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WHAT IS THE SIMON EMPLOYEE PORTAL?

The Employee Portal gives you one place to access and enroll in benefits for you and your family. From
here, you can:

e View benefits for you and your dependents

e Add to and change your benefits at open enrollment or during a qualifying event
e Add or change your dependents

e Change demographic information for you or your dependents

e View and/or print benefits-related forms and documents

e Access important websites and view important messages about your benefits

e Receive alerts regarding important policies and administration changes

SUPPORTED BROWSERS AND PLATFORMS

SIMON portals work on almost any browser, on any device of any size, and on any operating system if
the browser is standards-compliant and updated to its latest version.

Since most browsers are "evergreen" (automatically upgraded to their latest versions), we support the
latest version of these standards-compliant browsers.

NOTE: Microsoft Internet Explorer is not supported.

SUPPORTED BROWSERS SUPPORTED OPERATING SYSTEMS
Any standards-compliant browser, which Any operating system which includes, but is not
includes, but is not limited to: limited to:

e Google Chrome e Windows

e Firefox e macOS

e Safari e i0OS

e Microsoft Edge e Android

e Opera e Linux

SUPPORTED DEVICES

SIMON portals are optimized to work on any existing (or future) device of any size starting at
320+ pixels wide (iPhone 4 width), that can run an up-to-date, evergreen, standards-compliant
browser, which includes but not limited to, mobile devices and tablets.
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ACCESS

Access to the Employee Portal is granted by your employer. If you need help getting access to the
portal, please contact your employer for assistance.

NAVIGATION

S'I M O N

ACME Group FC

User;Menu

The Employee Portal user interface consists of the following distinct areas:

e User Menu
e Actions Bar
e Left Sidebar
e Workspace

USER MENU

The User menu contains links to review Vimly's terms of use and privacy policy. It may also contain
other helpful links that are specific to your organization, such as a link to your corporate website.

In addition, you'll see the Status of your SIMON account (Active, Pending, Terminated) reflected here.
Active accounts have been audited and approved by your employer. Pending accounts have changes
to your information, your dependents or beneficiaries, or your benefits that are in the process of being
audited and approved. Terminated accounts indicate you are no longer employed with the employer,
but you may be allowed to access your account and update your contact information, if necessary.
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Also, the Sign Out command on User menu is the most secure way to log out of your Employee Portal
account.

To open the User menu, on the left sidebar, click your name. In the following example, Employee is the
name on the account.

Employee ~

Your Corporate Website
Terms of Use

Privacy Policy

Sign Out

ACTIONS BAR

The Actions Bar shows the actions you can take on the workspace page you are viewing. For example, if
you're looking at the My Benefits workspace, you'll see a Manage Benefits button, a Table View button
that toggles your view of the benefits, a Filter menu, and a search box.

My Benefits ﬁ
“ & TaBLEVIEW |l FER Q)

Active Coverage Cost

TOTAL MONTHLY €OST EMPLOYER PAYS

$1,776.99u0 $500.00/10 $1,276.99 0

LEFT SIDEBAR

The left sidebar helps you quickly switch between the portal workspaces.

e Dashboard

e My Details

e My Dependents

e My Benefits

e My Beneficiaries

e Documents & Links
o Alerts

Confidential and proprietary — Vimly Benefit Solutions 3



\/ Vimly Benefit Solutions
VIMLY Employee Portal User Guide

BENEFIT SOLL

You can minimize the left sidebar by clicking the horizontal divider line between the sidebar and the
main workspace area.

¥ MY BENEFITS
& MY BENEFICIARIES
B DOCUMENTS & LINKS

A ALERTS

The minimized sidebar shows icons for each workspace. Click the icons to switch between workspaces.
If you're not sure which icon corresponds with the workspace you want, rest your mouse pointer over
the icons to see the name of the workspace it corresponds with.

To restore the sidebar to full size, click the arrow at the top of the minimized sidebar.

Vimly

>

|m
WORKSPACE

The Workspace is the portal’s main work area. Each workspace is a little different, but all are designed to
be simple and easy to use.

Most workspaces will display a list of items that you can sort, filter, search, and refresh.
SORT THE LIST

To sort the list, click any column heading that changes color when you move the mouse pointer over it.
If the column heading does not change color, you cannot sort by it.

After you click a column heading, a A (ascending order) or ¥ (descending order) indicator will appear
next to the sorted column. Click the column heading again to reverse the sort order.

