Quick Reference Guide: WaveWorks

How to Update Your Benefits in WaveWorks TRANSFORMATION IN MOTION

Purpose:
This Quick Reference Guide explains how to use the Benefits page in WaveWorks Employee

Self-Service to view, enroll in, or update your benefit elections during an eligible
enrollment period or following a Qualifying Life Event (QLE). During Open Enrollment, you
must either elect or waive benefits to complete the enrollment process.

When Can I Change My Benefits?

Benefit elections can generally be changed during Open Enrollment, during the new hire
enrollment period, or following an eligible Qualifying Life Event (QLE). Outside of these
periods, you can view your current benefit elections but generally cannot make changes.

Note: If you do not make changes during Open Enrollment, your current benefit elections
will carry over to the following plan year. Flexible Spending Accounts (FSAs) require you
to actively re-enroll each year.

Step-by-Step:

1. Login to Gibson using
your Tulane username and
password. @
Under Services on the k) Gibson iom oo QRS e Am o
left side of the screen,
select the WaveWorks
hyper-link or click on ——
the WaveWorks Access
Here button. WaveWorks

ACCESS HERE

2. Sign in to WaveWorks
using Sign-in with
Tulane SSO. Since you're
already logged in to
Tulane Gibson, SSO will
sign you in automatically -
no need to re-enter your
username or password.
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Good evening, Beaton Limbaugh

Me My Team My Client Groups Help Desk Projects General Accounting Procurement

3. From the WaveWorks

QUICK ACTIONS
homepage, select Me,
then choose Benefits Personal Detais
1con. Additional Person Info Ditectory Tl Time and
Absences
s |dentification Info
00,
Contact Info & g l'
Family and Emergency Contacts In';z:fr?anlizgn M)é:rc‘:ie"‘fly Learning Benefits
4. Welcome to the  J] Benefits @
Benefits Site!
Before you begin your Lo
benefit elections: P .
Click Before You Enroll =

B Health Core FSA Calculator

under Quick Actions to
update/add your contacts,
including dependents and

Enroliment Summary

Current enollment

View sl anvoliments

Tulane Benefits Program

©  HSA Caculator

beneficiaries.

You can also add
dependents for benefits
using your Family and
Emergency Contacts.
From the Me tab on the
WaveWorks homepage,
select the Family and
Emergency Contacts
icon.
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QUICK ACTIONS

Personal Details

Additional Person Info

Identification Info

Contact Info

My Team My Client Groups

e
5

Family and Emergency Contacts

i

)

My Organization Chart

Document Records

AP
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5. Toupdate/add contacts,

select + to Create a

New Contact. Please e
note If your beneficiary is Whet would you ke to do?
already on file, simply — sttt BN
review the information at

the end of enrollment for
accuracy and make
updates if necessary.

6. Under New Contact
information, enter the
required contact
information,
including Relationship,
Date of Birth,
and Gender. Leave TIN
Type or TIN
Number fields blank in Global Name
the Relationship o | | e -
section.

New Contact

Basic info

Suffix Middle Name Chosen First Name

Your dependent's social

security number o

(required) must be | T | =
entered in the National — 1 ; e —
Identifier section. ot -
Confirm that Country is :
set to United

States and National ID
Type is set to Social

Security Number.

When finished each
section, click Save.

TIN Number Benefits Offered Conditionally »

National identifiers +

NationalID Type .|| etonain
Social Security Number T || e °®

ccccccc
United States

After completing the New
Contact information, click
Submit' Cancel Delete Save

;3‘;&;‘;1955 Expiration Date

Note: Be sure your
dependents are identified
in your WaveWorks
contacts if you would like
to select benefits for them.

TULANE UNIVERSITY
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7. Other options under
Quick Actions:
If you are adding an
organization or trust as a
beneficiary, please click
Beneficiary
Organization. Enter in
organization information
and other details in the
provided fields, then click
Save.

