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HOW TO COMPLETE ‘MY HR’ BENEFITS ENROLLMENT 
I AM A NEWLY BENEFITS ELIGIBLE EMPLOYEE 

• As a newly benefits eligible employee, you must make your benefit election (enroll or decline) in 
‘My HR’ within 30 days of your benefits eligibility date 

• Click on the link on the main screen of My HR to enroll in benefits  
o Found under the benefits tile 

 
 
 
 

• Click on I’m a newly benefits eligible employee  

 
• Once you click on the link, the main screen of the life event appears.   
• The left columns need to be completed in full until you can progress to the next screen 

o Life Event Effective Date: This date is pre-populated by the system and is based off your 
benefits eligibility date 

o What was the reason?  Select dropdown: Life Event Election 
o Select next arrow at the top right of the screen 
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• Verify Dependent Information
o Dependent’s SSN and DOB will need to be added in this area before they can be enrolled in

benefit plans.
o Life insurance and retirement beneficiaries are not stored in this area
o Once all dependent information is complete, select the next arrow at the top right of the

screen

• Medical
o You can enroll or decline in the Medical and Prescription plan on this page.
o There are three plans to choose from: EPO, PPO, HDHP

 The HDHP plan is the only plan that is eligible to enroll in the Health Savings 
Account (HSA)

o If you add your spouse to the plan the you must submit the spouse attestation
o Tier 1, Tier 2 and Tier 3 are based on annual salary:

 Tier 1 annual salary of $60,000 or less per year
 Tier 2 annual salary of $60,000 to $100,000 per year
 Tier 3 annual salary of $100,000 or more per year 
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 The only difference between all 3 tiers is the bi-weekly premium amount removed 
from your paycheck  

o Once you make your selection, click the next button on the top right of the screen 

 
• Health Savings Account (HSA) 

o The HSA is only available for those who enroll in the HDHP plan 
 If you enroll in the HSA plan, you must select one plan from the options below.  

Please note that you do not have to contribute to the HSA plan and can check ‘I 
decline Heath Savings Account plans’.  The employer contribution will continue 
regardless of enrollment or declination of the HSA.  

 HSA Individual- Employee only coverage under the age of 55 
 HSA Individual-Catch Up (Age 55 & above) – Employee only coverage age 55 eligible 

for the additional $1,000 catchup 
 HSA Family- Employee plus one under the age of 55 
 HSA Family Catch-up (Age 55 & above) – Employee plus one above the age of 55 

eligible for the additional $1,000 catchup 
o The HSA is also viewable if you enroll in the EPO plan, PPO plan or decline medical and 

prescription.  You must check ‘I decline Heath Savings Account plans’.   
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• Dental 
o There are two dental plans to choose from: Dental Standard Plan or Dental Buyup Plan 
o Enroll or decline in the plan and click on the next button  

 
 

• Vision 
o There is one vision plan to select.  All levels of coverage are at the same bi-weekly 

premium 
o Enroll or decline in the vision plan and click on the next button 
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• Short Term Disability (STD) (you will only see this election if you are an hourly employee) 

o Available to hourly full-time employees.  You can enroll or decline in the Voluntary STD 
plan at time of benefits eligibility.   

o If you would like to enroll in the benefit, review the Voluntary STD rates in the red chart 
below.  Enter the election cost by age bracket into the amount per pay period line in ‘My 
HR’ this is the amount that will be removed per pay. 

o Once complete click the next button on the top right of the screen 
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MINIMUM ANNUAL SALARY 

 
WEEKLY BENEFIT 

ELECTION COST BY AGE BRACKET 

<39 40-49 50-59 60+ 

$8,667 $100 $3.97 $3.88 $5.17 $7.29 

$17,333 $200 $7.94 $7.75 $10.34 $14.58 

$26,000 $300 $11.91 $11.63 $15.51 $21.88 

$34,667 $400 $15.88 $15.51 $20.68 $29.17 

$43,333 $500 $19.85 $19.38 $25.85 $36.46 

$52,000 $600 $23.82 $23.26 $31.02 $43.75 

$60,667 $700 $27.78 $27.14 $36.18 $51.05 

$69,333 $800 $31.75 $31.02 $41.35 $58.34 

$78,000 $900 $35.72 $34.89 $46.52 $65.63 

$86,667 $1,000 $39.69 $38.77 $51.69 $72.92 

$95,333 $1,100 $43.66 $42.65 $56.86 $80.22 

$104,000 $1,200 $47.63 $46.52 $62.03 $87.51 
 
 
 
 

• Confirm Your Elections or Changes 
o Review all of your elections thoroughly, if everything looks correct press submit at the top 

right of the screen (blue check mark).  A pop up (second screen-print) will show a 
confirmation page to submit your elections. 
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• Additional HSA Information 

o The system is set up with plan contingences.  That means if there is an error with your HSA 
enrollment, you may receive an error message below.  You will need to go back into the 
HSA section and update your election. 

o Enrolling in EPO or PPO plans but trying to select the HSA:  
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o Enrolling in Employee Only HDHP coverage but selecting Family HSA: 

 
o Enrolling in EE/Spouse, EE/Child, EE/Children or EE/Family HDHP coverage but selecting 

individual HSA  
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I HAVE A QUALIFYING LIFE EVENT CHANGE (MID YEAR CHANGES) 

• You have 30 days from the date of the event to make changes to your benefits. You must provide 
supporting documentation of the life change event to your Community Human Resources 
department. 

• Click on the link on the main screen of My HR to update your benefits  
o Found under the benefits tile 
o Click on I have a Qualifying Life Events Change 

 

 

 

 
o Life Event Effective Date: Enter the date the life event occurred. Please note the system 

does not allow you to future date the life event.  If it is a future date, please use the 
current date. Your ‘My HR’ record will reflect the correct life event date once approved  

o What was the reason?  Select dropdown: Death of Dependent, Divorce legal sep/COB, Life 
Event Election 

o Select next arrow at the top right of the screen 
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• Verify Dependent Information  

o Dependent’s SSN and DOB will need to be added in this area before they can be enrolled in 
benefit plans. 

o Life insurance and retirement beneficiaries are not stored in this area 
o Once all dependent information is complete, select the next arrow at the top right of the 

screen 

 
• The Qualifying Life Event Change allows you to only select the plan you would like to change   

o Example: if you only want to change medical and prescription, make the change under the 
Medical section and then you can click on confirm your elections or changes in the final 
column.    

o If you would like to make changes to all plans, you will need to go through each column on 
the left side of the screen.  To move onto the next page, click the next button at the top 
right of the screen. 

• Health Savings Account (HSA) Section 
o The HSA is only available for those who enroll in the HDHP plan 
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o   If you do not want to enroll in HSA, you can completely bypass this section under I have a 
Qualifying Life Event Change or you can select ‘ I decline Health Savings Account plans.’  

o If you enroll in the HSA plan, you must select one plan and can then continue to the dental 
column  
 

 
 
 

• Confirm Your Elections or Changes 
o Review all of your elections thoroughly, if everything looks correct press submit at the top 

right of the screen (blue check mark).  A pop up (second screen-print) will show a 
confirmation page to submit your elections. 

 

 


