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To begin, go to the
Hofstra University Portal
https://my.hofstra.edu

Interested in fnding out more? Cick on one of the sudence graphics beiow for o 2 meate
ntroduction to what you'l find in the Hofstra Portal

Enter your username and
password and click on the
login button.
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Virtual Suggestion Box

We've Moved!

The virtual suggestion box has moved! You can now click on the 'feedback’ icon *‘% in the icon bar at the top of
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Navigate to the Employee Services Menu and click on
Benefits and Deductions
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You may be presented with the
Campus Alert Notification Network
(CANN) screen. Fill in any missing
information, or confirm information
you previously entered and scroll to
the bottom to Confirm and Submit.

You will receive a confirmation and can
continue by clicking on the Employee
tab.
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Campus Alert Notification Networl

@ wielcome to the Campus slart Notification Network (CANN) wob page. You have baon re-directad to this web page for the purpose of entering or L
personal contact informatson in order to alert you during an emerge CANN is Hofstra's system of communicatng information during an emergent
CANN will be activated during weather Jancies, of campus activities or crisis si . elick hera far furthar information.

Official Hofstra Email record

‘J‘:‘ The email account listed above is the primary email address used by Hofstra University to contact you. [f you would like to be reached at an alterry
please forward your Hofstra emall account to that address. Students click here for instructions. Employess click hare for instnsctions

\__k Wwe do not have your personal telephone contact information. Please enter your cell phone number or whatever number is the best way
vyou,

Use primary telephone to receive a VOICE message. We recommend that this be your cell phone rumber, if you carry one.
Your emergency contact information - Indicates a required field : ¥

Telephone (Enter Numbers only) Area Code  Number

Cell or Primary #

G 1 you would Bke to recuive a TEXT message in addition to a veice messagu, please enter the area code and cell phone number below,

send text message to: Cell Phone Area Code Number
Cell Phone (Enter Numbers only )

By clicking the button below, | am confirming that my personal Emergency Contact Informatlon listed above Is correct.

Confirm and Submit
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[] Your persanal contact information has been saved.
You may now proceed by clicking on the tabs above.
Official Hofstra Email record
2 e proail account sted above s the pamary emal sddoess wsed by Hofstea University bo contact yow. I you would ke to be wd b an alters

please forward your Hofstra email account to that addre:

. Students click here for instructions, Employees click here for instru
Your emergency contact Infermation - Indicates a required fleld : #

Telephone {Enter Numbers only) Area Code  Number
Cell or Primary %

G2 11 you would liker to mcen o TEXT message m addition 10 3 voice missagqe, please enter the aea codi and coll phoni: numbor below.

Send Lext message Lo Cell Phone Arca Code Mumber
Cell Fhane (Enter Numbers only)
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Home = Employee Senices = Benefits and Deductions

Click on Benefits Enrollment

Student Services Financial Aid Services Employee Senices Personal Services

A‘ Pay Information w Tax Forms Leave Balance
®  Dependent Information m  Benefit Summary m  Benefits Enrollment
Conflict of Interest Salary Planner -

Click on Open Enrollment
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P click the Qpen Enrollment link to beagin the annual open enrollment process. You may click on Retirement Plan, Health Benefits

) ] or Flexible Spending Accounts to see a summary of your elections for the current year.
=| Directories

Retirement Plan

Health Benefits

Flexible Spending Accounts
Open Enrolliment

=] Library
Home
Heofstra Online
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(i) This page begins the online open enrcllment process. If applicable, from here you will be ahle to make the following changes to your benefits:

Change medical plans

Change coverage level (individual to family or family to individual)
Enrollin health care flexible =pending

Enrollin dependent care flexible =pending

Enroll or change your elections for the commuter transit benefit
Change pension investment companies for your basic or voluntary plan
Change your contribution to the voluntary pension plan

Onece you begin open enrollment you will 2ee your current elections in the Retirement, Health and Flexible Spending groups. Remember that you are not required to make a new
medical, transit or penzion plan election as these will automaticalty rollover to the next plan vear. However, if vou wigh to participate in health care flexible =pending or dependent
care flexible =pending, vou MUST make a new election for the upcoeming plan yvear.

To begin, click the Start Open Enreliment butten, or if vou previously started the open enrollment process and wizh to make further changes, click the Restart Open Enrcliment
buttan.

