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2016 Open Enrollment 
eBenefits Instruction Guide 
Changing Your Benefit Choices during Open Enrollment 
 

Open enrollment is the time period in which County employees can enroll in, modify or cancel any of 
their benefits. This year’s Open Enrollment period begins on October 5 and closes on October 29. The 
benefit choices you make during Open Enrollment will take effect from January 1, 2016 through 
December 31, 2016. After Open Enrollment, you can only make changes if you have a Qualifying Life 
Event. 
 
Some plan changes may require that you submit documentation. You can upload the documentation 
directly into eBenefits. 
 
Remember that the benefit plans that appear in eBenefits are determined by your bargaining unit.  

Accessing eBenefits 
 
You can access Open Enrollment through Employee self-service: 

Self Service > Benefits > CoSD eBenefits Instructions 
 
Click Open Enrollment. 

 

http://sdcounty.ca.gov/content/sdc/hr/EmployeeBenefits/making-changes-during-the-year.html
http://sdcounty.ca.gov/content/sdc/hr/EmployeeBenefits/making-changes-during-the-year.html
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Click Select. 
 
 

 
This is your Enrollment 
Summary. Your current benefit 
elections are listed on this page.  
You can make changes by 
clicking the Edit button next to 
the plan that you want to 
change.  
 
You can: 

• Change plans 
• Waive coverage 
• Change your coverage 

level. (For some changes 
you may be required to 
upload additional 
documentation) 

• Add or remove 
dependents or 
beneficiaries who are 
covered under the plan 

• Enroll in a health care 
flexible spending 
account or a dependent 
care flexible spending 
account. 

• If you elect a Kaiser or 
Anthem High Deductible 
plan, you can enroll in a 
Health Savings Account 
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Medical Plans 
Most employees have a choice of several medical plans.  

 
To edit your medical plans, click Edit. 

 

The eBenefits system shows you a 
list of your medical plan options.  

 

You can waive medical coverage, but 
the County requires that you have 
other insurance.  
 
If you wave, select one of the three 
options for waiving. You must 
submit a waiver form and proof of 
other coverage. 
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If you have dependents currently 
covered under the plan, you will see 
a checkmark next to their names. 
 
Deselect the checkmark to remove 
the dependent’s coverage under the 
plan. NOTE: If you are waiving 
coverage, please deselect the 
checkmark next to all of your 
dependents. 
 
See Adding a New Dependent, 
Beneficiary or Domestic Partner 

 

 

Dental Plans 
You have the option of two types of dental insurance plans, or you can waive dental coverage. 

To edit your dental plans, 
click Edit.  

The eBenefits system shows 
your dental plan options.  
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If you have dependents 
currently covered under the 
plan, you will see a 
checkmark next to their 
names. 
 
Deselect the checkmark to 
remove the dependent’s 
coverage under the plan. 
 
 

 
When you’ve made your 
selection, click Continue to 
return to the enrollment 
summary. 

 
 

 

 

Vision Plan 
You can elect coverage in the County’s vision plan. 

To edit your vision plan, click 
Edit.  

The eBenefits system shows 
your vision plan options.  
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If you have dependents 
currently covered under the 
plan, you will see a checkmark 
next to their names. 
 
Deselect the checkmark to 
remove the dependent’s 
coverage under the plan. 
 
See Adding a New Dependent, 
Beneficiary or Domestic 
Partner  

When you’ve made your 
selection, click Continue to 
return to the enrollment 
summary. 

 
 

 

 

Critical Illness 
Critical Illness is a new plan that is available for the first time to County employees. 

To elect coverage under 
the critical illness plan, 
click Edit. 
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The eBenefits system 
shows your Critical Illness 
plan options. There are 
three levels of coverage 
that correspond to the 
lump sum payment amout 
that you would receive if 
you had a covered 
incident. 

 

When you’ve made your 
selection, click Continue 
to return to complete 
your election. 

 

 

Click OK to return to the 
enrollment summary. 
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Life and Disability Insurances 
 

County of San Diego employees are provided a Basic Life Insurance policy, a Basic Accidental Death & 
Dismemberment policy and a $2,000 Dependent Life Policy. You are automatically enrolled in these 
plans. You can also elect to purchase Supplemental Life Insurance (Subject to a medical history review) 
and Supplemental AD&D. Depending on your benefit plan, you may have the ability to elect Short-Term 
and Voluntary Long-Term disability. The eBenefits system will display the plans that you are eligible to 
purchase. 

