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Benefits Overview  

  

UVA Community Health offers a benefits program that provides comprehensive coverage 
for the needs of our Team Members and their families. UVA Community Health provides 
eligible team members with valuable benefits, including:  

• Health insurance  
• Dental insurance  
• Vision insurance  
• Health Reimbursement Account  
• Health Savings Account (HSAs)  
• Flexible Spending Accounts (FSAs)  
• Life Insurance and AD&D  
• Disability  
• Critical Illness  
• Legal Plan  
• Hospital Insurance  
• Accident Insurance  
• Retirement plans*  

  

All health and welfare insurance plans are administered through the Oracle Benefits 
module.  Using this integrated module, you can track various activities for benefit 
plans such as participants, dependents, eligibility, enrollment, life events, rates, 
coverage, and more.   
  
This Benefits Training Manual provides a detailed step-by-step guide to enroll in health 
and welfare insurance plans within the Oracle Benefits module.  

  
*Retirement plans are administered through Fidelity’s recordkeeping system, 
NetBenefits. Refer to new hire enrollment emails and the annual benefits guide for 
additional plan election details.  
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New Hire Enrollment Instructions  

  
Making Initial Benefit Elections   
 
Initiator: Employee  
  
Purpose: The purpose of this job aid is to assist you with making initial benefits elections 
upon hiring or open enrollment.   
  
Note: Benefits elections are generally subject to a specific enrollment deadline. Make 
sure you understand the start and stop times during which you can elect benefits 
coverage.  
  

Step Action  

1 From the Home page, navigate to Me > Benefits.  
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2 The Benefits page displays. Click the Start Enrollment (new hires) or Make Changes (existing 
employees) button.  

 

3 The Before You Enroll page displays. If you have dependents to add (that are not 
currently listed), click the Add (+) button in the People to Cover section. If not, go to 
step 5 below.  

  

Note: Refer to the Add New Dependents as a New Hire job aid below on how 
to add new dependents as a new hire.  

  

Click the Continue button.  
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4 The Start Enrollment page displays. Click the Benefits Enrollment icon.  
 

 
 

5 The Health Plans page displays. You can start making health elections for the 
following plans by clicking the Edit button.  

  
• Medical  
• Dental  
• Vision  

  

Note: For any health plans you want to opt out of coverage, ensure you select the 
Waive (Medical, Dental and/or Vision) checkbox(s) to the left of each plan.  
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6 Select medical coverage by checking the box next to the plan you would like.  

Note: For any health plans you want to opt out of coverage, ensure you select the 
Waive (Medical, Dental and/or Vision) checkbox(s) to the left of each plan. 
 
In this example, Employee Only was selected.  
 

 

7 If you select an Employee + Children plan, you will be asked to check the box for 
which children you would like covered in this plan. Check the box for children you 
would like to include and click OK.  

  
Next, go to the Dental section.  
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8 In this example, Employee + Children was selected. You will be asked to check the box for 
which children you would like covered in this plan. Check the box for children you would 
like to include and click OK. Next, go to the Vision Section. 

 

9 In this example, Employee + Children was selected. You will be asked to check the box for 
which children you would like covered in this plan. Check the box for children you would 
like to include and click OK. Next, click the Continue button.  
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10 The Per Pay Period total amount displays based on the elections selected. Next, click the 
Continue button to select additional health care coverage and reimbursement programs.  
 

 

11 The Benefits Enrollment page displays. This page allows you to either elect or make 
changes to any plan. Please note not all plans listed below are employer paid. Make 
elections for the following plans: 

• Health Reimbursement Account :  
Note: your HRA election must match the PPO medical plan election. For example: if 
you elect the PPO medical plan employee only option then you must elect the HRA 
employee only option. If you elect employee + children PPO medical plan, then you 
must elect the HRA employee + Children option.  

• Health Savings Account :  
Note: Note: your HSA employer contribution election must match the HDHP 
medical plan election. For example: if you elect the HDHP medical plan employee 
only option then you must elect the HSA employee only option. If you elect 
employee + children HDHP medical plan, then you must elect the HSA employee + 
Children option. 