When you have completed your elections, you MUST come kack to this page and click “Confirm Elections* to sulrmit your changes. If you do not click
“Confirm Elections" the transaction will not be saved. You will receive a confirmation email if your elections were properly submitted. Failure to receive a
confirmation email will indicate that you did not “Confirm Elections", To correct this, come back tfo this page and click “Confirm Elections”,

Please click here to visit the Open Enrollment Webk Page for additional information including step-by-step instructions for making your onling benefit slections. Click here to email
your questions regarding open enrcliment.

Select the benefit group you wish to change — Retirement, Health or Flexible Spending. On the next page you wil =ee the plan options that are available to you in that group.

T understand that my confirmation of elections on this form authorizes Hofstra University to make any necessary deductions from my pay through payroll
daduction.

Open Enrollment Start Date: Cct 17, 2011
Open Enrollment End Date: Mov 11, 2011
Benefits Effective Date: lan 01, 2012

S I Click the Start Open Enroliment
Retirement Mo choices made in this group. button to begin the process. Note:
Health Mo choices made in this group. You will only see the “Start Open
Flex Spending Mo choices made in this group. EnroIIment” button When you fl rst
start the process.

Start Open Enrollment




(i) This page begins the online open enrcllment process. If applicable, from here you will be ahle to make the following changes to your benefits:

Change medical plans

Change coverage level (individual to family or family to individual)
Enrollin health care flexible =pending

Enrollin dependent care flexible =pending

Enroll or change your elections for the commuter transit benefit
Change pension investment companies for your basic or voluntary plan
Change your contribution to the voluntary pension plan

Onece you begin open enrollment you will 2ee your current elections in the Retirement, Health and Flexible Spending groups. Remember that you are not required to make a new
medical, transit or penzion plan election as these will automaticalty rollover to the next plan vear. However, if vou wigh to participate in health care flexible =pending or dependent
care flexible =pending, vou MUST make a new election for the upcoeming plan yvear.

To begin, click the Start Open Enreliment butten, or if vou previously started the open enrollment process and wizh to make further changes, click the Restart Open Enrcliment
buttan.

When you have completed your elections, you MUST come kack to this page and click “Confirm Elections* to sulrmit your changes. If you do not click
“Confirm Elections" the transaction will not be saved. You will receive a confirmation email if your elections were properly submitted. Failure to receive a
confirmation email will indicate that you did not “Confirm Elections", To correct this, come back tfo this page and click “Confirm Elections”,

Please click here to visit the Open Enrollment Webk Page for additional information including step-by-step instructions for making your onling benefit slections. Click here to email
your questions regarding open enrcliment.

Select the benefit group you wish to change — Retirement, Health or Flexible Spending. On the next page you wil =ee the plan options that are available to you in that group.
T understand that my confirmation of elections on this form authorizes Hofstra University to make any necessary deductions from my pay through payroll
daduction.

Open Enrollment Start Date: Cct 17, 2011
Open Enrollment End Date: Mov 11, 2011
Benefits Effective Date: lan 01, 2012

Group Benefits Status

Click directly on the Flex
Retirernent Basic:TIAA-CREF 403b is your current ele Spend | ng Iln k tO VIEW the
Voluntary: TIAA-CREF SRA is you . .
Optional Dental § current election. |nf0rmat|on .

alver is your current election.

Health

Flex Spending choices made in this group.



\_j,/ The RESTART button will reset your changes back to current values.

You must click the Return to Open Enrollment Summary link at the bottom of this page and then click Confirm Elections® for your transactions to be saved.

¥ FLEX SPENDING AND TRANSIT

If you currently participate in flex medical and/or dependent care and wish to participate in the coming year, YOU MUST RE-ELECT the plan by clicking an the
link for each and entering the ANNUAL AMOUNT of your contribution. Follow the additional instructions on the next screen.

Transit and parking do rollover to the next year, so you should click the plan link GRLY if you wish to change the amount of your contribution or to begin
participation in a plan. To end paricipation in a transit or parking plan, click on the link for the plan and follow the instructions on the next screen.

TO a d d Toview an updated list of commanly accepted flex medical expenses, click here.
)
Flex Spending Group
change or
Flex Dependent You have not selected this benefit deduction.
end a

Flex Medical You have not selected this benefit deduction.
cove rage; Transit Benefit Pre Tax You have not selected this benefit deduction.
Cl |Ck on Farking Benefit Pre-Tax You have not selected this benefit deduction.

the link
for the

title of Note:
coverage. Flex Medical and Flex Dependent Care do not

rollover and must be reelected

Transit elections automatically rollover and
will continue with current status unless
changes are made.




