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L O g g i n g I n NEVADA PUBLIC EMPLOYEES’ BENEFITS PROGRAM

Go tohttp://pebpdashboard.hroffice.com

To loginto the administrator website, you will need to enter the Agent
ID and password assigned to you.

MORNEAU /) :
SHEPELL@ Ariel

Agent ID: Need Help'?
‘ test106@106test.com) ’ Call Nick for password reset issues at extension 21038.
P ord:

---------

Privacy | Terms of Use | Accessibiliy

I (©) 1996-2020 Morneau Shepell Ltd
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NEVADA PUBLIC EMPLOYEES’ BENEFITS PROGRAM

Left Rail Navigation Menu

Theleft rail navigation mentiststhe toolsyouhave access to.

Each tool is represented by an icon.

Iy ~
(81 users@nshe.com

(¥  Public Employees’ Benefits Program
& My Work
(% Add Participant

Eﬁ Add a new hire in your agency to the PEBP plan.

Add a new hire

Simply hover over the rail to see the names of the tools.

(0 o
($Y) users@nshe.com ~

(¥ Public Employees’ Benefits Program

I:j @ My Work

-
2o Search Member

% Add Participant

ﬁ Member Change History
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NEVADA PUBLIC EMPLOYEES’ BENEFITS PROGRAM

Left Rail Navigation Menu Detalls

My Work is your home page. From here you have quick access to certain
features and dashboards. At this point the Add Participant feature is
displayed.

‘ = My Work
- [% Add Participant

EEB Add a new hire in your agency to the PEBP plan.
. Add a new hire

Search Membewill take you to the search page where you can search
for the participant you would like to view or update.

Public Employees' Benefits Program

Yes | No

e
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L eft R al I N aV| g atl O n M e n u D etal | S NEVADA PUBLIC EMPLOYEES’ BENEFITS PROGRAM

Add Participantis where yougowhenyouwant to add someoneto your

agencywhetherit isa newhire or youwant to initiate a transferfor a
memberthat iswith anotheragency
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NEVADA PUBLIC EMPLOYEES' BENEFITS PROGRAM

Left Rail Navigation Menu Detalls

Member Change Historglisplays all online submissions for the
agency(syou have access to.

(¥ Public Employees' Benefits Program (@ 106rep@pebp.com ~

= B Member Change History  a rideform

'SQ Last Name: ¥ First Name: % Participant S5N: Submission Date: % Enter by:
g@ MORNEAU TEST 11/11/2019 - 02/11/2020
Participant [ SSN [ Change Type | Submission Date | Effective Date | Entered by |
Morneau, Test £ 710 TRANSFER Feb 11, 2020 10:08:38 AM Feb 1, 2020 12:00:00 AM 106REP@PEBP.COM
Morneau, Test *=EEE+0001 STATUSCHANGE Fel 11, 2020 9:44:53 AM Feb 1, 2020 12:00:00 AM 106REP@PEBP.COM
Morneauupdate, Testupdate kikE] 02 EDIT Feb 11, 2020 8:33:44 AM Feb 1, 2020 12:00:00 AM 106REP@PEBP.COM
40

[ - | Page Size:
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Toviewl t F NIAOALI yiQa LINRT
aStSOou GKFdG YSY 2
employment information.

G asSl ND
G t NRTFA

> Public EmrﬂoyeesI Benefits Program SL Member: Morneau, Testm ~ () Unselect (& 106rep@pebp.com ~

& Participant Profile

3t
o Update Participant
@ Name:  Morneau, Test M Home Phone:  222.222.2222 SSN:  wakRq102
—
=] Employee ID: 118158 Work Phone:  111-111-1111 Date Of Hire:  Aug 15, 2019
Birth Date:  Jun 20, 1978 Mobile Phone:  333-333-3333 Employee Group: STATE
Gender: Male Other Phone: - Employment Basis: FULLTIME
Home Address: 1 ST Unit 1 Benefit Admin  Legislative Counsel Bureau Work Status: ~ Active
LAS VEGAS, NV Group:
89401 State/Prov. Of Ny Cost Center: -
Work:

E-mail Address:  test@gmail.com

This is also the screen where you have access to update the member by clicking on the Update
Participant button in the right corner of the profile.
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NEVADA PUBLIC EMPLOYEES’ BENEFITS PROGRAM

Update Participantc Demographic Change

¥ Public Employees’ Benefits Program SL Member: Morneau, TestM ~ (%) Unselect (@) 106rep@pebp.com -

Log into the Admin Portasearch for a % Participant Profile
participant and ganto Participant Profile. .
Click on Update Participant button.