If you are in the My Benefits workspace, and you switch to Table View, use the Sort By menu to select a
sort option. Note the arrows next to each option that indicate A ascending or ¥ descending order.

sorTBY a Coverage type ~
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FILTER THE LIST

To filter the list, near the top right of the page, click Filter, and then select the options you want. On
most lists, you can filter by item type and item status. List items are filtered dynamically as you select
and clear filter options.

SEARCH THE LIST

To search for an item, use the search box near the top right of the page. Search results are returned as
soon as you start typing.

REFRESH THE LIST

To ensure you're seeing the most up-to-date information, you can manually refresh some lists. Near the
top right of the page, just below the search box, click Refresh C.

DASHBOARD

Vimly Benefit Solutions Open Enroliment

& Open Enrollment Status Customer Employee
Vielcome Support Benelts Video
Vou are urrently in an open enrollment period. Time remaining: P

DAYS Houns M MINUTES Medical Dental Vision

Yy
| OpenEnrollment |

A\ S
H If you need assistance...

Click the "Contact Support” button at the bottom right of this page.
A Alerts c

Preferences & Email Notifications

Notice: Update to Privacy Notice

The Dashboard highlights information that is important for managing your account, such as:

e The status of your open enrollment period. Click Open Enroliment to get started!
e Alerts about benefits, policy updates, and other important information
e lcons that link to additional information about your benefits

Click an icon to open a window with additional information (including videos) or open another website.
If the icon opens another website, Employee Portal will alert you.

Click an alert to see its full details. You can also see the full details by clicking Alerts on the left sidebar.

Confidential and proprietary — Vimly Benefit Solutions 5
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ENROLL IN BENEFITS

Whether you are a new employee signing up for the first time, or a current employee making changes
during open enrollment, your guided experience in Employee Portal will generally be the same.

If you are a new employee, you'll be prompted to start the process the first time you login. Click Let’s

Get Started to begin.

Tell Us More About You

First, we'd like to gather more
infarmation about you: Your
personal details, contact info and
employment information.

Time to select your benefits!

It’s great to meet you Phil! To get started, we’re going to walk you through 3 main steps:

Add Your Dependents

Then, you can add your dependents
and their demographic details. This
way we can fetch the appropriate
benefits to cover them as well.

# Let's Get Started
# Remind Me Later

Pick The Benefits You Prefer

We'll walk you through each benefit
type to pick the plan that suits you
best. You can always waive the
benefits you don’t want.

However, if you choose to click Remind Me Later, you can get back to this process by clicking Enroll
Now in the Actions Bar at the top right of the page, or by clicking My Benefits on the left sidebar.

Vimly Benefit Solutions

ACME Group FC

phil v

B DOCUMENTS & LINKS

& ALERTS

& Open Enrollment Status

A Alerts

Preferences & Email Notifications

Notice: Update to Privacy Notice

Welcome

Medical

Click the "Contact Support” butt

B If you need assistance...

—C ]

Customer Employee
Support Benefits Video

on at the bottom right of the page.
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If you are a current employee making changes during open enrollment, click Open Enrollment to get
started. You'll see this button on the dashboard, and you'll also see it in the Actions Bar at the top right

of the page.

Vimly Benefit Solutions ﬁ

& Open Enrollment Status Customer Employee

Welcome Support Benefits Video

You are currently in an open entollment period. Time remaining:

19109128
- . RN ..

-

H If you need assistance...
Click the "Contact Support” button at the bottom right of this page.

A Alerts c

You have alerts to be viewed.

Preferences & Email Notifications

Global Alert

Notice: Update to Privacy Notice

Global Alert

Employee Dependents Benefits Beneficiaries

On the Employee step, please do the following:

1. Make sure your First Name, Last Name, Date of Birth, Social Security Number (SSN), and
any other required information is correct and complete.

NOTE: If there's an issue with your SSN, please contact your employer for assistance with getting it
corrected.

2. Enter your Address (or update it, if necessary).
When you do this, Employee Portal checks with the United States Postal Service to make sure it's
an actual, valid address. This is done to check for possible typos. However, USPS may
recommend a slightly variation on the address you entered. You can choose to accept the USPS
recommendation, or keep what you entered.

H This address could not be validated. USPS has recommended a different address:

[J Useaddress anyway ( Use USPS recommended address )

Confidential and proprietary — Vimly Benefit Solutions 7
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3. Enter any Optional information you want to include. For example, it can be helpful to the
insurance carriers to have your Phone number and Email address in case they need to contact
you.

