Online Enrollment Guide

Welcome to Canyons School District!

Step 1

Before you move forward with this enrollment, you should have the following accessible:
- All of your dependent’s SSN'’s (Social Security Number)
- Your dependent’s DOB (Date of Birth)

If your dependents do not have Social Security Numbers please, contact the Insurance Department. If
you are not covering dependents this information is not needed.

To access the Employee Navigator enrollment system go to csd.employeenavigator.com. You will
then need to click on “New User Registration” underneath “login”. Then the following registration
screen will load.

Create Your Account
First, let's find your company record

First Name

Last Name

Company Identifier

PIN

Birth Date

Enter the required information
- PIN: this is the last 4 digits of your Social Security Number
- Company ldentifier: Canyons

Once you have filled in the required information Click “Next”.
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| Create Your Account

Then register a username and password

Username

Welcome! We're excited to have you ==

our team.

Say hello to your benefits management tool! Here you'll have 24/7

Password

minimum fength of 6 numbar and symbol required

to detailed information about our employee benefits program, Co| showt

documents, interactive tools, and more! Click continue to find out

needs from you before you begin navigating your personalized en| Temsofuse

profile.
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Welcome! We're excited to have you on
our team.

Say hello to your benefits management tool! Here you'll have 24/7 access
to detailed information about our employee benefits program, company
documents, interactive tools, and mare! Click continue to find out what HR
needs from you before you begin na\];ilgating your personalized employee
profile.

Continue
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O agree with the terms of use

When you are ready to start the enrollment
process, click “Let’s Begin”.
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Participation Required

The following items are required by HR and need to be completed in a
timely manner. You can log out at anytime, but be sure to come back and
complete the items listed below

1 Onboarding

2  New Hire Enrollment

Let's Begin

212

Acknowledge that you have clicked on the enrollment video then click “Next”




a
Acknowledge that you have clicked on the

enrollment video then click “Next” Welcome © complete!

ain the benefit

nt. The
ould lik
e to proceed with the Enroll

You acknowledged viewing the form on 10/12/2020.
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You are required to agree to the Electronic Signature and Consent on the screen below. After reading,
click “Sign Document” and then “Finish”.

-

Electronic Signature and Consent @ pending signature

| also agree to receive electronic disclosurss of all h
Plan Descriptions (SPDs) and any N
employe fits. For the purpose of this agreement, 2 Notic
procedure, form or other material requirec
ry body and a ure provided
r to communicate company or e
quipment to view and print
may ask fort be pri
e to accept the deliy

Please click the "Sign Document” button to confirm that you have reviewed and completed this task

Begin Enrollment. If you would like to skip enrollment and log in later, you will log in using the
username and password you created. Choose “Finish Enrollment”, on the landing page, and continue with

the steps below.



Step 3

Review your information. Add/Edit as needed.

~._ CANYONS L
=75 stioon prTmics
Personal Information Progress: 0 of 18
>
Dant iy
SSN
Phx
Save & Continue
Verify your address.
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Address Progress: 1 of 18
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To add new dependents, select the “add dependent” button and enter the dependent(s) information.
When you have added all dependents, or if you do not have dependents, click “Save & Continue” and
the system will take you to enrollment.
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Dependent Information Progress: 2 of 18
ndd dependent 4 . :
Name Do6 SEN

Save & Continue




Step 4

On each page, you will elect the plan you want. First, you must select whom you wish to cover. Then, select
the benefit to get the correct cost per pay amount. You may compare plans side-by-side and view details of
the selected plan right on the screen. Pay special attention to the NETWORK when selecting your medical
plan. After making your selection, click “Save & Continue’ to move to the next benefit.

If you do not want the benefit, click “Don’t want this benefit?” and select your reason for declining.

.. CANYONS "
Medical Progress: 3 of 18
&l
»
My Selections
Helpful Resources
Who am | enrolling?
Bs:
L]
Py
[
Which plan do | want?
) S
_'\/‘J"_ $123.81
Progress: 8 of 18
On the enrollment pages, you will find a progress bar and a “My Selections” ew steps ¥

box as you navigate this process. If you need to review an election, you can
click on the progress bar; you will see a dropdown of all the steps and click
the page to which you wish to return. Completed tasks have a green check

mark.




