Updating 403(b) Information in Employee Self Service

If you need help accessing your Employee Self-Service account, please contact the University IT
Support Center (617) 627-3376, Monday through Friday 9:00 a.m. to 5:00 p.m., or via email at
uitsc@tufts.edu.

Employee Self Service users can increase or decrease a current 403(b) contribution, begin a
403(b) contribution, or discontinue (waive) a 403(b) contribution through Employee Self
Service. Users can also change the percent of their 403(b) contribution allocated to Fidelity or
TIAA/CREF. Changes can be made to the 403(b) as frequently as you like. Changes will always
be effective on the first of the following month.

Log into Employee Self Service at http://eserve.hr.tufts.edu/ to open a 403(b) event. On the
Human Resources Self Service menu, select Benefits and then Benefits Information. From the
Benefits Information page, select Savings Summary.
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On the Savings Summary page, select “Start a 403(b) contribution or request a change” and
submit this request. Within 24 hours you will receive an email indicating that your 403(b) record
is available for update.

403b data
Current date of deduction: 020172007
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1152007 Event Date:  02/01/2007
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The request will be sent ta the HR Service Center (HRSC). After receiving
your request, the HRSC will set up your Self Service account so that you

can update your 403b contribution. The HRSC will then send you an email
confirmation within the next 24 hours with detailed instructions on howi you
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http://eserve.hr.tufts.edu/

Once you receive an email indicating that your 403(b) event is open, you can log into Employee
Self Service and make a change. You can change a contribution amount or begin or stop a

contribution to your 403(b). From the self service home page, select Benefits and then select
Benefits Enrollment.
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On the Benefits Enrollment page, click the Select button to open the page that you will use to
make your changes and select “Change” on that page.
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You federal maximum contribution is displayed on this page. To change or add a contribution,
indicate a pay period amount, up to your maximum allowed, in the contribution section. If you
want to discontinue your 403(b) contribution, select “Waive”. If you would like to change the
percent of your contribution invested in Fidelity or TIAA/CREF, indicate the change in the
“Designate your fund allocations” section of this page. Finally, click Store to hold your choices
until you are ready to finalize.
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On the next page you will have an opportunity to review your choices. Click OK to continue or
Edit to make additional changes. Next click Store to save your changes and click | Agree on the
Salary Reduction Agreement page to finalize your choices.

|ﬂ| otz Your et ollment i wou Sloe pout
e Ao e 10 thve salary seduction information. Once submitted this choice will lake effect
e flr 52 parycveck of the fallowing montt.

Bidong Tax
el $000.00
Rtirament Cver 50 Max $T00.00
store | Clagftataty v yourchanges Click Store
L LETL R Mot i ¥ Toi e
A e o e sy o o mcton. O oo i el el ks enect to save your

oty e s of s Iianth followieng today's date,

choices

Mo Change | §have Mo Changes; retum 16 e Benafits meny

Click I Agree
to finalize your

selections
|agres | Yous changos will ke » absoris e By
T clicked | Agres,
| Bin HotAgres | Do not subanit iy a thi v, Bensfns Mams
e ot Subanl Yo SO0 (B hesb e o Tl Thme,
#lene S @ reere i

The system will display a screen indicating that the transaction was successful. You will also
receive an email message indicating that the event is now closed, your information has been
successfully updated, and that changes will be effective on the first of the following month.
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