4. When you are finished, near the top right of the page, click Next: Edit Dependent.

ADD YOUR DEPENDENTS

Employee Dependents Benefits Beneficiaries

On the Dependents step, please do the following:

1. If you don't have any dependents, you can skip this step. To do that, at the top right of the
page, click Next: Benefits.
2. Make sure the dependent’s First Name, Last Name, Date of Birth, Social Security Number
(SSN), Relationship to you, and any other required information is correct and complete.
e [f the dependent’s Address is different from your address, clear the Use Subscriber
Address? check box, and then enter the address.
e [f the dependent is disabled, be sure to select the This dependent is disabled check
box. This is an important factor in maintaining eligibility for older dependent children.
3. If you need to add additional dependents, click +Add Another Dependent at the bottom of the
list.

NOTE: If you're going thru open enrollment, you cannot remove existing dependents during this
process. See the Remove a Dependent section of this document for more information. Also, if there's
an issue with an existing dependent’s SSN, please contact your employer to correct it.

4. When you are finished, near the top right of the page, click Next: Benefits.

PICK THE BENEFITS YOU PREFER

Employee Dependents Benefits Beneficiaries

On the Benefits step, please do the following:

1. Work down the list of coverages listed on the left side of the page. Once you've made or
changed a plan selection, click the Next button at the bottom of the page.

2. Use the Choose Plan For check boxes at the top of the plan list to update the total monthly
cost of each plan.

Confidential and proprietary — Vimly Benefit Solutions 8
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If more than one plan is offered for a coverage, click Compare Plans at the top of the plan list
to see a side-by-side comparison of plan details.

CHOOSE PLAN FOR - ~
v Me Sarah h | I ComparePlans |
— \_ tomparerans
vwmr Bronze HMO $'8323LICC}3J6T
Medical Carrier One .

3. When you find the plan you want, click Add to Cart. Or, click Remove plan to remove one.

e Some plans may be required, which means they cannot be removed from your cart.

e Some plans may be linked to other plans. When you see this, it means that to elect the
plan, you must also elect all the linked plans. If you choose the plan, all the linked plans
are automatically added to your cart. Click the View/Hide Plans toggle to show them. If
you agree, click the Confirm button to add the plans to your cart.

&’ This plan is linked with other plans. ﬁ' Hide Plans &

REQUIRED THIS PLAN IS REQUIRED

@ Dental

. Enhanced PPO MONTHLY COST
W edcatarert

$101.92

Medical Carrier Two

# Confirm & add 2 coverages

4. If you want to waive a coverage, click the Waive button at the bottom of the page. When you

do this, some coverages may ask you to provide a waiver reason. Others (like CDHP) can simply
be skipped if not needed (you won't see a Waive button). If you change your mind, clear the
check box in the Waive button, and then select a plan.

5. Review the Cart Summary. In the summary list, click a plan to show which dependents (if any)
will be enrolled in it. Clear the check box for any dependent that should not be enrolled in a
plan.

® Medical $1,665.22

Gold Access PPO

Medical Carrier Two

v TobyFlenderson EFFECTIVE - STOP DATE
Employee 06/01/2021 - N/A

wie o o WA
6. Once you've made all required election and waiver decisions, you'll be able to click the Next
button to move to the next step.
e |If you selected a coverage that takes beneficiaries, click Next: Beneficiaries.
e Otherwise, click Next: Review Summary.

Confidential and proprietary — Vimly Benefit Solutions 9
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ADD BENEFICIARIES (IF APPLICABLE)

Employee Dependents Benefits Beneficiaries

NOTE: If you did not elect a coverage (such as Basic Life) that takes beneficiaries, you won't see this

step.

On the Beneficiaries step, please do the following:

1.

If you don't have any beneficiaries, or if you don't want to define beneficiaries at this time, you
can skip this step. To do that, at the top right of the page, click Next: Review Summary.
Enter or change the First Name, Last Name, and Relationship to you for each beneficiary.
Enter or change the Rank (primary or contingent) and Allocation percentage for each
beneficiary. If you're not sure what these options mean, click the @ icons to learn more.

If the beneficiary’s Address is different from your address, clear the Use Subscriber Address?
check box, and then enter the address.

If you need to add additional beneficiaries, click + Add Another Beneficiary at the bottom of
the list.

If you need to remove a beneficiary, click Terminate Beneficiary. The current date will appear
as the Stop Date for the beneficiary. If you change your mind, click Undo Terminate.

IMPORTANT: If you remove a beneficiary, make sure you adjust the Allocation percentages. For
more information, see the Rank and Allocation section of this document.

