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How to access & complete Open Enroliment

OBJECTIVE: To provide a standardized process for accessing UKG Pro to complete the Open Enrollment (OE)

benefits task.

SCOPE: This SOP applies to all personnel eligible for US Benefits.

Before You Start

* You do not need VPN access to log in.

* You do need your TEAM Microsoft email and network password (the same one used for Outlook or Teams).

- If you've forgotten your password or it has expired, contact the IT Helpdesk to reset your TEAM credentials
before trying to log in.

+ Chrome is the recommended browser for UKG. However, some employees have reported that they have been
successful using Microsoft Edge.

= If you experience issues, attempt clearing your browser’s cache and cookies before retrying.

Logging in from a computer
1. Open your web browser of choice: Chrome or Edge

2. Navigating directly to UKG: UKGPro Login
3. Click on Continue with UKGSSOP1

Welcome, come on in!

Username or email *

Password*

Forgot your password?

Forgot your username?

Continue with UKGSSOPI

Preferred Language

English w
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4. You'll be redirected to the Microsoft login page where you enter your TEAM Inc. email address (i.e.

John.Smith@teaminc.com) and then click Next:

a. Then, your TEAM Inc. password

Sign in
someone@example.com
Cant access yo
Next
C}‘) Sign-in options

5. You may be prompted to Stay signed in?:
a. Check the “Don’t Show this again” box and click Yes

TEAM §

jonathan.mansito@teaminc.com

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

o

6. Once you are logged into UKG, click “Benefits” then click “Manage My Benefits”:

JD John

Show: All =

Favorites

+ Add favorites

Myself
1® Pay v
,9\ My profile v
D Communications v
P e v
ﬁ Benefits ~

[ oo ]
B Company v
GD Home
¢—] Sign out

[@ sharefeedback
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7. You should be presented with the following page:

ﬂmu Manage My Benefits QLo e

$80.67

Per Pay Period

X0 -

Welcome Jonathan, you have 12 days left to enroll.
Shop and Enroll in Benefits

Let's start with your profile and see if anything has changed since last year.

Review Profile  Shop Benefits Checkout

A Need to update your current benefits?
‘? Have you had a qualifying life event such as a new addition 10 your family?

Update your current benefits.

2026 Benefit Guide

» Click here to download
your 2026 TEAM Benefit
Guide

a. If you are presented with a PlanSource login screen as shown below, you'll need to allow Third-Party

cookies by clicking on the icon and toggling the switch to On:

Third-party cookies blocked

ﬂImo Manage My Benefits

(@ [Information
* Use these recommended browsers (version or above) to ensure an

PLANS DURCE

Login
Username

Password

Password ®

NEED HELP?

~ S~ ~ ™~

~ S ~ S~
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8. The page should reload on its own and show the below:

a. Click on “Get Started”
T E A M 3 Manage My Benefits

X0

Welcome Daniel, you have 12 days left to envoll
Shop and Enroll in Benefits

Let's s1nrt with your profile and see If anything has changed since last year

N Need to update your current benefits?
y Haove you had o qualifying Iife event such as & new sddttion to your family?

Upsdate your curren benefila.

2026 Benefit Guide

9. The information displayed on the following page is automatically transferred over from UKG Pro. If what is
displayed is incorrect, make the updates directly in UKG Pro which typically takes about 30 minutes to migrate
over to Benefits:

a. The only editable piece on this page is rather or not you want to opt in for ACA Paper Form by clicking
# EDIT INFO and checking the box: | [ | ACA Paper Form Opt In

Manage your profile

Moks gure we have It right!

™ woed for your paycheck, tases and [0 cacds. If you have sny sdiusiments, please chick the “Many” busion on the top left of your screen and select the "Employes Summary”

This information 18 used for

« Reporting 1o the benefit camens
» Tomewe your ID cards and process your claims
* Toprocess your payroll, tares, etc

i arvy of the infoemetion is incomect sed you e unable to thange 1 aa part of ensoliment, plesse comact your Muman fresources repeesentative.

# EDIT INFO
Basic Information Contact Information
First Name Muddle Hame | |-'-d_'|f:: 1 | Address 2 |
' I
Las .*" Clty uie .
| || |L Il |
Ip #pme Phone
| | |
Personal Information R sl
|| |
Gender Maritel Steua
i | ACA Fapes Form Opt in
Other T

€ BACK Next: Review My Family
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10. Clicking “Next: Review My Family” takes you to the Manage your family members page where you

review/add/remove family members. However, this does not mean they will be automatically covered under any

benefit plans. Dependents must be listed on this page to be enrolled in coverage:

Manage your family members

View or add dependents here

Please confirm that all infi for your depend listed s correct (including Soclal Security numbers, and date of birth)

If you add a new family membec, the farily member won't be added to your benefits automnatically. You still need to add the family member to any applicable benefits.
Dependents must be listed on this page to be enrolled in coverage.

