How-to: Divorce

Log in to Oracle here: Oracle login

On the ‘Me’ screen, select the ‘Benefits’ tile.
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Then, select the ‘Report a Life Event’ tile.
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Benefits

Review your benefits package and relevant info before you enroll.

Make Changes

Pending Actions Your Benefits Report a Life Event Add Family & Dependents

Address your open items to complete See your current, past, and future Record a lfe event for enrollmgnt Add family and others before you
enrollment enrollments opportunities roll

Retirement Document Records Review Employee Resources Need Help? Contact Us
Develop a plan, pursue your dreams, Upload documents to support your Review enrollment guidelines before Contact your representative for help

and prosper in retirement enrollments you enroll
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From the drop-down menu under “Select a Life Event,” choose “Divorce.”

In response to the question, “When did this event occur?” enter the day your divorce is
finalized. Then click the “Continue” button at the top-right-hand corner of your screen.

A pop-up, “Confirmation,” will appear. Click the “OK” button. Then click the “Continue” button at
the top-right-hand corner of your screen.

Confirmation

The Divoree life event was created for 2/1/2024.

You will automatically be brought to the “Add Family & Dependents” screen. Simply click the
“Continue” button on the top-right-hand corner of your screen.

Note: if you wish, at this time you can review and revise the information on this screen. You can
add family and dependents under “People to Cover” and trusts or other beneficiary

organizations under “Beneficiary Organizations.”
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Add Family & Dependents

Information
To cover family and others in benefits, add them now before you enroll.

People to Cover + Add

Beneficiary Organizations + Add

, There's nothing here so far.




The next screen, “Authorization,” will ask you to authorize the election that you are about to
make. Please read the authorization, and then click the “Accept” button.
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Authorization

1 am electing or declining the options indicated, and | authorize the salary reductions and deductions shown above. | understand that all benefits elected or declined on this form will be
in effect until the next election date of 1/1/2025, with few exceptions.

Here you will update each benefit using the “Edit” pencil icon. Scroll down the screen to view
each benefit. Please make sure that you are electing the correct coverage edit (Employee Only,
Employee +1, or Family), and that you are selecting the correct dependent for each benefit. If
you are removing a now former spouse, you may be changing coverage from Employee +1 to
Employee only for example, as well as unselecting them for your plans.

Once you are finished and have reviewed your elections, select “Submit” at the top right of your
screen.

Note: All benefits are defaulted to waive. You must elect each benefit you wish to receive.
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St. Olaf College Benefits Program




You will automatically be brought to a confirmation screen.

Note: Changes to benefits become effective on the first of the month concurrent with, or
following, the date of change.
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Confirmation

St. Olaf College Benefits Program

Confirmation
Your benefit elections were saved.

You can make changes until 11:59 PM CST, 2/23/2024,




