
Employee Instructions ~  
Enrolling in Benefits  

 
Utilizing the Online Employee Resource Center (ERC) 

 
ERC Opens for 2015 Elections on November 24th  
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Log In 

To login you must enter your employee number plus the last four digits of your 
Social Security Number as your User ID.  Your initial password is the last four 
digits of your Social Security Number.   
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Terms of Service 
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Review the Terms of Service and click “I Agree” to proceed with your enrollment.   



Change Initial Password 

The website will prompt you to change your password. This password  
should remain confidential.  
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Home Page 

To enroll, you must click on the Open Enrollment tab located on the  
left middle of this page.  
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Required Documents 

You may bypass the Required Document screen as there are no required documents 
needed to complete your Open Enrollment elections.  However, if you are adding an 
additional dependent to your plan(s), you will need to submit a “Dependent 
Verification” form. Click on “Next” to continue. 
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Review Personal Information 

Review your personal information. If your address is incorrect please contact 
your location manager or Human Resource Department.  You can add 
information under the “My Additional Info” section.  Once complete, click on 
“Next,” located on the bottom of the page.  7 



Review Dependent Information 

If available, your dependents have been listed here.  If you need to add a dependent, 
click on “Add New Dependent”. Remember that a “Dependent Verification” form is 
required. The form is located under the “Resource” tool bar above. Forms should be 
submitted to HR.  Click on “Next” to continue. 

Zoom View 
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Select Your Benefits 

View your benefit options by clicking on each benefit.  In order to enroll in 
coverage, you must click on the benefit listed (step #1 above) and then click 
“Change” (step #2 above).  Remember that Medical, Dental and Vision 
coverage are bundled when enrolling in Medical. 
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Step #1 

Step #2 



Select Your Benefits 

Select the Medical Plan you would like to enroll in and click “Next”. 
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Eligible Dependents 

 

Select the Eligible Dependents you would like to cover under your Medical, 
Dental and Vision Plans.  If you have not added your Dependents under the 
Dependent screen, they will not appear here.  Click “Next” to continue or 
“Previous” to go back to the Dependent screen. 
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Review Beneficiaries 
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To designate a Beneficiary, click on “Add New Beneficiary”. Once complete, 
click on “Next,” located on the bottom of this page.  



Review Beneficiaries 
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Complete all or only the required fields (Name and Relationship) and click “Next”.  



Review Beneficiaries 
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Your Beneficiary has been added.  To allocate your life insurance benefits, click 
on “Change Allocations”.  Once complete, click on “Next,” located on the 
bottom of this page.  



Review Beneficiaries 
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Enter the percentage for each Beneficiary and then click on “Next”. 



Final Review 

     Review your benefit selections to ensure that they are correct. If you have 
no further changes, click “Save Elections.” On the next screen click 
“Accept” to confirm and finalize your enrollment. 
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Confirmation 

Your confirmation number is available on this page. You may print out this  
page, view your bottom line, view dependent coverage or return to the 
homepage.   Congratulations, you are done! 
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Forgot Password? 
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See Next Slides 



Forgot Password? Reset Password 

If you forgot your password, click the reset link on the Log In  
page, this will direct you to further instructions to reset password.  
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Reset Password 

Enter your User ID (employee number plus last four of SSN), your Birth Date 
and the last four digits of your SSN  
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Security Question to Reset Password 

Enter required security information 
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Reset New Password 

Create and confirm new password for Log In. Passwords are  
between 8 and 20 characters in length and contain at least one  
number, lower case letter, and upper case letter.  
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Password Log In 

Your password has been reset, please log in using your new  
password.  
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