You may:
Add New Dependents

By adding a dependent, you are confirming that this is a legal dependent, eligible for benefits under one or more of your available plans

Current Family Members

Spouse

Bom 07/09/198

+ Add Family Member

View Details

Remove Ednt

< BACK Next: Shop for Benefits

11. Once you’re done reviewing your family members, click on “Next: Shop for Benefits” to begin the

enrollment

process. All benefit enroliments from the 2026 Plan Year will carry over to the 2027 Plan Year except for the

Medical plan and the FSA plan which requires renewal of enrollment every year.
12. If you wish to update/change any benefit plan coverage, click on “View or Change” on each of the
offerings:
a. For the Medical Plan, it will say “Review & Confirm”

benefit

New Enrollment sien vear ettective from 01/01/2027 10 123172027
Medical

e $101.96 »

Per Pay Period
Dental
i m $13.15

(4] SVEES  Denta Per Pay Period View or Change

Vision
e $4.32 e
L+ PUEES.  Vision Per Pay Period View or Change
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Make your way down each of the benefit offerings to make your selections. You can also add family members if they are

not shown as an option:

< TO BENEFITS

Family Covered

A Yourself

Select a Plan

o0 B

BCBSTX Buy-Up Plan
$101.96

Per Pay Perlad

®™ Keep this Plan

View Plan

You can compare two plans at atime

(Test) a (Test)
L=
BCBSTX Base Plan ®
$42.76 Decline Medical Benefits
Per Pay Period

Decline Coverage

+ ADD FAMILY MEMBER

13. The final required step is the Benefit Enroliment Agreement:

Benefit Enroliment Agreement

No Plan Selected

14. You must select or decline all coverages before the “Review and Checkout” button is enabled.

15. Once you have clicked on the Checkout button, you'll have the opportunity to download, email or print your Open

Enrollment elections confirmation page.

Important Reminder: Ensure that you print and/or save a copy of your

confirmation statement for your records if you make any changééi‘b--yqur 2027

Benefit Elections.

Click on the icons below to print your confi n

a POF file.

New Enrollment pian vear effective from 01/01/2026 10 12/31/2026

& DOWNLOAD & EMAIL & PRINT
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1. Download the UKG Pro app from the App Store or Google Play Store:

Apple App Store Google Play Store
2. When prompted for the Workspace Access Code or URL, enter “TEAMINC” and then Continue:

UKG

Welcome to UKG Pro

Wilorksgacs BC0RES Cooe or UAL

3. Choose Sign in with SSO:

326 il T E

welcome.ukg.net

(TEAM)

Choose your sign in method

S -

gn in with S5O

4. Enter your TEAM email address and password.
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5. Follow any security prompts (Face ID, verification, etc.):

2206

* UKG Pro

TEAM§
jonathan.mansito@teaminc.com

Verify your identity

D))
5]

D Text +X XXXXXXXXB0

% Call X X000OOXBO0

More information

hitps:ffaka. ms{miaselup

Are your verification methods current? Check at

Cancel

Sign in options skip
o=
£
Sign in with Face ID

Face ID lets you sign in quickly without typing your
password svary tme.

¥ou con slways turm this setting off in your app
settings

Use Face ID

Not now

3:234

@ Directory
& OrgChant

% Benefits

Viewall (5) ~

@ Q A

Home Inbox Team

i@
]

2:287 w TE

& Benefits

Updata My Benefits [

Sign in required

Current Benefits

Senicrity date

Deferred Comp({USA)
AOWER >

Deferred Comp(USA)
EE 40% CONTRE >

Deferred Comp({USA)
EE 40 CONTRS >

~ © y -
fh] a ey @ =
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7. This will open your phone’s web browser and present you with the following screen where you will select Sign in
with your company (SSO):

2:204 @
*UKG Pro s
@ English (USA) <
m ®
Welcome!

We're glad you're here.

7 "
k Sign in with your company (SS0) /l

Userriame |

Password

°|

sign in

Forgot your password?

welcome.ukg.net

t

8. Next, click on Get Started and proceed through the enroliment process as previously outlined in the above
section:

2:299

< UKG Pro

Welcome Jonathan, you have 13 days left to enroll.
Shop and Enroll in Benefits

Let's start with your profile and see if anything has changed
since last year.

Get Started
@ Review Profile

Shop Benefits

Checkout
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What You Might See
e Some employees may briefly see “PlanSource” during login. This is part of the secure redirect process and will
take you to the correct UKG open enrollment screen.
e You'll know you're in the right place when you see “UKG Pro” and your employee dashboard.

e If you are presented with a PlanSource login screen as shown below, you’'ll need to allow Third-Party cookies by
clicking on the icon and toggling the switch to On:

= BEFNTR Manage My Benefits

(@ Information
* Use these recommended browsers (version or above) to ensure an

PLANS DURCE

Login
Username
Username
Password
Password ®

NEED HELP?

Need Help?

If you're not sure of your TEAM Inc. login details, contact IT:

e  Submit a support ticket via the TEAM IT Service Desk (Microsoft Edge browser is recommended), or

'A"x
e Call the Service Desk: ~ \‘--\__\ ~
T _~ -
o U.S,, Canada, & LATAM: +1 281-388-5600 /----/ ~_
o UKAC-Europe & ME: +44 (0)1539 817555 P
~ //\" . el e
o APAC: +65 6320 9576 N “‘“--x.._\ -
>
For questions about open enroliment itself and the different benefit offerings, contact the Ber;eﬁts teamat - ~— P
> AT~
Benefits@Teaminc.com. - b ~.|
: "
If you continue to experience login issues, please contact the HRIS inbox at HRIS@TeamInc.com. R“‘“"x.\ /--// N e
g /Xx /\.‘.“ ~
~ > - -
_// M‘x
./..//‘\\ /./'
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