PeopleSoft Human Resources 9.2

= Life Insurance
FCB Employee Life and AD&D

Frederick County Public Schools

*For benefit questions, contact the Benefits Office at 301-644-5080 or email benefits.office@fcps.org

*For pay advice questions, contact Payroll Office at 301-644-5048 or email karen.linton@fcps.org

*If your PeopleSoft HR module is not working properly, contact PeopleSoft Help Desk at 301-644-5322
or email BSG.Helpdesk@fcps.org.

Log into PeopleSoft HR through Employee Self-Service
1. Go to www.fcps.org

2. Click For Staff menu tab.
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Employee Email: Access your employee Outlook email.

4. Click on Employee Self Service link
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mployee Self Service: Breess your FCPS pay advices, W-2, benefits, leave, certification, tenure, highly qualified
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5. Type in your email Username and Password. Click Sign In FCPS Employee Self Service Portal

6. If you get the following screen, click on PeopleSoft 9 HR (if you don’t see this screen, skip to #7)
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7. Type in your email Username and Password. Click Sign In

ORACLE

PEOPLESOFT

User ID

betsy.mullineaux -

Password

Select a Language

English v

8. Click Main Menu > FCPS Menu > Employee Self Service > Benefit Information > Life Insurance (NEW)

i MerED

Search Menu:

® SIU Search | Advanced Search
B
F_‘l 3 Benefits 3
D Company Directory 1 Budget & Position Management »
03 SelfSenice 3¢ Employee ge|f59ﬂ_ce; 3 Personnel Information »
C1  Manager SeffSevice | &1 Frequently Used Repo 5 CEenefitinformatior? B FsaEnmolment
1 Workforce Administratiq ) Morth American Payroll 83 Payroll Information E Leave availanle
31 Benefits 3 Recruiting {3 Transportation Bl Leave History
3 Time and Labor O Setup HRMS 3 E
3 Payroll for North Ameri 2 Tech Admin N [E medicalDental Enroliment
3  workforce Developmen| 3 Time and Labor v D Short Term Disability (NEW)
£1  Organizational Develop| &) Workforce Administration b
1 setUpHCM 3 Workforce Devalopment »
3 Reporting Tools >
& PeopleTools 3
5 wyPersonalizations
5 wyDictionary
D Wy Feeds

9. All benefitted FCPS employees receive FREE Life Insurance that equals twice their base annual earnings. You
MUST provide at least ONE beneficiary. Click Add a Beneficiary.

Life Insurance

Empl ID 000000C

Please Note: Changes do not take effect until you press the 'SAVE' button.

Employee Life and AD&D, 2x Salary Employer Paid

Please enter beneficiaries and allocations for your life insurance polin:[{. Totals must equal 100%. I

Primary Secondary Dependent
Allocation  Allocation Life
Name / Relationship Percent Percent Coverage
Add a Beneficiary Update Totals 0 o 0o
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10. Fill out the items highlighted below. NOTICE — Check the box next to Dependent if this person will be added to

your Medical/Dental insurance. Click Save.

Personal Information

*First Name:
Middle Hame:
*Last Name:
Name Prefix:
Hame Suffix:
*Date of Birth:

*Gender:
*Social Security Number:

Status
*Marital Status:

Disabled:

Address & Phone

e. Return

Dependent/Beneficiary Personal Information

Pearl

Smith
Q

R to Dependent if you

1200712015 |[5)

Female w

222-151-2221

*Relationship to Employee: | Child v

Disabled: [

Same Address as Employee
Country USA United States

Address 3600 Lawson Rd
ljamsville, MD 21754

Same Phone as Employee
Telephone: 301/831-3706

Empl 1D 000000(

Please enter your beneficiary's personal information below.

Check the box next

are adding them to
your Medical/Dental

Dependent? (Spouse and/or children unde@

Please Mote: Changes do not take effect until you press the "SAVE" button.

11. Click OK.

Save Confirmation

“ Your changes have been saved.

