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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.  For technical assistance, please email PeopleSoft-
Tech@stancounty.com.  
 
 

 

1. Through the County 
Connect site, click the 
PeopleSoft link at the 
middle lower right of the 
webpage. 
 

 

 

2. Login to PeopleSoft 
below the Oracle logo. 
 
If you have forgotten 
your password, use the 
Forgot Your Password 
link or contact the ITC 
Helpdesk during normal 
business hours while in 
the office. 

 

Navigation: 
Navigator > Self Service > 
Benefits > Benefits Enrollment 
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Open Enrollment 

To enter the Open Enrollment elections 
page click Select. 

 

Notice 
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Enrollment Summary 

Click Edit next to each plan to 
review and change your benefit 
elections. 
 

 

After reviewing each benefit 
election, click Submit to submit all 
elections. 
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Benefits	Enrollment	

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Review your plan options and semi-monthly 
costs and then click the Radio button next 
to your plan choice for the new plan year. 
 

Click Hyperlink to review all plans 
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Review your available dependents at the bottom 
of the page. Make sure the Enroll box is 
checked next to the dependents you want 
enrolled in this plan. 
 
Click Add/Review Dependents Button if you 
need to add a dependent. 
 
 
Add/Review Dependent/Beneficiary Instructions 
 

 

 
 
 
 
After making your selections and reviewing 
your dependents are enrolled, click Update 
Elections to save your elections for each plan. 
 
 
Click Discard Changes if you don’t want to 
save them. 

 

 
  

NOTE: If you add a new dependent, you will 
need to submit documentation (marriage 
license, birth certificate, etc.) to Employee 
Benefits by the Open Enrollment deadline. 
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Add/Review Dependent/Beneficiary 
 
 
To add a new dependent, click Add a dependent 
or beneficiary button. 
 
To view an existing dependent, click on the Name 
hyperlink. 

 

 
 
Enter your new dependent information.  
 
 
Click Save when complete.  
 
 
Review your new dependent info and click Return 
to Dependent/Beneficiary Summary.  
 

 

 
  

NOTE: If you add a new dependent, you will 
need to submit documentation (marriage 
license, birth certificate, etc.) to Employee 
Benefits by the Open Enrollment deadline. 

NOTE: If you are changing a beneficiary to 
a dependent, for example a Fiancé to 
Spouse, DO NOT add them as a new 
dependent.  Contact Employee Benefits to 
update the current dependent information 
and forward appropriate documentation to 
Employee Benefits. 
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Benefits	Enrollment	(cont.)	

Click Edit next to each plan to review and change your benefit elections and dependents, following the previous steps 
for each plan. 
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Accident	Insurance	
 
 
 
 
If you want to change your Accident 
Insurance, select the Radio button next 
to your coverage level choice.  
 
 
 
Enroll Your Dependents will display if 
you select a coverage level. 
 
Check Enroll box to enroll dependent. 
 
To add a new dependent that is not listed, 
click Add/Review Dependents. 
 
Add/Review Dependent/Beneficiary 
Instructions 
 
 
 
Click Update Elections to save your 
election. 
 
Click Discard Changes if you don’t want 
to save them. 
 
 

 

 
 
 
 
Confirm Information 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t want 
to save them. 
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Supplemental	Life	

 
 

Employee Life 

 
If you want to change your Supplemental 
Life Insurance, select the Radio button 
next to your coverage level choice.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them.  

 

NOTE:  An asterisk* requires an 
Evidence of Insurability (EOI) 
form be completed and sent 
directly to ReliaStar for approval 
by the underwriter. Click on the 
blue hyperlink with the insurance 
amount to complete and print the 
EOI form. 
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Review and update your life insurance 
beneficiaries if necessary.  
 
You can designate primary and 
secondary (contingent) beneficiaries by 
allocating each beneficiary share – 
primary and secondary percentages must 
each total 100. 
 
To add a new beneficiary that is not 
listed, click Add/Review Beneficiaries. 
 
Add/Review Dependent/Beneficiary 
Instructions 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them. 

 

 
 
 
 
 
 
 
Confirm Information 
 
 
 
 
 
 
 
 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t want 
to save them. 
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Dependent Life 

 
 
If you want to change Dependent Life 
Insurance, select the Radio button next 
to your coverage level choice.  
 
 

 

 
 
 
 
To add a new dependent that is not listed, 
click Add/Review Dependents. 
 
