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Open Enrollment from an Employee’s Perspective 

Overview  

This help topic goes over Open Enrollment from an employee’s perspective.  

Employee Self Service Benefit Enrollment 

• Log in to isolved using your Employee Self-Service login credentials. 
• To access your enrollment, select Benefit Enrollment or Open Enrollment.
• Select the N ext option on the blue action line to move through the enrollment screens. 
• Any messages from your employer are displayed on the right-hand side of the screens.

Welcome  

• The Welcome screen displays helpful information such as the time frame of the enrollment period, how much 
time remaining to enroll, messages, documents and links from your employer.

• If a document is posted that requires acknowledgement, a red exclamation mark will appear next to the 
document name.

• Select the document name to review.
• Once reviewed, select Acknowledge, and if you certify that you have read and understand the content o f the 

document, select OK.
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Beneficiaries and Dependents 

• You can update or add beneficiaries/dependents so that you can attach them to your coverages as needed.
• If you have dependents/beneficiaries listed already, click on edit to update any information.

• To add a new dependent/beneficiary: 

1. Select the plus sign.
2. Use the drop-down menu to select the Relationship type.
3. Choose D ependent if they are eligible to participate in your benefit coverage.
4. Choose Beneficiary if they may be selected as a beneficiary on applicable plans.
5. Complete the remainder of the information, noting the required fields.

N ote: To update the SSN or date of birth, use the Update SSN/Update Birth Date field. When you are done 
with all changes and select Update & Close, the SSN/Birth date will move into the appropriate field. If you 
do not have a social security number, please do not use a fake number as a place holder as this can cause 
issues for future reporting.  
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Health and Wellness 
N ote: This may not be an option on your employer’s setup. 

• Select the contacts who are tobacco users.

Current Benefits 
This option may vary based on your employer’s setup. You will find your current benefits listed here. 

Cost Analysis 

• Displays the cost of coverages you are eligible to select.
• You can choose to view each plan individually or select Expand to view all your plans simultaneously.
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Plan Selections 

4 01k 

• Select to contribute to the plan or waive.
• If selected, you must enter in a contribution amount and beneficiary designation and percentage. The 

beneficiary percentages must equal 100%.

Company Paid Benefits 
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• If your employer offers benefits such as company paid life insurance, you may not have an opportunity to 
waive the coverage.

• Select the coverage, and if available, enter beneficiary designation and percentage.

Medical, Dental and Vision 

• If you select Coverage Waived, you may be required to select a waive reason from the drop-down menu.
• Once on the waived screen, you can go back to the election screen by selecting the D eselect option.
• Select a plan using the S elect Plan option and use the button to select the Coverage option.
• If you have dependents, they will be listed. Select the dependents you wish to add to the plan. Dependents 

can be selected based only on the coverage option you choose – for example, if you choose employee +
spouse, only your spouse can be selected.

• If you do not see your dependents listed, navigate back to Beneficiaries and Dependents and add needed. 
Remember to check the “dependent” box when adding dependents that will be added to your plans.
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H SA/FSA  

• When electing HSA, you must select the level of coverage that matches the level of coverage selected for 
medical.

• Enter in the amount you would like to contribute under Amount Per Scheduled Pay or Annual Target Amount. 
• Based on your company’s configuration, you may receive a message that you are not eligible for the FSA since 

you enrolled in the HSA. Otherwise, you would have the option to enroll in the FSA.

Voluntary Life, Spouse Life and Child Life 
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• Your plan may be configured so that it will alert you if you select an amount over the guaranteed amount that
would require evidence of insurability (EOI).

• The message will include the amount your coverage is allowed up to until the EOI approval is obtained.
• Select beneficiaries and/or those dependents covered by the related plan.

Benefit Confirmation 

• When you have finished making your benefit elections, the confirmation page will display. Be sure to read the 
important details in the Action Required message box. 

• Scroll down to see a full list of your elections.
• Select P rint icon at the top right of the page to print your elections.
• Select S ubmit My Benefits located in the Action Required message box when you are ready to complete your 

enrollment.
• A message will appear to ensure you reviewed and verified your elections and will remind you that a copy of the 

enrollment confirmation will be available to you in Documents.
• If you wish to submit your benefit elections, select OK. If you wish to go back, select Cancel.
• Once you submit, the Enrollment Progress message at the top right of the screen will show the date and time 

stamp of your submittal.
• You have the option to select Print Confirmation Statement.
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