Member Self-Service Portal Enroliment — Newly Eligible Student
Unmarried Dependent age 19 through 23 Becomes a Full-time Student

Enrollment into Dental and Vision Plans only

1. Once you've registered and logged into the Member Self-Service Portal, you'll be directed to the
home page. Click View Detail under Life Events.

: Lo,
Hi DONALD # @%
4

Home

UPDATE YOUR EMAIL

TaoLs

MY BENEFITS

$33.00

YOUR TOTAL FER-PAY COST

$55.00 e e LIFE EVENTS

ATFOUR FOET.
DEBUETIONS

2. Click Start> in the Newly Eligible Student row.

Enroll & Make Changes

UPDATE YOUR COVERAGE

Ta make changes to y
your changes within & c

ndior personal infarmation, chease the applicable ink from the table, In some cases, you may need to make

EVENTS
Descrigtion Engibility Period Acticns
Life Evant

Deenrell due to Enrallment in Gther Coverage 45 days before and 45 days after the event date Start >
Desenroll due o Envallment in Medicaid Coverage &0 tlarys before and 60 days after the event date Start»
Adaption 45 days of the event date Start >
Birth 180 days of the event date Start
Chal Union 45 days of the event date Start >
Damestic Partnership 45 dlays of the event date Start
Guardiarship 45 days of the event date Start >
Leave of Absence Without Pay 45 days of the event date Start >
Less of Coverage: 45 days before and 45 days after the event date Start >
Loss of Midicaid Coverage &0 tlarys before and 60 days after the event date Startr
Marriage 45 days of the event date Start >
Military Leawe of Absence Without Pay 45 days of the event date Start
Mewly Sigible Student 45 days of the event date Start >
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3. Enter event date (the first day of the semester/quarter) then click Continue.

Mewly Eligible Student

At 5 45 days of the svent dare

ENTER THE EVENT DATE=

m Cancel

4. Select coverage and premium deduction start date then click Continue.

Newly Eligible Student

arit 5 45 days of the svant date

ENTER THE EVENT DATE=

\anuary 1, 2024

Rev. 1.5.2024



5. Click +Add Family Member and enter newly eligible student you wish to enroll in your dental and/or
vision plans. Dependent must be added or listed to be enrolled in coverage.

DONALD DUCK

@ Your employer has provided us your infarmation for your benefit
enraliment,

6. Complete newly eligible student’s information. A Social Security Number (SSN) is required to add a
dependent. Providing a false SSN may result in the removal of your dependent from coverage until
a valid SSN if provided. Click Save to continue.

Family Member
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7. Click Next in the bottom right corner.

" Vour dependent has beensaved X

{.
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DONALD DUCK Dillon Duck
=
Myself it . Child

@ Your employer has prowided us your infarmation for your benedit
enraliment.

8. Review health plans. The Newly Eligible Student event applies to dental and vision plan enrollment
only. Dependent children can be enrolled in medical and prescription drug plans until age 26,
regardless of whether they are a full-time student or not. The cost listed for each plan is per pay
period. Click Next to continue.

Medical @

Select wha is covered
EUTF HMO Kaiser @

DOMALD DUCK Standard Medical
= (Including Rx) w/!
Dillon Duck Chiro

$25.00
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9. Prescription drug coverage is bundled with medical plans. Click Next to continue.

Madica Prascription Drug [

Prescription Drug

Prescription Drug

$0

Mo Conaraga

Mo Coverage

10. Select dependent to enroll under your dental plan. Ensure boxes are checked next to the name of
the dependent you're enrolling. Click Next to continue.

Health Plans \G

Dental

Select who is covered
EUTF Dental (-]
DONALD DUCK

Dillan Duck
~ (- =
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11. Select dependent to enroll under your vision plan. Ensure boxes are checked next to the name of
the dependent you’re enrolling. Click Next to continue.

Home

e O e R

Nesdy Eligibde Student - December 1, 2023

Health Plans \(9
Madicat Prescription Drug Daenal Visian
Vision
Select who is covered
EUTF Vision L]

9y DONALD DUCK
s

n Dillan Duck

g =
Recaloulana ta sae
updated costs

_-

12. To review the cost at the bottom of the screen, click OK. Then to proceed, click Next. If you want to
modify your enrollment selection, click Previous.

Notification #

The system recalculated the costs based on the chalces you just made. If you are satisfied with
the choices and the updated casts, proceed o the next step. Otherwise, revise your choices
and click Recalculate
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13. For State and County of Maui employees, review premium conversion plan selection then click Next.
All other employees, skip to step 14.

