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New Hire Benefit Enrollment 

Upon accessing the ADP Web Portal, you will be reminded that you are within your New Hire Enrollment 
period for Medical (including prescription), Dental, Vision, and Flexible Spending Accounts. 

When you’re ready to begin your enrollment election, select Start This Enrollment. You will be brought 
through the New Hire Enrollment workflow, which walks you through the process of reviewing and 
selecting your benefits coverage, or opting out of coverage.  

Regardless of whether or not you are enrolling, you must complete the ADP New Hire Enrollment 
process. Employees that do not enroll for benefits on-line, within 30 days of his/her date of 
hire, will be considered to have waived coverage. Your next opportunity to enroll will be at the 
next annual Open Enrollment period. 
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New Hire 

1. Review Dependents and Beneficiaries 

e--------o-----lnlbnNliilon 
FtNr.iltt..Allll 

Rev1ew yow dependents and beneficaanes and make any additions.. Only thO!ie people and organizations listecl can be Included 11 your benefrts elections. 

ADO OEP£Nl)Etll/8eNE.FICIAllY 

NAMf OEPENOENf BE RCIARY RFLA TIONSHIP 

There are no records_ 

, flle•,fy Added (D Pending Approval 

' 

2. Status 

Ttll us now you 'ff.lt\1 to pro,ee,edl throogh thl C'OrOIIYl,cfll, 

• Walk Me Through My llenelll Op:Jon• 

( .;RI. W& f'lll 

Take me through eiach available benefit optlOn in the order tllat my adml111strator designated. I can review each option so that I can make any new selections or make changes to my 
Pxls.tlng PnroUfllCnt~. 

I Know What I Wan, To Change 

Choose one or m01e benefit options that rou want to re'\flew, You will only be-able to make changes or new selections fur the options that you select. 

CANCEL 4-lriiiiH♦ 

Getting Started: 

1. The first step in the process is to Review Dependent and Beneficiary information: 

 If you have Dependents to add, select the Add Dependent/ Beneficiary button.  Note: If you 
wish to enroll any legal dependents to your benefit coverage, they must be designated as 
“Dependent & Beneficiary.” 

 If you do not have any Dependents to enroll, you do not need to enter any information here. 

Please note: ADP is not our system of record for Beneficiary information. HVCU offers several 
benefits that require a Beneficiary designation: Anthem Group Term Life/Accidental Death and 
Dismemberment (AD&D), Cigna Business Travel, and Principal 401(k). You can make changes to 
these Beneficiaries at any time but will need to complete the forms below for the Anthem 
and/or Cigna policies.  For Principal, you can make beneficiary updates in your Participant 
Account at www.principal.com: 

 Cigna Business Travel Insurance Beneficiary 

 Anthem Group Term Life (need to link) 

2. Once your Dependent and Beneficiary information is complete, you will be able to indicate how to 
proceed to the New Hire Enrollment workflow.  It is recommended that you leave the setting at the 
default “Walk Me through My Benefit Options” so that you’re able to review all options made 
available by HVCU. Select the blue Continue button to proceed. 
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Enrollments o D IL~ 

New Hire 

Welcome 

Med1CZ1l 
2 plon('9 

OC'ntal 
3001'1111 

Vision 
lplnn(ll 

FlexJble 
Spending 
Account - Health 
Core 
IP"n(ll 

Flexible 
Spending 
Account 
Dependent Care 
',ni,i 

~ 
J4 ChooMfllam 

.., 
rm,'ltan 

~ PRINT 

Welcome to your New Hire benefru enrollment period! This is your opportunity to make elections for your Health and Welfare benefit plans. 

These plans: Include Modic.al ;a.nd Pr,ucription, Dental, Vision and F(uible Spcandinc Account plans. Those enrollments will be effoc:tivo on the 

first day of the month after fifty five days of employment. 

Yo1.1 wlll h.11vo thirty davs from your data of hJna to make tho followinc 4anrollmonts: 

• Add or opt out of Haalth and WoHaro plan covoraco. 

• Choose your new plan options. 

Enroll elicibla family members in your pl.11ns. 

• Enroll in a Flexible Spending Account to be re:imbuned for day care/elder care or eligible medical, pr•.scription, dental, and vision out•of• 

pockat cntponse-.s wlth pre---t.ax dollars. 

Please review your options: and costs c.arofully. Yo1.1 can milko ilny chances you like at homo or at work 1.1ntil the end of the enrollment period. 

The onrollmont poriod wlll ond thirtv davs after your dato of hlro. On<• this onrollmont pcriod has ondod, your olo<tlons will bo In olfo<I for tho 

rut of the pl■ n ye■r. Mid~year ch■ngu are only permitted with ■n IRS Qualifying Event. If you do not enroll in benefits at this time, unlus: you 

1utperlonco an IRS Qualifvinc Evo.nt boforo then, your no.xt oppof"Wnfty to enroll will be durin.c our Annual Open Enrollment for a 1/1 start d.ato. 

