myHR portal

The objective of this Quick Reference Guide is to demonstrate how to view update and edit your benefits and
update any pending actions.
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Updating your Benefits

View and Update your current Benefits Enrolment

If you are looking to update your benefits please follow the process below.

Changes you can make include Pensions, Life Assurance and Private Health Options such as Dental. Make sure before
you chose your private health option that you have updated your beneficiaries/dependant under People to cover.

To make changes to your benefits you need to open up a window — this is called a Life Event in MyHR portal.

You can only initiate one life event at any one time and you can only open one a day. Once a life event has been opened
it will be open only for one day to make changes or update.

1. Login to the Home page and click Benefits. You can alternatively click the Navigator and click Benefits.

Document Records
My Organization Chart
My Public Info

[ U]
Employment info 6

Submit Resignation

2. Click Record Life Events.

=]} Pandieg Acions G Vaow Bonests @ Fegcond L Evenis @ Priophis § oo
@ Prmary Cafe Physicians @ Documani Reconds m&m @ Noad Help? Contact Lis
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3. Select a life event from the list provided. Then enter today’s date in the Date This Event Occurred and click Save
and Close. The life event has now been created.

Note: You can only initiate one life event at any one time. Trying to initiate multiple life events on a same day will
cause an error. Once a life event has been initiated it will be open only for one day to make changes or update.

3

Report a Life Event Cancel

Employee Events @] Update Pension Contribution

@] Review / Update Beneficiary

@® Change in Personal Circumstances

* Date This Event Occurred 22/5ep/2018 [v"o

*you will then receive confirmation screen that Life event has been created and window is open to make changes within
24 hours of opening life event.

Y

The life event Change in Personal Circumstances was created
for the date 27-Sep-2018.

4. Add Dependent or Beneficiary on this page by clicking the Add button, complete the New Contact Basic
Information, click submit and then click Continue. You can also add an organization or trust as a beneficiary if you
wish.

People to Cover

AL -
f E::-J ' Information
'\.(g,/'l If you plan to add family members and others to your benefit plans, add them as contacts before you enrol,

It you plan to gesigrate dependents, then you must add them as contacts from the Contads seciion bedore you proceed fo the enroliment pages.

People + Add

Claire Glass
ST

John Glass
Child

Linda Glass
Spouss

Shelley Glass
Child
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MNew Contact

Basic Information

Title [Frast Hame

*First Mame * Preferred Mame

Middie Name Prenious Last Mame

*Relationship Gander

“What is the start dale of this relationship? " Diate of Birth

&
&

FPeople

Clare Glass
Spouse

John Glass
Child

Linda Glass
Spouse

Shaley Glass
chila

Beneficiary Information

*Eiari Date Ackdithonad |ndo

&

Dbk v, g s e i s i - agpnionia-n sl s i Cie igen o,
Trust Descrplion
*Benefician Typa

*Truest Mams
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5. On the Authorisation page, review the terms and conditions. Click Accept to accept the terms and continue your
enrolment. You can download a printable page for your records.

Authorization

I cerifirim st the infarnation | am peoviding is cameet and that | am sulierising salsey deductions (known 25 Salary Exchangs) bo cover the cosls of my chasen Berefits,

| understand that these salary ceductions are 3 change to my terms and conditions of empioyment, and that they will be in place, typically, for a minimum pericd of one year [or the amounk of time:
Set by & particular benefit, if this is longern.

Iurﬂetstmdmatn'rrq'dru.ln':starwwngeuunngmlspenou.lﬂnrequu‘tanmemmwmmmwhattmuwmmammamlm‘tmm
automatic fight to make changes,

I my annwal salery falls below £13,500 | understand that | will automatically be opted out of Salary Exchange arrangements and either a deduction will be taken from my net pay, or my benefit may
erd,

| understand that the following benefits ane provided through Salary Exchange;

1. Company Persion Scheme including Annual Incentive inko Your Pendion

2. Childcare Vouchers

3. Cydle o Work

4, Holiday Trading (buying oniy)

By dicking Acoept/Submit | corfirm that;

» The dependants (partner and/for children) | have errolied in the selected benefits meet the plan dligibility rules.

