PeopleSoft Employee Self-Service (ESS) Instructions:
How to Enroll, Change, Stop, or Re-Start Your PPS 403(b) Plan Contribution

IMPORTANT: We encourage you access PeopleSoft Employee Self-Service (ESS) while on-site. To access PeopleSoft
Employee Self-Service (ESS) while off-site, you must setup Duo 2-Step Security. For ESS off-site log in assistance, contact
the PPS OTIS Service Desk at 503-916-3375. For more information please visit: https://www.pps.net/selfservice.

Instructions
Before you enroll to have PPS 403(b) Plan contribution(s) taken out of your paycheck, you MUST do the following:
1. Create a user account with a PPS 403(b) Plan vendor.
2. Alist of vendors can be found at:
https://www.pps.net/cms/lib/OR01913224/Centricity/Domain/56/2025%20403b%20announcement%20v3.
pdf

3. After creating a vendor user account, enroll in the PPS 403(b) Plan with the plan ID# within your vendor user

account.
a. Plan ID#s can be found on the same document above.

We cannot take PPS 403(b) Plan contribution out of your paycheck if the above items have not been completed by you.

NOTE: To avoid any processing issues, we recommend completing the below steps in one sitting.

4. Loginto your PeopleSoft Employee Self-Service (ESS) account: https://selfservice.pps.net/.

5. Click on the Benefits Information panel.

Careers Benefits Information Payroll and Compens
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6. On the left-hand side of the screen, click Life Events.
[E—==_|

| Benefits Enrollment
I Benefits Information "

Dependents and
Beneficiaries

7 Life Events
] PPS Review Accrual Balances
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7. Under Employee Contribution Changes, select the radio button next to | want to change my 403(b)

Contribution.
Employee
o (211 got married
Wiew Form 1085-C (11 had a baby

11 adopted or gained legal custody/guardianship of a child
11 got divorced/legally separated

Employee Contribution Changes
(211 want to change my 403(b} Contribution

(211 want to change my H5& Contribution{For Non-Rep & SEIU)

Employee Life Insurance Beneficiary Change
(211 want to change my Beneficiary

8. Inthe Status Change Date field, enter your desired date and click OK. Please read carefully below for Status
Change Date information:

a. Entering a date in the current month will make your new election take effect in the next monthly
pay period (e.g. a January date take effect on the February monthly paycheck).

l. If you would like to make a new election for the current month's paycheck, please enter
the last date of the previous month. If you are paid weekly, please review weekly paid
section below.

b. New elections are subject to payroll processing timelines. Changes for the current month’s
paycheck submitted after the 20th of the month may not be processed.

c. WEEKLY PAID EMPLOYEES ONLY: Entering today’s date will make your new election take effect one
of the first two weekly paychecks of the next month. If you are entering a date on the first of the
month your new election will take effect one of the first two weekly paychecks of that month.

d. Please contact the Benefits Dept if you need assistance understanding the payroll timing of your
change date: benefits@pps.net or 503-916-646

For 403(b) changes, please read carefully. Entering a date in the
current month will make your new election take effect in the next
monthly pay period (e.g. a January date take effect on the February
monthly paycheck). if you would like to make a new election for the
current month's paycheck, please enter the last date of the previous
month. If you are paid weekly, please review weekly paid section
below.

Mew elections are subject to payroll processing fimelines. Changes
for the current month’s paycheck submitied afier the 20th of the
month may not be processed. Confact the Benefits Dept at one of
the contact methods listed above for assistance.

WEEKLY PAID EMPLOYEES OMLY: Entering today's date will
make your new election take effect one of the first two weekly
paychecks of the next menth. If you are entering a date on the first
of the month your new election will take effect one of the first two
weekly paychecks of that month. Please contact the Benefits Dept if
you need assistance understanding the payroll timing of your
change date.

Status Change Date

Status Change Date

=

OK Cancel

How to Enroll, Change, Stop, or Re-Start Your PPS 403(b) Plan Contribution | Page 2


mailto:benefits@pps.net

9. You are now on the 403(b) Contribution Change screen. On the left-hand side, click Benefit Enrollment
eBenefits |£| » 403{b) Contribution Change Previous | Next | | Cancel | | Continue Later |

Life E t: = - | :
ife Events -} Help | Personalize Page

& *Welcoms : £
403(b) Contribution Change

©  Bensfit Summany

©  Bensfit Enooliment “our First Name our Last Name

o

o Before you begin, make sure you have established an account under

PPS's account number with the selected vendor. If you are not sure
how to establish an account please contact Carruth Compliance
Consulting at 503-968-23%51 and they will assist you.

