UF Human Resources
UNIVERSITY of FLORIDA Instruction Guide

Enrolling in UFSelect and GatorCare Plans

UFSelect and GatorCare plans are available to specific employee groups at UF. Information regarding
available plan options and eligibility is found on the Benefits website.

Please Note: This instruction guide is for UFSelect and GatorCare plans only. To enroll in the State of
Florida plans, you must visit the PeopleFirst website.

Step 1: Log into myUFL

1. Go to my.ufl.edu.
2. Enter your GatorLink username and password.
3. Go to NavBar > Main Menu > My Self Service > Benefits > Benefits Enroliment.

Step 2: Access Your Open Event

1. Select the Enter button next to the open the benefit event (i.e., new hire, marriage, birth, etc.).

UFSelect & GatorCare Benefits Enrollment
Alligataor, Albert

This enroliment portal is for UF Select and GatorCare plans only. To enrcll in the State of Florida plans
you must visit the PeopleFirst websile

Elections must be completed within 60 days from your event date refleclted below.

Coverage begins on your event date. You will be responsible for missed premiums retroactive to
that date.

* Dependents' social securty numbers, birth dates, and documentation are required to enroll
* You must click Submit to finalize your enroliment
* Once elections are finalized, no changes are permitted

Click the Enter button 1o begin. The Information Icon 'Lﬁ )} provides you with additional information
aboul your enroliment

Open Benefit Events

Event Description Event Date  Event Status  Job Title
New Hire @ 091022020 Open Benefits Specialist I
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Notes:

e Elections must be completed within 60 days from your event date which is displayed on

the page.

e In the fall, an event for Open Enrollment will also be made available.
e Elections made during Open Enrollment are effective January 15t

Step 3: Select Your Benefits and Add Your Dependents

1. Select the Edit button next to each plan to enroll or change your benefit election.

Enrclimant Sumamsany

[1H] UF Dental

Curenl. Leching cossrage
Hew Dedine Coverage

[ L'F Wision

Current: Humana Weson: F amily
Miw Humana Wisesn Fassily

|23 Termi Life Employes

Curresnt.  Term L Employes Non Smioker 510 000

By Teermn Lite Employas Non Smoker 510 00d

Blafpm Tax Alier Tax Exd
Befone Tax Afer Tam
a7
Befone Tax After Tan Edt
[ ]

2. Select the radio button next to the plan you would like to enroll in.

Selact an Dplon

Here are your &vailable opbons willh your cosls

Chrgravgwy of all Flans

Select one of the followang options

| *® Humana vision |

Coverags Level Coat Par Pay Perod Tax Class
Employes Only £3.27 Afer-Tax
Employee + Spouss ¥06.54 Algr-Tax
Employes + Chilki(nen) 55 22 Aiber-Tax
Family Coverage ey Afber-Tax
Employes + Domestc Pariner 5 54 After-Tax
Famidly willh Dosnestic Pariner 58 7T Afber-Tax
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3. If you are enrolling in employee-only coverage, go to Step 4. If you are including eligible
dependents, go to Step 5.

4. If you are enrolling in employee-only coverage, scroll down and select Update Elections to
select your plans. Once you select your plans, skip to step 6. (NOTE: If you are enrolling dependents,

go to step 5.)

IMPORTANT: | hereby affirm and attest that the dependent(s) listed, if applicable, meet the
requirements of eligibility. If any dependent is determined to be ineligible or | fail to notify the
University of Florida of a loss of eligibility or any supporting documentation is not provided upon
reguest, | understand that | may be liable for any and all claims paid for any dependent deemed
ineligible.

Dependent Beneficiary

Enroll Name Relationship
O
Add/Review Dependents

Update Elections I Discard Changes

5. If you are enrolling eligible dependents, scroll down and select Add/Review Dependents.
Review the benefits website for more information on eligible dependents.

Enroll Your Dependents

+ Click the Add/Review Dependents bution below.

+ Social Security Numbers and birth dates are required

« Do not enter a false SSN or birth date

« Ifyour dependent does not have an issued SSN, call UF Benefits

« Check the Enroll box next to each dependent's name to indicate you want them covered
under this plan.

IMPORTANT: | hereby affirm and attest that the dependent(s) listed, if applicable, meet the
requirements of eligibility. If any dependent is determined to be ineligible or | fail to notify the
University of Florida of a loss of eligibility or any supporting documentation is not provided upon
request, | understand that | may be liable for any and all claims paid for any dependent deemed
ineligible

Dependent Beneficiary

Enroll Name Relationship

I Add/Review Dependents I

a. Select a name from the list or select Add a dependent or beneficiary.

b. If you select Add a dependent or beneficiary, you will need to enter their personal
information and select Save.
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Dependent/Beneficiary Personal Information
Alligator, Albert

Select Save once you have added your DependentBencficiary's personal informabion. This
infarmatson will go into efMect as of Sep 1, 2020

Personal Information

"Firat Hame
Middie Name
"Last Name

Name Prefix

Mame Suffix -
Date of Birth |09/01/2020 =
*Gender | Male |

Social Securty Number

*Relationship to Employee | Child |

Status Information

*Marital Status | Single | As of 0]
*Student | Ho q As of 0
*Disabled [No | As of 0
*Smoker | Mon Smoker | As of _"'-.

