
Employee ONLINE Open Enrollment Instructions 

When Open Enrollment opens at the end of business 10/24 you should receive 
the below email from ADP:  

Upon logging in, you will be presented with the below popup letting you know that open 
enrollment has begun. Note: This pop-up is displayed each time you log in during the Open 
Enrollment period. 

You can also access the Open Enrollment portal from the Home screen within ADP. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1) Select Start Enrollment to begin enrolling in eligible plans 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



You will be taken to the Welcome Note for Open Enrollment 2025. Please review all information 
on this page, as there are often important details regarding your Open Enrollment options. Click 
Next after reviewing the Welcome Note to move to Manage Dependents. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

From here you can verify the information for your current dependents or add new ones as well. 
Click Next once you are finished. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You will now be taken to the screen where you enroll or waive your Medical, Dental, and HSA 
Benefits. Be sure to scroll down to see all Benefits 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Go through and select the appropriate plan that you wish to enroll in. The available plans and 
pricing will change based on how many dependents you have 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Any Benefit that needs action by you will go to the top for your attention 

 
 

 
 
 



For HSA benefits, you can set either a yearly goal or a custom amount to be taken out each 
paycheck. Note, any custom amounts must be under the maximum employee contribution range 
to be accepted 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you have set your desired contribution amount, select confirm details 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will be taken to a screen where you can review and confirm you HSA Contributions. Hit 
confirm when you are finished. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you have enrolled or waived each of the plans, you will be able to review your cost for 
each individual plan and your total monthly cost per paycheck. Hit next when you are ready 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
You will be able to review your plans one last time. When you are ready to submit your 
enrollment, click Submit Enrollment button 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Congratulations! You have successfully completed your Open Enrollment. 

 
Please note, you can always hit the Finish Later button at any time during Open Enrollment if 
you wish to take a break and come back later 


