in this view.
Personal Actions “TIP Vacation Rules - Redirect or auto-respond to notifications.

T TS “TIP Worklist Access - Specify which users can view and act upon your notifications.

FMLA Leave Appication

Paysip

Employee W-2

TaxFom

My Information (View Only

Personal Information (Update

Personal Information P2 (Update!

Type Subject Sent Due

Arrears
Benefits
] Metro iExpense

—

Logout Preferences Help

Privacy Statement

Copyright (c) 2008, Oracle. Al rights reserved

*Note that the first screen in the Benefits enrollment/change process is the Dependents and Beneficiaries
Screen. If you do not need to add a new dependent, select théutéon to bedirected to the 8lect

Program Screen (and skip to steplByou do not currently insure dependents, this screen may not show
as an option (the first screen may be the Select Program Screen)

Step 6 To adda new depender(s)select theAdd Another [2pendent button. if you do not need to
add a new depndent, select the next buttoand skip to Step 8.

Dependents and Beneficiaries

Name Ari Doss

Hame Relationship Social Security Number Birth Date Update
Husband Doss Spouse 131-31-2225 14-Aug-1965 v
“TIP Press the pencil icon to validate address and other information.

Home Logout Preferences Help '
Privacy Statement irac reserves



If youneedto adda dependents), follow the instructiondisted belowin Steps 7 Part 1 & ZPlease note
that these instructiongre broken intotwo parts, but the actuahdd Dependent andBeneficiaries
screenis one screenOnce you have been directed tise Add Dependentsand Beneficiariesscreen
eachfield listed in the instructionsust be completed in order to successfully aadlependent.

Step 7- Part 1 All of the fields listed belownustbe completed to successfully add a new dependéttt
information should be entered in standard upper & lower case format)

A) Relationship select either spouse, child(ren), or legal dependent

B) Relationship Start Dateuse thecurrentdate must be formatted with dashe@-ormat: dd
mmm-yyyy) (dd=day, mmm=3 letter month, yr=4 digit year, i.e. October 15 2020ct-2021)

C) First Name

D) Last Name

E) Address Line 1if the dependent has the same addressthe employee, select the Shared
Residence Bathe system will autofill in the addres$i KS RS LISy RS fiffeedt, | RRNB & a
complete the required fields

F) City

G) Zip Code

If any of the requiredfields are left blankou will be unable tsuccessfully@d your dependenand
error messagemay appear (See Stepgpart 3 for an explanation of theossibleerrorsand the action
required to correct the errd)). If any of these errardo appear, go back and revigwur entries and
makethe necessary corrdon(s).

Add Dependents and Beneficiaries

Name Ari Doss Apply

* Indicates required field

Name and Relationship

= Relationship .
Relationship Start Date =

Title ~

= First Name I

Middle Name I

* Last Name I

Suffix I

(example: Jr.)

Address Information
- 1F you check the bax sbove you don't nsed to fil i the sddress
Check this box if dependent has

~ Address Type I
Address Style |leted States the same addreSS

US Address Style

* Address Line 1

Address Line 2

Address Line 3
= ciy Q
state [

= Zip Code l—
County li
= Country |United States O\
Telephone l—
Telephone2 l—



Step 7- Part 2 All of the requiredfields listed belowmust be completed to successfully add a new
dependent

A) Date of Birthc5 SLISY RSy 1 Q& RI 4GS 2F 06 A Nl(RorméadzEimnd S F2 NXY I
yyyy) (dd=day, mmm=3 letter month, yr=4 digit year, i.e. October 15| 202-0ct-2021)

B) Gender

C) Social Security Numbemustinclude dashes

TheStudent StatusMarital Status Is This Peson Disabledand theSecondary Medical Covagefields
shouldall be skipped. Once you have completed thpage in its entirety, seletiie Apply button.

Miscellanecus Information

. Gender . Social Security l—
Sklp StUdent Student Status . (exampla: 123-45-6785)
Status * Date of Birth |— =
Marital Status | Skip marital status & Is this
Is this Person Disabled? Del’SOﬂdISﬁb|e(p
Second Medical Coverage =
[ Cavered by Other Medical Plan. Sklp SeconmEdlCal
Name of Plan | Coveraage

If you selecthe Cancebutton, you will see the message below:

. e D

Message from webpage >

The changes you made to this page have not been saved, If
you continue, the changes will be discarded, Do you wish to
continue?

o] 4 Cancel

If you wish to cancel the dependent election, seléancelko be taken back to the Dependerasd
Beneficiary Screen.

Before you continue to Stéjp Part 3; please read this carefulbependents added to

SeltService Benefits are provisionally added, to complete the enrollment procesgdtib
responsibility to provide regjred dependent documentatioto the benefits department by the Open
Enroliment deadline Examples of dependent documentation ararriage license, birth certificate,
adoption certificate,dgal guardianship documents




Step 7- Part 3 Possible Error Messages from the Add Dependents and Benefici&oesen:

10

a.

b.

o

Error- A Value must be entered for relationshpltion - relationship chosemust be a spouse,

child, or legal dependent

Error- A Value must be entered for fireame/ Solution- the dependents first name must be

added

Error- A Value must bentered for last naméSolution- the dependents last name must be

added

Error A Value must be entered for Address Lineblution-the dependents Address must be

entered@ ¥ GKS RSLISYRSY(iQ& I RRNXEB shared\Residancebsk, il & S Y LI
0 KS RS L&¥yresSiy differént manually complete the address fiékiss using the

instructions from itemse-g below:

