3 Ease Online Portal

Enrollment Guide at a Glance (psusdl.ease.com) m

1. Login to Ease by clicking on the link you receive in your email from Risk Management.
For optimal performance it is recommended that you use
Chrome or Firefox W as your browser.
(J

2. Click | startEnrollment to begin your enrollment.

3. Follow the prompts on each page to complete your benefit enroliment.
Click continue to proceed to the next section.

4. Verify your personal information is correct and enter your dependents information.

5. If requested during the enroliment process, provide any emergency contacts or Medicare
status.

6. your benefit by selecting or for each plan.

Click continue to proceed to the next benefit.

7. You will then be prompted to provide any missing data. Once you have done this, you will
be able to review and sign your forms using your mouse or mobile device.  sjgn form

8. Before you review your forms Sign your signature
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type your name. and follow prompts to finish.

9. If you have any questions, contact Risk Management.

To UPLOAD Supporting Documents, Select:

To add additional documents, please repeat the process
[ VIEW PROFILE, then select 0 You can also drag the document from your desktop

[0 DOCUMENTS, then click ACTIONS O Please enter the DISPLAY NAME using your LAST NAME,
O Click ADD DOCUMENT, then click BROWSE FILES to find FIRST NAME and the DESCRIPTION of the document ex, TAX
& upload supporting documentation. RETURN or BIRTH CERTIFICATE
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Ease Enrollment Screenshots

Welcome Email Create a Password and Sign In

Online Benefits Enrollment
Welcome Email +
Create a Password and Sign In

ease 2ot
0 Ease

Getting started

Getting started

= ease
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Eg}j Itis time to enroll in your benefits!
You can envol and updat now.

Online Benefits Enrollment

Overview and Profile Information

Online Benefits Enrollment

Overview and Profile Information
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Select Benefit Options

Select Benefit Options

Online Benefits Enrollment

Review your Benefit Elections and Sign Forms

Online Benefits Enrollment

Review your Benefit Elections and Sign Forms

Enroliment Confirmation

and elections.
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10 How to Upload Documents Into Ease

Click on the Finish button

eane

After you have completed your enroliment. Click on the Finish button in the upper

right-hand corner

Center > Benefits Enrollment — 100% Complete _Finish

4

Congratulations! Your enroliment elections have been
submitted for review.

How was your enrollment experience?

L.2.8.8.0.

Upload Documents when required

The document has now been added to your Ease profile.

Via the left-hand menu, navigate to Documents, then click Add

Documents Requiring Action

@ COBRA Intial Notice

Your Documents o g—
4 Documen
Review ond 0dd documents that con be shared weh your KR teom

D oo

Select File you would like to upload, Name the file, then click Add Document

Add Document Close

Dependent Brth Certdocx

John Doe Birth Certificate|

Drescription

enpr— _

@ Dashboord Your Documents
2 Profile
Name

@ Benefits

[2) iohn Doe Birth Certificate
m Documents

Review and add documents that can be shared with your HR team

Description Size Date Added

11.6 KB 10/13/2020 Edit
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