








Click the “add dependent or beneficiary” to get started.

A pop-up will appear for individuals to add. Click on the drop-down to begin with



You will need the date of birth and social for your dependents, but when entering your
beneficiary, you will simply need a good way of contacting that person.

You may not have dependents, but you should always have a beneficiary. Daemen
provides basic life and AD&D, and you have the opportunity to purchase more
insurance on top of that.

Selecting Your Benefits

Finally, you will be taken to the benefit overview of all the plans available to you. For
plans with more than one option, such as medical, you will have an opportunity to click
“view all plans” to look at costs and compare. If you do not want any singular benefit,
you will need to click “waive benefits,” and provide a reason why you don’t want that
benefit (covered elsewhere, not interested, etc). If you do not want any insurance,
you will still need to waive the coverages.

When you click






You to receive the employer contribution quarterly, so if
you have the deductible insurance, do not pass this screen.

You don’t need to enter any payroll contributions to move receive the employer
contribution. That said, you can enter custom amounts up to the annual max (which
includes the Daemen contribution). Notice an “additional details”



While there is no employer match, you can contribute up to the annual max per year.
Again, download the document in the “additional details” link and fill it out; we will
upload it momentarily.
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Once all your insurances are elected or waived, you will come to an “upload
documents” section.

Document Upload

On the second to last page, before you confirm your benefits, you will have a
document upload. If you already had an HSA, you will not need to upload anything.
However, if you elected a new HSA or are electing an FSA, you will need to upload the
corresponding documents. New HSAs and annual elections of FSAs require



documents. Fill out and upload the forms that were provided underneath the
“additional details” text link on both accounts. Upload them here.

Add Document .. . __ X
Drag the file here to upload
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Review & Submit

As you elect benefits, the “cost per paycheck” total will calculate accordingly on the
upper right of the page. In the final page, you’ll have your total cost per paycheck,
followed by the plans you enrolled in, and the plans you waived. If all looks correct,
click “Submit Enrollment,” and you are all set.

Keep in mind that your open enroliment window will still be active for the entire
duration of open enrollment, so if you change your mind, you will still be able to go
into ADP through My Daemen > ADP > Myself > Benefits > Enroliments to make
changes.



