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1. Open http://www.sanantonio.gov/easi to access EASI.
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EMAIL - OUTLOOK WE EMPLOYEE SELF SERVICE (ESS) HANSEN CITRIX ACCESS
Access for employees to Access your important COSA remote access to
— their COSA email accounts Wt Payroll, Leave and Benefit s the Hansen application
information

PASSWORD MANAGEMENT TELECONFERENCE WORKSPACE
Aliows COSA employees to Hold a conference via a COSA remote access for
p— reset their own Windows —_— telephone or network — employees to their COSA

passwords connection in Cisco WebEx applications and virtual
desktops.

2. Select Employee Self Service (ESS).

User ID *
Password *

MOn

Employee Logon Problems? Password Resst
Retires Logon Problems? Contact City of San Antonio Customer Senvice @ 210-207-8888

Access to this system is I:mled to authorized users only. Unautherized access to the system, the unauthorized use of an
account, or the use ofap are criminal offenses under Section 33.02 Texas Penal Code

EASS

3. Log in to the Employee Self Service system.

Overview | History , Back Forward @
- |
Employee Self-Service applications provide you with easy access to information and services for
employees. This page gives you an overview of the entire offering
m rch Working Tim
Search for employees by name and find basic information Record your planned leave
about colleagues and their position in the Cuick Links
company. Record Working Time
Attendance Points R
"-' Payroll Information Personal Information
100 5’ Display your saLary statement. Manage your parsonal Information
Quick Links
i) Ve Fi
QOO Benefits Enrolimeant
ﬁ Agcess the online benefits ment sysiem.
4. Begin Benefits Enrollment by accessing the online benefits enroliment link.
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i
Employee Sell-Service |
Overview | Employee Search | Working Time | Payroll information | Benefits Enrollment
Benefits Enroliment | History , Back
QLI
Detailed Navigation Benefits Enroliment =
= Overview .
[ Additional Information
» O Employes Benefits Link (] Open Enrollment
. f Benefits enroliment EASel covernges for you and yous Eyicevey
Portal Favorites =)0l Pacbnm online Dpan Bholment em and print your enroliment choices ‘
5. Continue into the Enrollment Portal.

m— S — R
iy A City of San Antonio - Benefits Online Enroliment for 2019
Pori Favortes CF-1 Personnel ID Name

Social Security Number

Welcome to 2019 Employee Benefits Open Enroliment for the
City of San Antonio!

Opeen Envoliment begns on October 1, and ends at 1159 pm on October 19, This i B one time of year when you can select of make changes 1o your benefit
thoices. The selections you make during open enfoliment go mio effect on danuary 1, 2018,

TRiough s Pora, you will B 8b 1o

» Make address changes
= Elect to recaive your W-2 electro
* Sell

if you have not done so aveady)

josa your Mililary\Veterar 5
» R pur EutrEnt health care benelits
E ur 219 hoalth care bonafits.

» Continue of rencve
= Print or email your

L covarage for 2016
ation Stat

Changes can be made uril Jpm

19. Contact Human Resources Customer Service at 207-£705 if you have any questons.

6. Review Open Enrollment information and select “Next”.

—
[=——r—

sl

[ ]
R =)
i it City of San Antonio - Benefits Online Enroliment for 2019
Poriad Paveriies L= For any assistance in enrolling, please contact HR Customer Service at (210) 207-8705,

Personnel ID

Name Social !Kui HNumber

Revew your curent Banefits
Enroll in your 2019 Benedil Plans

Vierw Vo Cumment 2015 Baneits

Envollin 2015 Basalts

7. Click “Enroll in 2019 Benefits”.

Tt L B

[Ty T—

I::.."......._ City of San Antonio - Benefits Online Enrollment for 2019
prumermerer e For any assistance in sneolling. phase contact HR Customer Service it (210) 2074705
8. Confirm your current address and phone number, or make corrections as needed.
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ins .
[T — = Benefits Encoliment =
epai City of San Antonio - Benefits Online Enroliment for 2019
[e— il = For any assistance in anronlng. P‘MM contact HR Customer Service at (210) 207-8705.
Personnel ID

Social Security Number

| ehoose to retreve my 2018 W,
| ehoose NOT 1o refrieve my 2018 W.2 slecironicaly

9. Designate your preferred method of receiving your W-2 for 2019.

] Weiome COMA_MSOPIT bl w
S R R e e

[Ty ——

i " ey, 2
L — = Bessfits Encoliment =]
e City of San Antonio - Benefits Online Enroliment for 2019

[T e— Ol =i For any assistance in enrolling, please contact HR Customer Service at (210) 207-8705

Personnel ID Name

Social fecurity Number

Military/Veteran Status

ty USA, e City of San Antoro takes orest prde in the military contributions of our City smployees. Ploase dentity for us f you are & curmen of
of the US Ammed Forces

n order to confinue, you mist first indcal

e your MilaryVeteran status. Click on the bution below, and the MiltaryVeteran screen will appear You must make a
salection, chck “Save’ and then chck on “Ext™

ot

ik 1o Update Mikary Vawean Saaa

[Ty Exd

Continua with Benafits Enmoliment Exit Bonalits Enalimant

10. Designate your Military/Veteran status.

|| Employee Seif-Service
Overview | Employee Search | Working Time | Payroll iformation | Personal information |  Benefits Enroliment

Benefits Enroliment

= 2 History ,  Back =]
Detailed Navigation = Benefits Enroliment ==
I s City of San Antonio - Benefits Online Enrollment for 2019 -
* O Empioyws Benefits Links For any assistance in enrolling, please contact HR Customer Service at (210) 207-8705.
Portal Favorites = O