7.

When you are finished, near the top right of the page, click Next: Review Summary.

Confidential and proprietary — Vimly Benefit Solutions 10
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REVIEW AND SIGN

On the Enrollment Summary step, please do the following:

1. If you need to make more changes, click the Back button in the Actions Bar near the top right of
the page, or click the Edit or Manage button in the section of information you need to change.

Enrollment Summary (Preview) * ( )

Toby Flenderson
673-84-1221

& 08/15/1976 a4 Male

Click the View Original Data / View Changes button to toggle highlighting of the changes.
If everything looks good, click Sign Electronically.
Read and respond to the Disclosure and Consent form.

vk W

If you agreed, select a signature, or use the mouse pointer or your finger to write your signature,
and then click Sign Electronically and Submit.

Once changes are submitted, your account will change to Pending status. You'll see this reflected on
the User menu.

Pending accounts are in the process of being audited and approved. During this period, no further
changes can be made to your personal information, dependents, benefits, or beneficiaries.

Once your employer has approved your enrollment, your account will change to Active status, and
you'll be able to make further changes, if necessary.

Confidential and proprietary — Vimly Benefit Solutions 11
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MANAGE YOUR PERSONAL INFORMATION
Toby Flenderson o) | /et

FULL MAME
Toby Flenderson 673-84-1221
DATE OF BIRTH AGE GEMDER MARITAL STATUS
& 08/15/1976 44 Male Married
[Z] contact Information
ADDRESS PHOME EMAIL
1610 NW Ave tflenderson2000@mailinator.com
Lake Stevens, WA 98258
& Employment
OCCUPATION ANNUAL SALARY
$65,000.00
HIRE DATE EFFECTIVE DATE SALARY EFFECTIVE DATE
& 06/01/2021 & 06/01/2021 & 06/01/2021
& Class ﬂ View Historical Class Info v
CURRENT CLASS START DATE
Full-Time & 06/01/2021

To view your personal information, on the left sidebar, click My Details.

If you want to see your previous (or future, if changing) employee classifications, click View Historical
Class Info. This information cannot be changed. If you have questions about it, please contact your
employer.

UPDATE YOUR PERSONAL INFORMATION

If your account is in Active status and your employer has given you permission to edit information in
Employee Portal, you can update your personal information.

To update your personal information:

1. On the left sidebar, click My Details, and then click Edit.
2. When you are finished, near the top right of the page, click the Next button to move to the next
step.

Confidential and proprietary — Vimly Benefit Solutions 12
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¢ If you have dependents, click Next: Edit Dependents. Update the information, if necessary.
¢ If you don't have dependents, or if no updates are needed, click Next: Review Summary.
3. If everything looks good, click Save Changes.

If you don't see the Edit option:

e Your employer may prefer to have you contact them to edit this information. Contact your
employer for further assistance.

e If you know you have permission to edit this info, your account may be in a Pending status. This
means other changes are moving thru audit and must first be approved by your employer.
Before you can make further changes, you'll need to wait for that process to complete. When it's
completed, your account status will change to Active, and then you can make further changes.
Your account status is displayed under your name on the User Menu.

Employee ~

MANAGE YOUR DEPENDENTS

My Dependents Terminate Dependent(s) + Add a Dependent
Sarah Flenderson
673-84-1212 ®01/01/1989 32 Female ®06/01/2021
Wife -— 1610 NW Ave

Lake Stevens, WA 58258

To view your dependents, on the left sidebar, click My Dependents.
ADD A DEPENDENT

If your account is in Active status and your employer has given you permission to edit information in
Employee Portal, you'll see the option to add new dependents.

Confidential and proprietary — Vimly Benefit Solutions 13
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NOTE: This process opens the full enroliment experience, so you could change your personal
information, existing dependents, benefit elections, and beneficiaries at the same time. If you do this,
more time will be needed for the audit and approval process. To learn more about the other steps
of the enrollment experience, see the Enroll in Benefits section of this document.

On the left sidebar, click My Dependents.
On the Actions Bar, near the top right of the page, click +Add a Dependent.

3. Select a Qualifying Event from the drop-down menu, and then enter the requested Date.
Employee Portal uses the event and date you enter, along with federal/state regulations and
employer policy, to automatically calculate the coverage Effective Date for the dependent. Also,
some qualifying events require additional documentation, such as a birth certificate. Please
contact your employer with any questions about the effective date or required documentation.

