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Enrolling in Benefits 
 
THIS GUIDE WILL HELP YOU IF: 
  

x It’s Open Enrollment time and you need to make your benefit elections. 
x You are a new employee and you have a Special Enrollment assigned to you, enabling you to enroll in benefits outside of the open enrollment 

window. 
 
HOW TO ENROLL: 
 
x You will have an Action Needed item when you log into Web Benefits. 

 
x Under Action Required, you will see the type of enrollment that is pending (Open Enrollment, Special Enrollment). 

 
x To start your enrollment, click Start and then on the next screen, click on Start Your Enrollment. 
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Enrolling in Benefits Cont’d 
 
 
YOUR FAMILY 
 

x If you have family members to have, click on Add Family Member, and complete all Required Fields and any other applicable information. 
x Click Save. 
x Click Continue to advance to the next step (even if you do not have family member to add). 
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BENEFIT ELECTIONS 
 

x Make your Medical, Vision, Dental and Voluntary Elections by clicking the check mark next to the option you choose. 
x Click Continue to advance to the next step. 
x Click Previous to go back and make any changes to your previous steps. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

You can view your progress 
on the top left of the screen. 
It will display the percentage 
of your enrollment that you 
completed.  
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ENROLLMENT SUMMARY AND SUBMITTAL 
 

x Review your elections for accuracy. 
x Click on the name of an election to review its details. 
x Click Previous to go back and make any changes to your previous steps. 
x Click Submit when you are ready to complete your enrollment. 

 
 
 
 

Your estimated costs per 
pay period will appear on 
the top right corner of the 
screen.  