For each of your life insurance plans, please review and update your beneficiaries in the new eBenefits 
system.  

Life Insurance 
To edit your Life 
Insurance beneficiaries, 
click Edit. 
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Review your 
beneficiaries. The total 
for all beneficiaries 
must add up to 100%. 
To make changes to 
your beneficiaries, see 
Adding and Updating 
Beneficiaries . 

 

Click Continue to 
return to the 
enrollment summary. 

 
 
AD&D 
To edit your 
Supplemental AD&D 
insurance 
beneficiaries, click 
Edit. 
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Review your 
beneficiaries. The 
total for all 
beneficiaries must 
add up to 100%. To 
make changes to 
your beneficiaries, 
see Adding and 
Updating 
Beneficiaries . 

 

Click Continue to 
return to the Life 
Insurance summary. 

 
Click OK to return to 
the enrollment 
summary. 
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Supplemental Life 
To edit your Supplemental 
Life insurance beneficiaries, 
click Edit. 

 

If you are enrolling for the 
first time, or if you are 
increasing your coverage, 
you may be required to 
complete a medical history 
statement. Your coverage 
will not take effect until it is 
approved by MetLife. 

Review your beneficiaries. 
The total for all 
beneficiaries must add up 
to 100%. To make changes 
to your beneficiaries, see 
Adding and Updating 
Beneficiaries . 

 

Click Continue to return to 
the Supplemental Life 
summary. 
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Click OK to return to the 
enrollment summary. 

 
 

 

Supplemental AD and D 
To edit your Supplemental AD 
and D insurance 
beneficiaries, click Edit. 
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Review and change your 
elections as necessary. 

Review your beneficiaries. 
The total for all beneficiaries 
must add up to 100%. To 
make changes to your 
beneficiaries, see Adding and 
Updating Beneficiaries . 

 

Click Continue to return to 
the Supplemental Life 
summary. 
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Click OK to return to the 
enrollment summary. 

 
 

Short Term Disability 
To edit your Short Term 
Disability election, click Edit. 

 

Review and change your 
elections as necessary. 
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Click Continue to return to 
the enrollment summary. 

 
Click OK to return to the 
enrollment summary. 

 
 

Voluntary Long Term Disability 
This benefit is available to employees in bargaining units who do not have Long Term Disability 
coverage. 

To edit your Short Term 
Disability election, click Edit.  

Review and change your 
elections as necessary. 
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Click Continue to return to 
the enrollment summary. 

 
Click OK to return to the 
enrollment summary. 

 
 

 

Adding a New Dependent, Beneficiary or Domestic Partner 
 

During Open Enrollment you can add dependents and beneficiaries to your plans. If you would like to 
add a new Domestic Partner, please contact the Benefits Division by email at 
DHRBENEFITS.FGG@sdcounty.ca.gov to request the addition of a Domestic Partner.  

Adding A Dependent or Beneficiary 
At the bottom of each page, the 
system lists your dependents. If 
you have dependents covered 
under the plan, you will see a 
checkmark next to their names. 
 
Deselect the checkmark to remove 
the dependent’s coverage under 
the plan. 
To add a new dependent, click 
Add/Review Dependents. 
 
 

 
 

mailto:DHRBENEFITS.FGG@sdcounty.ca.gov
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Click Add a dependent or 
beneficiary. 

 
Enter your dependent’s Personal 
Information. 
 
*Date of Birth and SSN are 
required. 

 
You do not need to make any 
entries in the Status Information 
section. 

 
Update your dependent’s address 
if necessary.  
 
If the dependent’s phone number 
is the same as your number, select 
the Same Phone as Employee 
checkbox. Otherwise, enter the 
dependent’s phone number. 
 
Click Save to save your changes. 
 
Click Return to 
Dependent\Beneficiary Summary 
to go back to the Add/Review 
Dependent/Beneficiary page.  

 
 

If you need to add more 
dependents or beneficiaries, click 
Add a dependent or beneficiary 
button. 
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Click Return to Event Selection to 
go back to the Benefits Enrollment 
page. 

 
 

Adding and Updating Beneficiaries 
To change the allocations your 
beneficiaries, type the Primary or 
Secondary allocation for each 
beneficiary. The primary allocation 
must add up to 100%. The 
secondary allocation must also 
add up to 100%. 

 

To add a new beneficiary, click 
Add/Review Beneficiaries. 
 

 
 

You do not need to make any 
entries in the Status Information 
section. 
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Update your beneficiary’s address 
if necessary.  
 