Pleue feel free to contact any member of the Human Resource, Benefit Tea.m if you have question.s: at benef,!s@hvfcu.ors, 

Welcome/Workflow Overview: 

The Welcome screen will provide a brief overview of the workflow process.  At any point in the 
workflow, you can: 

 Select Finish Later to save your spot in the workflow and return at a later time. 

 Navigate to a specific coverage-step using the menu to the left of the page.  Edits can be made to 
any plan election throughout the workflow. 

 Advance to the next step in the workflow by selecting the Forward arrow in the upper-right of 
the page. 
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Welcome 

Flexible 
Spendinc:i 
Accounl
D,,pendent Care 
1pMnj-.J 

Flexible 
Spendinc:i 

Account Health 
Cilre 
1plan(s] 

Medical 
2 plnnts~ 

Dental 
3p1.,~ 

◄ BockTo 
Wekome 

Show Plan Cost Each: 

e Month Pay Period 

0 You c.,nnot un<mroll from a plan in this c.atggory. 

Slll:M'lng Plans 1-1 af 1 

2016 Flox Sponding 
Dependent Care. Full 
Time/Commissioned/Part 
Time over 20 hours 
TJ'1(I Pl'l'fCITMG IP 

YOUR" COHTRIBUTJON AMOUNT 

$-/morrth 

ENROU I TH5 PLAN 

srmm f'OfWllrtl To ► 
Aexlble Spending Accounl-f--l~tth Caie 

X 

Flexible Spending Account (FSA) – Dependent Care & Health Care: 

Flexible Spending Accounts allow you to set aside pre-tax dollars from your paycheck to pay for eligible 
out-of-pocket expenses. 

The Dependent Care FSA option displays first.  This type of account can be used to pay for eligible day 
care and/or elder care expenses. 

 You do not need to be enrolled in medical coverage through HVCU to enroll in a Dependent Care 
Flexible Spending Account. 

 The system defaults to display plan costs for each Month. Update the radio button selection to 
calculate/display per Pay Period to display pay-period contributions. 

 Select Enroll in This Plan to view cost estimates based on contribution amount and frequency 
and determine if you would like to enroll. 

 If you do not wish to participate in the Dependent Care FSA option, proceed to the next page 
using the Forward arrow. 

The next screen that displays is the Health Care FSA option.  This type of account can be used to pay for 
eligible out-of-pocket medical, prescription, dental, and vision expenses for you and any eligible 
dependents. 

 You do not need to be enrolled in medical coverage through HVCU to enroll in a Health Care 
Flexible Spending Account. 

 Select Enroll in This Plan to view cost estimates based on contribution amount and frequency 
and determine if you would like to enroll. 

 If you do not wish to participate in the Health Care FSA option, proceed to the next page using 
the Forward arrow. 
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Welcome 

Flexible 
Spending 
Account 
Dependent Care 

'"'""'1 e 
Flexible 
Spending 
Account - Health 
Care I!) 
•-l 

Medical 
2 pl-) 

Dental 
3pllr~ 

Vision 
1 ....... ) 

Welcome 

Flexible 
Spending 
Account 
Dependent Care 
,.,.,,,c,i e 
Flexible 
Spending 
Account - Health 
Care I!) 
1plon(,.) 

Medicnl I!) 
2pl..-(s) 

Dental ,_ 
Vision 
..... ,(>) 

◄ ll.nr1clo 
Flexlble SpendlllQ Account - Health Care 

Stl( rN Pl:in CO&t E !'h 

Month e Pay Penod 
Q PRINT 

0 You cannot un1>nroll from a plan In lhls cat~ory. 

lftOWlftQPllllll120fl 

Empire Premium Medical. 
Full Time and 
Commission9d 
Employoe·s 
£ 11111 llu,;i C'"""' llillll~'11ald 

ES'IIMAffDPl.AH C0$T 

$50. 76 /pay pe,lod 

ENROLL IN THIS PLAN 

MOA£1NFO 

i 

Empire Value Medical, 
Full Time and 
Commissioned 

mployeo's 
r..,puvf 

~Tm PLAN CM'T 

$21.84 tpay penod 

ENROU IN THIS Pl.AN 

MORE INFO 

Sha.N Plan Cost Each: 

Month e Pay Period 
Q PRINT 

0 You cannot unenroll from a plan in this cat~ory. 

Dental Bronze Plan. Full Dental Silver Plan. Full 
Time/Commissioned/Part Time./Commissioned/Part 
Time: 30+ Tellers 6 Tim<a: 30t Tellers 6 ,- l.)pnti'II01No::1wY ' ital P otNPwYor1r 

ESTIMATED Pl.AN COST + ~ATW PI.ANCO$T 

$1.63 /pay ?OdOd $2.44 /pay period 

ENROU. IN THIS Pt.AN ENROUINTHISPl...AN 

SihoMnu Pki,ns t-3 of :S 

MORE INFO MOfi!EINl"O 

+ 

Dental Gold Plan, Full 
Time/Commissioned/Part 
Time: 30+ T<all<ars 6 
"" llPnt11I O' N,::,w YOnt: 

i ESTUIUinD f'I.AN COST 

$3.43 lpay (>Odod 

ENROl...l IN THIS Ft.AN 

MORE INFO 

H>fw1uTJlo ► 
Dental 

X 

fufwdrdTo ► 
Vl'ilOn 

X 

+ 

Medical: 

Medical coverage options/costs will display based upon employment status. 

