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Benefits Enrollment Tool: Step-by-step instructions

[1]

How to use the benefits enrollment tool:
Step 1: Log in to the portal.
Access your campus portal at my.cu.edu [2], select your campus, and enter your username
and password. You may also find campus-specific assistance with your user ID and password
[3].

Step 2: Find the Benefits Enrollment link in the menu.
Once you have logged in to the portal, select the CU Resources tab. (This step is
unnecessary for CU System Administration employees.) You can then select "Benefits
Enrollment" from the "My Info and Pay" horizontal menu bar, or from the "My Benefits" tile on
the screen.

Step 3: Click 'Select' to begin.

Step 4: Choose your plans.
All benefits plans for which you are eligible will be listed. Click "Edit" to enroll or change
benefits plans.

Step 5: Click the 'Submit' button.
After you have made all of your elections, make sure to click "Submit" twice to complete your
enrollment. A message will appear that all benefit choices have been successfully submitted
to the Benefits Department.

Step 6: Review your benefits
Once you submit your enrollment, you may review your selections through the portal's
Benefits Summary. It's located directly above the Benefits Enrollment link. To view your new
elections, enter the effective date of your benefits enrollment in the date field and press the
"Go" button.

Is your web browser compatible with the Benefits Enrollment Tool?

If you're using the
following UISrecommended
browser...

Chrome

Make sure your
browser version is...
(recommended
versions in bold)

47, 48 or
49

[4]

Firefox [5]
(Recommended
for Mac OS X)

Internet Explorer
(IE) [6]
(Recommended
for Windows PC)

43, 44 or45

11.x

Not sure which browser version you're using? Visit www.whatismybrowser.com
[7].
Note: If your web browser is out of date, we recommend downloading the
correct version directly from the organization by clicking the browser names
within the table above.
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