DDC Open Enrollment Instructions

Please log in to the Jamis system. Select the Self-Service tab and then select the Employee Self-Service link on the left
(Figure 1). Please make sure your pop-up blocker is turned off.
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You will be redirected to Employee Self-Service. Select the Benefit Enroliment link on the left (Figure 2).
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Figure 2

In the Review Plans tab, you can view each benefit you are eligible for and their associated costs (Figure 3).

[2] Reviewing Benefit Plan Choices

In this section, you will see links on the left which represent the different types of benefits that you are eligible for. To see the specific
benefit plans and related costs for each benefit, click that link. Please see Human Resources department for any questions.

Figure 3
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To begin the enrollment process, select the Worksheet tab (Figure 4). You can click “Select My Current Year Plans” to
autoselect your current benefits. When you make a selection, you will see the related Final Per Pay Cost. At the bottom
of the page you will see your total per pay period cost for your selections. Once you have made your selections, make
sure you select “Save Selected Benefits As My Enrollment Selections” at the bottom of the page when you are ready to
move to the next step.
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You will now see the Enroll tab (Figure 5). Here you can review your selections and their associated per pay period costs.
Select “Make Changes” to change any of your selections. Select “Review Complete...Next Step” to move to the next step
of the enrollment process.
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If you selected employee only benefits, please go to page 5 for your next step. If you selected benefits that include
dependents, you will be directed to enroll your dependents. Select “List of Dependents” to begin enrolling your
dependents (Figure 6).
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Select “Add” to begin enrolling your dependents (Figure 7).
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Enter your dependent(s) information and click “Submit” when finished (Figure 8).
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Once you select “Submit”, you will see your dependents listed. If you are finished adding your dependents, select “Next
Step...Dependents Worksheet” or select “Update” to make any changes to that corresponding dependent (Figure 9).
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Select “Dependents Worksheet” to enroll your dependents into their benefits (Figure 10).
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Select “My Dependents’ Current Benefit Plan” to enroll your dependents in their current benefits or select each benefit
you wish to enroll them in (Figure 11). Select “Save Selections” once you have made your selections.
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Once you have saved your selections, you will be able to review your selections, “Make Changes”, and / or select
“Confirm and go to Next Step...Finish” to complete your benefit enroliment process (Figure 12).
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If you selected Voluntary Life and ADD, you will be prompted to add your beneficiaries. Select “List of Beneficiaries” to
begin adding your beneficiaries (Figure 13). If you did not enroll in Voluntary Life and ADD, please go to page 7 for your

next step.
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Select “Add” to begin listing your beneficiaries (Figure 14).
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Enter your beneficiaries’ information and click “Submit” when finished (Figure 15).
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Once you select “Submit”, you will see your beneficiaries listed. If you are finished adding your beneficiaries, select
“Next Step...Enroll Beneficiaries” or select “Update” to make any changes to that corresponding beneficiary (Figure 16).

R Piams m e

[T ————

ATRUCTIONS
AdciUiacate Beneficlary intsrmation
Waian By Changues 16 p0ur Bareiisbry s aHonTason. e yiu e 00re e, £hok o Tl Sug  Eved Serefciaer’

8 Vionar Bunaficiaries

Last Mars First Name Madce bvtial Berficiary 554 Falason

Peext Soep  Emroll Bereiciaries

Figure 16

Select “My Beneficiaries’ Current Benefit Plans” to enroll your beneficiaries in their current benefits or select each
benefit you wish to enroll them in (Figure 17). Select “Save Selections” once you have made your selections.
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Figure 17

Once you have saved your selections, you will be able to review your selections, “Make Changes”, and / or select “Click
here to Confirm” to complete your benefit enroliment process (Figure 18).
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Once you have saved your benefit selections and added any dependents or beneficiaries, you will be redirected to the
review screen where you can make changes during the open enrollment period. Please review this screen to make sure
your selections are correct (Figure 19). Select “Complete your Enrollment”.
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You will now see the “Click here to Complete” button. You MUST select “Click here to Complete” in order to finish the
enrollment process. You can make changes up until November 20™". After open enroliment closes, you will be able to see
your enrollment in Employee Self Service (ESS) > My Profile > Personal Documents.
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