Address and Telephone

[] same Address as Employee

Country United States

Address 23 Gator Lane
Gainesville, FL 32611

[-‘"] Same Phone a8 Employee

Phone Home

Note: You will need Social Security Number and date of birth and other required fields for
each dependent or beneficiary that you add. For security, UF’s Privacy Office requires
validation of your SSN and date of birth to complete the entry. On life plans, your
beneficiaries do not need the SSN. Missing dependent information will delay your
coverage. If your dependent does not have a SSN, please contact the Benefits Office at
benefits@ufl.edu or (352)392-2477.
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c. To add additional beneficiaries, select Add a dependent or beneficiary.
d. Click Plan Election to return to the Benefits Enrollment page.
e. Scroll down and select the check box for the dependents you want to add.

Note: You MUST select each person in order to enroll them in coverage or assign them
as a beneficiary.

f. Select Update Elections.

Enroll Your Dependents

Click the Add/Review Dependents button below.

Social Security Numbers and hirth dates are required

Do not enter a false SSM or birth date.

If your dependent does not have an issued SSMN, call UF Benefits.

Checlk the Enroll box next to each dependent's name to indicate you want them coverec
under this plan.

IMPORTANT: | hereby affirm and attest that the dependent{s) listed, if applicable, meet the
requirements of eligibility. If any dependent is determined to be ineligible or | fail to notify the
University of Florida of a loss of eligibility or any supporting documentation is not provided upon
request, | understand that | may be liable for any and all claims paid for any dependent deemed
ineligible.

Dependent Beneficiary

Eniroil Name Relationship
Gator, Allie Child
Add/Review Dependents
| Update Elections | Discard Changes

6. Verify your choice, estimated per-pay-period cost, and covered dependents.
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7.

Select OK or Discard Changes.

Benefits Enroliment
(11) UF Vision

Alligator, Albert

Your Choice

You have chosen Humana Vision with Employee + Child{ren) coverage.

Your Estimated per-pay-period Cost

Your Cost $6.22

Covered Dependents below

Dependent Information

Name Relationship

Gator, Allie Child

Notes

the pay period beginning 09/17/2020.

0K Discard Changes |

o Important: Your enrollment will not be complete until you submit your choices.

Once submitted, this choice will take effect on 09/17/2020. Deductions for this choice will start with

Step 4: Review Election Summary

1.

w

the plan, you are not enrolled.
Print the Benefits Enrollment Summary.
Select Submit.

Review the Election Summary section displayed at the bottom of the page. This reflects any
plan selections you make, along with the total bi-weekly costs.

Verify that benefit enrollment is active for your selected plan. If No Coverage is listed under
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Bemnafits Encollment
Birth/adioption

Alligator, Albert

ﬂ Important: Your gnroimen! wnll not be compleds unbl yoa submid your choices.

Endalimenl Susmimany
[4H} LiF Denial Bedam T Al Tax Edd

Cuirenl  Decling ctrstiage
Mewe Dacine corerage

[0 UF Vimisn Bedsns Tax ABai Tas Edd

Cumers  I%emana Vision F andy

Merve Hgmana vopon F ey N
(3] Term Life Employes Bedone Tae Efer Tax Eaz
Cumentt Term L Employss Hon Smoker §10 003
Hew Tesrre Life Evploges Mon Sesoker 590 003 050
[24) Term Life SpoussDomPrine Bedoe T Afer Tax Edz
Caumend  Term Lile Spouse Mon Smoker, 210 0063
} Mew Tesn Life Spouse Hon Seoler 510003 [
(6] Term Lie Dependensg Bedam Tax Afar Tax Cdd

Camrend  Term Lile Dependeni: 319 0dd

Mo Term Life Dependent 510 000 1
(A} Legal Services Eesfooe Tax KRy Tax

Current Deching cowerage
Mew Deeching coverage

This Labie summarnses esfmaled costs for your new benedl choces

Election Summadny

et | peel pLire e s e reieae Bevaefi Fhe ons Tiks Badose T After Tan For kg
Conty 12 0 1] L] 0
Cioat Per Pay Pariod 12.69 Do 1259

=]

ﬂ Print thia page fof your recoida priod 10 submitting.

5. Select Submit to finalize your benefit selections.
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Benefits Enrollment
Submit Benefit Choices
Alligator, Albert

To finalize elections:

= Carefully review the “Authorization™ section behow
= Click the "Submit” bulton.

To review or edit elections:

= Click the "Cancel™ button.
* Be certain to submit electons by your event deadline

Once you chick the Submit bution below, your benefif choices will be sent lor processing and
elections are final

Authorization

| understand my elections will be active for the remainder of the plan year and can only be changed
during Ihe open enroliment period or a qualified slatus evenl.

The dependent(s) | have ksled meel ehgibilty requirements. | have enlered accurale informalion and will
pravide the required documeniation within 60 days.

| authorize payroll deductons n accordance with the coverage levels selecled and eslablished rates. |
understand thal | am responsible for missed prémiums based on my coverage slar dale (event dale).

| further acknowdedge and consent lo the Unisersity’s use and disclosure of personal health mformation
as needed to facilitate plan adminisiration.

| Submit || | Cancel

Click the Submit bution to send your final zelections

Click the Cancel butfon if you are nol ready to submil or to edil your selections.
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6. Confirm that your elections have been submitted. Select OK.

Benefits Enrollment

Submit Confirmation

Alligator, Albert

You have submitted your benefits choices and your enrcliment iz com |'.|IE1E'.

Click OK to retum 10 the Enngliment Summary page or chck Home 1o return 1o your myUFL home page

For Additional Assistance:

Technical Issues Policies and Procedures
The UF Computing Help Desk Benefits

352-392-HELP (352)392-2477
helpdesk.ufl.edu Benefits@ufl.edu

Note: You can view your benefits elections anytime by navigating to NavBar > Main Menu > My
Self Service > Benefits > Benefits Summary. Be sure to enter an effective date that is on or after
the effective date of your event in order to view your election in the Benefits Summary.
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