10. You are now on the Benefit Enrollment screen. Click the Start My Enrollment button.

eBenefits |£| « | 403(b) Contrioution Change | Previous | | Next | | Cancel | | Continue Later
Life Events Z aw
Benefit Enreliment

@ \Welcome

[+] Now we're ready to prepare your 403(b) options, Your information wil be analyzed to determine

M whether changes to your existing enrollments are allowed. Select the Start My Enrollment button to

a5 begin your benefit enroliment.

Q

| Start My Enroliment |

11. Click the Select button for the open 403(b) Changes event

eBenefits 403(b} Contribution Change | Previous || Mext || Cancel || Continue Later

Life Events

Mzw Window | Help | Perzonslize Page

Benefits Enroliment

“our First Name “vour Last Name

Before you begin, please have your dependents” and beneficiary’s dates of birth and social

security numbers handy, if applicable.

Open Benefit Events

Event Description EventDats  Ewant Status  Job Tibe

Your Job Tite
4038 Changes @  ouizee Open eyl Select

button, it will take a
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12. You are now on the 403(b) Change screen. Select what type of 403(b) contribution you would like to make:

a. Pre-Tax (Traditional) Contributions
Click the Edit button for the 403(b) Retirement Plans option.

Benefits Enroliment
403B Changes

“our First Name Your Last Name

0 Click the Edit button next to the 403({b) Retirement Flans you wish to change.

Your enrollment will not be complete until you complete and press the submit button
at the end of the process.

Enrollment Summary
403(b) Retirement Flans Before Tax After Tax Edit

Near:

ANrh) Both Botircmaont Blong Bofrrg To Litor To Edit

b. After-Tax (Roth) Contributions
Click the Edit button for the 403(b) Roth Retirement Plans.

FT TS =T OT 1T PTOCESS.

Enrollment Summary
403{b) Retirement Plans Before Tax After Tax Edit

Current;

403{b) Roth Retirement Plans Before Tax After Tax Edit
Current:

New:

13. You are now on the 403(b) Questionnaire screen. Choose one of the selections listed, then click the Agree
button.
a. lhave a PPS Account - You have opened a user account with a PPS 403(b) Plan vendor and enrolled in
the PPS 403(b) Plan within your vendor account.
b. No PPS Account - You have not opened a user account with a PPS 403(b) Plan vendor and/or enrolled in
the PPS 403(b) account within your vendor user account.

403(b} Contribution Change | Previcus || Mext || Cancel || Continue Later |

403(b) Questionnaire

do not

The

Selection

[T 1 have a PPS Account

[ Mo PPS Acoount

To the best of my knowledges and belisf, the answer(s) provided are trus, correct and complete
BAgrae Dr=cline
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14. You are now on the 403(b) Retirement Plans screen.

Benefits Enrollment

403(b) Retirement Plans
Your First Mame Your Last Name

ting at 303-368-8361 o
http:/fwars noomplisnce. comdguest employess. sspx FEmployer D=40

e ncomipliance. com

a. To Start 403(b) Contributions: Click the radio button next to the vendor you have created a user
account with.

Select an Option

®  waive

' American Funds Distributors
L Ameriprise Financial

O Equitable (AXA Equitable)
' Fidelity Investments

O Penselect/Foresters Financial
~'  Lincoln Financial Group

W Invesco

) PlanMember Services Corp
' ReliaStar Life Insurance Co
i} Security Benefit Life Ins Co
O Corebridge Financial

‘' Vanguard Group

' Voya Retirement & Annuity

O FTC (formerly Waddell & Reed)

b. To Change the Amount of Your 403(b) Contribution: At the bottom of the screen under Contributions,
change the amount.

Contributions

Monthiy paid empioysss may enter your monthly contribution as a percant doliar amount. “DCU
e'npopas p«a»d on a weakly basis may entar your ml'joontr bution as a parcant or doliar amount. You
{ nd 3NSr-13x plan mIAMUMSs. I YouU CHoDEse 10 enter pErcent, the sum of your before-2ax

Will say "Before Tax" or "After Tax" here.

