
ENROLLING IN BENEFITS  
FOR THE FIRST TIME 

 

1. Login to ADP 

 

 

2. Select Benefits and then click on Welcome 

 

 

3. Select “here” 
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4. Select Enroll Now in the New Hire Event 

 

 

5. Health Savings Account Eligibility Survey 

The eligibility requirements apply only to you when making your decision. For example, if your 
spouse is on Medicare but you are not then you would still be HSA Eligible. If you are HSA Eligible, 
you can use HSA funds to pay for qualified medical, dental and vision expenses for you and your 
qualified dependents, regardless if they are covered on our plans. Be sure to review IRS Publication 
969 for more details. 
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6. Select Continue To Benefits 

 

7. Dependents and Beneficiaries 

Add any dependents that you will be adding to one or more coverages. You can also add any 
beneficiaries for life insurance using the beneficiaires tab. Dependents will automatically be added as 
possible beneficiaries. 
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8. Select Benefits in the top left corner when you have finished adding dependents and 
beneficiaries 

 

9. Select Review on the Medical tab to begin enrolling for benefits 

 

 

10. Medical 
 
Use the checkbox on the left to select which dependents you would like to have on the coverage 
and select the plan you want. If you do not want to enroll in medical, select “Waive This Benefit” 
at the bottom of the screen. 
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11. Verify the plan and dependents you selected are correct and press Save 

 

 

12. HLPD #1 – Tobacco Free 

 

 

13. Verify that your election is correct and press Save 
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14. Dental 
 
Select the plan that best fits you and your dependents. In this example, our employee is waiving 
the coverage by selecting “Waive This Benefit” at the bottom of the window. 

 

 

15. Confirm that your election is correct and press Save 
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16. Health Savings Account 
 
The HSA calculator will use the number of paychecks left in the calendar year to compute the 
annual amounts. Your contributions can be changed at any time throughout the year. If you do 
not wish to contribute at this time, select $0 as your amount. 

 

 

17. Confirm that your election is correct and press Save 
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18. Limited Purpose FSA 
 
A Limited Purpose FSA allows you to set aside pre-tax contributions to spend on qualified dental 
and vision expenses only. Remember that you can use HSA funds to pay for qualified dental and 
vision costs so factor that in when making your decision. You can only change this contribution 
amount in November effective the first of January. You cannot make changes to this contribution 
until the end of the calendar year. 

 

 

19. Confirm that your election is correct and press Save 
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20. Dependent Care FSA 
 
You can only change this contribution amount in November effective the first of January unless 
your dependent care costs change. Otherwise, the contribution remains in effect for the calendar 
year. 

 

21. Confirm that your election is correct and press Save 

 

22. Vision 
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23. Confirm that your election is correct and press Save 

 

 

24. Supplemental Life Insurance 
 
Use the dropdown to select the level of coverage you would like. As a new hire, you are 
guaranteed up to 4x your annual salary (up to $500,000) without completing an EOI. If you elect 
a higher amount, you will need to submit an EOI. Even if the EOI is denied, you are still 
guaranteed 4x your annual salary (up to $500,000) as a new hire. 
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25. Beneficiaries 
 
Primary beneficiaries will receive the life insurance benefit when you pass away. A secondary 
beneficiary would receive the benefit if your primary beneficiary is also deceased. 
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26. Confirm that your elections is correct and press Save 
 
Select “Download Forms” for directions on submitting the Evidence of Insurability 
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27. Voluntary AD&D Insurance 

This option will only be available if you elected at least 1x of Supplemental Life coverage. 
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28. Confirm that your elections is correct and press Save 

 

29. Spouse Life Insurance 

Select the level of coverage you would like. As a new hire, you are guaranteed the $10,000 coverage 
without completing an EOI. If you elect a higher amount, you will need to submit an EOI. Even if the 
EOI is denied, you are still guaranteed the $10,000 benefit as a new hire. 
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30. Confirm that your elections are correct and press Save 

 

 
31. Legal and Financial Planning Services 

 

 

32. Basic Life & AD&D Insurance 

As a benefits eligible employee, Pima County automatically enrolls you in this County paid benefit. 
Select your beneficiaries for this policy. 
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33. Confirm that your beneficiaries are correct and press Save 
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34. Confirm Enrollment 

You must confirm enrollment for your selections to be accepted. Your window will remain open for your 
first 30 days of employment so if you change your mind about an election, you can always go back into 
your new hire event and make a change. In that scenario, ensure that you confirm enrollment. 

 

 

 

35. Download the confirmation and save it for your records 

 

 

You are enrolled! 


