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NEWLY ELIGIBLE – ADDING DEPENDENTS/BENEFICIARIES
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NEWLY ELIGIBLE – ADDING DEPENDENTS/BENEFICIARIES
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For Health Plans, select the checkbox next to each 
dependent to be enrolled.

For Life Insurance Plans, enter 
primary (required) and contingent 
(optional) beneficiaries
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NEWLY ELIGIBLE – SELECTING PROVIDER FOR HMO
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6. Enter the Provider ID Number 
and indicate if you have 
previously seen the provider.

7. If all of your dependents will use same 
PCP, check the box indicating.  If your 
dependents will have a different PCP, 
then click the “Important: Assign Provider 
ID for your dependents by clicking here.”





NEWLY ELIGIBLE – UPLOAD DOCUMENTATION
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NEWLY ELIGIBLE – UPLOAD DOCUMENTATION
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Please note: before you can upload an 
attachment, you will need to scan a copy of the 
document and save it to your computer.  

1. Enter a description of the document (e.g. 
marriage certificate) in the Subject field and Click 
the “Add Attachment’ button.  

2. Select the file to be uploaded and 
Click the “Upload” button. 

3. Click “Save”



NEWLY ELIGIBLE – UPLOAD DOCUMENTATION
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The saved documentation will be 
displayed in the grid.  Close the 
Window to return to your 
enrollment.



NEWLY ELIGIBLE – SUBMITTING ELECTIONS
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Click “Submit” to send your elections 
to the Benefits Office

• When you are done making elections and have clicked “Save and Continue” complete your 
elections by clicking the “Submit” button.



NEWLY ELIGIBLE CONFIRMATION STATEMENT
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• Review and Print a copy of your Confirmation Statement



EMPLOYEE SELF SERVICE –VIEW BENEFIT SUMMARY AND LAST 
PRINT CONFIRMATION STATEMENT
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• Navigation: Self Service > Benefits > Benefit Summary

Click “Confirmation Statement” for a copy of 
your last submitted Confirmation Statement.
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