G

Please Note: You must return to the Life and AD&D Beneficiaries page to complete your enrollment
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12. Click Return

Please Mote: Changes do not take effect until you press the "SAVE" button.

Save

13. Please enter beneficiaries and allocations for your life insurance policy. Totals must equal 100%. (You may
choose to assign a Beneficiary who is not a Dependent).

Life Insurance

Jane Smith Empl ID 0000000
Please Note: Changes do not take effect until you press the 'SAVE' button.
Employee Life and AD&D, 2x Salary Employer Paid

Please enter beneficiaries and allocations for your life insurance policy. Totals must equal 100%.

Primary Secondary Dependent
Allocation Allocation Life
Mame Relationship Percent Percent Coverage
Smith, James Spouse 50| % 0||%
Smith, Cary Child 25| % 0| %
Smith,Pearl Child 25| % 0| %

Add a Beneficiary Update Totals CUD % 0 D

14. Dependent Life is a Grandfathered Plan for employees before 4/30/19. If an employee decides to add Additional
Life, they must uncheck the box next to Dependent Life and scroll down to Save. Once you unenroll from
Dependent Life, you cannot reenroll.

Dependent Life (Grandfathered Plan)

Enroll in Dependent Life
/'Cast $10.80Mear. Coverage: Spouse §4, 000, Child(ren) under 19, or full time students under 23, $2,000.
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screen and Click Here For Rates.

Additional Life (Optional New Benefit)

Enroll in Employes Additional Life Employee Coverage

[Must be selected before coverage can be chosen

) DEZE:DDD @EED:DDD DE?E:DDD DEWD:DDD
for Spouse or Dependents)

Primary Secondary
Allocation  Allocation
Mame Relationship Percent Percent
Smith, James Spouse 50| |% 0| %
Smith, Cory Child 50| % 0| %
Smith, Pearl Child 0| % 0| %
Update Totals 100 o4 0 o

NOTE: To Enroll in Spouse or Dependent Additional Life, you must Un-Enroll in Dependent Life and Enroll in Employee
Additional Life

Spouse Coverage
Enroll in Spouse Additional Life P 9

[Rate is based on employes age category) D 525,000 @ 550,000

Primary Secondary
Allocation  Allocation
Mame Relationship Percent Percent

Smith, James Spouse 0 % 0 %

Chi 0 a
Smith, Cory hild % %
Smith, Jane Self 100| % 0| %
Smith, Pearl Child 0| % 0| %
Update Totals 100 54 0 %

] . - . Dependent Coverage
Enroll in Dependent Additional Life

[Age 25 & younger, or disabled) Rate is 324 per Year 510,000
Primary Secondary
Allocation  Allocation
Mame Relationship Percent Percent
Smith, James Spouse 0 % 0 %
Smith, Cory Self 0 % 0 %
Smith, Pearl Child 0 % 0 %
Update Totals 0 9% 0 o4

If you were previcusly enrclled in the 54,000 or 32,000 coverage for spouse and dependents, Additional Life will
supersede that.

To calculate your rates, refer to the ocpen enrcliment Click Here For Rates H
‘ BgE.

16. Make sure you click Save before you leave this screen.

V://PeopleSoft Documentation/PS Human Resources/Employee Self Service

15. Additional Life is a NEW Optional Benefit for employees. To see what it will cost, scroll to the bottom of the
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17. You will see this message. Click OK.

Life Insurance

Save Confirmation

V Your changes have been saved

18. When your change request has been received, a confirmation email will be sent to your FCPS email account from
Benefits.Systems@fcps.org

Benefits.System@fcps.org
Life and ADED Changes Requested Wed 5/1
You have requested a change to your Life

19. When finished, remember to Sign Out of PeopleSoft in the upper right-hand corner.

Home Add to Favorites

20. Do not forget to also log off of Employee Self Service by clicking the door icon.

 rers < o ([D)e—
FCPS w8 Welcome to PS HR!
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