
During Open Enrollment (OE), employees will select the OE task in the Home tab or the task in the

Bene�ts tab to get started.

In step 1, the employee will select Let's Get Started.

In step 2, the employee will review, edit and con�rm their personal information and related details,

then select Family Members.
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In step 3, the employee will review, edit and con�rm their family/bene�ciary information, then

select Quick Enrollment.

Once the employee reaches step 4, they will see their current enrollment information alongside

matching plan information, related to quick enrollments. The Quick Enrollment Summary details

whether their rate will increase, decrease, or stay the same as the previous year. If the employee

opts to enroll in a di�erent plan than what they selected the previous year, they will be taken to

step 5 where they can select alternate plan options.

Note: If there is a new plan o�ered that is not related to the quick enrollment process (i.e.,

new plan was created for the new plan year and NOT linked to a plan from the previous year),

that plan will not appear in the Quick Enrollment step. Instead, this plan will appear in step 5,

Select Bene�ts.

Note: Employees that did not enroll or opt out of the linked bene�t plan from the prior year

will not have the Quick Enrollment step available for that plan type. Instead, they will be

directed to Step 5: Select Bene�ts. Additionally, employees who were not eligible for bene�ts

in the prior year will not have the Quick Enrollment step available to them.



Step 5, Select Bene�ts, will need to be completed if the employee either opted to enroll in a

di�erent plan or there are new plans available.

If a plan is chosen for Family/Dependent coverage, dependents must be chosen. These can also be

edited from this screen as well.

If bene�ciaries are required, the screen will populate. If one is selected, the allocation will be 100%,

if two are chosen the default logic is to split the bene�t 50/50. Alternate selections may be chosen.

In step 6, Con�rm, the employee will review coverage options and eSign to con�rm selections. Total

payroll deductions for coverage amounts are presented as well.






