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2011 Open Enrollment FAQ - Frequently Asked Questions

What steps do | need to take this year?
1. Review your current benefits.

O Current benefit enrollment election (2010 plan year) can be viewed from within
PeopleSoft Self-Service. (This currently can only be viewed from a computer within
the City network.)

* Go to: http://spifs100.springfield1.net/psp/HR8POD/?cmd=login
= Select: Employee_Self Service>Benefits>Benefits Home from the left menu
once you have logged in.

O Your 2010 FSA election amount can also be viewed from any computer by logging in
to www.mybenny.com. Call Manley Services at (800) 422-7038 for help logging in.

2. Review the Summary for your Benefit group on the City HR page and the FAQs below. Then
decide what changes you want to make.

3. Complete and submit paperwork to HR by 5:00 PM December 15™. Paperwork can be
delivered, mailed or faxed to:
Human Resources — Open Enrollment
225 Fifth Street
Springfield, OR 97477
Fax: 541-726-4614

Q: | don’t remember my PeopleSoft login and password. How do | get it?
A: Call the IT helpdesk at 1234.

Q: Where can | find Open Enrollment Materials?
A: Enrollment Materials are found on the City Website HR page.
http://www.ci.springfield.or.us/hr/dept_hr.htm

Q: Where can | learn more about plan specific information?
A: Your best source of updated information on what the plans cover will be to contact the carriers
directly. Carriers contact numbers are available on the Benefit Contact List located on the City HR
webpage. http://www.ci.springfield.or.us/hr/dept _hr.htm
Copies of plan summaries are available on the Springboard Benefits Page as well. (Note: These
materials are currently only viewable from a city computer.)
http://springboard/departments/hr/Benefits/New%20Benefits%20Page/Benefit%20Directory.htm
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Who do I call with questions?
If you have questions about what form to complete, call HR at 541-726-3705.

What forms do | need to complete if | want to enroll in the same benefits as last year?

e The FSA Enrollment Form.

e The Sick Leave Reserve Program enrollment through PeopleSoft. (See the SLRP enrollment
instructions on the City Website HR page http://www.ci.springfield.or.us/hr/dept _hr.htm .)

: What forms must be renewed each year?

The following forms must be completed each year.
e The Manley Services FSA Form must be completed if you want to do any of the following:
0 Have your 2011 health premiums deducted pre-tax. (Includes virtually everyone)
0 Set aside pre-tax dollars for 2011 unreimbursed medical expenses.
0 Set aside pre-tax dollars for 2011 childcare expenses.
e Enrollment in the Sick Leave Reserve Program must be completed if you wish to enroll for the
2011 plan year. (Only open to OPEU, AFSCME and Non-Union employees. See the Springboard
benefits page for more information on this benefit.)

: How do I find out how much | contributed to my 2010 FSA account?

You can look up your 2010 FSA contribution in PeopleSoft Employee self service
http://spifs100.springfield1.net/psp/HR8POD/?cmd=login OR, at www.mybenny.com. Call Manley
Services at (800) 422-7038 for help logging in.

: When should | complete the other forms?

PacificSource Medical Enroliment & Change Form
e Complete if you wish to add or drop dependents to your medical coverage.

Manley Services HRA form
e Complete if you want to update your beneficiaries, or if you have added or dropped
dependents to your medical coverage.

ODS Dental Enrollment & Change form
e Complete if you want to add or drop a dependent to your dental coverage.

Self-Service Agreement Form
e By completing this form, you authorize payroll to stop sending paper payroll advices.

FireMed
e Employees are eligible to enroll in FireMed at reduced employee rates. Read more and sign up
at www.firemed.org.

Deferred Compensation
e Contact the Deferred Compensation carriers directly should you wish to enroll in Deferred
Compensation or update your beneficiaries. (This can be done during any time of the year.)

PERS
e Contact PERS directly if you wish to update your beneficiaries. http://www.oregon.gov/PERS/
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