WaveWorks

TRANSFORMATION IN MOTION

Quick actions

E] Before You Enroll

E Dependent Care FSA Calculator

B Document Records

B Health Care FSA Calculator

B HSA Calculator

(3 Reporta Life Event

@ Review Employee Resources

2 Change Beneficiaries

& Beneficiary Organizations

& Person Info

8. Other options under
Quick Actions:
Click on Review
Employee Resources
under Quick Actions to
access the Tulane Benefits
website and its resources.

2]

&8

o)

=)

Quick actions

Before You Enroll

Dependent Care FSA Calculator

Document Records

Health Care FSA Calculator

HSA Calculator

Report a Life Event

Review Employee Resources

2 Change Beneficiaries

X Beneficiary Organizations

X Person Info

9. To begin making your
benefits elections, click the
Enroll Now button.

TULANE UNIVERSITY

gt Benefits

Rip Tide

Welcome, Rip Tide
Your Benefits

Your open enroliment window has started. You
have 35 days to make changes before the window
closes on 11/06/2026 11:59 PM.

Enrollment Summary

Quick actions

Tulane Benefits Program
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Self-Service Enrollment

Your open enroliment window has started. You have 30 days to make changes before the window closes on

11/06/2026 11:59 PM.

Before you enroll L oo
10. Click through each of the 9= g
four optional and required
tasks in the Self-Service 0 O
Enrollment section. o =0 .
Post-enrollment ks i ol
@ coeermncnion = .
11. The optional Getting to
Know Your
Benefits section provides
a link to the Beneﬁts Self-Service Enrollment A~ ‘:',
Overview, with resources TR e e %
and information about
Tulane benefits in one Bators youraaret o
place. Click Continue Gettoknowyour et X

Benefits Overview

when you want to proceed
to the next task. Note:
you can navigate back
and forth between tasks
as needed.

Continue

12. Next is the Choose how
you want to enroll

required task — Express
or Discovery.

Before you enroll 1of
Express allows you to © <o | :
review your current @ I :
enrollment, submit as is,
or make changes. —
Discovery
(recommended for first-
time users), allows you to ES
th orou ghly review ° Verify people you'd ke to cover .
available benefits before @ oo e -
making your selections. IS

Click Continue to move
to the next task.

TULANE UNIVERSITY
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WaveWorks

TRANSFORMATION IN MOTION

13. In the required Verify @ st T
People You’d Like to Wmtcs
Cover task, review your e
list of dependents and
beneficiaries. ‘

Beneficiary Organizations
Add or update Contacts as :’:;Admlmsualolsollr\eMiscolEdu(almmlFund
needed using the + and

follow Steps 5 - 6.

14. Under the required task
Enroll in benefits that
matter to you, click Edit
to select/update your
Benefits — Medical and
Savings, Dental, and
Vision Plans, Basic Life,
Supplemental Life and
Accidental Death &
Dismemberment (AD&D),
and Disability.

Enroll in benefits that matter to you
Visited On 10/08/2026

v

e
H ()

Enrollment period ends on 11/06/2026

Tulane Benefits Program

Edit

View Enrollments

15. Once you are on the
editing page, you will see
seven benefit sections to
review, select, or update.
Begin by reviewing
the Legal
Disclaimer and
selecting Accept or

Decline.

Selecting Decline will
end the benefits update
process. You can return
and accept the disclaimer
at any time before the
enrollment window closes.

TULANE UNIVERSITY

Review Legal Disclaimer

Medical & Savings

Dental and Vision

Basic Life

Supplemental Life and AD&D

Disability

Review and Submit
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16.

In the Medical &
Savings section, review
your Medical Plans and
Spending Account
options for yourself and
your covered dependents.

For each applicable
benefit, you must make an
election for each plan,
including waiving
coverage.

Complete your selections
for each applicable section
before continuing.

