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Purpose
A guide demonstrating how to complete the benefits Open Enrollment session in UKG.

Points of Contact
Grande Benefits Team
benefits@grande.com
(920) 952-7555

Procedure
1. Loginto UKG and navigate to the “Myself” tab, click “Open Enrollment.”
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2. Select “Annual Enrollment 2026”
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3. The Open Enrollment session will open. Read through each page and all messaging. Select “next” to
navigate through each page.
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About Open Enroliment

o Srandeheath com to review the S

4. Confirm beneficiary and dependent information.
a. To add a beneficiary/dependent select “+add.”
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i. Fill in the required information under “First,” “Last,” “SSN” and “Date of birth”.

*Note: Dependents cannot be added to plans without a Social Security Number (SSN)
and Date of Birth in the system.
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ii. Select “save”.
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iii. Select “OK”.

-

After adding a dependent, you may need to update your employee
withholding elections from the Withholding Forms (W-4) page:

Dependent Added

Myself > Income Tax > Things I can do > Add/Change Withholding Form

(W-4)

b. To edit a beneficiary/dependent select their name.

Verify Beneficiary and Dependent Information

Find by | Status = Active ~

Name * Designac
Chid Beneficiary
Dependent

Emergency contact

Chikd Beneficiary
Dependent
Emergency contact




Job Aid: Last Modified Date: | Modified by:

oo P 4
GRAN[E o ng Open | oraas e
® Enrollment in UKG

i. Select “edit”.

Designation

Telephone

ii. Fill in the required information under “First,” “Last,” “SSN” and “Date of birth.”
*Note: Dependents cannot be added to plans without a SSN and Date of Birth in the
system
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iii. Select “save” to save all information.
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iv. Select “OK”.
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Dependent Added
After adding a dependent, you may need to update your employee

withholding elections from the Withholding Forms (W-4) page:

Myself > Income Tax > Things I can do > Add/Change Withholding Form

5. Select “next”.
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6. Go through each benefit offering and enroll or waive coverage.

a. To enroll, select the plan type.
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i. Select your coverage tier.

@ Plan 2 - High Deductible Health Plan

Options

1. Associate

ii. Check the box for each dependent you want enrolled and confirm their SSN and
Date of Birth is correct.
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iii. Select “next”.
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b. To decline, select “I decline”.

Dental

Select a Plan

Options

i. Select “next”.

Dental

Select a Plan

I decline Dental plans.

Use the options below ta choose or decline a plan.

To support dental health, Grande offers a comprehensive dental plan, powered by Delta Dental. Through Delta Dental, Associates have
access to a PPO and Premier network and the plan allows for four cleanings throughout the year. While Associates can utilize any dental
provider in the Delta Dental network, choosing a dentist in the network helps create additional savings

If the dental plan is declined, Associates will not have another oppertunity te enroll until the next annual enroliment period.

el »
backyl next

7. Proceed through each benefit type and either enroll or decline coverage.
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8. Onthe “Confirm Your Election or Changes” page, review your elections and select “submit”.

Confirm Your Elections or Changes

Personal Information

~ Current Benefits - As of 12/51/2025  Estimoted Totol Cost: $580,30 &
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~ New Benefits - As of 01/01/2026

FlanType Pen Detaln

Estimated Total Cost: $649.50
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9. Your enrollment is complete. Select “close”.

Employee Open Enrcllmant
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= Current Benefits - As of 12/51/2025 Estimated Toto! Coat: $530.30

= New Benefits . As of 01/01/2028

Estimoted Yorol Cost: $649.30
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10. To edit your enroliment after it has been submitted, go back to “Myself,” “Open Enrollment,”

“Annual Enrollment 2026” and select “Modify Elections”.

Employee Open Enroliment
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Confirmation

Personal Information

~ Current Benefits - As of 12/31/2025 Estimoted Totol Cost: $580.30 © * New Benefits - As of 01/01/2026

Estimated Totof Cost; $649.30 °

11. Go through each benefit type and select “submit” once completed.

Note: If you select “Modify Elections” and do not hit “submit” your enrollment will not be saved.

Confirm Your Elections or Changes

Personal Information

~ Current Benefits - As of 12/51/2025  Estimoted Totol Cost: $580,30 & ~ New Benefits - As of 01/01/2026
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Estimated Totol Cost: $649.50
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12. Select “close”.
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= New Benefits - As of 0100172026

Estimated Yool Cost: $649.30




