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1. Navigate to: Self Service > Benefits >
Open Enrollment

2. To begin the enrollment process, click the Select button.

The Enrollment Summary page displays the benefit
options that are eligible for updates.  For each option
available, eBenefits displays an Edit button next to the
benefits that allow election changes.

3. Click the Edit button next to one of your enrollments.
In this example, we will click the Edit button next to
Medical.

NOTE:  Clicking on the Submit button will submit and
finalize elections.  Employees should review all benefit
options prior to clicking Submit on this page.

NOTE: To read more infomation regarding the
enrollment, click on the Information Icon
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NOTES:

♦ You can click the Overview of all Plans link to view all
of your medical options.

♦ For Pacificare, you must choose a Primary Care
Provider when enrolling in this plan for yourself and/or
your dependents.
Enter the Primary Care Provider ID below.

♦ You can enroll your dependent(s) by clicking the check
box next to the dependent’s name.

4. Click the Continue button to store your choices.

♦ You can click the Cancel button to tell PeopleSoft to
ignore all entries made on this page.

NOTE: If you need to add or remove a dependent from
benefits, you would need to call the Benefit’s Department
at (619) 725-8130
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5. After clicking Continue on the Medical or Dental pages,
you will be pesented with an Authorization/Agreement,
which you must accept by clicking the check box.

6. Click the OK button to store your choices.
(This action will return you to the main enrollment
page where you may submit elections or continue
making election changes.)

OR

You can click the Edit button to go back to change your
choices.

7. Once all benefits that need enrollment changes have been
entered, scroll to the bottom of the page and click on the
Submit button to submit your choices.
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8. Click on the Submit button to submit your choices.

9. Click on the Cancel button to cancel your submission.

After clicking Submit, the Submit Confirmation
page appears telling you that your benefit choices
have been successfully submitted to the Benefits
Department.

10. Click on the OK button to return to the Benefits
Enrollment page.


