OE Enrollment Steps

1. Once logged in and at the Employee portal, please click on Benefits
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2. You should see the option to “Start Here” next to Pending Elections
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3. Please ensure that you can see Medical, Dental, Vision, Flex Spending Medical and Dependent options on the next page:
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4. If anything is missing, please email HR.Benefits@kzoo.edu or Miashaw@kzoo.edu to let me know which option is missing.

5. Please click on Update Plan next to the Medical, if this option is not available to you please email HR.Benefits@kzoo.edu or Miashaw@kzoo.edu to let me know it is missing.
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6. Please ensure that you can see Decline Health Insurance as well as Employee Only, Employee + One and Employee + Family options for both the Black and Orange Plans. Please select one. If any plan option is not available to you please email HR.Benefits@kzoo.edu or Miashaw@kzoo.edu to let me know which is missing.
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7. Please note: If a plan option is already checked, you must click on that plan option to de-select it before you can click on another plan option. Please remember to save your work. If the save button turns blue, please click it to save your benefit election. If the save button is grey, your benefit election is already saved.
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8. In the upper left corner click the “Benefits Enrollment” hyperlink under the “Benefits Selection” label.
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9. This action returns you to the main enrollment page where you can now update the dental plan by clicking “Update Plan”
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10.  Please ensure that you have the following options: Decline Dental Insurance, Dental – Single Coverage, Dental – Double Coverage, and Dental – Family Coverage. If any plan option is not available to you please email HR.Benefits@kzoo.edu or Miashaw@kzoo.edu to let me know which is missing. Please select a plan following the same logic as outlined in the medical plan above.
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11. Once your benefits election is saved, click the “Benefits Enrollment” hyperlink under the “Benefits Selection” label. [image: image10.png]Benefits Selection
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12. Proceed to Update the Vision Plan by clicking the “Update Plan” hyperlink[image: image11.png]Open Enroliment Benefits
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13. Please ensure that you have the following options: Decline Vision Insurance, Vision – Single Coverage, Vision – Double Coverage (or Employee + One), and Vision – Family Coverage. If any plan option is not available to you, please email HR.Benefits@kzoo.edu or Miashaw@kzoo.edu to let me know which is missing. Please select a plan following the same logic as outlined in the medical plan above. [image: image12.png]Benefits Selection
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14. Once your benefits election is saved, click the “Benefits Enrollment” hyperlink under the “Benefits Selection” label. [image: image13.png]Benefits Selection
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15. Proceed to Flexible Spending Medical and click, “Choose a Plan.” [image: image14.png]Flex Spending Medical fchoose a Plan
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16.  Please ensure that you have the following options: Flexible Medical Reimbursement Single, Flexible Reimbursement Family, Waive this benefit. If any plan option is not available to you, please email HR.Benefits@kzoo.edu or Miashaw@kzoo.edu to let me know which is missing. 

[image: image15.png]Benefits Selection

< Benefits Enroliment

Please choose from the following Flexible Spe
Medical option you will NOT be eligible to enr

Flex Spending Medical

Choose a Plan
Select up to 1 plan or waive this benefit

[ Flexible Medical Reimbursement Single

" Flexible Medical Reimbursement Family

) ) Waive this benefit




17. If you waive the benefit, please click the save button. If you click on one of the reimbursement plans, please enter the annual amount you would like set aside for flexible medical spending. Please note: the annual cap was $3300 for 2025. We anticipate, with the government shut-down, this cap may remain the same as it is determined by the IRS annually. Once complete, please click the blue save button. [image: image16.png]Flex Spending Medical
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18. Once your benefits election is saved, click the “Benefits Enrollment” hyperlink under the “Benefits Selection” label. [image: image17.png]Benefits Selection
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19. Proceed to Flexible Spending Dependent and click, “Choose a Plan.” [image: image18.png]Open Enroliment Benefits
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20. Please ensure that you have the following options: Flexible Dependent Care, Waive this benefit. If any plan option is not available to you, please email HR.Benefits@kzoo.edu or Miashaw@kzoo.edu to let me know which is missing. [image: image19.png]Flex Spending Dependent
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21. If you waive the benefit, please click the save button. If you click on one of the reimbursement plans, please enter the annual amount you would like set aside for flexible medical spending. Please note: the annual cap was $5000 for 2025 (or $2500 if married yet filing separate). We anticipate, with the government shut-down, this cap may remain the same as it is determined by the IRS annually. Once complete, please click the blue save button. [image: image20.png]Flex Spending Dependent
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22. Once your benefits election is saved, click the “Benefits Enrollment” hyperlink under the “Benefits Selection” label. [image: image21.png]Benefits Selection
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23. Once you have returned to the main benefits enrollment page, please click the blue Review and Submit button[image: image22.png]Open Enroliment Benefits
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24. Please review what the system reflects to be your elections for 2026. Ensure that all your waived benefits have been waived and that you are enrolled in the plans you would like to have.  Please note: only the flexible spending options display the cost for 2026: [image: image23.png]Review and Submit Open Enrollment Benefits

You have elected the following benefits. You may make changes until the enrollment period ends on 11/3/2025.

Benefit Benefit Plan Dependents/Beneficiaries Health Care Provider Information Coverage/Participation
Flex Spending Dependent Waived

Medical ASR Black - Employee Only Single Coverage 90%
Dental Dental - Single Coverage single Coverage
Vision Vision - Single Coverage single Coverage
Flex Spending Medical Flexible Medical Reimbursement Single

Pay Period: $166.67





25. If everything looks accurate,. Please proceed to review the Terms and Conditions and click the check box if you have read and accept the terms. [image: image24.png]Review and Submit
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26. Please click the blue Submit button: [image: image25.png]Terms and Conditions
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27. The next page should thank you for completing enrollment elections and allow you to Download a PDF confirmation.  We strongly recommend that you click the “Download PDF” button to save a copy of your enrollment in case there are any system glitches, we will use your confirmation to make it right. [image: image26.png]Review and Submit Open Enrollment Benefits
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28. You may not click the “Return to Benefits” screen. Should you like to make any changes during the OE period, please return to this page and click “Change Elections” [image: image27.png]Review and Submit Open Enrollment Benefits
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