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2019 Benefit Open Enrollment Instructions
October 22, 2018 – November 21, 2018
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Welcome to open enrollment for the 2019 benefit plan year!
• To begin the online open enrollment process, you will need to enter the following
address into your web browser - https://ws.iaumc.org:81/ This link will take you to the
page you see below.
• Enter your User ID and password to enter the Benefit Portal

• As a reminder – user ID’s for clergy appointed to local churches generally default to a
user’s last name plus their first initial, no spaces between the two. For those of you who
have participated in the past but do not remember your password, please click the
‘Forgot my password’ link below before contacting Linda Remster at lremster@iaumc.org
or Joni Mardesen at joni.mardesen@iaumc.org
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•

After entering your user ID and password, you will see the page below. Click on the drop down arrow
where you see the word ‘Benefits’ and choose ‘Employee Self-Service’.

•

The employee self-service will take you to a screen showing your current status and location. Click on
the ‘Self-Service’ tab.

•

After clicking on the ‘Self-Service tab, click on the ‘Benefits Open Enrollment’ link in the left hand tool
bar. Your screen will look different than the screen shot below as it will still show your current status
and location to the right of the ‘Benefit Open Enrollment’ link.
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•

The open enrollment portal will begin by showing you your dependents and beneficiaries. You can also
add dependents by clicking on the green plus sign.

•

You can make changes your existing beneficiary/dependent information by clicking on a name and
reviewing the information in each tab of the contact information box and making corrections as
necessary.
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•

Once you have finished reviewing the dependent information and click OK at the bottom of the page
two times and you will see the open enrollment ‘Welcome’ screen with instructions for choosing your
2019 benefit plans.

•

Click the ‘Next’ button and you will be taken to a summary page showing the benefits for which you are
currently enrolled and what the cost would be in 2018 if did not elect to make any changes. You will
then click the ‘Next’ button at the bottom of the page to begin entering your enrollment choices for
2019.
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•

After having clicked the ‘Next’ button on the summary page, you will see your first benefit plan choice.
The portal will use your current relationship with the Iowa Conference (Elder, Deacon, Licensed Local
Pastor, etc.) and your appointment percentage (100%, 75%, etc.) to display the benefits for which you
are eligible in 2019. Place your pointer over the plan option wording of the benefit you would like to
choose and click to enter that plan option. In the example below, the participant is choosing the family
health plan.

•

After clicking on the plan option you would like to choose, you will see a new page pop up on the
screen. On this new page, you will click in the box next to the wording ‘I want to elect this option’.
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•

If you have dependents to be covered under the plan, you must click on the ‘Dependent’ tab and click in
the box next to each dependent to be covered during the 2019 benefit plan year. You can also uncheck
the box for dependents that will not be covered during the 2019 plan year.

•

Once you have chosen the dependents covered under the plan, you can click ‘OK’ at the bottom of the
page to exit. You will return to the plan options page and see a green check mark next to the plan
you’ve chosen for the 2019 benefit plan year.
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•

Continue to click ‘Next’ at the bottom of each page as you scroll through each benefit and make your
plan choices. To decline participation in a plan, make sure that there is not a green check mark next to
any of the plan options. If there is a check mark and you would like to remove that plan, enter the plan
option by clicking on the blue option name and uncheck the box ‘I want to elect this option’.

•

For some plan options which require personal contributions, such as your HSA or FSA, you will need to
enter the amount of your contributions by entering the plan option. Click on the blue plan option name
to view the option on a new page.
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•

On the new page, click on the ‘I want to elect this option’ and then on the FSA tab to the upper right.

• On the FSA page of the plan, you will need to enter your desired annual contribution to the plan, which
should not exceed the maximum listed on the right hand side of the page.

•

After you have entered your yearly contribution, click OK to return to the plan option page and you will
see a green check mark next to your selection as well as the monthly and annual contribution to the
plan. Click ‘Next’ and you will be taken to the next benefit plan choice.
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•

Continue to make your benefit plan choices as they appear based on your eligibility.

• When entering personal contributions for UMPIP, you have the option of entering your contribution
amount as either a percentage or a fixed amount plan compensation. Please remember – your plan
compensation is equal to your cash salary plus your housing (parsonage credit or cash housing
allowance).
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• For example, if you wanted to contribute an amount equal to 3% of your compensation, click on the
before-tax or after-tax percentage option and simply enter 3.00 in the ‘Deduction Amount’ box.

•

You will also need to click on the ‘Beneficiaries’ tab to choose the dependents named as your
beneficiaries, percentages received and who is the primary beneficiary. Any changes to your retirement,
life, or disability plan beneficiaries will require a paper form to be completed and turned in to the
HR/Benefit office as well. Contact the office for the appropriate form – 515-974-8921.

• Click ‘OK’ to return to your plan option and then ‘Next’ to continue.
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•

Once you have scrolled through all the benefit plan choices, you will see a short summary of your 2019
benefit choices that appears as the page below. Click the ‘Next’ button to get to the final page.

• Once you have reached the final page, you can enter an email address where you would like to receive a
benefit confirmation statement. A confirmation statement will also appear immediately after clicking
on the ‘OK’ button at the bottom of the page. You may print copies of the statement for your records,
and you must provide a copy to your church treasurer or office manager to ensure accurate and timely
payroll withholdings.
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•

By clicking on ‘OK’ at the bottom of the final page, you have saved all benefit choices and can review
these on the confirmation statement. If you are not able to view the confirmation statement
immediately after clicking on ‘OK’, you may want to view your statement using a different internet
browser or you may enable pop-ups in your current browser. If you wish to make changes to your
benefit choices, you may do so up until 5:00 p.m. on December 2nd when open enrollment will be
closed.

We hope you enjoy the flexibility of the online open enrollment process! If you have
questions, please send an email to either Joni Mardesen or Linda Remster at
joni.mardesen@iaumc.org or lremster@iaumc.org. With hundreds of folks participating
in the open enrollment process, I would like to ask for your patience with Linda and me
as we attempt to serve everyone as quickly as possible. Please remember that this is also
true for our system and that it will not respond as quickly with hundreds of people
logging in at the same time. Continue watching the Human Resources website for more
information and an updated benefit FAQ list.
Blessings to all!
Joni
Joni Mardesen, Dir HR/CBO

