
 

 

2020 Benefit Open Enrollment Directions  

Benefit open enrollment begins Monday, October 28 and ends Monday, November 11 2019. 

Current benefit elections will not carryover to the new plan year. 

 

1) Go to your Company Website and select ‘Employee Login’: 

 

2) The 2020 Benefit Open Enrollment landing page will open in a new window, select ‘Enroll’ to get started. 
 

 
3) Enter in your UltiPro login credentials: 

a. Username: Legal First Name + Date of Birth (MMDDYYYY) 

b. Ex: James12011972 

• If you have already logged into UltiPro, enter your password 

• If you forgot your password, select ‘Forgot your password?’ 

• If you have never logged into UltiPro, enter the default password: 

c. Password: Legal First Name + Home Zip Code 

d. Ex: James60514 

 

4) Select Login



 

 

5) The Benefit Portal will launch in a new window, on the right hand side, select ‘Click Here to Enroll in your 2020 Benefits’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6) Review the Benefit Guide for information of the benefit program then select ‘Get Started.’ 
 



7) Before you enroll, you’ll add eligible dependents to your plan by selecting Add Dependent. Click ‘Next’ to 

Continue. *You will be required to upload Dependent Verification for newly added dependents after 

completing enrollment. 

 



Medical Enrollment  

8) First, select ‘Begin Enrollment’, ‘View your current plan’, or ‘Decline coverage’. 

The following options are available from the Medical enrollment screen. 

a. Select Dependent you’d like to enroll (Box will appear green when selected) 

b. Add Dependents not already listed 

c. Review Plan Details 

9) Once you’ve reviewed your options, click ‘Select Plan’ to Enroll or ‘Decline Coverage’ to decline and go to the next 

plan. 

 

 

 

 

 

 
 

 
 

 
 

10) If you decline Medical coverage, a window will pop up asking you to confirm. Once declined, the option to Edit 

coverage is available. Click ‘Save’. 

 

 

11) To complete Medical benefits, review your elections on the Accounts Summary page and click ‘Save’ to 

continue.  

 



 



Dental Enrollment  

12) Select Begin enrollment, view your current plan, or decline coverage 

13) The following options are available from the Dental enrollment screen 

a. Select Dependent you’d like to enroll (Box will appear green when selected) 

b. Add Dependents not already listed 

c. Review Plan Details 

14) Once you’ve reviewed your options, click ‘Select Plan’ to Enroll or ‘Decline Coverage’ to decline and go to the next 

plan. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15) To complete Dental benefit enrollment, review your elections on the accounts summary page and click ‘Save’ to 

continue. 





Short & Long Term Disability Coverage  

16) Select ‘Begin enrollment’, or ‘View your current plan’. 

 

17) Review your Short Term Disability coverage by clicking ‘Plan Details’ and click ‘Next’ to continue. 

 

 

 

 

 

 

 

 

 

 

18) You’ll be automatically directed to the Long Term disability plan, review your coverage by clicking ‘Plan 

Details’ and click ‘Next’ to continue. 

 

 

 

 

 

 

 

19) Review your elections and click ‘Save’ to continue. 
 



Life Insurance  

20) Select ‘Begin enrollment’, or ‘View your current plan’. 

21) Basic Life Insurance is a FREE benefit, review your coverage by clicking ‘Plan details’ and click ‘Next’ to continue. 

 

 

 

 

 

 

 

 

 

22) Life Insurance requires a Beneficiary, select an option from the picklist, complete the required fields, assign an Allocation, 

then click ‘Next’ to proceed.  

 

23) Review your elections and click ‘Save’ to continue.  

 
 

 

 

 

 

 

 

 
 

 

 

 

 

 



Voluntary Life Insurance – Self, Spouse, Children  

24) Select ‘Begin enrollment’, ‘View your current plan’, or ‘Decline coverage’. 

25) Voluntary Life Insurance can be selected in coverage amounts of increments of $10,000. Select an amount then click 

‘Next’ or click ‘Decline Coverage’ to continue. 

*You are required to complete an EOI (Evidence of Insurability) if you increase the percentage amount from the 

prior year OR exceed $300,000 in coverage.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
26) You will automatically be directed to Voluntary Spouse coverage, select or add a spouse to enroll and click ‘Next’, or 

click ‘Decline Coverage’. 

 



27) If you chose to enroll, select a coverage amount and click ‘Next’ to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
28) You will automatically be directed to Voluntary Child Life Insurance, select or add a dependent to enroll and click 

‘Next’ or click ‘Decline Coverage’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



29) If you chose to enroll, select the coverage amount and click ‘Next’ to continue. 

 





Employee Assistance Program  

30) Select ‘Begin enrollment’ or ‘View your current plan’. 

 

31) The Employee Assistance program is a FREE benefit, review the plan and click ‘Next’ to continue. 

 

 

 

 

 

 

 

 

 

 

 
 

32) Review all elections you’ve made and click ‘Complete Enrollment’ to finish enrollment. 
 


