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Completing Open Enrollment 
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Navigation to Open Enrollment 

Description: Accessing the Open Enrollment forms allow you to verify, edit, and submit your elections for 
the new enrollment period. 
Prerequisites: PeopleSoft credentials are assigned after CEO HR has entered/updated the employee’s 
information into the system and PeopleSoft IT has completed the New User process.  
Additional Notes: For specific questions, contact Benefits at CountyBenefits@stancounty.com. For 
technical assistance, please email peoplesoft-tech@stancounty.com. 
 

Log in to PeopleSoft:  
PROD - PeopleSoft  

  

On the top left corner 
of PeopleSoft select 
“Employee Self 
Service”. 

 

Click on the “Open 
Enrollment Tile”. 

 

mailto:CountyBenefits@stancounty.com
mailto:peoplesoft-tech@stancounty.com
https://hcmprod.co.stanislaus.ca.us/psp/ps/?cmd=login&languageCd=ENG&
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Welcome Page 

Please read the welcome 
page in your PeopleSoft 
account before you start your 
open enrollment.  

 
Note: Steps that you have not 
visited will appear as “Not 
Started”. 

 
Note: Visited steps will 
appear as “Visited”. 

 
Note: To pause and resume 
your open enrollment for a 
later time (during the open 
enrollment process), please 
follow these steps: 

1) Click the exit button: 

 
 

2) Read the message and click ‘Yes’ if you want to exit. 

 
Note: To navigate to the next 
items, either use the “Next” 
button or use the left 
navigation column to click on 
each step. 
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Benefits Summary 

On this step, you can see a 
summary of your benefits. 
 
Click on each plan to 
review your benefit 
elections in detail. 

 
Every plan will look like this 
where you can review the 
details of each individual 
plan. 
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Dependent/Beneficiary Info 

Review your 
beneficiaries and make 
any changes as needed. 

 
To add a new individual 
as dependent and/or 
beneficiary click the 
button “Add Individual”. 

 

 
Fill in the information 
on the red area and 
click “Save”. 
 
When you select the 
‘Relationship to 
Employee’, the 
dependent and 
beneficiary fields will 
populate as shown on 
this example. 
 
Note: If you want to 
cancel this action, click 
the “Cancel” button. 
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To modify an existing 
individual, click the ‘>’ 
button. 

 
Modify the information 
on the red area as 
needed and click 
“Save”. 
 
Note: If you want to 
cancel this action, click 
the “Cancel” button. 

 

 

 

 

 

 



7 | P a g e  
 

Acknowledgement 

Read the Acknowledgement 
section. To acknowledge, 
click the “Acknowledge” 
box in the bottom of the 
page and click “Save”. 
 
If you have any questions, 
please contact Benefits at 
CountyBenefits@stancounty.com.  

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:CountyBenefits@stancounty.com
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Benefits Enrollment 

Go to each benefit plan, 
by clicking on each tile, to 
review your plan options 
and costs. 

 
On this example, we are 
exploring the tile 
“Medical”. 
 
On this page you will be 
able to review and take 
actions on your individual 
plans such as selecting a 
plan name or waive. 
 
Once you have completed 
your review and any 
changes, click the button 
“Done”. 

 
Your tiles will provide you 
information about the 
status, for example: 
 
Status: Changed 
Status: Visited 
Status: Pending Review 
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Submit: 
 
Once you are done 
reviewing and making any 
changes, you will submit 
your benefits enrollment 
to benefits by clicking the 
“Submit” button. 
 
You will see your status 
will change from 
“Pending Review” to 
“Submitted”. 
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Summary Page 

On the summary page you 
will be able to review the 
status of each step, when it 
was completed, if it is 
required, and a “Go to Step” 
button to go to any step that 
you need to revisit. 

 
 

Benefits Statements 

On this step, you will be 
able to view your benefit 
statement. To review your 
submission, select the 
statement type ‘Submitted 
Enrollment’ and click the ‘>’ 
button. 
 

 
 

This will allow you to view 
your submitted enrollment 
as well as have a print view 
version by clicking the 
button ‘Print View’. 
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