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1. From your Home Page, click on the “My Benefits” tile.

4. Enter the Event Date. This is the first date of coverage to begin or 
the last date of coverage for changes made to enrollments.  Notes 
are optional.  Click on Continue.

3. Select the appropriate event from the Life event list. The description 
of the event is provided when the event name is selected. 

2. You will now see your Benefits Enrollment portal, prompting 
for a Qualified Life Event
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5. Verify your personal information.  Please note that any changes to 
your personal information must be completed in your ArchHR Profile*.  
Click on Next: Review My Family.

6. If you have existing dependents that need to be edited or removed, 
click on “Remove”* or “Edit” on the dependent tile.  When 
dependent adds and edits are complete, click on Next: Shop for 
Benefits.

7. Enter the specific information for each new dependent.   TIP: If the 
dependent does NOT live at home, uncheck the ‘Lives at Home’ box and 
enter their address.  Click Save.

6.  Add your new dependents.  To add a dependent click + Add 
Family Member.  

*This is a separate step done outside of the ArchHR Benefits Enrollment process.

* By clicking Remove on 
the dependent box this 
will remove them from 
all benefits and mark 
them inactive. 
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11. DecisionIQ is available to assist you when making a choice for Medical  
benefits. Click Personalize My Best Match to view information or Click on View 
Plan to see details and to “compare”.

10. Select or add/remove any dependents you would like to cover 
based on the benefit type in the Family Covered Box.

12. Identify the plan you would like enroll in and click Update Cart. 

9. Begin selecting your benefit decisions.  Medical benefits appear first.  
See below for description of each button. Select benefit to change. 

View or Change existing election.

Start Survey – complete survey to 
confirm your eligibility for the HSA Plan 
or Spouse Surcharge.

Shop Plan – newly eligible for benefits. 
Enrollment or decline is required. 

DecisionIQ is personalized and uses 
where you live, potential usage, age, and 
other data to recommend a plan.  
DecisionIQ is applicable to medical only 
since there are 3 plans to choose from.

If adding a new or 
removing a dependent, 
this update must be 
completed on each 
benefit to change their 
enrollment. 
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14. Repeat steps 9 to 12 for each benefit that 
needs to be updated due to the life event. 

13. If you choose to change your Spending Account, enter your 
new total annual contribution amount > Update Cart.

15. Select Review & Confirm > Confirm Checkout > Print or Email 
Benefits Confirmation > Complete Your To-Do List if present
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