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 Benefits Enrollment 
Job Aid 

 
Purpose: This document provides a walkthrough aimed to assist team members as they select their benefit 
elections during eligible benefit enrollment. 

 

Action Screenshot 

Benefits Enrollment 

Navigate: My Hub > Benefits Enrollment >  

1. Click Start to initiate enrollment. 

 

 

Note: New Hires and those initially eligible for benefits have a 10-day enrollment window from the date of hire 
or the date of benefit-eligibility.  

Note: If adding any dependents during this enrollment, we recommend that you have all required 
dependent eligibility documents available in digital format before beginning the process to expedite the 
enrollment. 
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Action Screenshot 

2. Click the radio button for the Tobacco 
User Attestation to make your 
selection, then click OK. 

 

3. Under Benefit Plans, click on each tile 
that contains your voluntary benefit 
options to update your desired 
elections.  

 

 

 

 
 
 
 
 
 

 
Note: Being a non-tobacco user saves 
you money on your medical 
premiums. 

 

Note: Clicking the Grid Button  will 
change your screen layout from tiles 
to a grid or list.  

Note: The AHRP (retirement) tile is 
displayed for your view, but any edits 
to your retirement deferral must be 
done on the AHRP website 
(www.ahrp.com). 
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Action Screenshot 

Adding a New Dependent to your Benefit Plans 

1. Click on the preferred benefit plan that 
you would like to enroll in.  

 

2. Click the Add/Update Dependent 
button to add a new dependent to your 
plan that is not already in the list to 
choose from. If not adding new 
dependents, review the rest of your 
benefit options in each available tile to 
make your elections, and then scroll 
down to step #6. 
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Action Screenshot 

3. Click Add Individual to add a new 
dependent to benefits.  

 

4. Click on Add Name.  Be sure to use 
legal names and not nicknames. Then 
add the date of birth, gender, 
relationship (spouse or child).  Update 
the mailing address if it varies from 
yours, OR, select “same as mine” to 
auto-populate.  

 

 

 

 

 
5. Then scroll down to Add National ID 

and click Add National ID to enter the 
full Social Security Number. This 
information is mandatory. Then click 
Save.  
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Action Screenshot 

6. The Dependent Information page 
displays with the added dependent. 
Click the X button to return to the 
benefits plan main page.  

 

7. Click the checkbox for the newly 
added dependent(s) to enroll them in 
the plan.  

 

8. The system will prompt you to attach 
documentation supporting their 
eligilbility (i.e., a valid marriage 
certificate for a spouse and a birth 
certificate for child). Only one 
document upload per dependent is 
accepted. In the case of step-children, 
both the marriage certificate and birth 
certificate is required to be uploaded 
together. Click OK.  

 

 

 

 

Note: Click on Add Individual if there 
are additional dependents to enroll. 
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Action Screenshot 

9. Click Upload Supporting Documents. 

 

10. Click the Look Up  icon to search for 
the applicable dependent. 

 

11. Select the dependent from the list.  
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Action Screenshot 

12. Click Add Attachment. 

 

13. Select My Device.  

 

14. Find and select the saved document. 
Both Jpeg and PDF are accepted file 
types. 
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Action Screenshot 

15. Click Open. 

 

16. Select Upload. 

 

17. Click Done. 

 

18. Click on the Plus       icon if you need to 
search for other newly added 
dependents to attach their eligiblity 
documents. 
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Action Screenshot 

19. Click Apply. 

 

20. A confirmation message displays it has 
been submitted for approval. Click OK.  

 

21. If you are done uploading supporting 
documents for newly added 
dependents, Select Done. 
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Action Screenshot 

22. The benefit plan will display with 
the new coverage level and 
premium amount based on the 
dependent(s) you’ve added to 
coverage. 

 

23. Click the Plan Information  icon(s) 
if you’d like to see the breakdown cost 
by plan type and coverage level. 
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Action Screenshot 

24. Or, click the Overview of Pricing 
button for another way to view the 
premiums by plan type and coverage 
level.  

 

25. Click Done. 
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Action Screenshot 

26. The benefit plan selected with the 
number of newly added dependent/s 
displays on the tile and the status view 
is seen as Changed. Click on each 
applicable tile to view enrollment 
options and new rates for each benefit, 
and to enroll any other dependents not 
already added. Once completed with 
each benefit option, click the Submit 
Enrollment button, located at both the 
top and the bottom of the page. 
 

 

27. Once you click the Submit Enrollment 
button, a confirmation message 
displays ensuring that your elections 
have been submitted successfully. 
Click the View button to review and 
print/save your benefit elections.  
 

 

 
 

Action Screenshot 

Printing/Saving Your Confirmation Statement 

1. The Benefit Statement page displays. 
You can select Expland All for a quick 
view of all data. Please ensure your 
personal information, including your 
dependent’s information, is accurate. 
Then click Print View. 

 

 

 

 

Note: The last elections you make in 
the system once your enrollment 
event window closes will be captured 
and finalized, even if you don’t click 
the Submit Enrollment button. 
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2. Another tab will open in your browser 
and the Elections Preview page 
displays. Save a copy of this for your 
records.  A copy will be automatically 
emailed to the email address you have 
listed as preferred in the HUB 
(generally your AdventHealth work 
email address). 

 

 
 
 
 
 
 
 
 
 
 
 

Action Screenshot 

Reviewing Elections and Additional Resources 

1. To go back and review later, return to 
My Benefits, Benefits Enrollment, and 
Select the Benefit Statements tab. 
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Action Screenshot 

2. Select from the Statement Type 
options to review your statement types. 
Select Submitted Enrollment for all 
benefit enrollment events, or the 
Confirmation Statement for your most 
recent Annual Enrollment event.  
Choose the applicable Enrollment 
Event you’re looking for from the list. 

 

3. You may also select the Benefits 
Resource Dashboard for more 
information on the benefit plans offered 
for the Plan year. This information is 
also found under its own tile in the Hub: 
My Benefits, Benefits Resources 
Dashboard tile. 

 
 

 

 