Flat Amount Percent Max 100.000

c. ToSTOP 403(b) Contributions: Click the radio button next to Waive.

Select an Option

®  Waive

15. Scroll down to the bottom of the screen and click the Update and Continue button.

Update and Continus Discard Changes
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16. On the next page under the Your Choice section, you will see the contribution you just entered.

403(b) Retirement Plans
“our First Mame Your Last Mame
0 Click the Edit button next to the 403{b) Retirement Plans you wish to change.
Your enrollment will not be complete until you complete and press the submit button

at the end of the process.

Your Choice

“our contribution amount(s) wil be listed here.

MHotes

Dneg cripmBgd Snie rinaleg will taing fiand cen (YR FNYTFY | ngrit Snaf | g ngar Snle ~remmigie JOVEIN Satan

17. Scroll down to the bottom of the screen and click the | Agree button.

: = T T
applicable IRC limRations and subjedt o adminkstrate policles ragarding minlnum nat chack amounts. The
Employer resenes e rights o reduce, suspand, and'or relnstate salary reduction confrioutions o help mest all
apalicable IRC lmRations I any ghen calkendar year to whilth Biks agresment applies and fo hielp mest
administratke policles regarding minkmum net check amounts. Thils Satary Reduction Agreement may be cranged
Wi nespect 0 amounts not el pald or avallanke In accondance wilh he Employers adminlstraike procadunes. 10
Thils Salary Feduciion Agresment may be feminated at any time for amounts not yet pald or aaliable. A lemmination
reguest ks pammanent and remains In efiect untll 3 new Agreament ks submiRed. In he event of Agreement
termination, later reelection might not be aailiable with Te same Provider. 1. This Salary Reduction Agreement
supersedes all prior salary reduction agreements and shall automatically lerminate FEmployes’s emplowment ks
ferminated. 12. The Employes adknowledges Bhat e Employer will authortze Bilks agreement only IT 3ll applicatile
Semibrar sebnibnketrafhe mrnesdres ane setkfled

| Agres Dizcard Changes
Salect e Updats ElCions Dumon i Shore your cholses
Saact e Discand Changes Dumon 1 go Dack and chEnge jour chalees

18. You are now back on the 403(b) Change screen.
a. If youwould like to start, change the amount of your contribution, and/or stop contributions to another
PPS 403(b) Plan [pre-tax (traditional) or after-tax (Roth) 403(b)], repeat steps 11 - 16.
b. If you are done, click the Save and Continue button.

This table summarizes estimated costs for your new benefit choices. (The "Employer” column

displays the amount the District is contributing to subsidize the cost of your benefits.)

Election Summary

Sumimarizad astimatas Tor new Banefit Blections Total Bafors Tax ATter Tax Emplojer
Costs 0.0 0.0 0.0 0.0
Your Costs 0.00 0.00 000

Sawe and Continue

CiriOl tre e e woa e button to continue your enrcliment. Your enroliment will not be

finalized wntil you click the final "Submit’ button st the end.

o Important: Your enrollment will not be completed until you click the final Submit
button.
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19. You are now on the Submit Benefit Choices screen. Click the Submit button.

eBenefits [ @] «| 403} contribution Change

| Previous | | Mext | | Cancel | | Continue Later

Life Events e (o~ o

nt w | New Window | Help | Personalize Page]

1
* Welcome Benefits Enrolment
Submit Benefit Choices

Your First Name Yo
You hav

ct the Submit

button on th

he Cancel button if you are not ready to submit your choices and wish to retemn to the
Iment Summany.

Do not your 403(b)
El

Submit Canosl

Select the Submit button to send your f hoices to the Bes

= Department.

Se

Enrgliment Summary.

ct the Cancel button if you are not ready to submit your choices and wish to retum to the

20. On the Submit Confirmation screen, click the OK button.

eBenefits 403(b} Contribution Change Previous | ‘ Mext | | Cancel | | Continue Later
Life Events
Related ent v | New Window | Help | Personalze Pl

© Benefits Enroliment

o Submit Confirmation

L] Your First Name Your Last Name

]

@ oK

21. You are now back on the Benefits Enroliment screen. You will see that your 403(b) Change event now has a
status of Submitted.

eBenefits [ @] «| 203(b) Contribution Change

| Previous ‘| Next || Cancel || Continue Later |

Life Events E+ -
L New Window | Help | Personalze Pag|

@ *\Welcome

© Benefit Summary Benefits Enroliment

© Banefit Enrclimant “our First Name “our Last Name

e E ction Rev Before you begin, please have your dependents’ and beneficiary’s dates of birth and social
o

ion and Exit security numbers handy, if applicable.