• Flexible Spending Accounts  
• Life Insurance and AD&D  
• Disability  
• Critical Illness  
• Legal Plan  
• Hospital Insurance  
• Accident Insurance  

  
Click the Edit pencil, select a plan and click the Continue button after each plan is 
selected.  
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12 Review all your elections. Click the Submit button.  
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13 Review the Confirmation page for covered dependents and coverage start dates.  

 

14 On the Confirmation page, the Authorization section displays that you certify the 
information selected and signed. You can click the Print button to further review your 
elections.  
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15 Return to the Benefits page. If necessary, click the Make Changes button if you need to 
make modifications to your new hire elections.  

 
 

 

 

Add New Dependents to Cover on Insurance at Time of Hire   
 
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you with the task of adding new 
dependents to be included in the Benefits program. 
 

Step
  

Action  

1 When electing benefits as a new hire, Oracle will navigate you to the Before You Enroll 
page as displayed below.  

  
  

 
2 Start by entering the dependents you want to cover under insurance plans. Click 

the +Add button.  
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3 The New Contact page displays. Enter the following information in the Basic 
Information section:  

  
• Last Name  
• First Name  
• Relationship  
• What’s the start date of this relationship: when enrolling a dependent, the 
start date of the relationship should always be your hire date. Otherwise, 
this will cause an election error.  
• Gender  
• Date of Birth  

 
 

4 Enter the address and social security number (required).  If you are adding a dependent 
who does not yet have a social security number (e.g., a newborn child) do not select the 
National Identifier section otherwise the system will require you to enter a number. 
Click the Submit button.  

 
Review the information entered. Click the Submit button.  
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5 You return to the Before You Enroll page. The dependent now displays. Continue this process 

for each additional person you want covered on your insurance plans.  

 
 
 

 
Uploading Required Dependent Documents 
 
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you with the task of uploading a 
benefits document for a dependent added as a new hire.  
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There are two options: add through “Pending Action Items” or “Document 
Records”.   
 

Step Action 
1 From the Home page, navigate to Me > Benefits.   

 
 

2 The Benefits page displays. Click the Pending Action Items or   
Document Records option. 

 
 

3 The Document Records page displays. Start by adding a new document. Click the 
+Add button.   
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4 The Document Type drop-down displays. Click on the type of document you wish to 

add. (see next page)   

 
5 In the Document Details pane, add requested information about the document.  

  
Note: This information is not mandatory, but it is important to add pertinent 
information based on the business requirements for the type of document being 
submitted. 
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6 In the Document Details pane, under Attachments, upload the document. 
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7 Once the document is uploaded, click Submit at the top of the screen.   

 

 
8 Return to the Before You Enroll page. The new document now displays under 

Document Records. 
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Add New Hire Health Savings Account (HSA) Employee Payroll Contributions  

Add New Hire Health Savings Account (HSA) Employee Payroll Contributions  
 

For the 2024 year, please follow the instructions outlined below to make changes to your HSA 
Employee contributions.  

During the open enrollment period (October 20-November 02, 2024), team members will need to 
contact the Total Rewards team to make 2024 Health Savings Account Employee contribution 
changes. Please email us at myuvachhr@uvahealth.org.   

For 2025, instructions coming soon. 

 
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you in changing the desired annual 
dollar amount of Employee HSA contribution.  

  
Note: You must already have enrolled in the HSA plan during a new hire enrollment event 
based on your HDHP medical plan selection. Changes to this benefit can be made at any 
time, not only during enrollment periods.  

 
Step Action 
1 From the Home page, navigate to Me > Benefits.   

mailto:myuvachhr@uvahealth.org
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2 Under your name, click on Make Changes.   

 
3 You will see the Before You Enroll page. If you do not have adjustments to make 

to your dependents or beneficiaries, click Continue.   
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4 You will see the Start Enrollment page. Select Unrestricted Enrollment.   

 
5 You will see the Unrestricted Enrollment page. Under the Health Savings Account 

section, click the edit button.   
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6 You will see a check mark next to one of the two options: Employee Only or 

Family. This is the plan you are enrolled in. If you do not see a checkmark, you 
cannot make an HSA contribution because you did not set up an HSA plan during 
enrollment.   
 
Click on the pencil icon beside the option you are enrolled in.   

