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Benefit Enrollment Self Service Guide DRAFT  

All employees are required to complete the online enrollment for 2021 benefits. Follow these step-by-

step directions on how to enroll.  

How to Access?  

1. Login to e-Central account.  

2. Click Employee 

 

 

 

 

 

 

3. Click Human Resources   

 

 

 

 

 

 

 

 

 

4. Click benefits  
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5. Click Start Here 

 

 

 

 

 

 

 

 

 

 

6. To get started, click Choose Plan on Medical section to start.  

Note: Can be completed in any order & can be saved and resumed at a later time 
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7. Select the plan you wish to enroll in. When finished with selection, click Save and then click 

Benefits Enrollment to return to main page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To view directions on adding Dependents; see page _______ 

 

• Choose from Base Plan or High Deductible Plan (HSA) 

• BJC or Non-BJC 

• Employee Only or Employee + Spouse/Child/Family  
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8. A green check mark will appear when the section has been completed. Please note in order to 

submit your enrollment, a green check mark must appear next to each benefit option.  

From the main page, click Choose a Plan next to dental insurance.  
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9. Select the plan you wish to enroll in. When finished with selection, click Save and then click 

Benefits Enrollment to return to main page.  
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10. A green check mark will appear when the section has been completed.  

From the main page, click Choose a Plan next to vision insurance.  
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11. Select the plan you wish to enroll in. When finished with selection, click Save and then click 

Benefits Enrollment to return to main page.  
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12. A green check mark will appear when the section has been completed.  

From the main page, click Choose a Plan next to Health Savings Account. OR click waive if you 

do not wish to contribute. 
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Health Savings Account – Only for employees who are enrolled in a High Deductible Plan and want to 

contribute to an HSA. Employee will need to WAIVE benefit if:   

• You are enrolled in the College’s base plan  

• You are covered under a spouse’s plan 

• You do not wish to contribute to your HSA  
 

Follow steps below to contribute to your HSA.  

1. Select Contribution Plan (will see two options if 55 or older) 

2. Enter in pay period amount 

3. Click Save 

4. Click Benefits Enrollment to return to main page 
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13. A green check mark will appear when the section has been completed.  

From the main page, click Choose a Plan next to Flexible Spending Account. OR click waive if you 

do not wish to contribute. 
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Flexible Spending Account: Only for employees who would like to enroll in a FSA. Employees are not 

required to enroll.  Employee will need to WAIVE coverage if not electing to contribute to a FSA benefit. 

Follow steps below to contribute to your FSA.  

1. Select FSA benefit  

2. Enter amount per pay period  

3. Click Save; Click Benefits Enrollment to return to main page 
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14. A green check mark will appear when the section has been completed.  

From the main page, click Choose a Plan next to Life Insurance.  
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Life Insurance – All employees must select the college paid plan. When complete, click Save; click 

Benefits Enrollment to return to main page.  

Note: To change beneficiary or supplemental coverage, contact Human Resources. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



14 
 

 

After completing each section, a green check mark should appear on all sections.  
You are now able to review your selection and submit. You can even download a PDF of your selection.  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



15 
 

Adding dependents - If adding dependents:  

▪ Click on “Manage Dependents/Beneficiaries”  
▪ Click add another 
▪ Click Person  

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Fill in all required data. (Name, Address, Birth Date, SSN) 
2. Click save to return to selection screen  
3. Select Dependents  
4. Click save; click benefits selection to return to main page 

 

 

 

 

 

 

 

 

 

 

Step 2 

Step 1 
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Jane Doe  

John Doe  

Step 3 

Step 4 
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START  

1. Click eCentral from East Central homepage (top right hand) 

2. Click login 

3. Enter in user name & password 

4. Click Employees  

5. Click Human Resources  

6. Click Benefits  

7. Click Start Enrollment  

8. Click Choose a Plan under Medical Insurance  

9. Select plan  

If adding dependents__________________ 

10. Click Save 

11. Click Benefits Enrollment 

12. From main page, click Choose a Plan under Dental Insurance  

13. Select Plan  

14. Click Save  

15. Click Benefits Enrollment  

16. From main page, click Choose a Plan under Vision Insurance  

17. Select Plan  

18. Click Save  

19. Click Benefits Enrollment  

20. From main page, click Choose a Plan under Health Savings Account OR click WAIVE 

21. If not waiving, select plan 

22. Enter pay period amount  

23. Click Save 

24. Click Benefits Enrollment  

25. From main page, click Choose a Plan under Flexible Spending Account OR click WAIVE 

26. If not waiving, select plan 

27. Enter pay period amount  

28. Click Save 

29. Click Benefits Enrollment  

30. From main page, click Choose a Plan under Life Insurance 

31. Select Plan 

32. Click Save 

33. Click Benefits Enrollment 

34. Click Review & Submit  

FINISH  

 


