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Open Enrollment

• Click “Annual Renewal” 
under the Benefits tab.

• Review your contact 
information and confirm 
your information is 
correct.

• Make corrections or 
changes if needed.

To enroll in new benefits:



Dependents

• Access the “Dependent” tab 
from the Profile page or as you 
move through the enrollment 
process.

• Click “Add Dependent” and 
enter dependent information.

• Click “Save” once complete.

To add new dependents:



Enroll in Benefits

• Click the benefit you wish 
to enroll in.

• Check the family dependent 
you wish to add to your 
benefits.

• Make your Elections: for 
example, employee+child, 
etc.

To enroll in new benefits:



Benefit Selection

• Choose the dependent 
you wish to add to your 
elections.

• Click the next benefit and 
continue through all your 
benefits until all elections 
are completed.

When selecting benefits:

You can only add a dependent if you are doing 
open enrollment or if you are a new hire 

electing benefits.



Benefit Selection (cont’d)

• Even if you are not making 
a change to a benefit, the 
benefit must be added to 
your cart in order for it to 
be added to your benefits.

Add all benefits to your cart:



Benefit Selection (cont’d)

• An Evidence of Insurability (EOI) 
form must be completed for any 
life coverage changes or 
increases.

• New hires selecting life for the 
first time do not need to complete 
an EOI for life coverage.

When selecting life benefits:



Beneficiaries

• View your beneficiary summary 
under the “Profile” tab.

• Click “Update Beneficiary 
Designations” to add or change 
beneficiaries.

• Click “Edit Beneficiary Designations” 
to change beneficiary information: 
address, phone number, etc.

Add or change a beneficiary:



Beneficiaries (cont’d)

• Add a new beneficiary to your 
benefits.

• Select benefit percentage for each 
beneficiary. (Percentages must add up 
to 100).

Assigning a beneficiary:



Cart

• Click on “Change” to make 
corrections or changes to 
any benefits elected and 
added to the cart.

Review the benefits in 
your cart:



Benefits Confirmation

• Print or save your 
benefits confirmation.

Benefits confirmation:



Survey

• A confirmation statement 
can also be printed here.

• Complete a voluntary 
survey questionnaire.

Voluntary survey questionnaire:



Enrollment Completed
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