Add/Review Dependent/Beneficiary 
Instructions. 
 
 
Check each Child that should be 
covered. DO NOT check Spouse. 
 
 
 
 
 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them.  

 

NOTE:  The employee is always the 
beneficiary for Dependent Life. 

NOTE:   
Enrollment in this benefit plan 
requires enrollment in Employee 
Supplemental Life for at least the 
same coverage level or greater. 
 
Employee Supplemental Life must 
be selected before completing this 
page. 
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Confirm Information 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t want 
to save them. 

 

Spousal Life 

 
 
If you want to change Spousal Life 
Insurance, select the Radio button next 
to your coverage level choice.  
 
 

 

 

NOTE:  An asterisk* requires an 
Evidence of Insurability (EOI) 
form be completed and sent 
directly to ReliaStar for approval 
by the underwriter. Click on the 
blue hyperlink with the insurance 
amount to complete and print the 
EOI form. 
 
Enrollment in this benefit plan 
requires enrollment in Employee 
Supplemental Life for at least the 
same coverage level or greater. 
 
Employee Supplemental Life must 
be selected before completing this 
page. 
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To add a new dependent that is not listed, 
click Add/Review Dependents. 
 
Add/Review Dependent/Beneficiary 
Instructions 
 
 
Check Spouse to be covered. DO NOT 
check Child(ren). 
 
 
 
 
 
 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them. 
 
 

 

 

 
 
 
 
 
 
 
Confirm Information 
 
 
 
 
 
 
 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t want 
to save them. 

 

NOTE:  The employee is always the 
beneficiary for Spousal Life. 
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Critical	Illness	

Employee Critical Illness 

 
 
 
 
 
 
 
 
 
 
 
Review your plan options and semi-
monthly costs and then click the Radio 
button next to your plan choice for the 
new plan year. 
 
 
 
 
 
 
 
 
 
 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them. 
 

 

 

 

 

Confirm Information 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t want 
to save them. 
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Spouse Critical Illness 

 
 
 
 
 
 
 
 
 
Select an Option 
 
 
Review your plan options and semi-
monthly costs and then click the Radio 
button next to your plan choice for the 
new plan year. 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them. 
 
Designate Your Dependents will display 
if you select a coverage level. 
 

 

 

To add a new dependent that is not listed, 
click Add/Review Dependents. 
 
Add/Review Dependent/Beneficiary 
Instructions 
 

Select Spouse to be covered. DO NOT 
select Child(ren). 

 

 

 

Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them. 
   

NOTE:  Enrollment in this benefit 
plan requires enrollment in 
Employee Critical Illness for at 
least the same coverage level or 
greater. 
 
Employee Critical Illness must be 
selected before completing this 
page. 
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Confirm Information 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t want 
to save them.  

 

Child Critical Illness 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Review your plan options and semi-
monthly costs and then click the Radio 
button next to your plan choice for the 
new plan year. 
 
 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them. 
 
Designate Your Dependents will display 
if you select a coverage level. 
 

 

 

 

NOTE:  Enrollment in this benefit 
plan requires enrollment in 
Employee Critical Illness for at least 
the same coverage level or greater. 
 
Employee Critical Illness must be 
selected before completing this page. 
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To add a new dependent that is not listed, 
click Add/Review Dependents. 
 
 
Add/Review Dependent/Beneficiary 
Instructions 
 
 
Select Child(ren) to be covered. DO 
NOT select Spouse. 
 
 
 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t want 
to save them. 
     

 

 

 

 

 

 

Confirm Information 
 
 
 
 
 
 
 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t want 
to save them. 
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Flexible	Spending	Accounts	(FSA)	

Admin Fee for FSA 

 
 
 
 
 
When selecting an FSA plan, you must 
select the Admin Fee for FSA. There 
is a semi-monthly fee associated with 
this plan. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Employee Only Radio button.. 
 
 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t 
want to save them. 
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Confirm Information 
 
 
 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t 
want to save them. 

 

FSA Health 

 
 
 
 
 
 
 
 
 
 
 
 
 
Select an Option. 
. 
 

 

 

NOTE:  Admin Fee for FSA must 
be selected before completing this 
page. 
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Click the Health Care Spending Acct 
Radio button. 
 
 
Indicate Annual Pledge amount which 
will be divided into 24 semi-monthly 
deductions. 
 
