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How to Enroll in Benefits as an Employee (Open Enrollment)  

Follow the steps in this guide to complete your Open Enrollment benefit election in the Benefitplace system. 

To enroll in benefits during open enrollment, you will complete the following steps: 

➢ Access Benefitplace for the First Time  

➢ Review your Profile and Communication Preferences  

➢ Add a New Dependent  (if applicable) 

➢ Enroll in Benefits (Open Enrollment) 

➢ Attach Documentation for Verification (if applicable) 

Step # How to Access Benefitplace for the First Time  

1 The Benefitplace system can be accessed via SuccessFactors Employee Central (SFEC). 
Click the Benefitplace tile in the Organizational Updates section on the SFEC home page. 

   

2 You are now logged in to Benefitplace.   
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Step # How to Review Your Profile and Communication Preferences   

1 Click Get started to begin your enrollment.  

 

2 It is important to make sure your contact information is up to date on your Profile, so you do 
not miss important notifications regarding coverage, enrollment, and eligibility.  

 

Your contact information is managed in Employee Central but you must review it to ensure 
accuracy. To make changes to your personal or contact information, please do so in Employee 
Central and click Save.  

 

Click Next step: Review communication preference to continue. 
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3 To set your communication preferences, click Edit. Click the checkbox next to your preferred 
method of communication. If you are missing contact information, you will be unable to select it 
as your method of communication. Click Save preferences to confirm your selection, then click 
Continue to next step.  

     

Step # How to Add a New Dependent     

1 Click Add Dependent to enroll dependents for coverage under your benefit plan(s).  

 

2 Enter all the requested information for your dependent(s). Required fields are indicated with a 
red asterisk (*). To include additional dependents, click Save & Add Another. After entering all 
dependent data, click Save. 
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3 Review the information for accuracy, then click Next.  

 

Note: If you need to edit or remove a dependent prior to enrolling them in benefits, click the 
Actions drop-down and select the applicable option (Edit or Remove). Then click Next to 
continue.  

 

Step # How to Enroll in Benefits (Open Enrollment) 

1 To begin Open Enrollment, click Get started.   
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2 Review your dependent information. To add a dependent, click Add Dependent and 
complete the required fields. Click Next to continue.   

 

3 Answer any additional enrollment questions. Click Next to continue.   

 

4 You are now ready to complete Open Enrollment. To view your current benefits prior to 
enrollment, click Current Benefits or Compare to your current benefits for a side-by-side 
overview.  

 

5 You will be shown a list of your available benefits. To view your current enrollments, click 
View your current plan under the benefit you would like to review. To decline coverage, 
select Decline coverage. Click Begin enrollment to chose a medical plan.  

 

6 Review the dependent(s) you have covered under your current plan. Select the person’s 
name to add or remove them from your coverage. To add a dependent click, Add 
Dependent. 
Note: Additional documentation may be required to verify your dependent status.  
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7 Review your available plan options. To see more information about your coverage, click Plan 
details. To see new changes in plan coverage, select Compare to last year. To keep your 
current plan, click Next, or to change coverage, click Select plan next to your new selection.  
Note: Click Decline Coverage to decline benefits.  

 

8 You will be auto enrolled in a Wellness Discount Program Plan. This benefit cannot be 
decline. Click Next to continue.   

 

9 Review and confirm your plan selections on the Summary page. To make corrections to your 
elections, click Edit Coverage or Edit Plan. Click Save to confirm your choice.  
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10 Complete your other remaining benefits. Make any changes, then click Save to confirm your 
selections.  

 

11 To select your life coverage, click Begin enrollment. 

 

12 You will be auto enrolled in the Basic Life plan. This benefit cannot be declined. Click Next to 
continue. 

 

13 Select a Beneficiary Type, then click Next to continue. 

 

14 You have the option to designate your dependent(s) as a beneficiary or click the Enter New 
Beneficiary option to enter information for another individual. 
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15 For a new beneficiary, enter the relevant information. The required fields are indicated with a 
red asterisk (*). Click Next to continue. 

 

16 To add another beneficiary, click Add Beneficiary. Then, complete the required fields. 

• Use the Beneficiary Type field to indicate the Primary and Secondary beneficiaries. 

• Enter an Allocation % for each beneficiary. 

• Click Next to continue.  
Note: If you have multiple Primary beneficiaries the allocation percentage must total 100%. 

 

17 Review all beneficiaries. To edit a beneficiary, click Edit and update their information as 
needed. To remove a beneficiary, deselect the Use checkbox next to the beneficiary’s name. 
Click Next to continue. 
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18 Select a Voluntary Life Plan by clicking the check box next to the amount you want to 
choose, then click Select plan to allocate a percentage to your beneficiaries. To decline 
Voluntary Life coverage, click Decline Coverage. Click Next. 

 

19 Select a Voluntary Spouse Life plan. Click Next to continue. 

 

20 Select a Voluntary Child Life plan. Click Select plan or Decline Coverage to continue. 
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21 Review and confirm your life plan elections on the Summary page. To make corrections to 
your elections, click Edit Coverage to make changes. To edit your beneficiaries, click on the 
Edit icon and complete the required fields. Click Save to confirm your choice and complete 
your remaining selections.  

 

22 The final page shows all the benefit elections you have made. Review the information and 
click the Edit coverage button if needed to make changes to the plans displayed. To finalize 
your selections, click Complete Enrollment. 
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23 The confirmation page displays your new selections.   
• To print or download a copy of your report, click Benefit Summary Report.   
• To edit your benefits, click View and edit all benefits.   
• Click Continue to Next Page to return to the home page.   
• If your changes require additional documentation, you will be alerted on this screen. 

 

Step # Attaching Supplemental Documents for Verification 

1 On the homepage, click the Profile tab and select Document Center. 

 

2 Any request for documentation will populate in this section. To add documentation, click 
Add document.   
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3 Click the Upload button and browse your computer for the document.  
Note: Below are the types of documents that can be uploaded.  

 

4 After uploading the document, enter the Document Name and select the Type of 
Document.  

 

5 Click the Save document button to continue.  

6 After you have applied for benefits, any request for additional information will be visible in 
your To Do Items section. From the homepage, you may click on View To Do List to view 
requests for documentation 

 

7 Select the To Do item you wish to address.  
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8 The Document Center page will appear. Upload or replace the document requested, then 
click Save Document. 

9 Click Return to homepage to exit the Document Center.  

 
 


