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 both 1) Duo 2-Step Security AND 2) Two Step Authentication.
For ESS off-site log in assistance, contact the PPS IT 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.
a. Alist of vendors can be found on the Carruth Compliance Consulting (plan administrator) webpage at:
http://www.ncompliance.com/guest _employervendors.aspx?EmployerID=40.

2. 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 Carruth Compliance Consulting (plan administrator) webpage at:
http://www.ncompliance.com/guest _employervendors.aspx?EmployerID=40.

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.

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

4. Click on the Benefits Information panel.
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5. On the left-hand side of the screen, click Life Events.
[ === |

| Benefits Enrcliment

I Benefits Information "

Dependents and
Beneficiaries

i Life Events

| PPS Review Acorual Balances

Dioroment 1inlngd
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6. Under Employee Contribution Changes, select the radio button next to | want to change my 403(b)

Contribution.
Employee
- | got married
Wiew Form 1085-C | had a baby

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

Employee Contribution Changes
| want to change my 403k} Contribution

| want to change my H5A Contribution{For Mon-Rep & SEIU)

Employee Life Insurance Beneficiary Change
| want to change my Beneficiary

7. Inthe *Date Change Will Take Effect field, enter today’s date.
a. If you would your contribution to start or stop on the next paycheck, please enter the last day of the
previous month. For example, if you want your contribution to start on your February 28, 2022,

For a beneficiary change, please use today’s date.

Status Change Date

*Date Change Will Take Effect T

O Cancel

8. You are now on the 403(b) Contribution Change screen. On the left-hand side, click Benefit Enroliment.

eBenefits |£| « RMHD)Cooimutonichange Previous | Next || Cancel || Continue Later |

Life Events = o

Help Personalize Page:

403(b) Contribution Change

“our First Name “our Last Name

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 503-868-8%51 and they will assist you.
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9. You are now on the Benefit Enrollment screen. Click the Start My Enroliment button.

eBenefits |£| @ | 403(b) Contribution Change | Previous || Next || Cancel || Continue Later

Life Events = a-

Benefit Enroliment

Now we're ready to prepare your 403(b) options, Your information wil be analyzed to determine
whether changes to your existing enrollments are allowed. Select the Start My Enrollment button to
begin your benefit enroliment.

o @ O O

| Start My Enrolment

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

eBenefits | B | « | 403(b) Contribution Change | Previous || Next

Life Events S o

|| Cancel || Continue Later

Mew Window | Help | Personalizs Page]

@ *Welcome

© Benefit Summany Benefits Enrollment

® Bensfit Enroliment Your First Name Your Last Name

© Benefit Election Review Before you begin, please have your dependents’ and beneficiary’s dates of birth and social
© Ewvent Completion and Exit security numbers handy, if applicable.

ides

The Information icon prov you with tional information about your enrcliment.
The Select button next to an event means it is currenthy open for enrolimant.
Use the Select button to begin your enrcliment.

Mote: Some events may be temporarity closed until you hawve completed enrcliment for 3 prior
event.

Open Benefit Events

Event Description Event Date  Event Status  Job Tits

Your Job Title
i

4038 Changes 01/12/2022 Open Select

After you click the Select button, it will take 5 few seconds for your benefits ennoliment information
to lead.
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11. 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 “our Last Name

ﬂ 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.

Enrollment Summary

403(b) Retirement Flans Before Tax After Tax Edit

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.

ST TTE =10 OT 1T PTOCESE.

Enrollment Summary

403{b) Retirement Plans Before Tax After Tax Edit

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

12. 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 | Previous || Mext || Cancel || Continue Later |

403(b) Questionnaire

The 403k} contributions | am beginning teday is under the PPS Flan |0 Number

Selection
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13. You are now on the 403(b) Retirement Plans screen.

Benefits Enrollment

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

ol My Save money for retiremen t. The

N SCCOWNt with ¢

with phone numbers, plesse go to: http:

guest_employervendors.aspePEmployerl =40

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

account with.

Select an Option

VANGUARD GROUP

Vioya Retirement & Annuity (| MG)

Waddell & Resd Inc.

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

change the amount.

Contributions

Monthiy paid employses may entar your monthiy contribution as a percant doliar amount. “DCU
employsas pald on & waakly bas! yy entar your waeily contribution as a percant or doliar amount. Yo

e

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

Flat Amount Percent Max 100.000

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

Select an Option

'|I.‘| ||' Five

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

Updste and Continus Discard Changes
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15. 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 403b) 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.