Flex Medical and Flex Dependent
Enter only the annual amount up to the maximum amount allowed for each flex

spending plan you would like to participate in. The amount per pay contribution
will be automatically calculated.

#* - indicates 2 required field.

Flex Medical

#* - indicates a required fisld.

Flex Dependent
Deduction Effective as of: Jan 01, 2012 Deduction Effective as of: Jan 01, 2012
Per Pay Contribution: Per Pay Contribution:
< Annual Limit $§12,000:% > (Annum Limit §5,000:% >

Click Add choice and you will see the per pay contribution.




Transit Benefits
Enter only the annual amount up to the maximum amount allowed for each transit
plan you would like to participate in. The amount per pay contribution will be
automatically calculated.

¥ - indicates = required field. * - indicates a required field.

Transit Benefit Pre Tax Parking Benefit Pre-Tax
Deduction Effective as of: lan 01, 2012 Deduction Effective as of: Jan 01, 2012
Per Pay Contribution: Per Pay Contribution:

<_anpual Max Contribution §2,760:% I <__Annual Max Contribution $2,760:% I

If this is the first time you are enrolling in this benefit, click the Add
Choice and you will see the per pay contribution.

If you already contribute and would like to change your contribution, enter
the new annual amount and click the Submit button. The new amount
per pay will automatically be calculated. You will only see this button if you
currently have the benefit.

If you already contribute and would like to end your benefit, click the Stop
Benefit button. You will only see this button if you currently have the
benefit.




q_}‘ The RESTART hutton will reset your changes back to current values.

You must click the Return to Open Enrollment Summary link at the bottom of this page and then click Confirm Elections® for your transactions to be saved.

¥ FLEX SPENDING AND TRANSIT

[fyou currently participate in flex medical andfor dependent care and wish to participate in the coming year, YOL MUST RE-ELECT the plan by clicking on the
link for each and entering the ANMUAL AMOUNT of your contribution. Follow the additional instructions on the next screen.

Transit and parking do rallover to the next year, o you should click the plan link OMLY if you wish to change the amount of your contribution ar to begin
participation in a plan. To end participation in a transit ar parking plan, click on the link for the plan and follow the instructions on the nest screen.

Taview an updated list of commaonly accepted flex medical expenses, click here.

Flex Spending Group
New
Flex Dependent You have asked to start this benefit in the new year. Per Pay Contribution A | Limit $5,000
' & - ey Contotn s coverage
| » displays
Flex Medical You have asked to start this benefit in the new year. Per Pay Contribution AnnuaTTTTT$+5m654 .
104.17 2,500.00 start
[ J
Transit Benefit Pre Tax is your current election. o —pPErPSy Contribution Annual Max Contribution $2, 764 Change
70.00 2,760.00 (CU rrent
Parking Benefit Pre-Tax You have asked to terminate this benefit in the new year. per Pay Contribution Annual Max Contribution $2,76( election)
<< B - L0000 00 .
eterminate

You must click the Open Enrollment Summary and then
Retur to Open Enollment Summary click “Confirm Elections* for your transactions to be saved.




C_Pi:,) This page begins the online open enrollment process. If applicable, from here you will e able to make the following changes to your benefits:

Change medical plans

Change coverage level (individual to famity or family to individual}
Enrollin health care flexible =pending

Enrollin dependent care flexible =pending

Enrell or change your elections for the commuter transit benefit
Change penzion investment companies for vour bazic or voluntary plan
Change your contribution to the voluntary penszien plan

Once yvou begin open enrcliment vou will 2ee yvour current electionz in the Retirement, Health and Flexible Spending groups. Remember that vou are not required to make a new
medical, trangit or pension plan election as these will autematically rellover to the next plan year. However, if yvou wigh to participate in health care flexible spending or dependent
care flexible 2pending, vou MUST make a new election for the upceming plan vear.

To begin, click the Start Open Enrollment button, or if vou previously =tarted the open enroliment process and wizh to make further changes, click the Restart Open Enroliment
button.

When you have completed your elections, you MUST come back to this page and click “Confirm Elections®" to sulrmit your changes. If you do not click
“Confirm Elections” the transaction will not be saved. You will receive a confirmation email if your elections were properly submitted, Failure to receive a

confirmation email will indicate that you did not “Confirm Elections". To correct this, come back to this page and click “Confirm Elections".

Please click here to vizit the Open Enrcliment Web Page for additional infermation including step-by-step instructions for making vour enling benefit elections. Click here to email
vour questions regarding cpen enrcliment.

