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Enroll with our mobile app.
It’s not complicated.

Navigating the enrollment wizard

How to enroll on your computer 
and mobile device
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Enroll on your computer
1. Access the enrollment wizard
2. Review your dependents and beneficiaries
3. Status (enrolling in benefits)

4. Complete your enrollment
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Welcome!

Click here to move 
forward

This page contains 
important details 
about your benefit 
offerings, coverage 
dates, and resources 
to help you through 
enrollment
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Plan enrollment

Select ENROLL NOW to begin 
your enrollment

You can find your benefit 
enrollment wizard here
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Plan enrollment (continued)

View the cost of the 
benefit Per Pay 

Period, Monthly, or 
Annually

Selecting the Plan Name 
will provide you with a 
Summary of Benefits 

Coverage and more 
details about the plan

Click SELECT 
PLAN to enroll

Select WAIVE THIS BENEFIT if you 
are waiving coverage. You will need to 

provide a waive reason for Medical, 
Dental, or Vision plans if you are not 

enrolling in any of these benefits

VIEW PLAN COMPARISON 
allows you to compare up to 3 

plans side by side
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Add dependents and beneficiaries

You will need a social security number and date of birth to add a dependent or beneficiary. 
Adding a dependent will automatically update the plan cost based on your coverage level. i

Click here to Add or Edit 
Dependents & Beneficiaries

Newly Added Dependents & 
Beneficiaries will show here 

with a + icon. 

Select the icon to add the 
dependent to a plan. The icon will 
light up Green when they’ve been 

added.
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Click forward to complete your elections

Select CONTINUE TO 
PREVIEW to review your 

elections and continue to the 
next benefit.

The left navigation pane will show your progress 
as you move through enrollment:

= Enrolled
= Waived Coverage
= Needs Attention
=You’ve viewed this section

(including available voluntary benefits)
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Sign up for the Optum HSA 

*To open an HSA, enter 
the amount you want 
to contribute either per 
year or per pay period 
and click ENROLL.
*If you are not 
contributing but your 
employer is, enter $0 
and CONTINUE TO 
PREVIEW

(if you elected a qualified plan)
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Choose your Health Care FSA and enter contribution amount

Select the Health 
Care FSA if NOT
enrolled in HSA

Select the Limited 
Health Care FSA if 

enrolled in HSA

REMINDERS
*Limited FSA only 
covers basic dental and 
vision expenses if also 
enrolled in an HSA. 

*Contribution amount 
will be based on the plan 
year, not calendar year.

(If you wish to participate)
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Choose your Health Care FSA and enter contribution amount

Select the Health Care FSA

(If you wish to participate)
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Review and complete enrollment

Review then select

SUBMIT 
ENROLLMENT to 
submit your elections
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Your benefits enrollment is complete!

View or Download 
your benefits 

statement for your 
records

Make additional 
changes to your 

enrollment during the 
enrollment period

Update or Enroll in 
Year Round benefits 

such as HSA
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ADP TotalSource 
Mobile Benefits Experience
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Access the enrollment wizard

21 3 4
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Add dependents and beneficiaries

Click here to add dependents. 
You must enter their First and 
Last names, Relationship, 
Gender, Tax ID, Birth Date, etc.

With this tab selected, 
you can add individuals 
(Person) or a trust, charity, 
etc. (Organization).
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Enrolling in benefits

Take a moment to 
review the offered 
benefit elections. 
Items Needing Action 
will be prioritized at 
the top. All other 
available elections 
will be listed 
underneath.

Tap on the desired benefit 
to view the details. Save your election by tapping 

Continue, then Save and Continue.

Tap on each dependent you 
want to cover on the plan.

Scroll from right to left to view all plans offered. Tap 
Select Plan to enroll in the one that best fits your needs.
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Waiving benefits

Tap here if you do not want to 
enroll into a benefit.

Select a reason, then tap 
Waive Benefit.
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Spending accounts

Under Other Available 
Elections, take a look
at the spending 
accounts offered.

Enrolled in an Optum HSA? Allocate any 
contribution amounts here (not exceeding 
the maximum, including your employer 
contribution, if any).

Enrolled in an FSA? Allocate 
contribution amounts here 
(not exceeding the maximum).
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Designating beneficiaries

Whether you’re offered 
an employer-paid basic 
life insurance, or you 
decide to enroll in a 
voluntary life insurance 
plan, you’ll be required 
to designate your 
beneficiaries.

Divide the proceeds to 
Primary beneficiaries 
(required) or to Secondary
beneficiaries (optional).
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Completing your enrollment

Once you’re ready to 
submit your enrollment, 
review your elections 
and tap Complete.
A confirmation screen 
will display, providing 
your per paycheck cost 
and effective date 
(event date).

Tap here to go back.

Tap here if you need 
to finish later.

Submit your elections 
here. You’ll see a 
confirmation screen 
like this with your pay 
per check amount and 
effective (event) date.

Review your elections 
before you submit.
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Viewing your benefits statement

To view your benefits 
statement, tap on 
Your benefits,
then select your 
effective date on the 
Benefits as of field.
The screen will 
display your benefit 
elections, waived 
benefits, per 
paycheck cost, and 
who’s covered.

View your benefits 
statement here

Select your effective 
date to see your 
benefit elections, 
waived benefits, per 
paycheck cost and 
who’s covered.
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Thank you!


