How to Access the Employee Portal and Make Changes to Your Account or Benefits

1) Goto the CIS Employee Benefits portal: www.cisbenefits.org
- Once on the page, you can access the employee benefits portal by
o Clicking on the "CLICK HERE TO GET STARTED" link on the right in the teal box
o Scrolling down to the bottom of the page and click the "ENROLL HERE" button
o Clicking on the “Already Enrolled?” box and click on the “click here” link

Your Benefits, Discovered
GET TO KNOW THE CIS DIFFERENCE

Welcome to the new cisbenefits.org. We've transitioned to 3 new enroliment system, 50 When YOu 3CCess It for the first time, you'll need to register and
create your own Lser ID 3nd PIsTWOrD. We're here to Nelp YOU every step of the way.

- Regence BluaCrozz Blue
Sreia
- MDLive
- wse
- Acvantages Dizcounts
- Deta Dental
- Kalzer Permanents
- Wiamette Dental
< EAP - Reliznt Sehavioral
Hezn

New Hires-Getting Started ©

We want your enroiment to be eazy and worry
free. We've created Inziructions o make 1t easy
for you 2o walk trough the enroliment process.

Be ready when
open enroliment
comes.__. register
now!

We've transitioned to 3 new

Wellness ©

Vée're nere to help you m3intain 3 neaithy

weight. eat better, be more active.

ara reduce strezz Dianz and other coverea entties. It
that we cezcribe now your medical Information
may be uzed ana dizciozed - 3z well 32 how you
<an accezz thiz Information.

CLICK HERE TO GET
STARTED

CIS offers a full range of benefits to keep you and your family healthy.

ENROLL HERE

- If you are new to CIS or have not yet created an account in the new system, click on “Register”
o Old Username and Password (prior to July 5, 2017) are not valid for the new system

- Ifyou have already created a User Name and Password in the new system
o Loginandskiptostep7

cis benefits
cisbenefits.org

First time here?

. Register to create your
@ | case sensitive € ¥

user name and password.

Password
(@ Register

Case Sensitiv

Forgot your user name or password?
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http://www.cisbenefits.org/

2) OnlInfo Page

- The Company Key is CIS if does not automatically populate

o Enter Social Security Number
o Enter Date of Birth
- Click Continue

@ Info

Company Key

Cls

Social Security Number

sessssssnee

Date of Birth

Confirm Login

All fields are required.

If you don't already have your Company Key, contact your
benefits administrator.

06/01/1980]

3) Setting up your account

- Create your own User Name, Password, and Security Questions (there are three questions)

o Case Sensitive

- User Name, Password, and Security Questions Answer are all case sensitive

- Click “Continue”

zzzhest

Password

LLLI I Il )

Confirm Password

LLLI I Il )

Security Questions

Security Question *

What is your mother's maiden name?

Security Answer *

| Iionel|

September 11, 2017

Confirm Login

Below you must create a User Name and Password. The
User Name must not centain any spaces and be at least 8
characters long. If the User Name you have chosen is
already in use, you will be instructed to choose a different
one.

The Password must also be at least 8 characters and
contain no spaces. A combination of numbers and letters
is required for your Password. In addition, please select a
security phrase and complete the answer to this question
in the space provided. This will be used if you forget your
password and need assistance in recovering it.

Mote: Your User Name, Password, and Answer to the
Security Phrase are case sensitive. You must enter your
information in the correct case when accessing the site in
the future.
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4) Confirmation page
- Click “Continue”
o Will take you back to the Log in Screen

Confirm

You have successfully registered. Click the "continue” button and enter your new information on the login page.

5) Login with your User Name and Password
- Ifyou have forgotten
o Click on the “Forgot your user name or password?” and follow the prompts.
- Ifyou need assistance, you can contact your employer or CIS Benefits at 1-855-763-3829

First time here?

Register to create your

@ zzzlion
user name and password

Password .
@ Register

ssssssssses

Forgot your user name or password?

6) The following two pages only appear the first time you log into your account
- Agreement for Electronic Enrollment
o To be able to use the online enrollment system, check “Yes"”
o Click “Continue”

Let's Get Started
Getting Started Details

Please read the following information. After you have read the information either accept or decline the agreement by clicking on the appropriate button below. If
you agree, you will be directed to the next step. If you decline, you will be returned to the login page and will have to contact your benefits administrator to enter

the system.

