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1. Click [Benefits Enrollment]

· Can be accessed from Overview page
· Can be accessed from Toolbar on any ESS page

Notes:

· “Benefits Enrollment” link is a shortcut, directly to benefits enrollment
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2. Click [Benefits Enrollment]

Step 3
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3. Click [View Your Current 2011 Benefits]

· Can view your current benefits and costs

· Can view your current covered dependents
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4. Click [<< Back] to Return to Enrollment Choices
Step 5
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5. Click [Enroll in 2012 Benefits]

· Can choose/change plans, insurances, flexible savings accounts

· Can choose/change covered dependents
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6. Select Medical Insurance and dependents wish to add or remove from medical coverage.
Step 7
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7. Scroll down to select Dental and Vision plans 
· Select insurance plans

· Select dependents you wish to add or remove from plans

Step 8, 9, and 10
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8. Select Additional Life Insurance – None or 1X - 5X
9. Select Additional Long Term Disability – None or Yes
10. Select Dependent Life Insurance – None or Yes
Step 11
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11. Select Flexible Spending Accounts
· Select account type

· Enter bi-weekly dollar value to be deducted from paycheck

Step 12
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12. Click [Next >>] to proceed with Selections 
Step 13 and 14
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13. Make selections for questions 1 and 2 (This page will only appear if covering a Spouse)  
14. Otherwise, click [Next>>]

Step 15 and 16
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15. Review selections and dependents covered
16. Click [Next>>] to proceed with finalizing selections or Click [Back<< ] to make changes
Step 17 and 18
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17. Check box and type in name as it appears at top of the page to certify selections
18. Click [Finish Enrollment >>] to proceed with finalizing selections, or Click [<<Back to Selections] to make changes, or Click [Exit] to not save any changes

Step 19, 20, and 21
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19. Click [Print Benefits Confirmation Form] if Adobe Reader is installed

20. If not, click Adobe Reader link to install, then go back to step 19

21. Print Benefits Confirmation form that opens in new window and close  after it is printed 
Step 22
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22. Click [Done] 
Step 23
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23. Click [Exit] to complete enrollment
Step 24
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24. Click on Log Off link at top right corner.  
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