
 

  

 

 

Please contact your HR Administrator or Benefits Specialist for any questions. 

 

Begin Enrollment 

Select the New Hire Enrollment button in order to choose 

your benefits. 

Sign Up 

New employees will receive  a welcome email  at their work 

email address (or the email address provided to their      

employer when hired). Please click on the link provided in 

the email to begin your enrollment  process. 

Create a password, 

confirm, and select 

change password. 

 

 

Verify Information 

Review Profile Details and add in or correct 

any information that was not completed by 

your  employer. Next, press Save and     

Select Benefits. 

 

Need to add a dependent? 

1.Click on “Add New Dependent” 

2. Fill in required information 

3. Press “Save Dependent” 

 



Wondering what plan to 

choose? 

Refer to the benefit  descriptions for a 

comparison of the different plan designs.  

Approve your changes 

Continue through each benefit tab,    

and press “Save & Finish” to complete. 

Please contact your HR Administrator or Benefits Specialist for any questions. 

Make your elections 

Review the benefit options available, and 

choose a plan. Include dependents on coverage 

by checking the box next to the dependent you 

wish to add. 

 

 

 
 

Dependent Verification is required within 30 days.   

If you do not have it at the time of enrollment press 

“Skip and Continue”, and submit to your HR           

administrator. 

Upload dependent verification 

Upload proof of dependent documentation 

for  any new  dependent being added to  

your benefits (ie. Birth certificate, marriage 

certificate, adoption papers, common law 

certificate, civil union certificate), and press 

upload.  

 
 

Review your elections 

Select “Summarize Coverages” in 

order to review your enrollment. 

 

Print  

Print your election summary for your 

records or future reference.  

 

 