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

] > =T T T
Fpplicanie IRC IImRtons and subject 10 adminkstrathe policks regarding minkmum net chack 3moumts. The
Employer resenes e rights o reduce, suspend, and'or relnstate salany reduciion contrioutions o help mest all
Fpplicanie IRC ImRtons In 3 given calendar fear o whikch ks agresment applies and o help mest any
adminisirative policles reganding minkmum Ret check amounts. Thiks Salary Reduciion Agresment may be changed
WIRR TESDECt B0 3MoUnis not et pakd or avalianke R accordance wilh he Employers administrathe prosedures. 10
Thils Salary Reduction Agresment may be lerminated at any time for amounts pot yel palkd or avaliable. A termination
request Is permanent and remains in efiect untll 3 new Agreement |5 submiRed. in e ewent of Agresment
fermiration, Eter reslection might not be awilable witn e same Provider. 1. Thik Salary Reduction Agresment
supersedes all prior salany reduciion agreements and shall Suomatically lerminae IFEmployess empiloyment
ferminsied. 12. The Emplopes adoowiedges Tt iha Employer will sulmortze ks agreameant only I all applicable
FErnmirrsar acminkctrashe nroeadyres are satksiied

| Agres Discard Changes
Ezlect e Uipdate Elections bufon to stane your chalees
Select e DEECETd CRan{ss DuRon 10 9o Dack and GiEnge your cholces

17. You are now back on the 403(b) Change screen.
a. If you would 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 tsble summarzes 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 astimatae for new Banefit Blections Tovtail Bafore Tax After Tax Emiploger
Costs 0.0 0.0 0.0 0.0
Your Costs 000 0.00 000

Save and Continwe

et e e e e niUe brtton to continus your enroliment. Yowr enncliment will not be

finalized wntil wou click the final "Submit” button at the end.

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

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

Life Events 2 o~

d Content w | New Window | Help | Personalize Fage]
Legend

Benefits Enrolment

Submit Benefit Choices

* Welcome

Benefit Summary
Benefit Enrolimant Your First Name Your Last Name
You have almost completed
button on this page to finalize your benefit choices.

your enroliment. |f you have no further ol =, select the Submit

Ben=fit Election Review

c o & O O

Event Completion and Exit
Select the Cancel button if you are not ready to submit your choices and wish to return to the
Enraliment Summary:

Do not submit your 403(b) choices until you have completed your enroliment. You may Store your
choices on each page and return to the Enroliment Summary as many times as you'd like up until your
er, once you select the Submit button your benefit choices will be sent to
for processing.

the Banef

ctions.

Department

By submitting your benafit choices, you are sutherizing Fortland Public Schools to tak

ck to pay for your benefit costs. You are also authorzing the Ben

Authorize Elections

By submitting your benef ices you are suthorizing the ions from your
=) to pay for your benefit s Department to send
v nersonal information to your selected providers to initiate and support your coverage.

nersse

Submit Cancal
Select the Submit button to send your final choices to the Benefits Department.

Select the Cancel button if you are not ready to submit your choices and wish to retum to the
Enroliment Summary.

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

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

Life Events c or

Relsted Content » | New Window | Help | Persenalize Pa

Benefits Enrollment
Submit Confirmation

* Weloome
Benefit Summary

Benefit Enroliment Your First Name Your Last Name

Benefit Election Rev

o o o 0o 0

Event Completion and Exit oK

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

eBenefits | *| " 403(b) Contribution Change | Previous. ‘ | Next | | Cancel | | Continue Later |
Life Events c o~ .
New Window | Help | Personalze Pag
Legend

L] lcome

© Bansfit Summary Benefits Enroliment

© Benefit Enroliment “Your First Mame “Your Last Mame

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

© Event Completion and Exit security numbers handy, if applicable.

The Information icon provides you with additional information about your enrollment.
The Salect button next to an event means it is curenthy open for enroliment.
Use the Select button to bagin your enrollment.

Note: Some evants may be temporarity chosed
event.

ntil you have completed enroliment for = prior

Open Benefit Events

Event Description Event Date Event Status Job Title
4038 Changes i} 0112/2022  Submitted e Jeb Titie Sslect

After yor

ick the Select button, it will take a few seconds for your benefits enrcliment information
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21. In the upper right-hand corner, click the Next button.

eBenefits

Life Events

o 0 @ 0 ©

403(b) Contribution Change

Previous || Next || Cancel H Continue Later

New Window | Help | Personalize Pag

Benefits Enroliment

“our First Name “our 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 EventDate  Event Status Job Tt

4078 Changss a “our Job Titie Select

011272072 Submitted

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

eBenefits

Life Events

LR
= -

403(b) Contribution Change | Previous || Hext || Cancel || Continue Later

Benefits Election Review
“vour First Name “our 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

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

eBenefits

Life Events

® & 0o 0o O

Event Completion and Exit

)

403(b) Contribution Change

| Previous Next | Cancel H Continue Later

Event Completion and Exit

Cengratulations!

*ou have completed your 403(b} Contribution Change

| Complete |

24. 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

Life Events

Select Your Event

Help | Personzlizs Pag
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25. 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 enroliment 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 you,
Benefits Department

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

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

7 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 Enroliment

Savings Summary
1 Benefits Information ~

Your First Name Your Last Name

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

e

Savings Summary 0
Savings Contribution Summa Benefits Summary
g Yy rNDTEt “Waived™ means no contrioution. |
Flexible Spending Accounts Type of Benefit Plan Description Coverage or Participation
403(b) Retirement Plans Your vendor will be listed Your contribution amount or "Waived™ will be
SP) e N here, if applicable listed here, if applicable
] Dependents and Beneficiaries v PP
_ _ . Your vendor will be listed Your contribution amount or “Waived™ will be
= Life Events 403(b) Roth Retirement Plans ol e n listad hers, if applicable
[
D 3 P Yourvendorwill be listed Your contribution amount or "Waived” wil be
403B Second Plan

. here, if applicable "
|| PPS Review Accrual Balances listed here, if applicable.
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