Add a Dependent b4
QUALIFYING EVENT
Birth of a Child

DATE OF BIRTH

& 05/01/2021 06/01/2021

l e This qualifying life event requires additional documentation: Birth Certificate. I

Cancel / ‘Add Dependent

4. Click Add Dependent, and then enter all required information for the dependent.
e [f the dependent’s Address is different from your address, clear the Use Subscriber
Address? check box, and then enter the address.
e [f the dependent is disabled, be sure to select the This dependent is disabled check
box. This is an important factor in maintaining eligibility for older dependent children.
e If the dependent is an adopted child, please select the This dependent is adopted
check box. This ensures that that correct required documentation is requested.
5. If you need to add additional dependents, click + Add Another Dependent at the bottom of the
list.

IMPORTANT: If you add additional dependents, they must all qualify under the same
qualifying reason and date you specified in step 2. If they don't, your changes will be delayed in
audit. If you need to add dependents with different qualifying reasons and dates, start with
one, wait for the audit to complete and then follow these steps again to enter the next one.

6. When you are finished, near the top right of the page, click the Next: Benefits.
7. On the Benefits page, the dependent(s) you added are automatically enrolled in your eligible

benefit plans. If you need to remove the dependent(s) from some of your plans, in the Cart
Summary, click the plans, and then clear the check box next to their name(s).

Confidential and proprietary — Vimly Benefit Solutions 14
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8.

When you are finished, near the top right of the page, click the Next button to move to the next

step.

e If you have a coverage that takes beneficiaries, click Next: Beneficiaries. If you need to add
your dependents as beneficiaries, follow the instructions in the Beneficiaries section of this
document.

e Otherwise, click Next: Review Summary and follow the instructions in the Review and Sign
section of this document.

If you don't see the Add option:

Your employer may prefer to have you contact them to add this information. Contact your
employer for further assistance.

If you know you have permission to add this info, your account may be in a Pending status. This
means other changes are moving thru audit and must first be approved by your employer.
Before you can make further changes, you'll need to wait for that process to complete. When it's
completed, your account status will change to Active, and then you can make further changes.
Your account status is displayed under your name on the User Menu.

Employee ~

UPDATE A DEPENDENT'S INFORMATION

If your account is in Active status and your employer has given you permission to edit information in

Employee Portal, you can update your dependent’s information.

To update your dependent’s information:

1.
2.

On the left sidebar, click My Dependents.

At the top right corner of the dependent’s information, click the More 5 button, and then click
Edit.

Sarah Flenderson o D

673-84-1212 = 01/01/1889 32 Female = 06/01/2021

Wife - 1610 NW Ave
Lake Stevens, WA 98258

Make the changes you want to the dependent’s information.

Confidential and proprietary — Vimly Benefit Solutions 15
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5.

If you also want to make changes to your personal information, click the Back button near the
top right corner of the page (by the Next button) and make the changes you want.

When you are finished, near the top right of the page, click the Next button until you are on the
Review Summary step.

If everything looks good, click Save Changes.

If you don't see the Edit option:

Your employer may prefer to have you contact them to edit this information. Contact your
employer for further assistance.

If you know you have permission to edit this info, your account may be in a Pending status. This
means other changes are moving thru audit and must first be approved by your employer.
Before you can make further changes, you'll need to wait for that process to complete. When it's
completed, your account status will change to Active, and then you can make further changes.
Your account status is displayed under your name on the User Menu.

Employee ~

REMOVE A DEPENDENT

Terminate Dependents X

SELECT DEPENDENTS

Pam Beesley

Cece Halpert

Wife

Daughter

Specify a different reason for each dependent

Pam Beesley

REASON

Divorce/Legal Separation

Cece Halpert

REASON

Voluntary Coverage Drop

TERMINATION DATE

& 05/01/2021 & 04/30/2021 & 05/01/2021

Edit before terminating

Edit then terminate

If your account is in Active status and your employer has given you permission to terminate

dependents in Employee Portal, you can remove dependents from all your benefits.

Confidential and proprietary — Vimly Benefit Solutions 16
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If you are keeping the dependent, but need to remove them from specific benefits, see the Change
Your Benefits section of this document.

To remove a dependent from ALL benefits:

1.
2.

On the left sidebar, click My Dependents.
In the Actions Bar, near the top right corner of the page, click Terminate Dependent(s).

My Dependents ﬁ | Terminate Dependent(s)

Select the check box next to each dependent you want to remove.

+ Add a Dependent

SELECT DEPENDENTS

Pam Beesley Wife

Cece Halpert Daughter

Specify a different reason for each dependent
Select a Reason from the drop-down menu. If you need to select different reasons for each
dependent, select the Specify a different reason for each dependent check box.

