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1. Login to CHR and go to My Info tab. 

 

 

 

 

 

 

2. Go to My Benefits and click on Enrollment.   

3. Click on Start.   
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4. Click on Medical.   

5. Check the appropriate box for 
your medical plan.  
*Note:  that you can Waive 
Medical here.  
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*For Employee Only coverage 

 

 

6. When enrolling, choose a 

medical plan then choose 

the Coverage level. 

7a. Click Save and Select. 
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 *For Coverage Level with Dependent(s) – 2 party or Family option 

                                                                                                                                                         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7b.  Click Add, to enroll spouse and/or dependent children. 

Make sure you have your dependent’s SSN and birthday 

information available as you complete this section.  
Note: For current employees, in most cases your 
dependents have already been added to the options for 
you. You will have to click on “Choose existing dependents”.  

 

8. Click Save and Select. 
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You will see the Employee contribution/monthly 

premium here.  

 

9. Choose or Waive FSA (Flexible Savings Account).  

Note: If you choose the High Deductible Health Plan (HDHP), you 
will have the HSA (Health Savings Account) and only Flexible 
Dependent Care options available.  
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10a. When you choose to Enroll, you can type your 

annual contribution here. Note that the FSA Medical 

annual maximum contribution is $2,750.  

 

10b. Your monthly contribution 

is shown here.  

11. Click Continue.  
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12. This page will have a summary of your 

benefit selections. Scroll down to see the 

rest of the page.  

13. Click Submit.  
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15. Click Accept. 

14. The system will ask for 

your CHR password to 

confirm submission.  
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Once you click accept, this message will pop up.  

 

 

Note: 

The Location HR/Finance manager will receive an email notification that you have submitted your 

enrollment for approval.  

You will receive an email notification when it is approved.  

 