Premium Conversion Plan

Premium Conversion
Plan

14. Review life insurance enrollment then click Next.

Life Insurance

Life Insurance

Life Insurance

$0
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15. Review enrollment changes, cost summary and terms and conditions. If you agree to the terms and
conditions, check the box next to “l agree to the terms and conditions” and then click Complete

Enrollment.

Life Insurance - ! c
F Isurance EUTF Life Insurance 5206

$33,770

Cost Summary

Notes

B | agree to the Terms and Canditians

16. Your enrollment request has been submitted. [{{Xe[SIIg=ls Bt eJe eIgusV: & (Yoo T M YW LU W o1

submitted within 45 days of the Newly Eligible Student effective date and verified by the

EUTF in order for your new elections to be finalized.
Click Home in the top left corner to upload required supporting documents.

Enrollment Submitted
Event type: Newly Eligible Student | December 1, 2023

Wizw my Enrollment Summary

My to do list/Pending required supporting documents
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Uploading Required Supporting Documents

The Newly Eligible Student Event requires you to upload a student verification
letter from the school’s registrar office or the National Student Clearinghouse
confirming full-time student status. See acceptable examples on the last page
of this guide.

1. Have your required supporting document(s) available in electronic format to upload. From the
homepage, click Upload Your Required Documents.

Hi DONALD 5@}
{

UPLOAD YOUR REQUIR
DOCUMENTS

MY BERTEITS $0.00 #55.00 e LIFE EVENTS
P R A B Tl PSETAN AR
$33.00 BRoGeTIoNs SeBuEaNE

YOUR TOTAL FER-PAY COST
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2. The Manage Your Forms and Documents screen opens. Click the Upload Documents option. The
Upload Documents screen displays. To upload the document, click Upload.

Home

Documents

Requred Forms. bmalth Euidence. Ugload Deumsents

éu pload documents

This page ksts the doouments that you are requiced to submit related to enrallment changes that you recently subsnitted. i a document is required more than oace, it will appess in the list & mary times as it is required. You must upkoad it as mary times as it

appears in the Ist, For each ired document. you doad a file of five times.
Document Hame: Required for Status Details Actians
Birth Certificate Difian Duck Hot Recelved

Uplzzd
Studant Verificatian Difiar Duck Hat Aeceived Lplzad -

3. The Upload Document window opens. Click Choose File to upload your document.

Upload documents

Diick Browse and select the file 10 upload

Canfirm thas the file |s = trus copy of the original document by checking the box belaw.
Cick Upload ko submit your file.

A confirmation screen will appear when your file has been uploaded successfully.
#oout your file:

It must be less than 20 M3 in size,

It must be one of the follawing types: KL, POF, DOC, XLS, TAT, PRT, |PEG, [9G, GIF, 3P, TIF,
TIFF. PMG, C8V, WLSX, DOCK, MG, PPTX, XLSK, KLSM, XLSB, ZIF, RTF, AAC, AVI, BIN, GZ, HTM,
HTAML, 100, MP3, MPEG, DGA, OGY, OGK, ORUS, PRTX, TS, WY, WEBA, WEBM, WERP, 368, 362,
72, TMP. MHT, EPS, DOTX, WPD, XP5, CNPS, MSG, MR4, ASF

01 | attmet that the file | am submitting, which cantains an image af an ariginal decument, has not
been falsdied in any way and is a true representatian af that ariginal document

Uiglaad
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4.

the file. Password protected files will be rejected. Click Open to continue.

Locate student verification file. Files cannot be password protected as EUTF will be unable to open

Iﬂ Open

X
&« > v 1 H > Documents v O Search Documents P
Organize ~ New folder = - [0 o
e
% Home Name Date modified Type
> @ OneDrive - Persc " Custom Office Templates 11/3/2023 7:56 AM File folder
" Documents 10/30/2023 402 PM File folder
[ ] Desktop » Student Verification 11/16/2023 12:17 PM Adobe Acrobat D.

4 Downloads #

— Documents

Pq Pictures »
o Music »
i3 Videos »
File name: | Student Verification V‘ All Word Documents v
‘ Open |v Cancel
L £

5. The selected file’s name displays on the Upload documents window. Read and click the Attest
checkbox then click Upload to complete the process.

Upload documents

= Click Broawse and sefect the file 10 upload

= Canfirm that the file is 2 true capy of the original dacument by checking the box below.

= Ciick Upload to submit yaus dile.