 
7 Enter your desired annual dollar amount and click the OK button.   
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8 You will now see your updated Employee Contribution per pay period shown on 

your plan. Click Continue at the top of the page. 
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9 To finalize the change, click the Submit button at the top of the page.   

 
10 On the Confirmation page, you can click the Print button to create printed 

records of your changes. 
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Adding Beneficiaries for Life Insurances, and AD&D Benefits  
 
For the 2024 year, please follow the instructions outlined below to assign beneficiaries.  
 

During the open enrollment period (October 20 – November 02, 2024) team members 
will need to contact the Total Rewards team to make 2024 beneficiary changes. Please 
email us at myuvachhr@uvahealth.org. 

 
For 2025, instructions coming soon. 
 
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you in editing benefit allocations to 
your beneficiaries for life insurance, AD&D, and additional Unum Voluntary benefits. 

 
Step Action 
1 From the Home page, navigate to Me > Benefits. 

mailto:myuvachhr@uvahealth.org
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2 Under your name, click on Make Changes. 

 
3 You will see the Before You Enroll page. Click Continue.   
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4 You will see the Start Enrollment page. Select Unrestricted Enrollment. 

 
5 You will see the Unrestricted Enrollment page. Under the Beneficiaries section, 

click edit. 
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6 You will see a list of beneficiaries for various unrestricted benefit categories: 

• Employee Basic Life Beneficiaries 
• Basic AD&D Beneficiaries 
• Voluntary AD&D – Employee Beneficiaries 
• Voluntary Life – Employee Beneficiaries 
Under each section, there will be a check mark next to the box of the plan(s) you 
are enrolled in. If you are enrolled in a plan, then you may have beneficiaries 
listed for that plan. To edit your beneficiaries, click the pencil icon. 

 
7 You can now change the percentage of allocation for the selected unrestricted 

benefit. To change the percentages of your Primary Beneficiaries and/or 
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Contingent Beneficiaries, click into the text boxes. Once you have made your 
changes, click the OK button.  
  
Note: If all your Beneficiaries are receiving a percentage as a Primary 
Beneficiary, you cannot also enter Contingent Beneficiary percentages. 
Contingent Beneficiaries must be different people/organizations than the 
Primary Beneficiaries. 
 

 
8 On the Beneficiaries page, you will now see the updated allocation to 

beneficiaries. Click Continue. 

 
9 To finalize the change, click the Submit button at the top of the page. 
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10 On the Confirmation page, you can click the Print button to create printed 

records of your changes. 
 

 
 

Add a Trust for Beneficiary on Life Insurances and AD&D Benefits 
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you with the task of adding an entity 
(e.g., trust, charitable organization) as a beneficiary included in the Benefits program.  
Step Action 
1 From the Home page, navigate to Me > Benefits. 
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2 The Benefits page displays. Click the Before You Enroll icon. 

 
3 The Before You Enroll page displays. Start by entering a new beneficiary 

organization. Click the +Add button. 
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4 Confirm the date is correct in the Start Date drop down and select Trust under 

the Beneficiary Type drop-down. 

 
5 Enter the trust name. Optionally, you can add additional information or a trust 

description. Click Save when done. 
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6 Return to the Before You Enroll page. The trust now displays as a beneficiary. 

 
 

 

 

Viewing Benefits as an Existing Team Member  
 
Current Benefit Elections and Deductions  
 
Initiator: Employee  
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Purpose: The purpose of this job aid is to assist you with reviewing current and 
future benefit enrollments as of a specified date.   
 

 
Step Action 
1 From the Home page, navigate to Me > Benefits. 

 
 

2 The Benefits page displays. Click the Your Benefits tile.   
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3 The My Benefits page displays. The See Benefits as of Date or Event field 
defaults to Today. You can change to specific date ranges. Click on any program 
to review the elections as of today. In this example, click Benefits Enrollment.  
  
Note: If you want to print the current elections, click the Print button. 

 
 

4 The Benefit Enrollment page displays. Review the health plans in which you are 
enrolled. Click the Expand arrow to the right of each health plan to review details 
for each benefit.   
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View Current Unrestricted (Beneficiaries and HSA Plans) Benefit Elections  
 
 
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you with reviewing current and future 
unrestricted benefit enrollments.  

