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     Quick Reference Card 
 Benefits Open Enrollment 

 

ESS – Open Enrollment 
 
Each year during open enrollment, you must elect coverage under the following plans: 

• Medical 
• Dental 
• Vision 
• Flexible Spending Accounts (dependent care or health care) 
• Health Savings Account 

 
If you do not elect coverage under these plans for the next year, your current coverage will end 
on December 31 and you will have no coverage for the next year. You should also be sure to 
review the dependents you are covering under these plans to ensure they continue to be eligible 
for coverage.  
 
Open enrollment is also an opportunity to review and make different selections for: 

• Optional life insurance 
• Dependent life insurance 
• Short term disability  

 
However, if you do not make new selections in these plans your current coverage will carry over 
to the next year.  
 
During the year, you may change your coverage only if you have a qualifying life event such as 
marriage, divorce, birth of a child, etc. If you have a qualifying life event you must report the event 
and change your coverage within 30 days of the event.   
 
Before you begin 
 
Off campus Access 

You can access Employee Self Service off campus without VPN.    
 
Allowing Pop Ups 

MyNKU often uses pop-up windows to display messages. You will need to make sure that your 
internet browser is set up to allow pop-up windows.  If you need assistance, please contact the IT 
Support Center at x6911. 
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Print Confirmation of Existing Benefits 

Before beginning your enrollment you should print a confirmation of your current benefits 
enrollment. Because enrollment in certain benefits is required, when you begin to enroll, your 
coverage will be listed as ‘Waive”. Your confirmation will allow you to compare your current 
coverage with options for next year.  
 

• Click Employee Self-Service 
• Click Benefits and Payment 
• Click Participation Overview 

 
 

• Click Print Confirmation Form:  All Plans 
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Enrolling In Your Benefits 
 

• Once logged into Portal, click the Employee Self Service tab 
• Click Benefits and Payment tab 
 

 
 
• Click Open Enrollment link 
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• Select the radio button of the Benefit to review, add, or change 
• Review plans scheduled to begin on 1/1/2010 
• Click the Provider link for more information 
• Navigation buttons are located at the bottom of the screen 
 

 
 

  

Road map of 
the enrollment 
process 
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• Add or change a plan by selecting the plan  
• Click Select Dependents even if Employee only or Waive coverage was selected 

 
Note:  If you have elected Employee Only coverage and do not have dependents, you 

must click  and then  to move to the next plan. 
 

 
 
• Select or de-select Dependents if necessary for plan coverage 
• Click Add Plan to Selection 
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• Click Review Enrollment to evaluate a summary of selections. 
 

 
 
• Click Save to complete the selection process. 

 

 
 
• Click Print New Plan Selections for an Adobe .pdf version of selections. 

 

 
 
You can continue to access open enrollment until the window has been closed. 


