Online Open Enrollment Guide

To access the Employee Navigator enrollment system go to
http://csd.employeenavigator.com/
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To log in, enter the username and password you created previously. If you have forgotten
your username, it is likely your Canyons School District email. If you have forgotten your
password click on “Reset Password”. If you have forgotten both, please call the
Insurance Department 801.826.5428.
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You have 1 item to complete.
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Once you have logged in, click “Start Enrollment”.


http://csd.employeenavigator.com/

When you are ready to start the enrollment process, click “Get Started”
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Open Enroliment

Review your personal information.

Edit as needed, then Click “Save and Continue”.

. CANYONS

S SCHOOL DISTRICT

Personal Information

First Name Happ;
Middle Name
Last Name Employee
Suffix
Preferred Name
Gender  OMale @ Female
Date of Birth July v

SSN 0004

Tobacco User

Phone Number 801.555.1234

Email Address happy.employee@canyonsdistrict or

o

A Happy Employee  Home

Progress: 0 of 18

Save & Continue




Verify your address, then click “Save & Continue.”
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Address

Progress: 1 of 18

Verity dependents. 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

add dependent 4

On the enrollment pages, you will find a Progress Bar and a “My Selections” box on the
right side of the screen. Your current benefit enrollment and your new election will be in the
selections box. If you need to review an election, you can click on “View Steps” on the

progress bar; you will see a dropdown of all the steps and you can click on the page to which
you wish to return. Completed tasks have a green check mark.

Progress: 8 of 18

My Selections

Open Enroliment

Current




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. Be sure to pay
special attention to the NETWORK when selecting your medical plan. After making your
election, click “Save & Continue” to move to the next benefit.

. CANYONS
—'—'.\/'—;.Hmun DISTRICT

Medical Progress: 3 of 18

My Selections

Helpful Resources

Who am | enrolling?

[ << ]

Which plan do | want?

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

As you navigate through the benefits, click on the “Helpful Resources” in the right column to
help you determine which benefits will work best for you.

Helpful Resources




If you elect to participate in an HSA or FSA, please read the explanations carefully.

There are many Voluntary Life Insurance options available. 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%.
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Beneficiary Type

Beneficiaries Form

Relationship

Gender

Allocation %

First / Middle Narne

Last Name / Suffix Doe ~Select- ~
Date of Birth Janua v 7 vl| 2014 ~

SSN

Address 1
Primary Beneficiaries

Address 2

City

A You are required 1o enter a primary beneficiary State / Country _— S

ZIP/Postal Code

Contingent Beneficiaries Phone

[

If you elect over the Guaranteed Issue amount for Voluntary Life or Critical Illness, you will
be required to submit an Enrollment Change Form and each applicant needs to
complete a Statement of Health Form. On the screen, you have the option to download
the PDF forms, complete them, print them, and bring/send them into the Insurance
Department.

Evidence of Insurability Form

Attention: Health History Needed
You have elected over the Guaranteed Issue amount for this plan.
Employee requested $330,000 but is only pre-approved for $200,000

Your designated benefic

been submitted to, and approved by, the carrier

he pending amount until this form has




CANYONS
Rasune Please review your enrollment
- summary. If everything is correct,

> select “Click to Sign” to complete
your enrollment.

n Signature required

Please review the acknowledgment below Enroliment Summary &

o Acknowledged and Submitted

You will then see a box that shows the
enrollments were Acknowledged
and Submitted.

Be sure to print a copy of your enrollment summary for your records. You may
need it as a reference if you encounter any issues during the benefit year.
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Enrollment Summary: Happy Employee
Enrolled Plans Total Cost Per Pay Period: $334.39
Pan Ty Pan Name Cowage i Cowt Pur Py (%

Thank you for completing Open Enrollment!