 
Step Action 
1 From the Home page, navigate to Me > Benefits.   
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2 The Benefits page displays. Click the Your Benefits tile.   

 
 

3 The My Benefits page displays. The See Benefits as of Date or Event field 
defaults to Today. You can change to specific date ranges. Click on any program 
to review the elections as of today. In this example, click Unrestricted Enrollment. 
Note: If you want to print the current elections, click the Print button. 
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4 The Unrestricted Enrollment page displays. If you have an HSA account, you can 
review that account here. Click the Expand arrow to the right of each health plan 
to review details for each benefit. 

 
 

Making Changes to Benefits as an Existing Team 
Member  
Making Changes Due to a Qualifying Life Event  
Initiator: Employee  
 

You have 30 days from the date of the event to complete your life event changes. Please 
email myuvachhr@uvahealth.org to initiate your life event. Keep in mind, the changes you 
make must be directly related to the life event. 
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Purpose: The purpose of this job aid is to assist you with the task of completing a 
life event such as the birth of a child, adoption, or death of a spouse/child.  
  
Note: Only one life event can be open at any time. If you need to record the life 
event during the open enrollment period, please contact the Total Rewards Team. 
The Total Rewards Team will work with you to coordinate entry of the life event and 
open enrollment event. You have 30 days from the date of the event to report it 
and make benefit changes in Oracle. Please also note that the Total Rewards Team 
will not be able to initiate a life event with a future date.  
 

Add or Remove Dependents to Cover on Insurance Plans  
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you with the task of adding new 
dependents to be included in the Benefits program or removing dependents.  

 

Step Action 
1 After The Total Rewards Team has entered the qualifying life event in Oracle, 

from the Home page, navigate to Me > Benefits.   
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2 Under your name, click on Make Changes. 

 
 

3 You will see the before you enroll page.  If you do not see the dependents listed, 
start by entering dependents. Click the +Add button.        

 
 

4 The New Contact page displays. Enter the following information in the Basic 
Information section:  
  
Last Name  
First Name  
Relationship  
What’s the start date of this relationship: when enrolling a dependent outside of 
a new hire enrollment, the start date of the relationship should be the date of the 
qualifying life event. For example, if adding a new spouse the date should be the 
date of marriage.  If you do not enter the correct date, your coverage and payroll 
deductions may not be correct.   
Gender  
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Date of Birth 
 

 
 

3 Enter the address and social security number (required).  If you are adding a 
dependent who does not yet have a social security number (e.g., a newborn 
child) do not select the National Identifier section otherwise the system will 
require you to enter a number. Click the Submit button.  

 
 

4 You return to the Before You Enroll page. The dependent now displays.  Continue 
this process for each additional person you want covered on your insurance 
plans. 
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5 Select continue. 

 
6 You will see the Start Enrollment page. Select Benefit Enrollment. 

 
 
 

7 The Health Plans page displays. You can start making health elections for the 
following plans by clicking the Edit button.  
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Medical  
Dental  
Vision  
  
Note: For any health plans you want to opt out of coverage, ensure you select the 
Waive (Medical, Dental and/or Vision) checkbox(s) to the left of each plan. 
 

 
8 If you select an Employee + Children plan, you will be asked to check the box for 

which children you would like covered in this plan. Check the box for children you 
would like to include and click OK.   
   
Next, repeat for the Dental and Vision sections.  
 

 
The Per Pay Period total amount displays based on the elections selected. Next, 
click the Continue button to select additional health care coverage and 
reimbursement programs. 
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9 The Benefits Enrollment page displays. This page allows you to either elect or 

make changes to any plan. Please note not all plans listed below are employer 
paid. Make elections for the following plans: 
• Health Reimbursement Account 
Note: your HRA election must match the PPO medical plan election. For example: if you 
elect the PPO medical plan employee only option then you must elect the HRA 
employee only option. If you elect employee + children PPO medical plan, then you must 
elect the HRA employee + Children option 
• Health Savings Account 
Note: Note: your HSA employer contribution election must match the HDHP 
medical plan election. For example: if you elect the HDHP medical plan 
employee only option then you must elect the HSA employee only option. If you 
elect employee + children HDHP medical plan, then you must elect the HSA 
employee + Children option.   
• Flexible Spending Accounts 
• Life Insurance and AD&D 
• Disability 
• Critical Illness 
• Legal Plan 
• Hospital Insurance 
• Accident Insurance 
Click the Edit pencil, select a plan and click the Continue button after each plan 
is selected. 
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10 Review all your elections. Click the Submit button. 