Step 5

The District provides a basic life insurance policy to all full-time contracted employees, at no cost to you.
There are also Voluntary Life Insurance options. You MUST assign beneficiaries for your basic life and
voluntary life benefits.

Note: The total allocation percentage under Primary Beneficiaries, and Contingent Beneficiaries must
equal 100%.

" CANYONS
A= SUHOUL DISTRICT ey Beneciery
P P Beneficiary Type Person v
Beneficiaries Form
Relationship Son ~
- Gender v v
Allocation % 100.00 %
First / Middle Name
Last Name / Suffix Doe —Select— ~
Date of Birth January v 7 ~ 2014 ~
SSN
Address 1
Address 2
Primary Beneficiaries City
ZIP/Postal Code
1 You are required to enter a primary beneficiany.
Phone
Contingent Beneficiaries a

If you elect over the “Guaranteed Issue” amount for Voluntary Life or Critical IlIness, you will be required
to submit an Evidence of Insurability Form. On the screen, you have the option to download the PDF

form, complete it, print it, and bring/send it to the Insurance Department. You may complete it online at
voya.com

Evidence of Insurability Form

Guaranteed issue is the maximum

amount you will be allowed
without providing medical history. A
Typically, the guaranteed issue

Attention: Health History Needed

Yiou have Guaranteed Issu

amount will decrease if it is
declined during your iniiial
eligibility period.




Step 6

Please review your enrollment summary. If everything is correct, select “Click to Sign’ to complete your
enrollment.
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Enrollment Summary LT Progress: 17 of 18
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Signature required
You've slected all your benefiss. but we still require 3 signai dvancing

Please review the acknowledgment below,

Enrolled Plans
Medical v
m Advantage - Star (Qualified High Deductible) Base Plan
A 2020

Coverage: £ yoe + Effective

Cost Per Pay. 51232

Be sure to print a copy of your enrollment summary for your records.

Dependents
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Enrcliment Summary: Happy Empioyee

Eavolied Plans Total Cost Por Pay Porioe: $3433 i
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Mame: Happy Employes

‘Swgnature Date




To make changes once you have completed enrollment:

Step 1

Log back into the enrollment system www.navigatemybenefits.com and enter the username and password
you created previously.

Step 2
Click on “make a change”

N CANYONS M Happy Employee  Home  Profile  Benefits  Required Tasks  Resources
F‘v’_"——. SCHOOL DISTRICT
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Good Afternoon, Happy!

Grab a cup of coffee and let's get some work done

Your enrollment is complete. You have 49 days to make a change to your selections

Step 3

On the right side of the screen click on “View steps”. To view the drop-down benefit list. Click on the
benefit you would like to update. After you update, click “Save & Continue”.

"« CANYONS
A sthoon psTRIcT

Personal Information Progress: 18 of 18

Suffix —Salect-

Phone Number

Work Email

Personal Email

Save & Continue



http://www.navigatemybenefits.com/

Step 4

Navigate back to the Enrollment Summary page and “Click to Sign” to reconfirm the changes you made.
Be sure to print a copy of your benefit summary for your records.

'.52’ }A. CANYONS A& Happy Employee  Home

:—'-—"\-\f-'—-"—. SCHOOL DISTRICT

Enrollment Summary

Below is a summary of your elections and cost for the upcoming plan year. If you have any questions about
your enrallment or would like to make changes, please contact the Insurance Department

Signature required
You've elected all your benefits, but we still require a signature before advancing.

Please review the acknowledgment below.

As an eligible employes, | acknowledge that | understand the benefits, rights, and obligations available to me
under the plan. | certify the facts contained in this summary are true and complete to the best of my
knowledge. | understand that deductions can be made on & pre-tax or post-tax basis. Furthermors, |
understand that elections for plans that are deducted on a pre-tax basis cannot be changed during the plan
year unless | experience a Qualified Life Event

/ Sign to complete enroliment Click to Sign

You have 30 days from your start date to make changes.



To reset your password:

Step 1

To reset your password, go to www.navigatemybenefits.com and click on “Reset Password” under
User Name/Password. Then click the button under Employees.

Forgot Your Password?

Employees

f you're a company employee:

Click Here

Step 2
Enter your username and click “Next”.

Forgot Your Password?

First, let's look up your username.

Username

Don't know your username?

Has your admin started the reset for you?

You will get an email with a link to create a new password.


http://www.navigatemybenefits.com/