Update Participant

e
© Name:  Morneau, Test M Home Phone:  222.222-2222 SSN:  wwwex] 102

&)

Employee(D: 118158 WorkPhone: 1111111111 Date OfHire:  Aug 15, 2019
Birth Date:  Jun 20, 1978 Mobile Phone: ~ 333-333-3333 Employee Group:  STATE
Gender: Male Other Phone: - Employment Basis:  FULLTIME
Home Address: 15T Unit1 Benefit Admin  Legislative Counsel Bureau Work Status:  Active
LAS VEGAS, NV Group:
89401 State/Prov.OF NV Cost Center: -
Work:

E-mail Address:  test@gmail.com

£, Edit Participar

Prtsonalinfoimation

Update any demographic fields. Basic e
validations are in place for mandatory e
fields and formatting where applicable. —

Maling Address.

Confidentialg Not for Distribution e e MOR N EAU O 9
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Update Participantc Demographic Change

Edit Participant Review *
Are you sure you want to modify information for this participant?
Orginal value New Value
Effective Date - Feb 1. 2020
. . . - Personal Information
Click on Continue and the Edit Participant ssN w1102 wrent 10
- - - - Last Name Morneau Morneauupdate
Review window will pop up with a middle Inita M M
H First Name Test Testupdate
summary of the changes being made Gender . M
H H H Date of Birth Jun 20, 1978 Jun 20, 1980
highlighted in red. o v
Employment Information
H H Date of Hire Aug 15, 2019 Aug 15,2019
CIICk On Save to Contlnue 106 - Legislative Counsel 106 - Legislative Counsel
Pay Center
Bureau Bureau
en 106_106 - Legislative Counsel 106_106 - Legislative Counsel
Agency Bureau Bureau
Employment Status Active Active
Mailing Address
Address 1 15T 1 ST update
Address 2 unit 1 Unit 1 update
City LAS VEGAS RENO
State of Residence NV NV
ZIP Code 89401 89000
Country us us
Telephone
Work Phone M1-111-111 444-444-4444
Home Phone 222-222-2222 555-555-5555
Mobile Phone 333-333-3333 666-666-6666
Preferred Phone Number W H
Email
Email Address test@gmail.com update@gmail.com

Confidentialg Not for Distribution MOR N EAU \
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Update Participantc Demographic Change

Success

A message will appear letting you know
your changes were successfully
submitted. Click on Continue to dismiss
the message.

¥ Public Employees’ Benefits Program

&

8%, Search Member

First Name

To confirm the new data is available to |-
view, search for the Participant and acce .

You change was sent successfully, it may take up to 5 minutes to take effect.

the Participant Profile. R -

NEVADA PUBLIC EMPLOYEES’ BENEFITS PROGRAM

¥ Filter
Sex,
Relation
Birth
Actions / Type Neme e ssN Status Division Date
{L profile Momesuupdate, Testupdate.., 118158 e 1102 Active 106 - Lagistative Counsel Bur,.. -
. . )
(v Public Employees’ Benefits Program SL Member: Morneauupdate, Testupdate M~ (38) Unselect (D 106rep@pebp.com ~
8 g o :
Ly Pa rt|C|pa nt Profile mor neauupdate, Testupdate M
.
L% Neame:  Morneauupdate, Testupdate M Home Phone:  555.555.5555. SSN:  RwEAA- 1102
Employee ID: 118158 Work Phone:  444-444-4444 Date Of Hire:  Aug 15, 2019
Birth Date: | Jun 20, 1980 Mabile Phone:  666-666-6666 Employee Group:  STATE
Gender: Male Other Phone: - Employment Basis:  FULLTIME
Home Address: 1 ST update Unit 1 update Benefit Admin  Legislative Counsel Bureau Work Status: ~ Active

RENO, NV
89000

E-mail Address: update@gmail.com

Group:

State/Prov.Of NV
Work:

CostCenter: .
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Update Participantc Employment Status Changé

Log into the Admin Portasearch for a
Participant and ganto Participant
Profile. Click on Update Participant
button.

Update the employment status field to
your desired selection and then click
Continue.