In the Termination Date box, enter the date the dependent(s) should be removed from your
benefits.

e If you need to enter different dates for each dependent, you'll need to go through this
process for one dependent at a time.

e If the date you need to enter is in the past, there’s a limit to how far back you can go.
This limit is set by your employer, and Employee Portal will notify you if the date you
enter exceeds the limit. If you still need to exceed the limit, contact your employer for
further assistance.

e Employee Portal uses the event and date you enter, along with federal/state regulations
and employer policy, to automatically calculate the Last Day of Coverage and the Stop
Date. for the dependent. If you have questions about these dates, please contact your
employer.

If you don’t need to change a dependent’s information, such as their mailing address or other
contact information, as part of this change, clear the Edit before terminating check box.
When you are finished, click the Edit then Terminate or Preview then Terminate button.
Review the changes. If everything looks good, follow the instructions in the Review and Sign

section of this document to complete the removal.

Once completed, you'll continue to see removed dependents listed in the My Dependents

workspace, but you'll now see a Stop Date for them in the list.

Confidential and proprietary — Vimly Benefit Solutions 17
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If you don't see the Terminate option:

e Your employer may prefer to have you contact them when you need to remove dependents.
Contact your employer for further assistance.

¢ If you know you have permission to terminate dependents, your account may be in a Pending
status. This means other changes are moving thru audit and must first be approved by your
employer. Before you can make further changes, you'll need to wait for that process to
complete. When it's completed, your account status will change to Active, and then you can
make further changes. Your account status is displayed under your name on the User Menu.

Employee ~

MANAGE YOUR BENEFITS

My Benefits #
-

Active Coverage Cost ACTIVE ]
TOTAL MONTHLY COST EMPLOVER PAYS ¥OU PAY

$463.78u0 $463.78m0 $0.00m0

¥ Medical TOTAL COST $404.010

$404.01M0
MedicalCarrier  BYONZE HMO
One

Medical Carrier Gne B HE
Who's Covered
ELATIONSHIP EFFECTIVE DATE STOP DATE
Jim Halpert Employes 05/01/2019
Plan Details [ acrivel
— SINGLE: $5,500 {in) / 511,000 (out)
FAMILY: 57,000/ NA
SINGLE: 57,150 (in) { NA {out) 530 co-pay, ded waived / Ded, then 50% Coinsurance

FAMILY: 514,300 / NA
T

Individual 51,000

B 2019 SBC-Bronze HMO '
f Find A Doctor

—p [ o

To view your benefit elections, on the left sidebar, click My Benefits. Here, you'll find additional

information about each plan. Explore the links under each plan to see all the information available to
you.

Confidential and proprietary — Vimly Benefit Solutions 18
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If you want a more compact list of your benefits, in the Actions Bar, click Table View. To switch back,
click Card View. You can also search and filter this list. Learn more about searching and filtering lists in
the Workspace section of this document.

NOTE: Not all plans will look exactly like the pictures in this document. If you have questions about
plan information shown here that's not shown in your Employee Portal, please contact your employer.

CHANGE YOUR BENEFITS

If your account is in Active status and you've experienced a qualifying event, you can request a change
to your benefits. For more information about events that qualify for a benefits change, please contact
your employer.

In this process, you can:

e Change your plan for a current benefit
e Remove plans
e Remove dependents from plans

You cannot add dependents or add new benefits. To learn how to add dependents, see the Add a
Dependent section of this document. To add new benefits, you must be in an open enrollment period.

NOTE: This process opens the full enrollment experience, so you could change your personal
information, dependent information, and beneficiaries at the same time. If you do this, more time will
be needed for the audit and approval process. To learn more about the other steps of the
enrollment experience, see the Enroll in Benefits section of this document.

On the left sidebar, click My Benefits.
On the Actions Bar, near the top right of the page, click Manage Benefits.

3. Select a Qualifying Event from the drop-down menu, and then enter the requested Date.
Employee Portal uses the event and date you enter, along with federal/state regulations and
employer policy, to automatically calculate the coverage Effective Date for the change.

Manage Benefits %

QUALIFYING EVENT

Change of Status x v

CHANGE OF STATUS DATE

& 05/01/2021 & 05/01/2021 h
Manage Benefits

4. C(lick Manage Benefits.
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5. On the Benefits page, in the Cart Summary, click the plan you want to change.
e Toremove a dependent from the plan, clear the check box next to their name.
e To remove the plan entirely, click Remove Plan.

