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Open Enrollment Getting Started

• Login to My Info (ADP) from 
the Intranet Home Page

• Click on “Myself” and select 
“Enrollments”

• Click “Start Enrollment” on the 

2026 Open Enrollment Event
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Welcome to Open Enrollment

Please review the Open Enrollment 
Welcome Letter as there is 
important information regarding your 
benefits.

Click “Next” to move to the next 
step.
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View / Update Dependents and Beneficiaries

• Click “Add dependent or 
beneficiary” to update this 
information.

• Click “Next”
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View Selected and Eligible Plans

• View your current selected 
plans.

• Click “View all plans” to make 
any changes

• You can view all other Eligible 
Plans

• Click “View all Plans” to enroll 
in additional benefits.

• Click “Next”
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Review and Submit

Review your elections and
confirm that everything is
correct, then click “Submit 
Enrollment”.

If you are not ready to submit,
click “Finish Later”. Your
elections will save and you can 
submit at a later time.

Please be sure to submit
before Open Enrollment ends 
on November 30th.
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Upload Documents

• Upload and assign a name to any required 

documents pertaining to benefit eligibility. 

• Required documents must be in your ADP record 

by 11/30/25 for dependent coverage in 2026.

• Required once, as applicable for coverage:

• Marriage license – name as “Marriage”

• Dependent birth certificates – name as “BC”

• Required annually, as applicable for spousal 

coverage:

• 2024 tax form verifying that you are still married 

(black out other financial and personal info) –

name as “Tax”.

• Working Spouse Affidavit if your spouse does not 

have access to other medical coverage – name as 

“WSA”. (Access via link on the right of this slide) 

• Supporting WSA documentation must be uploaded 

and assigned the name of “WSA Support”. (Required 

documents are detailed on the link) 
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