Navigating the
enrollment
wizard

How to enroll from
your computer

£

Always Designing
for People®




Your 4 to-dos ...

1. Review your benefits —in your personalized enrollment video, on My TotalSource®.
2. Get answers on the MyLife website (MyLife-ts.adp.com) and/or by calling a MyLife Advisor (800-554-1802).
3. Gather dependents’ SSNs and choose primary care doctors, if needed.

4.  Enroll through MyTotalSource.com by your deadline.
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Log in to My TotalSource

Welcome to ADP
TotalSource®

User ID +) Administrator Sign In

(43

Remember My Us=r i @

Password (case sensitive) Reset your pa stord h ere.

Forgot your user ID/password?

Need an account? SIGN UP

Copyright © 2025 ADP, Inc. ADP Confidential. 3



Plan enrollment

Myself > Benefit Enroliment

Home | Myself [l el ]
Stay "+ Personal Profile + Employment Profile + Benefit Programs + Benefits Resource Center
Pay « My Benefits + Commuter Benefits Select
e - Benefit Enrollment under
. Pay Statements « W2 Statemants - Benefit Enrollment palzate 11 ot m e 1o the Myself
| Direct Deposit . Tax Withholding - Lifz Events - Retirement Program pull-down menu.

- Total Compensation - Leave of Absence

Talent Development
Hiw' I

+ Performance Review + TotalSource University
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Plan enrollment (cont.)
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Review your family information
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Add, delete and

modify dependents.




Compare and choose your benefits
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Sort plan options
by deductible
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Compare up to
three plans and view
in- and out-of-network
details.

Access summary of
benefits coverage for
detailed information.




Select your medical plan
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Easily enroll
dependents.

Link to find
a doctor.
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Select your medical plan (continued)
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Enroll in other benefits

Benefit enrollments
may include FSA
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Bude arwr

View life
and disability
insurance offerings.

Select and modify
beneficiaries.
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Enroll in other benefits

& Lcamning Cemier = L -

Review el Submil Eleclions  Canflamalion
W 50,00

v Flacions

Elsci Benalits

Review Family Infosmation

Wlesdical Deenital Wision Life & D sability Flezible Spending &ccount (FEA|

e Flaxible Spanding Account (ESA)

To arrcl 2rd condrbule iwands & Flesble Spandlsg Account P40 2o%r an 2nnual connodon bl yod do mobwant o conirisote, ssloct e "Sa 2 Review and Subml Elscdnns” butsn t coninue

L]
J Iependent Care 58

o

Limnited Health Cane FSA

Hesalth Care F5A

Wy Annfal Camhigica Ry Animial Cofrilaitian Rty Aoiwnisal Coannnibiriog
T 0 0 |0
has. SREST Wiz 83 550 P 25,000
‘Fou wil fecene a Heath Care =5 debt Wou el recs vla H Cars FEA debit
card o ues for four #ligkle Feall cars

e Bor o glgibbs heath cam
CENENE 3 RICENSSS
w and Subrmil Eleclions »
Select the Limited Choose the Dependent
Select the Health Care
Health Care FSA if you Care FSA to pay for
qualified childcare

A Hack ol da & s

FSA if NOT enrolling in lled i
an HDHP. are enrolled in an
HDHP. costs.

11

Copyright © 2025 ADP, Inc. ADP Confidential.



Review and submit your elections

View all benefit elections
prior to submission,
including dependents and
beneficiaries.

Click once to
modify selections.
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Review and print your confirmation

Important!

Your enrollment is
not complete until
you reach this screen.

You will receive an email
notification indicating
which benefits you
elected.
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Print your
temporary
insurance card

[T (A wpp—————_

o Please Note: This temporary insurance card should be used for

identification purposes only and does not prove membership or guarantee
coverage. For verification of benefits, please contact Member Services at the
number indicated on the card.
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Enroll in your HSA
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Complete HSA enrollment (if applicable)

A3

Home  Bysell My Company  Setup

Bereeln EnroMimem

Review Family information  Elect Benefits  Review and Submit Elections

Comfirmation .

wf Confirmation

Complels the sleps below la finalite youl sleclions

Eeled papere r TN
Conin s 1o a Heaith Saonzs A :-}'- i You afe eligibde no Rontribute 1o & Health Spangs Acoount (HSA). Enroll f in)

The HSA enrollment
link is shown when

you complete your

HDHP elections. T
You have successiully completed the enroliment process,
Ploass prind Ihis coafirmation bor you CoaE B
O medical Who's Cow
Oxford Health Plans $0.0:0
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Important!

When contributing to an
HSA, you are responsible
for ensuring your
contributions don’t
exceed the annual limits.
If your employer
contributes to your HSA,
you MUST ensure the
total employer
contribution + your total
personal contribution
doesn’t exceed the limit.




View elections on My TotalSource® and ADP mobile app

Home Myself My Company Setup @ Q

Current and future

Future Benefits

elections displayed

Coverage Dates Pravider Current Plan Coverage level Dependent/ Beneficiary Monthly Cost Plan Information Dashibossd
Medical (Pre-Tax) 02/01/2014 -05/31/2014 Aetna iNational) AETNTL Employee $134.80 | 7
Dental (Pre-Tax) 02/01/2014 -05/31/2014 Waived Due to Other Cover... THNGSTODO  3Tasks | 3 Overdus
Wision (Pre-Tax) 02/01/2014 -05/31/2014 VsP V5P Employee+Spo... [ > §2.50 | )]
Life 02/01/2014 -05/31/2014 Aetna Life Insurance  Basic Employee w 30.00 | /)
Long-Term Disability 02/01/2014-05/31/2014  Aetnalife Insurance  LTDI $0.00 © 10:20:31 AM
F5A Health Care 02/01/2014-05/31/2014 Waived g
FSA Dependent Care 02/01/2014 -05/31/2014 Waived

Pay

COMPENSATION
Mar 15, 2019
TAKE HOME
SXXXXXX
GROSS PAY

$XXXXXX

Timecard
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Thank you!
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