tion about
o e

ome events may be temporarity ok

Open Benefit Events

Evant Description EventDats  Event Status Job Title

Your Job Title

4038 Ghanges i ]

Select

the Select button,
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22. In the upper right-hand corner, click the Next button.

eBenefits 403(b) Contribution Change

previous | | mext || cancel | | contiue Later
Life Events
MNew Window | Help | Personslize Pag
L]
o Benefits Enroliment
L] “our First Name “our Last Mame
o B Before you begin, please have your dependents” and beneficiary's dates of birth and social
o E security numbers handy. if applicable.

Open Benefit Events

Event Description EventDate  Event Status Job Tt

4038 Changes (3] 01/12/2022  Sybmitted e o T Sslect

23. Inthe upper right-hand corner of the Benefits Election Review screen, click the Next button.

eBenefits ‘ 'ﬁ-| « | 403(b) Contribution Change

Life Events T o

| Previous || Hext || Cancel || Continue Later

daiiaia Benefits Election Review
our First Name Your Last Name

Review all your changes with the information provided. Select the appropriate task on the navigation bar to make changes. Once you
have submitted your changes, you will be able to click the Print button to print or save a copy of the changes you made.

Personal Information

24. On the Event Completion and Exit screen, click the Complete button.

eBenefits |£| « | 403(p) Contribution Change | Previous Mext | Cancel H Continue Later

Life Events S (o~

Event Completion and Exit

Congratulations!

“You have completed your 403(b) Contribution Change

® ®» 0 © O

Event Completion and Exit

| Complete |

25. You are now back at the Life Events screen. Click the Home icon in the upper right-hand corner to return to the
PeopleSoft Employee Self-Service (ESS) main page.

£ Welcome Life Events

Help | Personalize Pag

Life Events

Select Your Event

How to Enroll, Change, Stop, or Re-Start Your PPS 403(b) Plan Contribution | Page 8



26. Congratulations, you are done! You will receive a benefits enrollment confirmation email to your PPS email
account in 1-2 business days.

Benefits Enrollment Confirmation

benefits@pps.net

tome »

Dear Your Name,

This email is a cenfirmation that your Poriland Public Schools' benefits enrcliment has been submitied successiully in PeopleSof today.

If you did not make the change, you should change your network password immediately and contact Benefits at 503-916-3544 or send an email to benefits @pps.net.

Thank yeu,
Benefits Department

27. Your 403(b) Change event will be processed in the computer system overnight. You may then log back into
PeopleSoft Employee Self-Service (ESS) the following day to see your 403(b) change:
a. Click on the Benefits Information panel.

Careers Benefits Information Payroll and Compens

_: (T\G ﬁ =) I_:— -
L] D'T_"] \._'.;‘f }:..a‘ @%

! ]

Anncuncements PP5 Timesheet

b. On the left-hand side of the screen, click Benefit Information. A drop-down menu will appear. Click
Savings Summary.

T Benefits Enrollment

| Benefits Information ~

Health Care Summary

Savings Summary

c. Inthe date field, enter that date you would like to see your benefits as of then click the Go button. The
screen will re-fresh and you will see your 403(b) Summary as of the date you entered.

5 Benefits Enrollment

Savings Summary
| Benefits Information A

Your First Name Your Last Name

Health Care Summai ;
i To view your benefits as of another date, enter the date and select Go.

o G [
Savings Summary s
- iy Benefits Summa
Savings Contribution Summary 2 JNOTE: "Waived” means no contribution.
z Type of Benefit Plan Description Coverage or Participation
Flexible Spending Accounts b i g P
403(b) Retirement Plans Your vendor will be listed Your contribution amount or "Waived" will be
Gllibana 2 here, if applicable listed here, if applicable.
I Dependents and Beneficiaries ~ PP
- Your vendor will be listed Your contribution amount or “Waived™ will be
03(b) R e en S p " 3
. 403(b) Roth Retirement Plans here, if applicable. listed here, if applicable.
. Life Events
4038 Second Plan Yourvendorwill belisted  yqyr contribution amount or “Waived® will be

here, if applicable,

[ PPS Review Accrual Balances listed here, if applicable.
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