Error- A Value must be entered for citgolution-RS LISY RSy 1 Qa OAdGeé Ydzad o6S
Error- A Value must be entered for Z@ndé Solution-RSLISY RSy i Q& T A L) O2RS Yd
Error- A Value must be entered for Date of BirBolution- the dependents date of birth must

be entred

Error- Form validation failuresA Value must be entered for date of birtBblution¢ a dateof

OANIL K Ydzaid o Sd-MWIRSNSRatAy (GKS a

Error- Relationship start date is not a date formatted@afR MM -& & & Sofutiong the date

2T OANIK A& F2N¥IFGGSR AyoOolammNRGRiée SF2WNE 0 6S Sy




Once you are back on thgependents and Beneficiari&ereen, Seledtext

Dependents and Beneficiaries
fome Aribess
Add Another Dependent

Hame Relationship Social Security Number Birth Date Update
Husband Doss Spouse 131-31-2225 14-Aug-1965 2

TIP Press the pencil icon to validate address and other information.

Step 8 By Selecting Next, you are taken to the Select Program Scideere maye two selection

buttons ¢ Metro Active Employee Prograrand Metro Optional Life (Please notethat if you are not

eligible for optional life you will not see the Metro optional life program button below. For those that are
eligible,the Metro Optional Life Screen will be blah&hoserg this does not mean that you are not
enrolledin Optional Life.Changes t@ptional life insurancere not fart of the open aroliment

process

By Selecting th#letro Active Employee ProgramRadio Button, and selecting next, you will be taken to
the Benefits Enroliment/Current Benefits Screghheae are two tabs on this screenBenefits
Enroliment and Current Benefits.

BI*STATE s
Metro Employee Self-Service
Select Program
Name Jasmine Ruptesting ‘m ?C! E
Please select a Program to update.

TheCurrent Benefitdab will show your benefit elections for the current plan y&aot the open
enrollment plan yegt

n Navigator v B Favorites v Home Logout Preferences Help

Select Program Name
@® Metro Active Employee Program
O Metro Optional Life

n Navigator v B Favorites v Home Logout Preferences Help
Benefits Enroliment | Current Benefits

Current Benefits

Name Ari Olanna Doss Program Metro Active Employee Program
Please show me the benefits as of [g1-Now-2020 to 31.59‘;.2020. El

Benefit Selections and Rate Details

Details Plan Option Coverage Start Date Coverage Pre-Tax After-Tax
[ Show Medical - Medical Economy Hourly ~ Employee + Spouse|01-Nov-2020 0.00 0.00
[# Show Dental - Dental Low Option Hourly ~ Employee + Family 01-Nov-2020 0.00 0.00
[ Show Vision - Vision Hourly Employee + Spouse|01-Nov-2020 0.00 0.00
[H Show EAP - Employee Assistance Program 03-Aug-2020 0.00 0.00
(1] Show Pension - Pension Union 788 03-Aug-2020 58.51 0.00
Total 58.51 0.00
Covered Dependents
Plan Option Coverage Start Date Dependent Relationship Sedal Security Number
Medical - Medical Economy Hourly Employee + Spouse 01-Nov-2020 Hushand Doss Spouse 131-31-2225
Dental - Dental Low Option Hourly Emplayee + Family 01-Nov-2020 Hushand Doss Spouse 131-31-2225
Vision - Vision Hourly Employee + Spouse 01-Nov-2020 Husband Doss Spouse 131-31-2225

11



N Navigator v B Fayorites v Home Logout Preferences Help

Benefits Enroliment | Current Benefits

Current Benefits

Name Ari Olanna Doss Program Metro Active Employee Program
Please show me the benefits as of [g1-Nov-2020 to 3170“72020. Go

Benefit Selections and Rate Details

Details Plan Option Coverage Start Date Coverage Pre-Tax After-Tax
[® Show Medical - Medical Economy Hourly  Employee + Spouse|01-Nov-2020 0.00 0.00
Show Dental - Dental Low Option Hourly ~ Employee + Family 01-Nov-2020 0.00 0.00
Show Vision - Vision Hourly Employee + Spouse 01-Nov-2020 0.00 0.00
Showi EAP - Employee Assistance Program 03-Aug-2020 0.00 0.00
[#l Showi Pension - Pension Union 788 03-Aug-2020 58.51 0.00

Total 58.51 0.00

Covered Dependents

Plan Option Coverage Start Date Dependent Relationship Sedal Security Number
Medical - Medical Economy Hourly Employee + Spouse 01-Nov-2020 Husband Doss Spouse 131-31-2225

Dental - Dental Low Option Hourly Employee + Family 01-Nov-2020 Husband Doss Spouse 131-31-2225

Vision - Vision Hourly Employee + Spouse 01-Nov-2020 Husband Doss Spouse 131-31-2225

If you wish to make changes for thpcomingplan year, selectie BenefitsEnrolimenttab and follow
the instructions in Step 9f you do notwant to make any changespm the Benefits Enrollmentab
select Logout at the top of the screen to exit Self ServicefBse{SSBEN)

=

Step 9 SelectUpdate Benefits

To make changes for thegpcomingplan year, select thBenefits Enrolimentab, and select Update
Benefitsyouwill bedirected to the Update Enrollments Screen.
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