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1. Click Select next to your event to start making your benefit elections.  
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2. This page shows your benefit options. For any benefit that you would like to enroll in, click Edit 

Coverage.  
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3. After you click Edit Coverage, you will see the different options available to you in the benefit 

plan. Select the coverage you want by clicking the circle next to the benefit.  

Note: the name of the plan option is listed first (the costs are below the plan name). 
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4. If you need to add an eligible family member to coverage, click Add/Review Dependents to 

add their information.  
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5. On this screen, fill out your eligible family member’s information including Name, Date of Birth, 

Social Security Number, etc. Your family member’s name should match what shows on their 

Social Security card. When you’ve added their information, click the orange Save button at the 

bottom.  
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6. When you have added your eligible family member’s information, select Return to Event 

Selection.  
Note: This does NOT add your family member to coverage. It only adds their information into the system. You 

must complete step 7 to add your family member to coverage. 
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7. Click the button next to your dependent’s name to add them coverage.  

                          Note: If you do not select this button, your dependent won’t be added.  
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8. Click Save and Continue to save your changes to this benefit.  
                  Note: You have not submitted your elections yet. Your enrollment is not complete. Do not stop here. 
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9. You will see a summary of your election for this benefit. Confirm the benefit, covered family 

members, and bi-weekly cost. Click Update Elections.  

 

 

 

 

10. You will follow the same steps above (4-9) for each benefit that you want to enroll in/make 

changes for. Be sure to review each benefit that is available to you.  
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11. Once you have enrolled in the benefits that you would like, scroll to the bottom of the Benefits 

Enrollment page. You will see a summary of your bi-weekly costs. Click Continue.  

 

 

 

12. FINAL STEP: Submit your benefit choices to the benefits department by clicking Submit.  
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13. On your Benefit Enrollment page, you will see that the Event Status is Submitted. This means you 

are done! To print your benefit summary report to save for your records, click Print under Submitted 

Elections from the Benefits Enrollment page.  
                                   Note: You may need to disable pop-up blockers to view your summary report.  

 

 

 

 

 

 

14. Don’t forget to submit documentation for any eligible family members you are adding to your 

Medical, Dental and/or Vision plans. Documentation is due within 31 days of your event date. See 

your benefits handbook for information on what documentation to submit.  

 