 
11 Review the Confirmation page for covered dependents and coverage start dates. 

On the Confirmation page, the Authorization section displays that you certify the 
information selected and signed. You can click the Print button to further review 
your elections. 
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12 To remove dependents from coverage. First report a qualifying life event, 

example gain of other coverage, then repeat the steps outlined above but 
instead uncheck their names from the benefit.  

 
 

 
Uploading Required Dependent Documents  
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you with the task of uploading a 
benefits document.  
 

There are two options: add through “Pending Action Items” or “Document 
Records”.   
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Step Action 
1 From the Home page, navigate to Me > Benefits.   

 
 

2 The Benefits page displays. Click the Pending Action Items or   
Document Records option. 

 
3 The Document Records page displays. Start by adding a new document. Click the 

+Add button. 
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4 The Document Type drop-down displays. Click on the type of document you wish 

to add. 

 
5 In the Document Details pane, add requested information about the document. 

Note: This information is not mandatory, but it is important to add pertinent 
information based on the business requirements for the type of document being 
submitted. 
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6 In the Document Details pane, under Attachments, upload the document. 

 
7 Once the document is uploaded, click Submit at the top of the screen. 
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8 Return to the Before You Enroll page. The new document now displays under 

Document Records. 
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Update Existing HSA Employee Payroll Contributions  
For the 2024 year, please follow the instructions outlined below to make changes to you HSA 
Employee contributions.  

During the open enrollment period (October 20 – November 02, 2024), team members will need to 
contact the Total Rewards team to make 2024 Health Savings Account Employee contribution 
changes. Please email us at myuvachhr@uvahealth.org.   

For 2025, instructions coming soon. 

Initiator: Employee  
  
Purpose: The purpose of this job aid is to assist you in changing the desired annual 
dollar amount of Employee HSA contribution.  

  
Note: You must already have enrolled in the HSA plan during a benefit enrollment event 
(e.g. life event, new team member enrollment, open enrollment) based on your HDHP 
medical plan selection. Changes to unrestricted benefits can be made at any time, not 
only during enrollment periods.  

 

 

Step Action 
1 From the Home page, navigate to Me > Benefits.   

mailto:myuvachhr@uvahealth.org
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2 Under your name, click on Make Changes.   

 
3 You will see the Before You Enroll page. If you do not have adjustments to make 

to your dependents or beneficiaries, click Continue. 



52 
 

 
4 You will see the Start Enrollment page. Select Unrestricted Enrollment. 

 
5 You will see the Unrestricted Enrollment page. Under the Health Savings Account 

section, click the edit button. 
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6 You will see a check mark next to one of the two options: Employee Only or 

Family. This is the plan you are enrolled in. If you do not see a checkmark, you 
cannot make an HSA contribution because you did not set up an HSA plan during 
enrollment. 
Click on the pencil icon beside the option you are enrolled in. 
 

 
7 Enter your desired annual dollar amount and click the OK button. 
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8 You will now see your updated Employee Contribution per pay period shown on 

your plan. Click Continue at the top of the page. 
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9 To finalize the change, click the Submit button at the top of the page. 

 
10 On the Confirmation page, you can click the Print button to create printed 

records of your changes. 
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Editing Beneficiaries for Life Insurances and AD&D Benefits 
 

For the 2024 year, please follow the instructions outlined below to assign beneficiaries. 

During the open enrollment period (October 20 – November 02, 2024) team members will need to 
contact the Total Rewards team to make 2024 beneficiary changes. Please email us at 
myuvachhr@uvahealth.org. 

 For 2025, instructions coming soon. 

 

Initiator: Employee  
  
Purpose: The purpose of this job aid is to assist you in editing benefit allocations to 
your beneficiaries for life insurance and AD&D benefits (“unrestricted benefits”).  

 

 

Step Action 
1 From the Home page, navigate to Me > Benefits. 

mailto:myuvachhr@uvahealth.org
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2 Under your name, click on Make Changes.   