Confidentialg Not for Distribution
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Public Employees' Benefits Program L wmember: Momeau, Testm~  (9) unselect

& Participant Profile Morneau, Test m

P

NEVADA PUBLIC EMPLOYEES’ BENEFITS PROGRAM

(& 106rep@pebp.com ~

—

Name:

Employee ID:

Birth D:

Gender:

Home Address:

E-mail Address:

Morneau, Test M

118159

ate:Jun 20, 1978

Male

15T Unit1
LAS VEGAS, NV
89401

test@gmail.com

Home Phone:  222-222-2222
Work Phone:  111-111-1111
Mobile Phone:  333-333-3333
Other Phone: -

BeneficAdmin  Legislative Counsel Bureau
Group:

State/Prov.Of NV
Work:

SSN: ki 0001
e Of Hire:  Aug 15, 2019

e Group:  STATE

FULLTIME

Work Status:  Active

Mobile Phone:

Preferred Phane
Number:

*  Nevada

+ W-WorkPhone

*  08/15/2019 B
* | 106- Legislative Counsel Bureau[]

Rl cave of Absence w/o Pa v| ‘

* st

Unit 1

¥ LASVEGAS

[

* 89401

*  United States =

*omamam

2222222322

333-333-3333

[<

test@gmall.com
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Update Participantg Employment Status

Change

The Edit Participant Review window will
pop up with a summary of the changes
being made highlighted in red.

Click on Save to continue and a message

will appear letting you know your changes """

were successfully submitted. Click on
Continue to dismiss the message.

Edit Participant Review

Are you sure you want to medify information for this participant?

Orginal Value New Value
Effective Date - Feb 1,2020
Personal Information
SSN R 0001 RN 0001
Last Name Morneau Morneau
Middle Initial M M
First Name Test Test
Gender M M
Date of Birth Jun 20, 1978 Jun 20, 1978
Suffix Mr Mr
Employment Information
Date of Hire Aug 15,2019 Aug 15,2019
106 - Legislative Counsel 106 - Legislative Counsel
Pay Center
Bureau Bureau
Agency 106_106 - Legislative Counsel 106_106 - Legislative Counsel
Bureau Bureau
Employment Status Active Leave of Absence w/o Pay
Mailing Address
Address 1 15T 15T
Address 2 Unit 1 Unit 1
City LAS VEGAS LAS VEGAS
State of Residence NV NV
ZIP Code 89401 89401
Country us us

Telephone

Work Phone 111111111
Home Phone 222-222-2222
Mobile Phone 333-333-3333

Preferred Phone Number W

Email

Email Address test@gmail.com

1M1-111-111
222-222-2222
333-333-3333
w

test@gmail.com

Your changes are being processed and may need a PEBP Administrator to review.
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Update Participantg Employment Status

Change

NE:P

NEVADA PUBLIC EMPLOYEES' BENEFITS PROGRAM

To confirm the new data is available to view, search for the Participant and access the Participant Profile.

&
&,
&
o

Public Employees' Benefits Program  f4 member: Morneau, Testm - () unselect

ﬁ Participant Profile Morneau, Test M

@ 106rep@pebp.com «

Name:
Employee ID:
Birth Date:
Gender:

Home Address:

E-mail Address:

Morneau, Test M
118159

Jun 20, 1978
Male

1 ST Unit 1
LAS VEGAS, NV
89401

test@gmail.com

Home Phone:

Work Phone:

Mobile Phone:

222-222-2222

111-111-1111

333-333-3333

Other Phone: -

Benefit Admin
Group:
State/Prov. Of
Work:

Legislative Counsel Bureau

NV

SSN:
Date Of Hire:
Employee Group:

Employment Basis:

HRFFFQO0]
Aug 15, 2019
STATE

FULLTIME

Work Status:

Leave of Absence w/o Pay

Cost Center: -
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Add Participantg New Participant without ' E 'P
p reV| ous State E m p I Oym e nt NEVADA PUBLIC EMPLOYEES' BENEFITS PROGRAM

®

Log |nt0 the Adm|n Portand |; Public Employees' Benefits Program
Se|eCt Add a hew h”‘e . 8 My Work

N LR —
[ % Add Participant
a
Add a new hire in your agency to the PEBP plan.

2

B L

Ss Add Participant

Fill in all the required e o _
information. All fields witha
red asterisk are mandatory. oo

EEEEE
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D »
Add Participantc New Participant without ' E 'P
p reVI O u S State E m p I Oy m e nt NEVADA PUBLIC EMPLOYEES’ BENEFITS PROGRAM

£ Add Participant

00000000000

Personal Information
Las Memb:
. First Name: = equired
If one of the mandatory fields S—
Is left empty, the user will be . -
prompted with a warning
message.
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