
Open Enrollment Instructions

Below are general instructions to help you navigate through Open Enrollment on 

www.RotoBenefits.com. 

Step 1: Everyone’s Username & Password have been reset. To access Open 

Enrollment, click on the “Open Enrollment” button and use the Login Instructions below. 

Step 2: The password you login with is 

temporary. 

• On the Change Password page, you 

must enter your old password in the 

Old password field, which is your 

Birthdate (YYYYMMDD).

• Then, you must enter a new password 

on the New password field. It must be 

at least 8 characters long and contain 

at least one letter and one numeral. 

• Confirm your password by typing it a 

second time in the Confirm password 

field. 

• Click the Save button.

Step 3: Click Get Started to begin the Open Enrollment process.
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Step 4: Before you can elect benefits, you must verify your personal information.

Step 4 continued: Once you have reviewed and verified your information, click Next: Review 

My Family. 
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Step 5: Review or add dependents. Once you have completed this, click Next: Shop 

for Benefits. 
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Step 6: To elect benefits, click on the Shop Plans or Start Survey button out to the 

right of each benefit. 
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Step 7: For Medical, Dental and Vision benefits, a Check Mark indicates the family 

member is covered. If there is no check next to their name, they are not covered under 

that benefit. 

• For documents and information regarding any of the benefits click on the View More 

button. 

• You must click on Update Cart to make your election and move forward. 

• If you wish to decline any benefit, please click on Decline Medical Benefits. 

We're here to help! - Open Enrollment Call Center - 1-800-996-4983 - Monday - Friday, 8am - 8pm Eastern 5



Step 7 continued: If you have previously declined a benefit, the screen may look like this. 

You may see your past benefit at the bottom of the screen. If you would like to decline again, 

you will need to click the Decline Benefit button. 
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Step 8: To elect the amount you would like to contribute to your Health Savings Account 

(HSA), Flexible Spending Account (FSA), or Daycare Flexible Spending Account, please type 

in the ANNUAL amount you would like to contribute in the Personal Contribution box below. 

Then hit Update Cart. If you would like to decline HSA, FSA, or Daycare FSA, click on 

Decline below.  
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Step 9: Once you have elected all benefits, you must assign beneficiaries. Click on 

the Review Beneficiaries button at the bottom of the benefits summary page. 

• You must assign a Primary Beneficiary for each benefit listed on the page. Click 

on the Add Beneficiary button. This can be one person, or multiple people. 

• The total allocation must add up to 100%.

• First and Last Name, Date of Birth, and Relationship are required. 

• Once completed, click on the Review and Checkout button. 

• If you had assigned beneficiaries in a previous year they will be loaded into the 

system. Make sure you review your beneficiaries. If you need to change them 

click on Pencil button to change or update information. This will appear on any 

benefits where beneficiaries have been loaded. 
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Step 10: Once you have completed all benefits and filled in all beneficiaries, scroll to the 

bottom of the Confirm Your Benefit Elections screen and click on the Checkout button. 
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Step 13: We are here to help!

If you: 

• get stuck at any point during your enrollment

• receive error messages that you can’t move past

• need help enrolling

• have questions about benefits

• or would prefer to speak to someone 

Don’t hesitate to call the Benefits Call Center at 1(800) 996-4983.

• The call center is available from 8:00am – 8:00pm Eastern Time Monday – Friday. 

Step 11:  Enrollment Complete! is what you will see when you have completed your 

enrollment! To keep a copy, you can print it, email it, or save it as a PDF.

Step 12: Don’t forget to provide your documentation or fill out your EOIs. Once you have 

completed your Open Enrollment, you will see any documentation required to cover your 

dependents under Your To-Do List.
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