 
3 You will see the Before You Enroll page. Click Continue. 
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4 You will see the Start Enrollment page. Select Unrestricted Enrollment. 

 
5 You will see the Unrestricted Enrollment page. Under the Beneficiaries section, 

click edit. 
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6 You will see a list of beneficiaries for various unrestricted benefit categories: 

• Employee Basic Life Beneficiaries 
• Basic AD&D Beneficiaries 
• Voluntary AD&D – Employee Beneficiaries 
• Voluntary Life – Employee Beneficiaries 
Under each section, there will be a check mark next to the box of the plan(s) you 
are enrolled in. If you are enrolled in a plan, then you may have beneficiaries 
listed for that plan. To edit your beneficiaries, click the pencil icon. 

 
7 You can now change the percentage of allocation for the selected unrestricted 

benefit. To change the percentages of your Primary Beneficiaries and/or 
Contingent Beneficiaries, click into the text boxes. Once you have made your 
changes, click the OK button.  
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Note: If all your Beneficiaries are receiving a percentage as a Primary 
Beneficiary, you cannot also enter Contingent Beneficiary percentages. 
Contingent Beneficiaries must be different people/organizations than the 
Primary Beneficiaries. 

 
8 On the Beneficiaries page, you will now see the updated allocation to 

beneficiaries. Click Continue. 

 
 To finalize the change, click the Submit button at the top of the page. 
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 On the Confirmation page, you can click the Print button to create printed 

records of your changes. 

 
 

Add/Edit a Trust for Beneficiary on Life Insurances and AD&D Benefits  
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you with the task of adding an entity 
(e.g., trust, charitable organization) as a beneficiary included in the Benefits program. 

 

Step Action 
1 From the Home page, navigate to Me > Benefits. 
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2 The Benefits page displays. Click the Before You Enroll icon. 

 
3 The Before You Enroll page displays. Start by entering a new beneficiary 

organization. Click the +Add button. 
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4 Confirm the date is correct in the Start Date drop down and select Trust under 

the Beneficiary Type drop-down. 

 
5 Enter the trust name. Optionally, you can add additional information or a trust 

description. Click Save when done. 
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6 Return to the Before You Enroll page. The trust now displays as a beneficiary. 

 
 

 

Making Changes During Open Enrollment Periods  
 
Electing Voluntary Life Insurance During Open Enrollment Period  
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you in adding optional voluntary life 
insurance to your benefits plan during an enrollment period.  
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Note: The screenshots in this job aid show how to add voluntary life after you have 
already set up your benefits plan but are still within the enrollment dates. The process is 
the same if it is your first time setting up benefits as well.  

 

Step Action 
1 From the Home page, navigate to Me > Benefits.   

 
 

2 The Benefits page displays. Click the Start Enrollment (new hires) or Make 
Changes (existing employees) button.   
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3 The Before You Enroll page displays. If you have dependents or beneficiaries to 
add, click the Add (+) button in the People to Cover section. If not, go to step 5 
below.  
  
Note: Refer to the Add New Dependents and Add Trust to Beneficiary job aid on 
how to add new dependents and beneficiaries.  
  
Click the Continue button. 

 
4 The Start Enrollment page displays. Click the Benefits Enrollment icon. 

 
 

5 The Health Plans page displays. On this page you can make edits and new 
elections for the following benefit categories. Please note not all plans listed 
below are employer paid:  
  
Medical  
Dental  
Vision  
Health Reimbursement Account (HRA)  
Health Savings Account (HSA)  
Flexible Spending Accounts  
Life Insurance and AD&D  
Disability  
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Critical Illness  
Legal Plan  
Hospital Insurance  
Accident Insurance  
  
Scroll down to the Life Insurance and AD&D section and click the edit  
button. 

 
 

6 In the edit screen, scroll down to the section of Voluntary Life – Employee. In this 
section you can choose to elect optional Voluntary Life benefits. Click the 
checkmark next to the coverage plan you would like.  
  
Notice the Per Pay Period total amount displays based on the elections selected.  
  
Note: Team Members can enroll in supplemental life coverage in addition to 
Whole Life coverage. Whole Life enrollment can only be done during open 
enrollment through Unum’s website. 
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7 If you have listed a spouse or dependents, you can also select Voluntary Life 
plans for them as well. You can also choose to waive coverage for 
spouse/dependents.  You must elect voluntary life coverage for yourself first to 
be able to enroll your spouse and or child.  
  