 Select Enroll in This Plan to choose a coverage level and choose/add dependents. 

 Select the Forward arrow if you do not wish to participate in medical coverage.  

Dental: 

Dental coverage options/costs will display based upon employment status. 

 Select Enroll in This Plan to choose a coverage level and choose/add dependents. 

 Select the Forward arrow if you do not wish to participate in dental coverage. 
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Enrollments 

New Hire 

Wc:lcomc 

Flexible 
Spending 
Account
Dependent Care 
1plants) C, 

Flexible 
Spending 
Account - Health 
Care ~ 
1 plants) 

Dental 
lpl,inc_~,_IPntnlll>(f 

Vision 
1 plan(~ 

◄ B.ndi: To 
Dental 

9-0-0 
ikww 0,IXIIMII Pbf'ls Sul:mut 

lnforn.illJR 

Show Rain Cost £ ,w;ti· 

Month • Pay Period 

0 You cannot unenroll from a plan In this category. 

Vision, Full 
Time/Commissioned/Part 
Time: 30+ Tellers O 
f'T'lpim Crr ~ Blu ,h1 Id 

$Tl..._ 0....,.CO$T 

$0.45 !pay penod 

E'NROl.l 1N TtOS PLAN 

MOR INFO 

SAVING. f=INISHLATER' .,; R£Vl£7N & COMPlITf 

Q PlllNT 

X 

Vision: 

Vision coverage options/costs will display based upon employment status. 

 Select More Info to view a comparison of plan costs based on coverage level. 

 Select Enroll in This Plan to choose a coverage level and choose/add dependents. 

 Select the Forward arrow if you do not wish to participate in vision coverage. 

 Once each plan option has been reviewed, you will see a green check next to each plan coverage-
step in the menu, and you will be able to select the Review & Complete button in the upper-right 
of the page.  

Long Term Disability: 

If your status is Full-Time, you are automatically enrolled in Long Term Disability coverage after 30 days 
of employment, and HVCU covers the entire cost of the coverage.  No further action is required. 

If your status is Part-Time, you may enroll in Long Term Disability coverage.  Fifty percent of the 
premium is paid by HVCU; the other fifty percent will be paid by you. This cost is dependent on your 
earnings and averages approximately $1 per bi-weekly payroll. 

If you wish to enroll, you will need to make your election in the ADP web portal within your New Hire 
Election Window.  Employees that do not enroll for this benefit on-line, within 30 days of thier date of 
hire, will be considered to have waived this coverage. 

Please note: if you decline this coverage when you are first eligible, but wish to enroll later, you will be 
required to apply and complete Evidence of Insurability (medical underwriting). 
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New Hire €1·· 1:111 .:. ii♦ 

Wonlh e Peyl'eflod 

Review Your Benefits Electlons 

°"'"' 
Dontal Bfon20 Plan. ful ,.=-rcrt •-

$0.45/paype<IO(I 

$2.013/JNype,IOd 

2 Choose Wa'Ne Reasons 

Voulllo<:wdlOnol""'ol~-or"""eP.,tn-hled-~~•~--k>-«-IQI! 

3 Complete Your Enrollment 

Enrollments 

You have 5uccessfully completed your New Hire enrollment session. You will have thirty days from your date of hire to go back in and make changes to these 

electlons. 

Please note, If you are enrolling a spouse In the medical plan, you are required to prO'Vlde a completed affidavit (located on the lnfoNet under Human Resources/ Benefits 

Information} along with a copy of your marriage license within 30 days from your date of hire. 

Please feel free to contact any member of the Human Resource..s Benefit Team if you have questions at bene~s@hvfcu.org. 

Thank you I 

'111.:WWAI\IEOPIH<S 9 WW- ll£NEJITSSTAnMrm 

Change Your Enrollments 

NAME STAIITDATE END DATE ACTION 

.,, HewHire 09(2612016 I0/2512016 START 

Ye/JI Round Eflrol'irent 

Need Help With 
Your 
Enrollments? 
Comparo Bonoftt PlaM 
Compare your avotlable benefit =~:=~ =~o ~r(Of 
you. 

Review & Complete: 

1. Review each plan election that 
you made.  If necessary, click 
Return to Choose Plans at the 
bottom of the page to update 
elections. 

2. Choose Waive Reason – If any 
plan options were left unenrolled, 
you will need to indicate your 
reason for waiving each/all 
options. 

3. Complete Your Enrollment – Once 
you’ve selected and reviewed 
your benefit elections, select 
Complete Enrollment to submit.  

Enrollment: 
Once submitted, you will receive an enrollment confirmation, and your Open Enrollment ‘action’ will be 
listed as Start. 

 If necessary, you can select the start button to review/edit your benefits elections during the 30-
day New Hire Enrollment window. 

If Finish Later is selected at any point throughout the workflow, the ‘action’ will read Finish and will 
allow you to resume where you left off. 
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