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HOW TO MAKE YOUR BENEFIT ELECTIONS

Step 1. Open your preferred browser and type in www.ers.texas.gov
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ERS OnLine will be unavailable beginning at 6 p.m. CT on Friday, June 21 until 7 a.m. CT on Monday, June 24, due to Summer Enroliment processing.

Weap for any inconvenience this may cause.
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Step 2. Click on the brown oval on the right hand side of the page that says “My Account Login”

My Account Login

What can | use this to do?

Step 3. You will be redirected to the login page

ERS Online will be unavaliable beginning at 6 pan. CT on Friday, June 21 untll 7 am. CT on Monday, June 24, due to Summer Enroliment processing.
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Step 3A. If you have NEVER worked for a state institution you will need to click on “Register
Now” which can be found on the left hand side under the title “Not Registered”. You will need
to enter in the personal information that you provided during your hiring process.

Not Registered?

Registering provides access to your
personal account information. It also
allows you to manage your benefits
administered by ERS.

Register Now
Proceed to Login

Step 3B. If you have worked for a state institution in the past then you will click on the brown
oval on the left hand side that says “Proceed to Login”. You will be prompted to enter in your
username and password. (If you have forgotten your username or password please click on

Forgot Username/Forgot Password)

Not Registered?

Registering provides access to your
personal account information. It also
allows you to manage your benefits
administered by ERS.

Register Now

Proceed to Login
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Step 4. Once you are logged into the ERS system you will look for “Post Hire Change”, it can be
found under the My Insurance Information section. Please follow the yellow buttons until you
see the event description Annual Enrollment, you will click on the yellow box that says select.

3 My Personal Information
dgresses and Elgibiity Bas
Email Address and Password
Phone Numbers

My Insurance Information
.. Famiy Stats Change
3 Posttire Change
Election Update
Benefts Ervollment
Benefts Summary
Tobacco User Cerification
Annual Qut-Of-Pocket Premiyms

Gk My Beneficiaries

Benaficiary Summary.

[EL, My Retiement information
Account Balance Summary
Retrement Estimate

Health Savings Account
Statement of Rerement Senefits

Health Savings Account

Commuter Spending Account

W ® commuter soensing Accours

#

Power of Attorney Information
Power of Attomey

Member Home Page

My Insurance Information
Family Status Change

Post-Hire Change

Benefits Enrcliment

Benefits Summary

Tobacco User Certification
Annual Cut-Oi-Pocket Premiums

Post-Hire Change

[Event Information

A Post-Hire Change event can be entered to make additional benefit changes once your original
Hire, Rehire, or Return from Leave event has been closed. By clicking the Save buton below, you
will be prompted to prepare your benefit options for this Post-Hire Change.

Note: This Post-Hire Change will be effective today. This means that any elections made
for this event will become effective the first day of the next month.

—

ERS

Menu =
|- Chanoe My_P:
- My System Profie

|- My Dictionary Post-Hire Change

Post-Hire Change

&

Prepare Benefit Options
To make any benefit changes or confirm existing elections for your County Change:

Click Schedule/Prepare Activity button to begin.

Schedule/Prepare Activity 4—

&

[Ready for Election Entry

Click the Election Entry button to make your benefit changes or confirm elections.
P
Election Entry | <=

Benefits Enroliment

<L

‘Your coverage can only be changed during Annual life event

during the year.

or if you have a iy

To begin your enroliment, click the yellow Select button.

Note: Some events may be temporarily closed until you have completed enroliment for the open event
below.

Open Benefit Events

Event Description Event Date Event Status Job Title

06/20/201¢  Open

Once you click Select, it will take a few seconds for your benefits enroliment information to load.

Post-Hire Change State of Texas

&—
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Step 5. You will then make your benefit elections. (Please make sure to have any dependent
information on hand such as social security numbers and birth dates)

Benefits Enroliment

Post-Hire Change <té

Your enroliment will not be complete until you Submit your elections.

Benefit Information
Edit Medical State Pays Before Tax  After Tax

Current HealthSelect In-Area:You Only

New: HealthSelect In-Area:You Only 622.60 0.00
Edt | Health Savings Account Before Tax

Current  Waive
New: Walve
Edit | Tobacco User Certification Before Tax  After Tax
Current Certified as Non-Tobacco User
New: Certified as Non-Tobacco User 0.00
Eadt | Dental Before Tax  After Tax

Current:
New.
Edit | Vision Before Tax  After Tax

Current:
New.
Life State Pays  Before Tax After Tax
Current Basic Life: $5,000
New.  Basic Life: $5,000 22 000
Edit | Optional Life Before Tax  After Tax
Current OL1; 1" Salary

Step 6. Once all elections have been made and you have verified the accuracy of your benefits,
you will need to validate and finalize your selections.

Benefits Enroliment

Submit Benefit Elections <é

You have almost completed your enroliment. If you have no further changes, click Submit at the bottom
of this page to finalize your benefit choices.

[ Cancel I Click Cancel if you are not ready to submit your choices and wish to refurn to the
Enroliment Summary.

Do not submit your benefit elections until you have completed your enroliment. You may store your
elections on each page and return to the Enroliment Summary as many times as you'd like up until your
enroliment deadline. However, once you click Submit your benefit elections will be sent to the Benefits
Department for processing.

Once your enroliment is processed, you may not be able to make any further benefit changes until the
next Open Enroliment period o if you have a qualified family status change.

Authorize Elections

By submitting your benefit choices you are authorizing the company to take deductions from your
paycheck to pay for your benefit costs. You are also authorizing the Benefits Department to send
necessary persenal information to your selected providers to initiate and support your coverage.

Submit [ Click Submit to send your final choices to the Benefits Department.

cancel | Click Cancel if you are not ready to submit your choices and wish to return to the
Enrollment Summary.

Post-Hire Change

Ready to Finalize Elections

The benefit elections for your Post-Hire Change have been saved!

To complete the enroliment process and validate your elections, click the Validate/Finalize button.

Validate/Finalize C—
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Step 7. If you correctly validated your benefits you will be redirected to the next screen that
says Benefits Summary. You can change the date on the screen to see when your benefits will
begin.

Benefits Summary

Health Coverage Date:
Benefit Full Time Employees .

Program:
To view your benefits as of another date, enter the date and click Go:

& Co

To view more details, click any of the links below.

Type of Benefit Plan Description Coverage or Participation Total State Pays  You Pay

Benefits Summary Information

IF YOU ARE RECEIVING AN ERROR:

Step 1. If you are receiving an error message that says “You are not allowed to submit your Post
Hire Change request at this time for one of the following reasons:” Please go back to the home
screen and click on Benefits Enrollment. You will then see the option to enroll in benefits
(reference step 4 for a visual of the home screen)

Post-Hire Change =,

Event Warning

You are not alliowed to submit your Post-Hire Change reguest at this time for one of the following
reasons:

= Another event has been entered but has not been prepared for election entry.
« Another event is open for election entry, but has not been finalized.

In order to enter elections for another event, click Benefits Enroliment from your home page. If

the Benefits Enroliment icon does not appear, you currently have no events open for election
entry. Note: Election entry that is submitied before Spm will be processed within 1 business day.
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