Sinai Benefits QRG — Enroll in or Edit Parking/Transit Reimbursement Plans ! e
OVERVIEW

This document provides guidance on the steps to be followed to enroll in OR edit Parking/Transit Reimbursement plans.

AUDIENCE
* End Users /Employees

Enroll in or edit Parking/Transportation Reimbursement

1. Click on the Me tab on your Sinai Good afternoon, Flounder Guppy!
Cloud home page. I_I
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The Benefits home page opens.

3. Click the Enroll Here button.

< Benefits

Flounder Guppy

Review your benefits nackane and relevant info before you enrol

Enroll Here

Printed on January 13, 2021 This document was created by the IT Sinai Cloud Training Team 1of5
Mount Sinai Health System Confidential — For Internal Use Only



mount OiN2I Cloud

Sinai Benefits QRG — Enroll in or Edit Parking/Transit Reimbursement Plans ~

Enroll in or edit Parking/Transportation Reimbursement (cont’d)

The People to Cover page opens.

4, Click Continue to navigate to the
Transit and Parking Plan benefits.

People to Cover

Information
- To cover family and dependents in benefits, add them now before you enre

NOTE: This guide is to help you Enroll
in OR Edit your Parking and Transit
Reimbursement Program Benefits.

If you want to only VIEW your Transit
and Parking Plan elections you are
currently enrolled in, please use the
guide called “View Current Transit and
Parking Elections”

The Start Enrollment Page opens.

Start Enrollment Cancel

5. Click on the Transportation
Reimbursement Program pink link Select a
to begin making Transit plan
elections, or edit your existing
plans.

NOTE: You can access Transit/Parking
Reimbursement Program benefit at
ANY time to enroll or edit the plans.

You DO NOT need to report a life
event to do so.
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The Transportation Reimbursement
page opens.

6. Click on the Edit button to begin
enrolling in, or editing benefits.

Emplayse Contribution (Par Pay Pesiod)

Transit Pretax

Transit Posttax

Parking Pretax

Enroll in or edit Parking/Transportation Reimbursement (cont’d)

The Transit and Parking plan details
page opens.

Read the notice in red which explains
the details of the plans.

7. Click on the checkbox next to the
“Monthly Transit” option.

NOTE: Skip step 7 if you are already
enrolled in this benefit.

NOTE: If you DO NOT want Transit Pre-

@
Tax deductions, click the checkbox next
to “Waive”
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Once you click the checkbox, a section
for employee contributions will open.

8. In the Employee Contribution
field, type in the MONTHLY
amount you would like to be
contributed to your Transit plan.

Or, edit the existing amount you
already had.

NOTE: You must enter a minimum of
$10.00 a month.

9. Click on the Ok button.

Transit Pretax

Empioyee Contribution{Per Pay Period]

ibution

130
), in increments of 0.01
-
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You will be brought back to view the
remaining Parking and Transit plan
options.

Continue scrolling down the page to
view the remaining plan options.

10. Repeat steps 7-9 for all remaining
plans.

Menthly Tran

king Pretax
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11. Click Submit when finished.

You have finished enrolling/ editing
your transportation benefits!

Transit Pretax

Transit Posttax

Parking Pretax
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