
Enroll in Benefits

If you are eligible, you can enroll using the Benefits tile. Click "Benefits Enrollment."

 
For your convenience, you can also access this using the navigation bar at the top of the page.
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On the Benefits Enrollment tab, you'll see all available and current enrollments. To begin, click "Start."
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You’ll see a welcome message with instructions. Click “Next” to continue.

 
First, you will review your personal contact information. If any information is inaccurate or missing, click "Edit" to correct
it. If your information is accurate, click "Next" to continue to the Pre-Enrollment Questions screen.
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Answer the pre-enrollment question(s) and click "Next" to continue to the Dependents and Beneficiaries screen.

On the Dependents and Beneficiaries screen, click "Add Recipient" to enter dependents and beneficiaries. Click the
dependent/beneficiary's name to edit their information. When finished, click "Next" to be guided through the enrollment
process.
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You will be guided through the enrollment process for each of your available benefit plans. Click "Select Plan" to enroll in
a plan. Check the "Decline Coverage" checkbox to decline the plan. When complete, click "Next."

 When you've made your selections, review your plans and then draw or type your signature to agree to the enrollment.
Then click "Finalize."
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Some of the plans you choose to enroll in, such as life insurance, might require beneficiaries. Enroll in the plan just as
you would any other plan.

Dependents already added appear as an option to include as beneficiaries, or you can click "Edit" to add more. Once
your beneficiaries have been added, you have three options for beneficiary type.

Primary Beneficiary: The first person or people you name to receive proceeds from your insurance policy upon
your death.
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Secondary Beneficiary: Receives the proceeds from your insurance policy if the primary beneficiary or
beneficiaries are unable to receive them.
Tertiary Beneficiary: Receives the proceeds from your insurance policy if the primary and secondary beneficiaries
are unable to receive them.

If you want to contribute to a health savings account, select whether it will be for an individual or family, then enter the
Per Pay Period Amount you wish to contribute. The Annual Contribution Amount automatically calculates. Check the
"Decline Coverage" checkbox to decline the health savings account.

As you progress through the enrollment process, you can keep track of which benefits you have elected or declined from
the Progress Bar on the left side of the screen. Green check marks mean you have enrolled, and the cost appears in the
column to the right of the plan name. "Declined" appears in the cost column if you decline the plan. You can make edits
to a plan by clicking the plan name.

All plans not selected will be declined.
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Click "Next" to see the benefits you've chosen to enroll in at a glance. This will give you the following important
information all on one screen.

Benefit Plan: Displays the type of coverage involved.
Coverage: Indicates who will be covered, such as "Employee Only" or "Employee & Children."
Cost: In the bottom, right-hand side of the box, you will see the cost per month for each insurance coverage. 

Click "View Details" to review in-depth details of the benefit plan.

Pre-Tax: Indicates whether insurance premiums will be deducted from your gross pay before Medicare, federal
and state taxes are calculated, affecting your tax liability.
Effective Date: Date your benefit coverage begins. 
Status: Reflects whether the benefit is "In Progress" or "Approved."

To edit your coverage, click the blue hyperlink. Once you are satisfied with your selections, draw or type your signature
and click "Finalize."    
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After finalizing your selection, you will be directed to the completion page. From this page you can choose to return to
review or exit.
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