"% Cart Summary

® Medical
Plan B
v~ JimHalpert EFFECTIVE - STOP DATE
Employee 03/01/2019- N/A
PﬂmBEESlEy EFFECTIVE - STOP DATE
Wife 03/01/2019- N/A

Cece Halpert EFFECTIVE - STOP DA
Daughter 05/01/2019 - N/A

e To change plans, you must first remove the current plan. Then, find another plan in the plan

list and click Add to Cart. Once added, make sure the correct dependents are selected in the
Cart Summary.

JVIMLY Plana

Plan Details

— =

6. When you are finished, near the top right of the page, click the Next button to move to the next
step.
e If you have a coverage that takes beneficiaries, click Next: Beneficiaries. If you need to add
your dependents as beneficiaries, follow the instructions in the Beneficiaries section of this
document.

e Otherwise, click Next: Review Summary and follow the instructions in the Review and Sign
section of this document.
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MANAGE YOUR BENEFICIARIES
My Beneficiaries

John Flenderson

"o

Father Primary 100%

1610 NW AVE
LAKE STEVEMS, WA 98258

If you've elected a coverage (such as Basic Life) that takes beneficiaries, you'll need at least one
beneficiary on this list. Otherwise, this list will be empty.

To view your beneficiaries, on the left sidebar, click My Beneficiaries.

ADD, CHANGE, OR REMOVE A BENEFICIARY

If your account is in Active status and your employer has given you permission to edit information in
Employee Portal, you can add, change, or remove beneficiaries.

On the left sidebar, click My Beneficiaries, and then click Manage Beneficiaries.

If you are entering your first beneficiary, click +Add a Beneficiary.

Enter or change the First Name, Last Name, and Relationship to you for each beneficiary.
Enter or change the Rank (primary or contingent) and Allocation percentage for each

Hwn =

beneficiary. If you're not sure what these options mean, click the @ icons to learn more.

5. If the beneficiary’s Address is different from your address, clear the Use Subscriber Address?
check box, and then enter the address.

6. If you need to add additional beneficiaries, click + Add Another Beneficiary at the bottom of
the list.

7. If you need to remove a beneficiary, click Terminate Beneficiary. The current date will appear
as the Stop Date for the beneficiary. If you change your mind, click Undo Terminate.

IMPORTANT: If you remove a beneficiary, make sure you adjust the Allocation percentages. For
more information, see the Rank and Allocation section of this document.

8. When you are finished, near the top right of the page, click Next: Review Summary, and then
follow the instructions in the Review and Sign section of this document.
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If you don't see the Manage Beneficiaries option:

e Your employer may prefer to have you contact them when you need to manage beneficiaries.

Contact your employer for further assistance.

e If you know you have permission to manage beneficiaries, your account may be in a

Terminated or Pending status. Terminated means you no longer have coverage under the

employer. If this is an error, contact your employer for assistance. Pending means other changes

are moving thru audit and must first be approved by your employer. Before you can make

further changes, you'll need to wait for that process to complete. When it's completed, your

account status will change to Active, and then you can make further changes. Your account

status is displayed under your name on the User Menu.

Employee ~

RANK AND ALLOCATION

When you have multiple beneficiaries, you'll need to pay attention to the Allocation percentage total

for all that have the Primary rank, and the total for all that have the Contingent rank. The allocation

percentage total must add up to 100% for all Primary beneficiaries, and it must add up to 100% for all

Contingent beneficiaries.

For example, if you have 7 beneficiaries:

Beneficiary ET] Allocation
Beneficiary 1 Primary 50%
Beneficiary 2 Primary 50%
Total Primary 100%
Beneficiary 3 Contingent 20%
Beneficiary 4 Contingent 20%
Beneficiary 5 Contingent 20%
Beneficiary 6 Contingent 20%
Beneficiary 7 Contingent 20%
Total Contingent 100%
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And you remove two beneficiaries — one Primary and one Contingent:

Beneficiary Rank Allocation
Beneficiary 1 Primary 50%
Total Primary 100%
Beneficiary 3 Contingent 20%
Beneficiary 4 Contingent 20%
Beneficiary 5 Contingent 20%
Beneficiary 6 Contingent 20%
Total Contingent 100%

You must adjust the Allocation percentages for all remaining beneficiaries so that the total equals 100%

Beneficiary Rank Allocation
Beneficiary 1 Primary 100%
Total Primary 100%
Beneficiary 3 Contingent 25%
Beneficiary 4 Contingent 25%
Beneficiary 5 Contingent 25%
Beneficiary 6 Contingent 25%
Total Contingent 100%
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VIEW OR UPLOAD DOCUMENTS AND LINKS
Documents & Links

i mER O
AME & DATE ADDED ADDED By SQOURCE [
Enrollment .
Enrollment Summary 05-11-2021 SimonDoc
Process
Enrollment
Enrollment Summary 05-11-2021 SimenDoc
Process
eSigned Document 06-18-2015% SimonDoc
eSigned Document 05-11-2021 SimenDoc

The Documents & Links workspace lists important documents and links to websites that are related to
your benefits. They are provided by your employer.

