
 

 
 

 

Annual Enrollment 
 

1. Log in to myADP. 

2. From your dashboard, click BENEFITS on the left-hand side or at the 
top of the page. 

 

3. In the ‘Annual Enrollment’ tile, select ENROLL NOW.  
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4. To add dependents or beneficiaries, click  ADD NEW DEPENDENT or  

ADD NEW BENEFICIARY 

 Add New Dependent: Only select this option if you are enrolling 
the individual in benefits.  

 Add New Beneficiary: Select this option if you are designating 
the individual as a beneficiary for life insurance. 

 Even if you do not have dependents to add to your 
benefits, you must enter beneficiary information for your 
company provided life insurance allocations.  

 Beneficiary designations can be changed in ADP at any 
time.  
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5. Enter the required dependent information and select SAVE. 

 If you do not need to add a dependent, select NEXT and 
proceed to Step 7.  

 Click “Add new dependent” and follow the prompts to enter your 
dependent information.  

 If your dependent is already listed as a beneficiary in 
ADP, click the button “Copy info from an existing 
beneficiary”.  

 Select the dependent(s) from the listed beneficiaries 
and follow the prompts to add any required fields.  

 A Social Security Number is required to add a 
dependent. If your dependent does not have a social 
security number, call Human Resources to add your 
dependent.  
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6. You will receive a notification window confirming the dependent has 
been added successfully. You can either add additional dependents 
or select REVIEW YOUR DEPENDENTS. 
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7. All new dependents will appear as Pending until proof documents are 
submitted to Human Resources, however, you can finalize your 
elections while your dependents are still listed as pending. Select 
ENROLL IN BENEFITS or NEXT to enroll in benefits.  

 
 

 
 

 If you navigate back to your main dashboard before 
assigning/updating benefits, you will see the Annual Enrollment 
event on the Benefits page. Select CONTINUE ENROLLMENT to 
assign the new dependent to benefits. 

Employee Name Dependent Name 
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8. The ‘Enroll in Benefits” section will list all available benefits.  

 The “Needs Attention” section will list all benefits that require 
you to take action on.  

 If you do not want to make changes to the benefits listed 
in this section, you must still click into the benefit and 
save your election.  

 Click REVIEW to the right of the benefit to make changes 
and/or enroll dependents into the plan.  
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9. When making your Medical election, you’ll receive a prompt 
introducing PlanFit, a tool designed to help you choose the plan that 
best fits your needs.  

 To use this service, select YES, HELP ME CHOOSE.  

 Enter information about your anticipated medical costs 
and visits to help determine which plans best meet your 
needs. 

 If you already know which plan you'd like to select, or plan to 
opt-out of coverage, select NO THANKS. 

 
 



  

-8- 

 If you select No Thanks but later decide you would like help 
choosing a plan, select HELP ME CHOOSE or COMPARE 
PLANS at the top of the Medical screen. 

 

 
 

10. The benefit screen will list all eligible dependents at the top of the 
page and all available plans at the bottom of the page.  

 Covered dependents will have a blue checkmark next to their 
name.  

 To add/remove a dependent from coverage, check the 
box next to their name.  

 Your current election will say “Selected” in green above the 
plan.  

 To enroll: click SELECT PLAN next to your desired plan. 

 To stop coverage: click WAIVE BENEFIT 
 To keep your current plan, click SAVE PLAN 
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11. Any new elections that require proof documentation to be submitted 
to Human Resources will show as “Pending” at the top of the screen.  

 If you do not provide the required proof documents, you will 
only be enrolled in the coverage listed under “Guaranteed”.  
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 To return to the full list of benefits, click SAVE AND RETURN 
TO ALL BENEFITS.  

 Otherwise, click CONTINUE TO the next benefit.  

 Repeat steps 10 and 11 for all benefits that require 
changes.  

 Note: You must reselect your dependents for dental 
and vision coverage if you wish to include them. If 
there’s no blue checkmark next to their name, they are 
not enrolled. 
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12. Your main benefits dashboard will display what coverage is pending 
and what coverage is guaranteed. Once all desired changes have 
been made, click CONFIRM ELECTIONS.  

 If this button is not clickable, you must review each benefit that 
still reflects “Needs Review”. 
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13. Review the conditions and select I AGREE AND CONFIRM 
ELECTIONS.  

 

 
 

14. You will receive a confirmation number for your enrollment, and an 
opportunity to download a confirmation statement showing your 
pending elections.  

Child 
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