* Dependants and beneficianes nol added under "Create Dependant / Benafidary” will mot be aligible for benafis.

= | agree fo the exchange agreement, which is a change to my terms and congitions of employment, and | understand the implications that the
enchange may have on any stabe benefits that | may become entitled to.

 For Anrual Incentive Info Your Pension, if my annual shane incentive is kower than the amount 've chosen, all of my armual shore incentive will be
paid inba rrry perdice,

= | hapve corsidened both the Pension Annual Allowance and Pengion Lifetime Allowance when making my persion selections.

= | authorize the use of my personal data in order fior the benafits bo be provided,

IMPORTANT

Flaase ensure you add amy dependants and | Fciaries wnder "Create Dependant [ Beneficiary™ before selecling your benefits. If you don'l do this, you will nol be able o add them bo your
Benafils of ai a bensficiary Tor life cover,

6. You will now see all your benefits on this page. At the top of this page you will see the cost to you as an employee for
all benefits you are opted into, this cost is a monthly cost.

The first section shows you employee Savings — Here you can see your Pension contribution, to view employer
contribution please expand view as per below.

Savings /

Pension

Camival UK Pension Scheme 10 %

Annual Amounit
10%

Employer Cost
5% Expand View
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Updating your Benefits

You can increase your contribution percentage by entering it in the Employee Contribution box. Click Edit, when you

hover over the boy, it tells you what values are valid. Click OK when you are finished.

Note: If you do not want to opt in, it will remain as No Selection until the auto-enrolment process to the Company

Pension Scheme takes place.

Savings
Pension

Camnival UK Pension Scheme

|' 7 Lﬂ.lt

Empioyer Contribution

13 %
Pension
Carnival LK Pension Scheme  See More info
W Camival UK Pension Schema 13 rd
13 % Annually

Employes Contributi

Pension

Carnrcal LK Fenson Schame  Ses Mo nfo

Carmmrsl UK Penaion Sohemes

Empicyss Contribution

3 to 8%, in mcremments of OU1

Annual Armont

Empicyer Contribution

You will then see that the main page has updated to show your new employee contribution. This will be effective
the 1st of the following month you made the change, for example, making the change on 27th September will be
effective 1st October and effective in your October pay.
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7. The next benefit is Carnival UK Health benefits. You may select to participate in other health schemes if eligible as
desired. If you select a plan which has an employee cost, you will see your monthly cost (excluding pension
contributions) in the Your Total Cost box. Once you have made your changes click Continue.

Note: You are automatically enrolled in some scheme. These display as Selected but are not editable.

Health | / Edt |

Employee Assistance Programme

Employee Assistance Programme [EAF)

Health Screen

Employee Health Screen
360 Health Assessment

Eye Test

Eye Test

Health Cover

Mo Selectson - Private Medical Dental

Veluntary Dental

Ho Selection - Voluntary Dental

You will see that when opting for Employee and partner or Employee and Child Healthcare you will need to select
beneficiary you wish to add to the plan and then clock OK to save as per screen below

0K

You need to designate dependents or beneficiaries for your selected offerings.

Private Medical/Dental
Employee + Child/Children

Employer Monthly Cost

Who do you want to cover?
ass {Child)
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8. In the Interests and Lifestyle page, select any plans you want to participate in. If you select a plan which has a cost,
the cost updates in Your Total Cost. Select any changes you wish to make and then click continue and then submit to
save your changes.

Note: Some plans cannot be actioned via this page. Therefore, click on the hyperlink that will navigate you to Carnival
intranet pages with the process guide (Cycle to work, Season Ticket, Discounted Cruises)

Interests and Lifestyle # Edit

Car Allowancs

Car Mlowance

Cyde to Work

Cyoie fo Work:

Dizcount Website

Dicopunt Wisblie

Empicyes Discounted Cruises

Ermployes Dicoountsd Crdtac

Give As you Eam

Sezzon Ticket Loan

Shipmates Membership

M Sabactlon - Sh
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9. Inthe Protection page, you can select life insurance options. For some plans, you are automatically enrolled because
the Selected button is greyed out and you are unable to click. For beneficiaries, you can update how benefits will be
disbursed but note that the Primary (%) must add up to 100%. If they do not, you will receive an Error message when
you click Next.