Notice the Per Pay Period total amount displays based on the elections selected. 

 
8 Once you have finished making your elections, you will see your total cost Per 

Pay Period at the top of the page. 
 
You may need to complete Evidence of Insurability (EOI) for this type of benefit 
election. Refer to the criteria below to assess if you need to complete EOI.   
 
Coverage reduces beginning at age 65. Please refer to the benefits guide for 
more information. 
You need to complete EOI (Evidence of Insurability) if: 
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• Voluntary Life Employee: Any increase in coverage or newly elected 
coverage (ex: moving to 2X salary from 1X salary).  

• Spouse Life Coverage exceeds $50,000 or newly elected in Spouse Life 
coverage. 

You will remain in interim coverage, waived or previous election, until your EOI 
has been completed and approved.  
If you need to complete EOI, you will receive an email from Unum with 
instructions on how to complete EOI. The email will be sent to your UVACH email. 
Complete the required steps as soon as possible.  
 
Short Term Disability: 
If you newly enroll in coverage, your interim coverage would be waived until your 
EOI is completed and approved. If you enroll in the 14-day option from the 30-
day option, your interim coverage would remain in the 30-day option until EOI is 
completed and approved. 

 
9 Click the Continue button at the top of the page. 

 
10 Review all your elections. Click the Submit button. 
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11 Review the Confirmation page. You can click the Print button to further review 

your elections. 

 
 

Electing Beneficiaries during Open Enrollment Period  
 
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you in editing benefit allocations to 
your beneficiaries for life insurance, AD&D, and additional Unum Voluntary benefits. 
 

  
 

Step Action 
1 From the Home page, navigate to Me > Benefits.   
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2 The Benefits page displays. Click the Make Changes button. 

 
3 The Before You Enroll page displays. If you have dependents or beneficiaries to 

add, click the Add (+) button in the People to Cover section. If not, go to step 4 
below. 
Note: Refer to the Add New Dependents and Add Trust to Beneficiary job aid on 
how to add new dependents and beneficiaries. 
Click the Continue button. 
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4 The Start Enrollment page displays. Click the Benefit Enrollment icon. 

 
5 Scroll down to the Life Insurance and AD&D section. Click on the edit icon. 
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6 In the edit screen, click on the pencil icon to designate your beneficiaries. 

 
7 You can now change the percentage of allocation for the selected beneficiaries. 

To change the percentages of your Primary Beneficiaries and/or Contingent 
Beneficiaries, click into the text boxes. Once you have made your changes, click 
the OK button.  

 
 

8 Once you have selected you beneficiaries, the alert with the yellow banner will 
disappear. Scroll to the top of the page and click the Continue button. 
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9 To finalize the change, click the Submit button at the top of the page. 

 
 On the Confirmation page, you can click the Print button to create printed 

records of your changes. 

 
 

 

Making HSA Employee Contributions during Open Enrollment Period  
Initiator: Employee  

  
Purpose: The purpose of this job aid is to assist you in setting up employee Health 
Savings Account (HSA) contributions during an open enrollment period.  

  
Note: You not need to make HSA employee contributions to receive HSA employer 
contributions.  
 
Step Action 
1 From the Home page, navigate to Me > Benefits.   
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2 The Benefits page displays. Click the Make Changes button. 

 
 

3 You will see the Before You Enroll page. If you do not have adjustments to make 
to your dependents or beneficiaries, click Continue.   
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4 The Start Enrollment page displays. Click the Benefit Enrollment icon. 

 
5 Scroll to the health plans section. Click on the edit icon. 
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6 After selecting the medical HDHP tier, scroll to the spending account section. 
Select the HSA option, either HSA individual or HSA family.   

 

 
7 Add the annual HSA employee contribution amount on the box. Click ok.  

 
 

8 Note: If you do not wish to make an HSA employee contribution, simply leave the 
amount at zero. Click ok.  
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9 Select continue at the top right. 

 
10 To finalize the change, click the Submit button at the top of the page. 

 

 
11 On the Confirmation page, you can click the Print button to create printed 

records of your changes. 
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