WaveWorks

TRANSFORMATION IN MOTION

Tulane Benefits Program

,/" Medical & Savings

T Rip Tide
$0.00 | $12.24
Rolling Total Cost per Pay Period
Medical

Health Reimbursement Account (HRA)

Health Reimbursement Account (HRA)

Plan | opten
All ¥

All

Point of Service Plan (POS)

$225.82 $834.75 $315.16
Employee Only Employee + Child(ren) Employee Only
' Enoll View Details. Enroll View Details View Details
Point of Service Plan (POS) High Deductible Health Plan (HOHP) High Deductible Health Plan (HOHP)
$1,070.89 $203.55 $537.97
Employee + Child(ren) Employee Only Employee + Child(ren)
@ HOHP and FSA cannot be elected together © HOHP and FSA cannot be elected together
Encol i
Lo ) Eaespess Envoll View Details Envoll | ViewDetails
Waive Medical
S
HSA
Health Savings Account Health Savings Account
: $0.00 Waive HSA
Employee Only Family
= :l =)
Envoll View Details \r Enroll View Details
Flexible Spending Account
FSA Health Care @ rsarealth care FSA Dependent Care
31:‘00 Waive $|15.00
@ HODHP and FSA cannot be elected together Eloct
L‘M View D Unenroll View Details Envoll View Details
EZDD rs Oependent Care
Waive
Unenroll View Details
e — e
Waive Medical
‘ Unenroll View Details

17.

Employees who elect to
waive medical coverage
are required to complete a
Medical Waiver Form,
which can be found in the
View Details for the
Waive Medical option,
and are required to
provide proof of other
coverage.

Note: If proofis not
submitted within 30
calendar days, you will be
automatically enrolled in
the HRA plan for single
coverage.

Waive Medical

All benefits-eligible employees are required to have medical coverage. If you

ch decline medical

you have other coverage, you must

complete a Medical Waiver Form and provide proof of your other medical
coverage. If proof is not submitted within 30 calendar days, you will be

automatically enrol

lled in the HRA plan for single coverage.

TULANE UNIVERSITY
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18.

If applicable, designate
dependents for each
medical, dental, and/or
vision plan by clicking the
hyperlinked name and
then the pencil icon and
selecting the individuals
you wish to cover under
each plan. You do not
need to select the same
dependents for every
plan. Dependents will
not be enrolled unless
you complete this step
and submit any
required

dependent verification
documents.

When you are satisfied
with your information,
click Continue.

WaveWorks

TRANSFORMATION IN MOTION

Tulane Benefits Program

0o

e Medical & Savings

¥ Rip Tide

$834.75 | $846.99
Rolling Total Cost per Pay Perioc

Medical

He.

alth Reimbursement Account (HRA)

$225.82

Enroll View Details

CED Health Reimbursement Account (HRA)

$834.75
Employee + Child(ren)
Self, Rip Tide Il

Unenroll View Details

an
All

All

Point of Service Plan (POS)

$315.16

-

View Details

19.

Update Benefits -
Health Savings
Account (HSA)

The HSA can only be
paired with the High

Deductible Health

Plan (HDHP).

HSA

Health Savings Account

$0.00
Employee Only

Enroll View Details

Health Savings Account

$0.00
Family

Enroll View Details

Waive HSA

Unenroll

20.

Update Benefits -
Flexible Spending
Account (FSA) Health
Care and Dependent
Care.

Note: You must enroll in
FSAs each year during
Open Enrollment to
participate in this benefit.

Flexible Spending Account

FSA Health Care

$15.00
Elect

@ HDHP and FSA cannot be elected together

Enroll View Details

@ED 54 Dependent Care

Waive

Unenroll View Details

Last updated 6 minutes ago

@ FSA Health Care

Waive

Unenroll View Details

FSA Dependent Care

$15.00
Elect

Enroll View Details

Cancel

Continue

TULANE UNIVERSITY
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21. Update Benefits -
Flexible Spending
Account (FSA) Health oA Hoalth Care
Care and Dependent et
Care.