= Aconfiemation screen will appear when your file has been uploated successfully
Anout your file:

o Itmust be less than 20 M2 in size.

o It must be one of the follawing types: XML, POF, DOC, XLS, THT, FFT, JPEG, |96, GIF, 307, TIF,
TIFF. PRG, C5Y, XLSX, DOCK, MSG, PPTX, XLSX, XLSM, XLSE, ZIP, RTF, AAC, AVI, BIN, GZ, HTM,
HTML, 100, MP3, MPEG, DA, OGV, OGX, DPUS, PRTX, TS, WAV, WERA, WEEM, WERP, 362, 362,
72, TMP. MHT, EPS, DO, WPD, XPS, OKPS, MSG, MP4, ASF.

Student Verification

@ | attest that the file | am submitting, which contains an image of an ariginal document, has ot
fth 1d

been falsfied i any way and s a F

Uglead
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6. The Upload documents window confirms your successful upload. Click the Close button.

Upload documents

You hanve successully upload the fallawing documen: Birth Certificate.pe.

We review documents within ane ta twa business days of recaiving them, Lintf we revew 2
recahved document, it will have the status *Mew”. Once we begin reviewing a dacument, s status
thanges to “Under Review”.

IF you Lipladed the wearg file, you can remave it ar replace i with ancther file whis & has the
statizs *New'. You can upbaad a file for each document you ae reguired ta submit a masimum of

five times.

I we are not able to gprove your document, the Benefits Administratar may oty yau and azk
yau to subemit it again The statuis of your document wil changs hack to "Not received”.

Fyou have questiars regarding the dacument aparcusl rocess, contact the ELTE at (B08) S36-

7390.
‘ et

7. The Upload documents window displays the added document in the Details column. (Repeat steps 2
- 6 if additional required documents are listed.)

Home @'}

Documents

Requred Forms. bmalth Euidence. Ugload Deumsents

éu pload documents

This page ksts the documents that you are required to submit related to enrallment changes that you recently subsirted. i a document is requied maore than cace, it will appear in the list & mary times as it iz required. You mwst uplad it as many times as it
appears in the Ist, For each required document. you can upkoad a file a masimum of five times.

Document Mame Required for Status Details. Artians
Student Verification 1 o

Difian Duck it Recelved ‘ Added on Dec8, 2023 Lpload
Birth Cartificate Difian Duck N Acded cn Dec 8, 2022 Beplace | Wiew

8. Once you have submitted all required supporting documentation and it is approved by the EUTF,
you will receive confirmation of enroliment.
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Examples of Acceptable Required Documents:

UNIVERSITY OF HAWAI'l AT MANOA

Office of the Ragisirar
2600 Campus Road, Rm 010, Honolulu, HI 96822
Telephone (B08) 956-B010, Facsimile (808) 958-7830
Federal School Code = 001610-00

September 12, 2022

TO WHOM IT MAY CONCERN:

Name of Student:
For loan verification: Social Security #

This is to certify that the information provided below for the above named
student is an accurate account from our files.

The student is currently attending the University of Hawaii at Manoa. Dates of semester:

Fall 2022 (August 22, 2022 to December 16, 2022)

Full time
MPORTANT ¥ you e Erearding T oteTicae 10 2 J4party, e 20
National Student Clearinghouse ® b o ek e s page.
2300 Dulles Station Bivd., Suite 300, Hemdon, Virginia 20171
PH (703) 742-4200 FX (703) 742-4239 o e
© 2017 Nati 1 Student Cl ghouse. All rights reserved POy ACCUMGIOUp Of Otner I @

Current Enrollment Verification Certificate

Transaction ID&: 032825719
Date/Time Notfied: 06/21/2017 17:48 EST

The Nati Student Cl as Authorzed Certfying Agent for
CALIFORNIA STATE UNIVERSITY - LONG BEACH
verifies the enroliment beiow for

- - —

The student's current anticipated graduation date is 05/21/2022.

This document should not be used for loan P Those are handled by
using online access to the Clearinghouse. Refer lenders with qu fo service @ gt org.
Term Start Date Term End Date - Envoliment Status Status Effective Date Date Certified by School
‘ 057302017 0ane2017 Less Than Hall Time 1 0527207 | 0AM122017 ‘
ffffffffffffffffffffffffffffffffffffff END OF RECORD - R
Required Supporting Documents

Enrollment Type Required Documents
Self No documents required
Adding a Dependent Child = Birth Certificate

= Guardianship Decree (if legal guardian)
=  Adoption Decree (if child is placed for adoption or

adopted)
Dependent Children Ages 19 through 23 = Student Certification from accredited school on
(Full-Time Students Enrolling in Dental and school letterhead with registrar’s signature
Vision) confirming full-time status or certificate from the

National Student Clearinghouse (Transcripts and
class schedule are not accepted).
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