Note: If beneficiary has not been added under contacts you will not be able to select beneficiary on this page

Protection # Edi

Company Paid Life Cover

Company Paid Life Cover
2X Basic Anrual Salary

Primary Beneficiaries
Linda Glass(100%) w

Additional Employee Paid Life Cover

Mo Selection - Additional Employes Paid Life Cover

Company Paid Life Cover
Company Paid Life Cover See More Info

Company Paid Life Cover
2¥ Basic Annual Salary

Coverage Amount Employer Monthly Cost

Primary Beneficiaries

0% left
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Updating your Benefits

10. Ready to Submit changes, scroll down to review all of your selections. Once you are satisfied the information is correct,
click Submit to complete the transaction. You will receive confirmation that your Benefit Elections were saved and

given the option to print this for your own record.
= yHR portal

Carnival UK Program

Currency in GB2

Your Total Cost 0.00
Per Pay period

Savings ’
Pension

Camival UK Pension Scheme. 10%

Confirmation

Carnival UK Program

=]

i Cenfirmation

Your benefit elections were saved.
You can make changes until 11:59 PM UTC, 27-Sep-2019.

Currency in GBP
Your Total Cost Each Pay Period 1.00
Savings
Camival UK Pension Scheme 0%
Wha's covered?

You

11. You can log in to MyHR portal > Benefits > View Benefits to view your benefit enrolments again once you have
navigated out of the summary page.

0 Pending Actions View Benefits 0 Record Life Events 9 People to Cover

. - Review Employee .:,
@ Primary Care Physicians @ Document Records o Resourcas @ Meed Help? Contact Us
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Note: Your benefits enrolment would not be effective till the 1% of the following month therefore to view
summary of your benefits enrolled please select date as 1% of the following month (Ex: If enrolment for voluntary
dental was enrolled 27™ September > select effective date as 1° October to view summary)

Select a Benefit

Ses Benefits as of Date or Evenl

@

Carnival LK HT Program

Carival UK Program

Carnival Internal Use Only
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Updating your Benefits

View Your Current Benefits Enrolment

1. Login to your Home page and click Benefits. You can alternately click the Navigator and click Benefits.

Mel My Team
QUICK ACTIONS
Document Records
My Organization Chart
My Public Info
[}
Employment info 6
" Personal Leave and
Submi Resignation Information Attendanca
"W“‘ ticazae

2. Click the View Benefits icon.

Pending Actions View Benefita @ Record Life Eventa @ People to Cover

@ Primary Care Physicians @ Document Records 0 E:;wﬂ @ Need Help? Contact Us

Select the Benefit type you wish to view, Carnival UK Program or Carnival UK HT (Holiday Trading) Program, and select
the effective date you wish to view from.

Carnival Internal Use Only
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Select a Benefit

?—mu of Date or Event

Carnival LK HT Program

&

Carnival UK Program

3. Review your Enrolment Summary page. Identify the plan type, plan, plan option, coverage start date, rate, annual
amount, employee cost, and employer cost. You can also see any pending actions.

Note: You can also see your total cost per pay period on the right-hand side. You can also download a PDF version of
your full benefits summary which you can save and/or print for your records.

Currency in GBP

Your Total Cost Each Pay Period 3529
Savings
Carnival UK Pension Scheme 13 %

Who's covered?
You

Health

Employse Assistance Programme [EAP)

Who's covered?
You v

Employes Health Screen
360 Health Assessment

Who's covered?
You

Eye Test

Wha's covered?

