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Benefits Enrollment Instructions

When you need to make a change...

The benefits enrollment platform is your one-stop shop for enrollment in faculty and staff
benefit programs, with the exception of commuter benefit enrollment which is made at
www.payflex.com.

Please note that you have 31 days from the date of a qualifying life event to make changes
to benefit enrollments. All enrollments must be made online following the process

outlined in the guide. If this is the first time you are enrolling in Northwestern’s benefit
plans, the system will walk you through all

offerings. If you do not use a computer at Before You Enroll
work or at home, computers are available in To make the enrollment process as easy as
the HR offices. Detailed information possible, it is recommended that you gather

regarding benefit plans can be found on the information and documents for all dependents you

Benefits main website: wish to enroll on the health plan before you begin

http:// th ; du/hr/b fits/i the online enrollment process. Plan to have legal
p://wWww.northwestern.edu/nr/oenerits/1

names, dates of birth, social security numbers, as
ndex.html. well as scanned copies of proof of dependency
documents

(

) readily

available.



http://www.payflex.com/
http://www.northwestern.edu/hr/policies-forms/how-do-i/verify-dependents.html).
http://www.northwestern.edu/hr/policies-forms/how-do-i/verify-dependents.html).
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If you have questions or need help completing

Benefits Enrollment ...
Multifactor Authentication Issues
IT Help Desk: 847-491-4357

consultant@northwestern.edu

Net ID Issues
myHR Help Desk: 847-467-4800
myHRhelp@northwestern.edu

General Benefits Questions
Benefits Office: 847-491-7513

benefits@northwestern.edu
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NOTE: Do not use
the back button

in your browser.

It is best to use
the previous
button within

the platform.

Accessing Benefits Enrollment Portal

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

2. Select the Benefits tile in myHR Self Service.
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Select Change Reason

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

< Self Service

E2 Welcome to My Benefits Welcome to My Benefits

% My Savings Plan Elections

Click on “My Health Benefits Elections™ on the left sidebar to enroll
* Health, Dental, Vision
» Health Care Flexible Spending Account
« Health Savings Account
» Dependent Care Flexible Spending Account
* Life Insurance
m Disability Insurance
3

% My Tuition Benefit Application

@ Access PayFlex

Access SitterCity

] Benefits Website

[y Savings Plan Elections” on the left sidebar to enroll in
Plan
* Voluntary Savings Plan

‘Q My Health Benefits Elections

4. Select Edit your benefits from the center of the page.

Welcome to your Northwestern Benefits!

You are invited to enroll in benefits provided through the Nerthwestern Office of

Human Resources.

Edit your benefits > S

4

There are only specific reasons outside of Open Enrollment in which you can change your benefits. If you
experience a qualifying event, indicate by following the steps below.

1. Select the Life or family change, then select reason for change, and then enter date of reason.

Select a Life Event

The life event you select will h 1

® New life event (ex. Marria  death,

Selectreason for change *

Did you recently experience a life event?

Life events are significant moments (e.g. birth of a child) that might require you to make a change to

your benefits. A Life event is often, but not always, required to make changes to most benefits.

jits can be edited.
coverage, etc)

Enter the date of this life event *
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. I do not have a specific life event
.
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Adding Dependents

Before you making changes to your benefits you will be prompted to enter all dependents you wish to cover
on any of the University’s benefit plans.

1. Select Add Dependents to add a spouse or child(ren). If you do not have any dependents, select Next.
NOTE: Do not use

the back button

in your browser.

Take a moment to review your family

Below is a summary of everyone that you have entered as a member of your family. Take a moment to review. If anyone is It IS best tO use
missing, you may create them in the system n record of your family is important, because it allows

us to better suggest benefits and T 1 ht for you the preViOuS

Add Dependent

button within
the platform.

Next Previous
2. Enter all required dependent information and 3. Select Add Dependent to add more individuals or Next
click Save. Please note that for ACA tracking to move to the next section.

all SSNs should be provided.