You can search and filter this list. Learn more about searching and filtering lists in the Workspace
section of this document.

This is also where you'll find your Enrollment Summaries and other electronically signed documents.
These documents are records of your previous enrollments and changes.

Finally, you can also upload required documents to this workspace, such as birth certificates, certificates
of marriage, and other documents requested as part of your enrollment. Your employer can securely
access these documents when reviewing and approving your enroliments and changes.

To view a document, click its name. Once opened, you can print or download the document, if desired.

To upload a document:

On the left sidebar, click Documents & Links.
On the Actions Bar, at the top right of the page, click Upload Document.
Enter a helpful title for the document (for example, “Marriage Certificate”).

Hwn =

Select the document file by doing one of the following:

e Drag the file from a file folder and drop it on the Choose (or drag and drop) file box.

e Click the Choose (or drag and drop) file box, and then use the Open window to navigate
to the file on your computer.
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NOTE: If the document you want to upload is in an email, first save the document to a folder on your
computer. After you do that, you'll be able to complete step 4.

5. If you need to upload more than one document, click + Add Another Document.
6. When you are finished, click Upload Document(s).

VIEW AND DISMISS ALERTS

Alerts
N
Q [ ACTIVE
e . - LAST UPDATED B PE START & STOP DATES
~ StartDate i iy FLATEE Admin Support Global Alert 03/31/2021 - 03/31/2022
05/05/2021 - 05/31/2021 [AcTIVE ]

Notice: Update to Privacy Notice
Preferences & Email Notifications

At Vimly Benefit Solutions, Inc. we take our users’ privacy very seriously. To strengthen our users'
control of their data, and ensure we are compliant, we made several updates to our Privacy Policy.

Global Alert

03/31/2021 - 03/31/2072 [ ACTIVE | We have updated the Policies that govern your use of SIMON. You should take time to read them
carefully:
Motice: Update to Privacy Notice

https://www.simon365.com/privacy-policy
Global Alert

Key updates include additional policies for:
s How your Personal Identifiable Information (P11} is used
s The length to which Pl is retained

s Accessing and changing your Pll

The new Privacy Policy will take effect today, on March 31st of 2021 and, by using SIMON or any of our
services on or after that date, you will be agreeing to these updates.

Thanks for using SIMON.
The SIMON Team

The Alerts workspace lists important notifications from your employer. It also lists notifications that are
important for all users of Employee Portal. Alerts are also listed on the Dashboard.

When you first login to Employee Portal, you're presented with alerts. If you dismiss them, this
workspace is where you can view them again.

To view alerts, on the left sidebar, click Alerts, and then click the alert you want to read.
Once you've viewed or acknowledged an alert, you'll no longer see it at login.

You can search and filter this list. Learn more about searching and filtering lists in the Workspace
section of this document.
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TROUBLESHOOTING
“INVALID RECORD” ERROR

St M O N

Register for Employee Self Service

DATE OF BIRTH
637-94-6371 (o] & 11/05/1975
FIRST NAME LAST NAME
Phil Coulson

EMAIL

pcoulson@agent.shield

REGISTRATION CODE

acmehire

n Invalid record
Back \ 4 Send Registration Request

If you see this error, please do the following:

1. Confirm with your employer that the information you enter matches the information they entered
for you in SIMON:
e First Name
e Last Name
e Date of Birth
e Social Security Number (SSN)
e Email Address
2. If you are asked to enter a Registration Code, confirm with your employer that the code you

received is correct.

DID NOT RECEIVE THE INVITATION EMAIL

If you did not receive the invitation email from SIMON, please do the following:

1. Check your Junk Mail folder.
2. If you are using a work email address, ask your employer to make sure your mail server and network
are not blocking emails from the vimly.com and simon365.com domains.
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GET HELP

If you need further assistance, click Contact Support at the bottom right of the page.
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