You \-
Mo Selection - Private Medical/Dental

Who's covered?
You v

Mo Selection - Voluntary Dental
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Updating your Benefits

View Pending Action Items

1. Login to your Home page and click Benefits. You can alternately click the Navigator and click Benefits.

Mel My Team
QUICK ACTIONS
Document Records
My Organization Chart
My Public Info
Alam'a
Employment info 6
Personal Leave and
Submit Resignation  Information Attendance

2. Click the View Pending Actions icon. Note that this icon only displays when you have pending actions.

Pending Aclions View Benefits @ Record Life Events @ People to Cover

@ Primary Care Physicians @ Document Records 0 E:ﬁ;’:pw @ Meed Help? Contact Us

Review any items on your Pending Action Items page. Then click Done to exit the page. Pending actions may require you
to submit documentation or designate a beneficiary. Some are optional.

Carnival Internal Use Only
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Updating your Benefits

Add Dependent or Beneficiary

1. Login to your Home page and click Benefits. You can alternately click the Navigator and click Benefits.

Document Records

My Organization Chart

My Public Info

Employment info 6

Submit Resignation

2. Click the People to Cover icon. Note that this icon only displays when you have pending actions.

Pending Actions View Benefits Record Life Evenls @ People 1o Cover

. L Review Employee
@ Primary Care Physicians @ Document Records Resources @ MWeed Help? Contact Us
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3. Add Dependent or Beneficiary on this page by clicking the Add button. You can also add an organization or
trust as a beneficiary if you wish.

People to Cover

/ Ei:]k"\ Information
X J i you plan to add family members and others to your benefit plans, add them as contacts before you enrol,

4 If you plan to designate dependents, then you must add them as coniacts from the Contacts section before you proceed fo the enrcliment pages.

3
People + Amd

Ciaire Glass
Spouse

Johin Glass
Child

Linda Glass
Spowss

Shelley Glass
Child

4. Complete the New Contact form. You must enter information into the required fields as indicated by a single
blue asterisk. In this example, required fields include First Name, Last Name, Preferred Name, Relationship,
Date of Birth and start date of this relationship. Click Submit when you are finished.

Basic Information

Title [Flast Hame

First Mame * Preferred Mame
Niddle Name Previous Last Name
*Relationship Gender
“What iz the start date of this relationship? " Diate of Birth

at
ot

Note: It is important to select the correct relationship start date. For dependents, enter the start date of the
relationship that qualifies them for benefits, such as birth date of a newborn.
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5. Once you have added your Dependents or Beneficiary’s you can edit them here also. Select the edit
button as shown below.

Relationship ~
Relatiorship Primary contact ra
Spouse Mo
Relationship Start Date Counkry
. United Kingdom
Emergency Contact
No

Name ~

Please note any c to your equire you to submit legal documentation as proof of a name change i.e. Mamiage Certificate, Birth Certificate or Deed Poll documents.

Start Date Last Mame i
Glass
First Mame Preferrad Name
Claire Claire
Basic Information v
Please remember to notify HMRC of your new address. Also, if you are a member of a pension scheme and/or you have TBSs (Time Basaed Shares), formerly RSUs (Restricted Stock Units), you
should also advise the provider of your new address.
Address v
National Identifiers v
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Record Life Event

1. Login to the Home page and click Benefits. You can alternatively click the Navigator and click Benefits.

Mel My Team

Document Records

My Organization Chart

My Public Info

Employment info

Submit Resignation

2. Click Record Life Event

@ Pramary Cate Physicians @ Drpcuamianl Reconds m;sﬂm @ Nead Help? Contacl Lis

3. Select a life event from the list provided. Then enter today’s date in the Date This Event Occurred and click Save
and Close. The life event has now been created.

Report a Life Event | Save and Cluse:‘ ‘KCancel:‘

| Employee Events (O  Update Pension Contribution

O Review/ Update Beneficiary

a ®

Change in Personal Circumstances

* Date This Event Occurred 22/Sepf2018 G'e

Carnival Internal Use Only




myHR portal

Note: You can only initiate one life event at any one time. Trying to initiate multiple life events on a same day will
cause an error. Once a life event has been initiated it will be open only for one day to make changes or update.
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