Personnel ID Name Social sacurli Number
Medical |nsurance

My Election for Medical Plan
0 Mone

& Citimed Fire

Select

Dependent(s) to be Relation Birth Date

Covered
(]
O
Coverage:Employee Only Deduction per Paycheck: 50 00
|
Next=> | | Exit 1

| “Continue with Benefits Enroliment. Exil-Do Not Save Changes

11. Select your health insurance plans. Employees must select their dependents for coverage in
2019. Please select your eligible dependents for coverage before proceeding with enrollment. If you
do not select your dependents they will not have coverage in 2019. To add dependents, contact
Human Resources Customer Service at (210) 207-8705 or AskHR@sanantonio.gov.
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' Welcome COSA_SHOPOZ

EENsARd

Employes Self-Service
Overview | Employee Search | WorkingTime | Payrol Information | Personal Information | Benefits Enroliment

Benefits Enroliment | Hismoey , Back Ferward [E]
Jfeg A

Detailed Navigation [T] | Benefits Enroliment Eo
s S s City of San Antonio - Benefits Online Enrollment for 2019 r

. pe— Forany assistance in enrolling, please contact HR Customer Service at (210) 207-8705.
Portal Favorites Eo

Personnel ID

Name

Below is a summary of your benefits for 2019. Flease review and check the boxes in each section,
if correct. Click next to continue after all boxes have been checked, or click back to make corrections.

Social Security Number

Plan Name

CitiMed Fire
o\ Coverage:Employee Only

Deduction per Paycheck: 5000
My Medical Selections are
" Correct

Estimated Total Deduction per Paycheck:
$0.00

Weicome COSA_SHOPO2
| Employee Self-Service

Log.of I'v.!',r
Overview | Enployee Search | WorkingTime | Payrollinformation | Personal Information | Benefits Enroliment
Benefits Enroliment | History , Back Femard [
Detailed Navigation [=]  Benefits Enroliment EE
s O City of San Antonio - Benefits Online Enrollment for 2019
R —r Forany assistance in enrolling, please contact HR Customer Service at (210) 207-8705.
avorites =4 0]

Personnel ID

Name

Social Secui' Number

Below is a summary of your benefits for 2019. Please review and check the boxes in each section,
if correct. Click next to continue after all boxes have been checked, or click back to make corrections.

re
A\ Coverage:Employee Only

Deduction per Paycheck: 5000
My Medical Selections are
¥ Correct

Estimated Total Deduction per Paycheck:
$0.00

Above is a summary of your benefits for 2019. Please review and check the boxes in each section,
if correct. Click next to continue after all boxes have been checked, or click back to make corrections.

Return to Plan Selection Page to Revise Selections. Continue with Benefits Enrollment.  Exit-Do Not Save Changes.

12. Confirm your health insurance elections by reviewing the selections and checking the box for
each section.
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Welcome COSA_SHOPOZ lonct W

Employee Self-Service

Overview | Employese Search | Wocking Time | Payroll Information | Personal information | Benefits Enoliment

| Benefits Enroliment | Matory , Back Foard [S]
Detailed Navigation =]  Benefits Enroliment ) - ) EE
T City of San Antonio - Benefits Online Enrollment for 2019 -
+ [ Empioyes Bensfizs Lisks For any assistance in enrolling, please contact HR Customer Service at (210) 207-8705.

Portal Favorites = Personnel ID Name Social Security Number
I |

Below is a final summary of your benefits for 2019. Please review one
more time, then click next to continue or back to make corrections.

CitiMed Fire Employee Only $0.00
Total Deduction per Paycheck
o0
Estimated Annual Cost
$300
==

Return to Plan Selection Page to Revise Selections. Continue with Benefits Enrollment.  Exit-Do Not Save Changes

13. Confirm your health insurance plans and coverage level.

Detailed Navigation =|  Benefits Enroliment s = EIE
+ Overview City of San Antonio - Benefits Online Enrollment for 2019 -
» (3 Employes Banfts Links For any assistance in enrolling, please contact HR Customer Service at (210) 207-8705.

Portal Favorites =0

Personnel ID Nam l.‘iocial Security Number
E— S SRR

| have read the Collective Bargaining Agreement explaining the City of San Antonio Benefits Program. | hereby make my
election of benefits for 2019 and understand that my election cannot be changed absent a qualifying life event once this form is
received by the Employee Benefits Division. A qualifying life event change may only be made within 31 days of a qualifying life
event. (i.e., newborn, mamage, divorce, death, elc.)

| swear or affirm that the information | have provided above for the purpose of receiving health benefit coverage is true and
correct; and | understand that knowingly prowiding false information may result in loss of coverage, discipline, and criminal
prosecution

You must check the box here to certify your benefits selection:
[ | agree with the 2019 benefits selections and/cr dependent information
Enter your name as it appears on the top of this page to certify enrollment:

B «Ba:_klcSe_lﬂ:hEbs ] [Firish Enrlments | - _Em N
‘Return to Plan Selections| bage Any benefit selections made will NOT be saved.
14. Complete the acknowledgement of benefits to complete your enroliment. You will not be

able to finish enrollment until this section is complete.

City of San Antonio - Benefits Online Enroliment for 2019

For any in enrolling, please Customer Service at (210) 207-8705.
Personnel ID Hame Social Sacurity Numter
]
To recene your Banefits Confirmaton Farm Dy email, enter your emad address and click on the Send Email button
Entor email address
Serd Emal
To view and prng your Benefts Confmabon Foem Chok on e butlon below
Prd Banades Conbimatan Fom
15. Print and/or email your confirmation forms for your personal records. Check it to ensure

accuracy and all required dependents are listed.
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