CITY OF

A\ ORCANDO Quick Guide Warkday

457/Roth IRA Deferral for New and Existing Enrollments

New enroliments must be submitted by the Friday before a check date in order
for contribution elections to be included on the following check.

For questions or additional assistance, please contact the City of Orlando’s Retirement
Plan Enroliment Specialist at 407.246.2832

1. In Workday, search ‘Change Benefits’.

(Q change benefits @)

= Change Benefits

E Task

2. From the ‘Change Reason’ drop-down menu, select ‘457/Roth IRADeferral
Change for New and Existing Enrollments’

Today’s date should be entered as the ‘Benefit Event Date’ for the election to
take effect on the following check. No ‘Attachments’ are required. Click
‘Submit’ to continue.

Change Benefits

Change Reason *

457/Roth IRA Deferral Change for new
and existing enrollments

87/12/2023 [

Submit Elections By  08/11/2023

Benefit Event Date *

Benefits Offered 457
Roth IRA

CIED

3. Click ‘Open’ and ‘Let’s Get Started’ to elect contribution changes.

You have submitted Benefit Event: on 07/12/2023 (e Chal‘lge Beneflt Elections

Up Next

Initiated On /2023

Submit Elections By /2023
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4. Choose a plan and click ‘Manage’.

Projected Total Cost Per Paycheck  Projected Total Credits.
$350.00 50.00

' Enroliment Instructions

update the direction of your investments (mi
sy 07-246-2832.
MissionSquare Login

Retirement

I]/[l\mﬁ 457

MissionSquare PRE-TAX Deferred Compensation

Contribution per
paycheck

ost-tax) and/or Roth IRA contributior

457/Roth IRA Deferral Change for new and existing enroliments

| Roth IRA
MissionSquare POST-TAX - Over 50

Contribution per

paycheck

$250.00

5. Make a selection and click ‘Confirm and Continue’.

Note: It is necessary to confirm all elected allocations to the 457 Plan.

Roth IRA

Projected Total Cost Per Paycheck
$100.00

Plans Available

Sefect 2 plan or Waive to opt out of Roth IRA.

) Select

© waive

[©]se

) Waive

e

Projected Total Credits
$0.00

Benefit Plan

ICMA POST-TAX

ICMA POST-TAX - Over 50 $0.00

You Contribute (Bi-weekly)

and ‘Save’.

the contribution.

6. Select the Contribution Type ‘Amount’ or Percentage’ and enter an amount
for ‘Per Paycheck Contribution ($)’ or a ‘Contribution (%)’ to contribute

Note: the general instructions can provide some guidance on how to estimate
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Roth IRA - ICMA POST-TAX

Projected Total Cost Per Paycheck Projected Total Credits
$230.77 $0,

Contribute

Enter how much you want to contribute as an amount or a percentage

Contribution Type * | select one v
select one

Percentagel

Cancel
Roth IRA - ICMA POST-TAX - Over 50 Roth IRA - ICMA POST-TAX - Over 50
Projected Total Cost Per Paycheck Projected Total Credits
:;anlﬂecnxgn Total Cost Per Paycheck  Projected Total Credits §109.00 S
Contribute Contribute
Enter how much you want to contribute s an amount or a percentage b Enter how much you want to contribute as an amount or a percentage.
Contribution Type * | Amount v Contribution Type * ‘ Percentage v
Per Paycheck Contribution (§) " 100.00| ” Contribution (%) I 5 |I
Maximu t 0.00 Maximum Percentage: 100
: I Cancel Cancel

The ‘Projected Total Cost Per Paycheck’ will update if you have selected
‘Amount’. Click ‘Review and Sign’ to move forward.
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~ Enrollment Instructions

Retirement

il

457
MissionSquare PRE-TAX Deferred Compensation

Contribution per
paycheck

Manage

Quick Guide

457/Roth IRA Deferral Change for new and existing enroliments LT
jected Tatal Cost Per Paychec jected Tatal Credits
$350.00 $0.00

(=]

$250.00

Contribution per
paycheck

Roth IRA
MissionSquare POST-TAX - Over 50

$100.00

Manage

Save for Later

7. Review summary which will show all 457 Roth IRA elections. Click ‘I Agree’
and ‘Submit’ at the bottom of the page to finalize the process.

View Summary
Projected Total Cost Per Peycheck  Projectad Total Credits
$100.00 $0.00
Selucted Benefils. =[ ..
Fian Coerape beginDate  Deduction Begin Date Caverage Gependents Beceticianes cout
oo s10000 10000
e -
x cluted
s ctated
Waived Benwfits s
No Data
Toral Banefits Cost
Employes Cost credits Mot st
s10000 soon 10000
Attachments

| Accept I

Save for Later Cancel
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