If the beneficiary’s phone number 
is the same as your number, select 
the Same Phone as Employee 
checkbox. Otherwise, enter the 
dependent’s phone number. 
 
Click Save to save your changes. 
 
Click Return to 
Dependent/Beneficiary Summary 
to go back to the Add/Review 
Dependent/Beneficiary page.  

 
 

If you need to add more 
dependents or beneficiaries, click 
Add a dependent or beneficiary 
button. 
 
 

 

 

Flexible Spending, Health Savings, and Health Reimbursement Accounts 
Flexible spending accounts are accounts that you can contribute out-of-pocket money into for the 
purpose of health care and/or dependent care. Health Savings accounts are used with a qualified High 
Deductible Health Plan. The County offers High Deductible plans through Kaiser and Anthem. 

 Health Reimbursement Accounts are employer funded accounts that can be used for out-of-pocket 
medical expenses. Any flex credits left over after you have made your benefit elections during open 
enrollment will be enrolled automatically into a Health Reimbursement Account, excluding contributions 
made to a Health Savings Account or Dependent Daycare Account. 

All  accounts follow IRS rules. 

Flexible Spending Health –U.S. 
To add out-of-pocket money to 
your flexible spending account, 
click Edit. 

 

 



  

21 
 rev092915 

To enroll in a flexible spending 
account, click the Health Care 
Flex Spending Account radio 
button. 

 
Enter the annual amount that 
you would like to contribute to 
your flex spending account.  
You can contribute a maximum 
of $2,550 to this account. 
 
Click the Worksheet link to 
calculate the amount that will 
be deducted each pay period. 
 
Click Continue to view the 
Flexible Spending Account 
Enrollment Overview. 
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Click OK to return to the 
Benefits Enrollment Summary 

 
 

Flexible Spending Dependent Care 
To add out-of-pocket money to 
your flexible spending account, 
click Edit. 

 

 

To enroll in a flexible spending 
account, click the Health Care Flex 
Spending Account radio button. 
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Enter the annual amount that you 
would like to contribute to your 
flex spending account.  You can 
contribute a maximum of $5,000 
to this account. 
 
Click the Worksheet link to 
calculate the amount that will be 
deducted each pay period. 
 
Click Continue to view the Flexible 
Spending Account Enrollment 
Overview. 

 
Click OK to return to the Benefits 
Enrollment Summary. 
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Health Savings Account 
If you have elected a High 
Deductible Health plan, click 
Edit to add money to your 
Health Savings Account. 

 

 

To enroll in the Health 
Savings Account, click radio 
button next to the insurance 
carrier that you selected for 
your high deductible 
account.  
 
If you are a dependent on 
another Health Savings 
account, select the radio 
button next to Health 
Savings Account.  

 
Enter the annual amount 
that you would like to 
contribute to your flex 
spending account.  You can 
contribute a maximum of 
$5,000 to this account. 
 
Click the Worksheet link to 
calculate the amount that 
will be deducted each pay 
period. 
 
Click Continue to view the 
Flexible Spending Account 
Enrollment Overview. 
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Click OK to return to the 
Benefits Enrollment 
Summary. 

 
Health Reimbursement Account 
After the Open Enrollment period, your elections will be finalized. Flexible credits that you have not 
applied to your benefit elections will be applied towards a Health Reimbursement Account, unless 
otherwise designated to a Health Savings Account or Dependent Daycare Account. You will not see this 
amount in the eBenefits system. 

Submitting Your Elections 
Review the summary of your 
benefit election costs and 
credits. 
 
Click Submit to submit these 
choices to the Benefits 
Department. 
 
Please note that you can 
change your selections at any 
time during the Open 
Enrollment Period, even if you 
have already clicked the Submit 
button. 
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Read the Submit Benefit 
Choices page. 
 
When you are ready to submit 
your elections, click Submit. 

 
The elections summary page 
displays your elections. Click 
Print to view a summary in a 
printable format.  
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Save or Print this file for your 
records. 

 
 

 

 

Submitting Required Documents 
If you need to send waiver, forms, proof of other insurance, or any other required documentation to 
Benefits, there are two ways to send the information.  

Navigate to  
Self Service > Benefits>Document 
Upload 

 
Or email electronic documents and 
scanned images to 
DHRBENEFITS.FGG@sdcounty.ca.gov 

 

 

 

mailto:DHRBENEFITS.FGG@sdcounty.ca.gov
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