Click on the Worksheet hyperlink to 
help calculate the per pay period 
deductions.  
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t 
want to save them. 
 

 

Confirm Information 
 
 
 
 
 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t 
want to save them. 
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FSA Dependent Care 

 
 
 
To elect FSA Dependent Care, you 
must select Agree Radio button. 
 
Click OK. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Select an Option.  
 
 

 

 
 
Click the Dependent Care Spending 
Acct Radio button. 
 
Indicate Annual Pledge amount which 
will be divided into 24 semi-monthly 
deductions.  
 
Click on the Worksheet hyperlink to 
help calculate the per pay period 
deductions.  
 
 
Click Update Elections to save your 
election.  
 
Click Discard Changes if you don’t 
want to save them. 
 

 

NOTE:  Admin Fee for FSA must 
be selected before completing this 
page. 
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Confirm Information 
 
 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t 
want to save them. 

 

Health	Savings	Accounts	(HSA)	
 
 
 
Remember, if you selected a High 
Deductible medical plan, you must 
select a Health Savings Account 
Option.  
 
 
You have the option of contributing 
pretax dollars to your HSA through 
payroll deduction. Enter the annual 
amount of your voluntary 
contributions that will be deducted in 
24 semi-monthly payments. 
 
 
 
 
 
 
 
 
 
 
 
Click Update Elections to save your 
election. 
 
Click Discard Changes if you don’t 
want to save them.  

NOTE: Remember the County’s 
contribution is included in the 
annual allowable maximum 
amount for your HSA.  Be sure 
your Total Elected Contribution 
plus the County’s contribution is 
not more than the annual allowable 
maximum. 
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Confirm Information 
 
 
 
 
 
 
Click OK to save your election.  
 
Click Discard Changes if you don’t 
want to save them. 

 

Finalizing	Benefit	Selections	

After completing all elections and 
changes, review your Election Summary 
which reflects your total semi-monthly 
costs. 
 
 
 
 
 
 
 
Click Submit. 
 

 

NOTE:  You can print the Enrollment 
Summary page prior to submitting 
your elections for an immediate 
confirmation. 



Completing Open Enrollment  
PeopleSoft HRMS 9.2 – Open Enrollment 

Date Created: 11/7/13 Date Updated:  10/12/2022 

 

Page 25 of 28 
 

 
Any Errors and Warnings will display 
after clicking the submit button. 
 
 
 
Warnings are reminders that additional 
action is required on your part to 
complete your eligibility for the benefit 
noted. 
 
Errors must be addressed and corrected 
before you can submit your final benefit 
choices.  
 
 
 
If you have any Errors, click Return to 
return to the Enrollment Summary to 
correct all identified errors. Then 
SUBMIT your final benefit choices. 
  

 
 
 
 
 
 
 
 
 
Review the warnings and be sure to take 
any follow up action noted. 
 
 
 
 
 
 
Click Return to return to the Enrollment 
Summary to make any election changes. 
 
Click Update Elections to proceed to the 
final submit. 
 
 

 

 
 

NOTE:  Warnings are reminders 
and you can continue to submit your 
final benefit choices if there are 
warnings. 
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To authorize and finalize your benefit 
elections, click SUBMIT.  

 

 

  
 
 

IMPORTANT:  You MUST click the 
SUBMIT button on this page to send 
your final choices to Employee 
Benefits for finalization and 
processing.   
 
If you do not click the SUBMIT 
button on this page, any changes you 
have made will not be submitted for 
processing. 
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Submit Confirmation 
 

 

 
Click OK. 

 

 

 

 

 

 

 

 
Your Benefits Enrollment is complete 
when the event status is Submitted. 

 

Making	Additional	Changes	
 
 
 
 
 
 
If your Event Status is Submitted, you can 
still make changes until the Open 
Enrollment Deadline. 
 
 
 
If after your Event Status is Submitted 
you need to make additional changes, click 
Select. 
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Click OK to return to the Benefit Summary 
page. 
 

 

 
 
 
 
 
 
 
After updating all elections, be sure to 
follow the Finalizing Benefit Selections 
instructions until you get to the Submit 
Benefit Choices page and click the final 
Submit button. 
 

 

 

 

Submit Confirmation 
 

 

 
Click OK. 
  

 

 

 

 
Your Benefits Enrollment is complete 
when the event status is Submitted. 

 
 