By clicking "Accept” below, | hereby consent to the use of Electronic Signatures as my formal acceptance of all electronic records covered by the Electronic Signature
in Global and National Commerce Act of 2000 (ESIGA) which includes documents, forms, account applications, electronic trade confirmations, statements,
agreements, and prospectuses. | also consent to receive certain employee benefit plan information through electronic media. | understand it may be necessary for
me to infarm the company if my email address changes or if | prefer to receive the communication at a different email address. | also understand that I may
withdraw this cgffsent at any time by completing a similar form stating | ne longer consent to electronic communication. In addition, | understand that | may

request a pagfr version of the electronically furnished documents free of charge if | am unsuccessful at printing the document
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- How do you want to be contacted by CIS or the Insurance Carriers?
o Enter information and select your primary preference

o Click “*Continue”

& Personal Preferences

Please make your personal preferences selection below and click the "Continue” butten

Contact Preferences

Email Address

BandB@disney.com i@} Primary All emails will be sent to this address

Personal Email Address

O Primary

Cell Phone Number

[ optin to Text

L

7) You have successfully created your account and are now viewing your homepage

- Toview or print out a copy of your enrollments
o Click on “Benefit Summary”

- To make changes to your contact information or if you need to report life event

o Click on “Change My Benefits”

- Toreview a message sent to you such as an action request to upload documentation

o Click on "Message Center”

- The Helpful Information section offers helpful hints if you need to make changes

- The Benefits Enrollment & Eligibility Guide

o Covers who is eligible to be enrolled under your coverage
o Covers which Life Events allow changes outside of Open Enrollment
- States the amount of time you have to report the event
- States any documentation required to be submitted to CIS for approval

cis benefifs
@ cisbenefits.org # Home

Welcome to the CIS Benefits Portal!

Please click on the Benefits Enrollment & Eligibility Guide for information on plan selections, dependent
eligibility, documentation requirements and mid-year status changes.

Welcome Lori, to your benefits sitel

m 4

# o

Change My Benefits

Profile Benefit Summary

September 11, 2017

% Message Center

) Hel Reference Center Lori Newsome =
p

elpful Information
» New Hires
¥ Life Events
¥ Demographic & Address Updates

PROBRA & Retiree Benefits

Benefits Enrolime
Eligibility Guide

View Your Benefits Enrollment & Eli,
gibility Guide
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8) To make changes to your contact information or report a life event
- Click on “Change My Benefits”

o If adding dependents to enroll, you will need to provide the following information and
documentation

- Marriage Certificate or Oregon Certificate of Registered Domestic Partnership for a
spouse or domestic partner
- Birth Certificate for Children
- Legal Guardianship — Guardianship/Custody documents issued by a court
- Social Security Number for dependent(s)
o Exception for children under one year of age
- Date of Birth for dependent(s)

- Select Reason For Change
o Click on “Basic Info” for
- Changing your address or other contact information
- To view or update your beneficiaries
o Click on “Life Event” to report and request changes to your benefit enrollments
- Select the applicable event and follow the pages as presented

Reason for Change

Search Reasons for Change

select the reason for change that applies enter the date of the event.

Birtn/Deamn

Beneficlary Update Birth or Adoption

Change of Address Death of Dependent
Dependent Gains Other Coverage
Dependent Loses Other Coverage
Divorce
Employee Galns Other Coverage
Employee Loses Other Coverage
Legal Guardianship

Marrlage
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- You will see a confirmation number when you have completed the Basic Info or Life Event selected
o You can print a copy of your benefit elections by clicking “Print Benefit Summary”
- Click "Home" to go back to your homepage or Click "Logout” to exit
Thank You!

© Transaction Complete - Pending Event Verification 2 Print Benefit summary

Your information has been submitted.

Confirmation Nurt

Select Home to return to your benefits home page or Log Out to end this session.

Thank You 588-78-81-626

< Home / \

9) Remember to complete any action that is required if you received “Action Required” screens
- Asareminder, Message Center and To Do List is on your benefits portal homepage

Action Required

/\ Required Action 1 of 2

Action Required
Pending Dependent Verification .
/\ Required Action 2 of 2

You have made a change to your benefits that requires dependent verification.

YOUR SUPPORTING DOCUMENTATION MUST BE RECEIVED WITHIN 30 DAYS (FROM THE DAY YO

lea I ]
APPROVED. lease complete your EO

MIT THE REQUIRED DOCUMENTATION TODAY!

1. Visit your Message Center. Link is located at the top of you home page.
2. View the "Action Required - Submit Documentation to Verify Eligibility” message
3. Upload a copy of the appropriate documentation to the message by selectin, Upload Do

THE
HARTFORD

cis benefits
cisbenefits.org

chick on the Benefits Enroliment & Engibiie,

Welcome Lori, (O reeihaaalilc <l

naing Dependent Verification

ao

Change My Benefits

Profile Benefit Summary
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