@ HDHP and FSA cannot be elected together

To enroll in either FSA
Health Care or
Dependent Care, select Hid coverage an rates

Enroll. In the pop-up
window, enter your annual 00 o000
contribution in the
Coverage box, then click
Save.

Coverage
180

Note: A default monthly
minimum may appear in
the Coverage box. You will
not have a deduction for
this benefit unless you
enroll in it.

To waive coverage, select w0
Unenroll.

ﬂ Epe::?ll"and Vision

Bongn

22. In Dental and Vision '
section, you can update ki i 2=
your dental and vision e ma
elections for yourselfand | = e
your covered dependents. . el

To waive coverage, select
Waive in the applicable 2 o
section. | = e e s [

TULANE UNIVERSITY
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23. Update Benefits - Life
Insurance Designate
your beneficiary for
Employee Basic Life
Insurance, by clicking the
pencil icon.

WaveWorks

TRANSFORMATION IN MOTION

Tulane Benefits Program
Basic Life
Rip Tide

$0.00 | $27.24
Rolling Total Cost per Pay Period

e Review Legal Disclaimer
Medical & Savings

CED rvoreesasicie D criceasicue

‘56435 $2,000 Dental and Vision

100% Rip Tide Il i

View Details Supplemental Life and AD&D
Review and Submit
24. Update Benefits - Life o ne s

Insurance Supplemental
Employee Life Insurance '
— You may elect from one- P P
half times up to five times st =
your annual base salary. — —
Evidence of o s o
Insurability (EOI) may e e
be required for 4X, 5X, or — e
increased coverage outside g e
of a New Hire/Newly —_— R —————
Eligible event. i g
Supplemental Life e 4

Insurance Plan with a
maximum volume of $1
million.

TULANE UNIVERSITY

10



Quick Reference Guide:
How to Update Your Benefits in WaveWorks

WaveWorks

TRANSFORMATION IN MOTION

All pe All
Supplemental Life and AD&D
& o €D svoeresitrpioyes
25. Update Benefits - Life s ey
Insurance = = —
You may elect increments
$500,000 per year in ainisy -l e A
coverage. | g | (S
- : - ;:5078‘5 | loyee Life Insuranc ﬁ Supplemental Spouse Life Insurance
26. Update Benefits - Life
Insurance
Supplemental Spouse Life RIIED i Lrokoes L Frags
Insurance — You may elect $30.08
supplemental life 7 e
insurance coverage for —— o
your spouse in increments
of $10,000, up to a
maximum of $500,000. i
*Evidence of Insurability o e
(EOI) may be required for
$50,000 or increased Ewoll |
coverage outside of a New
Hire/Newly Eligible event. QD - imsissoseiicharstis
**Supplemental Spouse $18.80
Life Insurance must not Elect
exceed 100% of the il
employee life insurance Unenech | 4
election.

27. Update Benefits — Life
Insurance Supplemental Supplemental Child Life Insurance @ Supplemental Child Life Insurance
Child Life Insurance - You S0 Waive
may elect supplemental
child life insurance
coverage of $10,000 or Enroll View Details Unenroll

$20,000.

TULANE UNIVERSITY
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WaveWorks
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28. Update Benefits — Life
Insurance TUMG
Faculty: See more
information about TUMG
Faculty options here.

TUMG Faculty Options

e Group Term Life: $150,000 (paid by TUMG).
¢ Supplemental Employee Life: increments of $50,000 up to $2,000,000 (GI: $500,000).
e Supplemental Spouse Life: increments of $50,000 up to $1,000,000 (GI: $100,000).

¢ Supplemental Child Life: $10,000.

29.

Long-Term and Short-
Term Disability

These programs will apply
to all benefit eligible
employees and
participation is automatic
after six months of
employment.

Long-Term Disability
(LTD) is calculated in
Payroll. LTD amounts can
be viewed on your pay
documents located in the
Pay icon in WaveWorks.