Select the benefit group you wizh to change — Retirement, Heatth or Flexible Spending. On the next page yvou will 2ee the plan optionz that are available to vou in that group.

I understand that my confirmation of elections on this form authorizes Hofstra University to make any necessary deductions from my pay through payroll
deduction.

Open Enrollment Start Date: Oct 17, 2011

If you are making Health or Retirement changes,
Open Enrollment End Date: MNov 11, 2011 . . “ .
Benefits Effective Date: Jan 01, 2012 please do SO before C“Cklng Conflrm
Group Benefits Status E|eCtI0nS*" 3

Retirement Basic: TIAA-CREF 403b is yvour current election.
Voluntary: TIAA-CREF TDA is vour current election.

Health EPO-In Network with pharmacy, dental and vision is your current election.

Flex Spending Flex Medical will be started in the new year.

Flex Dependent will be started in the new ved

Transit Benefit Pre Tax is your current electiunr.once all Changes are made, you must click
Parking Benefit Pre-Tax will be terminated. “ Confirm EleCtionS*” tO Smeit your ChangeS. |f
you do not, the transactions will not be saved.

Confirm Elections*® Hestart Cancel




(;i;) This page begins the online open enroliment process. If applicable, from here you will be able to make the following changes to vour benefits:

# Change medical plans

# Change coverage level (individual to family or family to individual)

# Enrollin health care flexible spending

@ Enrollin dependent care flexible =pending

# Enroll or change your elections for the commuter transit benefit

# Change pengion investment companiez for your basic or veluntary plan
# Change your contribution to the veluntary penzion plan

Once vou begin open enroliment you will 2ee vour current elections in the Retirement, Health and Flexible Spending groups. Remember that vou are not required to make a new
medical, transit or pension plan election as these will automatically rollover to the next plan year. Howevwer, if you wish to participate in health care flexible =pending or dependent
care flexible =pending, vou MUST make a new election for the upcoming plan year.

To begin, click the Start Open Enreliment butten, or if vou previously started the open enroliment process and wish to make further changes, click the Restart Open Enrcliment
butten.

When you have completed your elections, you MUST come back to this page and click “Confirm Elections®™ to submit your changes. If you do not click
“Confirm Elections” the transaction will not be saved. You will receive a confirmation email if your elections were properly submitted. Failure to receive a

confirmation email will indicate that you did not “Confirm Elections". To correct this, come back to this page and click “Confirm Elections”,

Pleaze click here to vizit the Open Enrcliment Web Page for additional information including step-by-step instructions for making your onling benefit elections. Click here to email
yvour questions regarding open enrclimsnt.

Select the benefit group you wish to change — Retirement, Health or Flexible Spending. On the next page you will 2ee the plan optiens that are available to you in that group.

I understand that my confirmation of elections on this form authorizes Hofstra University to make any necessary deductions from my pay through payroll
deduction.

Open Enrollment Start Date: Oct 17, 2011

Open Enrollment End Date: MNov 11, 2011 CongratUIatlonS' YOU have JUSt
Benefits Effective Date: lan 01, 2012 completed Online Open
Group Benefits Status Enrollment and will receive a

Retirement Basic: TI&AA-CREF 403b is vour current election.

Voluntary: TIAA-CREF TDA is vour current election. Confil’matiOn email. YOU may
Health EPO-In Network with pharmacy, dental and vision is vour current electian. make Changes unt” the Open

Flex Spending Flex Medical will be started in the new year.
Flex Dependent will be started in the new year. EnrOIIment end date by

Transit Benefit Pre Tax is your current election.

Parking Benefit Pre-Tax will be terminated. Cllelng on Reopen Open

Enrollment.




Getting Help

If you have any questions, you can contact us via e-mail at
OpenEnrollment@hofstra.edu

If you cannot confirm elections and receive one of the errors below, perform the associated

action

Error:

Action:

Error:

Action:

Error:

Action:

Correct the problems listed in the Benefits Status column before continuing
You will see a Restart Button

If you have already confirmed elections, you do not need to do anything

If you have not yet confirmed elections, you must restart the affected group and
renter your elections

You cannot confirm elections if you didn't choose basic health plan or
health waiver.

You cannot confirm elections if you didn’t choose basic health plan or health
waiver. You must click on the Health Group and elect a Health Plan or Health
Waiver

You cannot confirm elections if you didn’t choose basic retirement plan
You must click on the Retirement Group and elect a Basic: Retirement Plan
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