Before you enroll in benefits

Add Dependent Do you need to add any dependents to your profile?
First Name * Middle Name Last Name *
2 Note: Y @ able to add dependents a
Suffix p ame
y s Name Relationship Date of Birth Gender Actions
Please Select:
Untamable Cat child 111201 Male [‘actions -

Date of Birth *
Gendor *

Male ) Female m s

ssi

Rolfonship

ase Solect ]

Adfress
1Rz Employes Address
\ 4

Save ‘SAVP&AﬂdAHDrhEV Cancel

Changing Benefit Elections

Make changes to the benefits that are impacted by the qualifying life event that you have incurred.
Documentation, such as a government issued birth certificate, is required for most qualifying life events.
For a list of documents, please visit our website: http://www.northwestern.edu/hr/policies-forms/how-
do-i/verify-dependents.html.

Northwestern University | Mid-year Change Instructions | 4


http://www.northwestern.edu/hr/policies-forms/how-do-i/verify-dependents.html).
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Changing Benefit Elections (cont.)

1. You will be provided with a list of benefits for which you are eligible to make changes. Click on the check
box next to the name of the dependent you want to add for each benefit. for the benefits that require
updating due to the life event. You do not need to do anything for benefits that will not be changed.

You may want to update these benefits

Update your Medical coverage 1 $186.00
Value PPO 2022 per menth
Offered By: Blue Cross Blue Shield of Illinois
Effective Date: 01/01/2021
Persons Covered: You Spouse 1 Child

= Add

= Documentation may be requested.

= Acopy of the birth certificate is required to make this change. The footprints received from the hospital can be used temporarily
until you receive the government official birth certificate.

Edit coverage Show Plan Details »

2. When you have updated all of your benefits select Save changes at the bottom of the screen.

~

N
Save changes Cancel
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Health Savings Plan

If you elected to participate in the Value PPO Health Plan you are eligible for the Health Savings Account
(HSA). If you did not select the Value PPO then skip this page.

Northwestern University offers matching funds up to $700 for a single participant or $1,400 for a family.

Northwestern | myBenefits 2
To enroll/change the HSA:

‘Shop for benefits.

Choose your Health Savings Account (HSA) plan.
1. Click on Select Plan. TO decline enrollment Becouse you have selected a High Deductible Health Plan (HDHP), you are eligible for o Health Savings Account. A

Health Savings Account allows you to contribute money that may be used to pay for qualified health care
expenses.

select Decline Coverage.

Health Savings Account

You can use p you Yo
your spouse, or y
by your medical plan.

amount. 1

Northwestern | my8ansits

" o s

and ur
for dollar up toa total of the medical deductible

Contribute to your Health Savings Account (HSA) )
et ottt o it 2. Enter the amount you wish to have deducted

Contribute to your HSA . from each remaining paycheck for the year.

® ot This amount should not include what you

e e plan on receiving from the University Match.
Click Next.

Example: Seven paychecks remaining and you

3. A summary will appear that shows how much want to recelve full Single Matchof 5700:

you will contribute and how much the Employee amount per pay = $100 Total = $1,400
University will contribute. Note occasionally all

contributions cannot be made evenly from all

checks so one check will have a different 4. Finally, read the acknowledgement, select /

amount. Agree, then click Next.

Northwestern | mySenefits
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Contribute to your Health Savings Account (HSA)

154 60 not want 10 contribute to your HSA, select next.

el o S s Health Savings Account (HSA)

20000 o 067302017 - 1273172017 Employes ongoing contribution [Actions-
L Acknowledgement

Employer match

Acknowledgement and Agreement

« | am not enrolled in Medicare

« | cannot be claimed as a dependent on another person's tax return

.l hat if mv spouse is enrolled in a Health FSA | am not eligible to contribute to an HSA
« lunderstand R cannot be effective prior to my HDHP coverage date

« | do not have 4 balance in a health care flexible spending account.

Previous Cancel
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Uploading Documentation

1. Select To Do Items from the left-hand menu. 2. Then select the task.

Welcome to your Northwestern Benefits!

Fr A
You are invited to enroll in benefits provided through the Northwestern Office of J \ Your to-dos
Human Resources. he

Edit your benefits >
>

= You have tasks that require document uploads

Welcome back, 8 ACTIVE 1 © TO0DO m

BENEFITS ITEMS

View benefits View to do list

3. Select Add document

Document needed

Add document to verify test (child) is
your dependent.

Why it's needed Important info

4. Finally, type the name of the document, select the type from
the drop down menu and select Save Document.

Decument name Type of document w

Who this document is for

Cancel
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