Disability

Rip Tide

$0.65 | $579.33

olling Total Cost per Pay Period

Short Term Disability

@D short Term pisability

$0.65

View Details

Long Term Disability

@D Long Term Disability

30.

Designate
Beneficiaries

For each contact you wish
to designate as a
beneficiary, enter the
percentage of the benefit
that you would like that
beneficiary to receive.

This is for life insurance
and AD&D policies. You
must designate a primary
beneficiary. The total
percentage per beneficiary
type (Primary or
Contingent) must equal
0% or add up to 100%.

TULANE UNIVERSITY

Employee Basic Life
1.5*Annual Salary

Show coverage and rates

© Divide the percentage of your benefits among as many beneficiaries as
you like.

Primary beneficiaries are mandatory but contingent beneficiaries are optional. The total
percentage should not exceed 100%.

Beneficiaries

Rip Tide Il (Child)

Contingent

Primary % | 34 %

Rock Tide (Child)

B Contingent H
Primary % 33 %

Run Tide (Child)

Contingent
Primary % .

| Roll Tide (Spouse)

i %| | contingent %

Sance “
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National identifiers
31. Add or update the (2L
dependent's record and - a] [ [
identify the disability type - _ I
in the Additional Info -
section of their Benefits
contact information.
Upload the required
provider documentation
under your Docu,lnent Good afternoon, Rip Tide
Records (found in the
ACtiOl’lS menu). |Me }Wcuem Groups ERP Agents Help Desk
Complete and Submit the g 2
enrollment request for g e
. B} 1entification Info
review.
BE§ Contact Info &
@ Document Records ﬁ
B employmentinto S
32. After completing all
required tasks and saving,
you may go back and edit Your Benefits

Your open enroliment window has started.

within the allowed
benefits enrollment
timeframe using the
Update Enrollment
button.

Update Enroliment

TULANE UNIVERSITY
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33. Click Continue, then
refer to the steps above to
review and make any
desired changes to your

WaveWorks

TRANSFORMATION IN MOTION

Self-Service Enrollment
Your open enroliment window has started. You have 30 days to make changes before the window doses on 11/06/2026 1159 PM.

Before you enroll

° Get to know your benefits
Overview

benefit elections.
Post-enrollment
° Cormy dn'-g-auvons
Self-Service Enrollment = =
\@:; oper]| emollm:;\; :;r;gg;énﬁ .sslgr;::‘ You have 29 days to make changes before the
#

3 4 . PO St-Enrollment Before you enroll Tasks Viewed 30f4
If you have any pending ° Get to know your benefits . .
actions to complete, such @ e y
as uploading a dependent @ i .

. Visited On 10/07/2026
document Or a medlcal ° Enroll in benefits that matter to you
Visited On 10/08/2026 eathed e

waiver form, they will be
in this section.

Post-enroliment
Complete pending actions
Visited On 10/08/2026

Medical
Enroliment document
Waive Medical

Tasks Viewed

Optional

optina

10f1

35. Review and Submit
Once you have confirmed
all of your benefit
elections, hit Submit in
the Review and Submit
section.

You can print your
benefits plan using the
Print All Benefits
button to download a PDF
to print or save.

TULANE UNIVERSITY

Print All Be ﬁts
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36. To view your current
enrollments from the
main Benefits page, click
View all enrollments.
You may select your
current benefits or chose
an “as of” date.

This option is view-only;
you cannot make changes

Enroliment Summary

Show Benefits
Open enroliment

from this page.

View all enroliments

Me My Client Groups ERP Agents Help Desk Projects

QUICK ACTIONS

APPS

| + Create HR Help Desk Request

37. Need help? Have
questions? Click on the
Help Desk tab within
WaveWorks and then

o

My Help

select + Create Help

Desk Request with any
questions. Slect Open

Enrollment in the
category drop down list. Subject

Detailed Description

Category

New Employee Information
Talent Acquisition > New Employee Information

Pay Advice/Pay Stub
Docoi oo o

TULANE UNIVERSITY
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