
2026 Open Enrollment Late Enrollment Window Instructions 

The following instructions are for the late enrollment window for 2026 Open Enrollment. This 
enrollment window only applies to a select group of faculty and staff who had health insurance 
in 2025 but do not have coverage in 2026 because coverage was not elected during Open 
Enrollment. See enrollment window rules for more information. You must apply for coverage via 
myHR by 11:59 pm CT on March 31, 2026 and upload a signed Post-Tax Deduction 
Acknowledgement form to enroll during this window. Coverage will be retroactive back to 
January 1, 2026, with all retroactive deductions and future deductions taken on a post-tax 
basis.  

1. Login to myHR at http://www.northwestern.edu/myhr/. 
 

2. Click the Benefits tile 

 
 

3. Select My Health Benefits Elections from the left-hand menu. 

 

 

http://www.northwestern.edu/myhr/
https://hr.northwestern.edu/documents/benefits/post-tax-acknowledgement.pdf
https://hr.northwestern.edu/documents/benefits/post-tax-acknowledgement.pdf
http://www.northwestern.edu/myhr/
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4. Select the Edit your benefits button 

 

 

5. Take the following steps: 
a. Click New life event radio button 
b. From dropdown menu, select Loss of Other Coverage 
c. Enter Effective date 3/1/2026 (coverage will be backdated to 1/1/2026) 
d. Select Next 
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6. Select Next on the screen that for dependents. You can only cover dependents you 
covered in 2025. 

 

 

7. Select Edit coverage under Medical coverage 

 

 

8. Click Select plan next to the plan you want to enroll in for 2026. You cannot enroll in 
the HMO. You may only choose the PPO, HSA Plus, or HSA Essential plans.  
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9. Complete the Tobacco Surcharge question and select Next. 

 

 

10. Select Save changes at the bottom of the screen. You can only enroll in health 
insurance during this enrollment window. No changes or enrollment can be made to 
other benefits. 

 

 

11. Click Continue 

 

https://hr.northwestern.edu/benefits/health-insurance/health-plans/tobacco-surcharge-program/
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12. A pop-up box will appear requesting documentation. You will need to upload the 
Post-Tax Deduction Acknowledgement form with your signature before 3/31/2026 
for your enrollment request to be approved. Select the You have a task that require 
documents button. 

 

 

13. Select Add document 

 

 

14. Upload the signed Post Tax Deductions Acknowledgement document, enter Post Tax 
Deductions Acknowledgement under Document name and select Other Document 
as document type. Select Save document. 

 

 

https://hr.northwestern.edu/documents/benefits/post-tax-acknowledgement.pdf

