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Open Enrollment User Guide 
Overview 
Open Enrollment period is being offered from September 19, 2022 – October 14, 2022 for employees to make changes to 
existing or new medical, dental, vision, FSA, dependent care and life insurance elections. All employees must log in to 
their Employee Self Service during the open enrollment period and make an election for the 2023 plan year.  
Navigation 
CRITICAL STEPS Steps shaded yellow are critical to the success of your enrollment.  If you do not read 

and follow these steps you will not successfully complete your enrollment. 
1) Log into Oracle PeopleSoft 
9.2 – Homepage 
 
Here is the link you will need to 
copy & paste into an internet 
browser to access the 
database: 
https://hcm92.co.riverside.ca.u
s/psp/h920prda/EMPLOYEE/HR
MS/?cmd=logout  
 
You will log in using your six-
digit employee ID with E in 
front and password. This is the 
same ID and password you use 
to access your payroll 
information. 
 
If you do not know your 
password, click on Forgot Your  
Password   or call IT 
@(951)955-9900 for assistance. 

 

2) Employee Self Service 
homepage  

 
If you don’t land on this 
homepage, click the 

 dropdown list 
at the top/center of the page 
and select ‘Employee Self 
Service’. 
 
IMPORTANT: The pages load 
best if you maximize your 
PeopleSoft window. This way, 
you are sure to see all the 
applications new features. 

 

  

E235555 
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3) Find the ‘Open Enrollment’ 
tile 

 
The Open enrollment tile 
provides a countdown to the 
Open Enrollment deadline. 
 
After that time, the Open 
Enrollment tile will be closed. 
You must complete your online 
enrollment before the deadline, 
midnight on October 14, 2022. 
 
Note: The tiles may be 
arranged in a different order on 
your Employee Self Service 
page. 
 
Click the ‘Open Enrollment’ tile 
 
4) Welcome  
 
Note the steps to the left of 
your screen. Follow these steps 
by clicking on them to progress 
through your event. 
 
You can also click the Next > 
button at the top right of the 
page to continue to the next 
step. 
 
Steps with a red * asterisk are 
required steps. 
 
Note: the status of each step 
will change after you visit it. 
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5) Click Personal Information 
 
Open Enrollment is the perfect 
time to update your personal 
information: 

 Home and Mailing Address 
 Email address 
 Contact Information 
 Emergency Contact  

 
Note: You can update this 
information in Employee Self 
Service 24/7 even if you do not 
have a Benefits Event. 
6) Click Home or Mailing 

Addresses 
 
To change your Home or 
Mailing address, click anywhere 
in the box containing the 
address. 
 
The carat > symbol indicates 
you can change the 
information. 

 
Make your changes 
 
Click _Save_ 
 
Or click _Cancel_ to return 
without making changes 

123 E ST 

12 Lemon St Riverside, CA 92555 

12 Lemon St. Riverside CA 92555 
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7) Update your Personal 
Information – Click Contact 
Information tab 

 

 Click the  to add a new 
phone number  

 Click Add Email to add a new 
email address  

 You cannot delete your Home 
number, you can only update 
it 

We are not using Instant 
Message    
Personal Information: 
Phone Number and Email 

Screens 
 
Phone Number Type Options: 

 Business 
 Campus 
 Dormitory 
 FAX 
 Home 
 Main 
 Mobile 
 Other 
 Pager 1 
 Pager 2 
 Telex 
 Work 

 
 
Email Address Type: 

 Campus 
 Dormitory 
 Other 
 

*Click Save to store your 
choice or cancel to disregard 
 
You will be redirected to this 
screen where you can click 
Next  to continue  

 
 
 
 
 

 
 

 
 

 

555-555-5555 

555-555-5555 

12@GMAIL.COM 

Hello@gmail.com 

555-
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8) Benefit Enrollment 
 
Click Benefits Enrollment step 
 
IMPORTANT: Once you start 
your enrollment, you will be 
able to Exit and return as often 
as you want until the deadline. 
Be sure to click _Submit 
Enrollment_ after each change 
to your election or your 
choices will not be saved! 
 
Once you have made all your 
election changes to medical, 
dental, vision and FSA, click 
_Submit Enrollment_  
 
Your enrollment will be sent to 
HR to be reviewed and finalized 
after the enrollment period has 
ended. 
 
 

 

Scroll down to Benefit Plans 
and click the Benefit tile that 
you are changing. Each tile will 
have available plans to choose 
from. 
 
 
For example, click on the 
medical square to see medical 
plan options: 
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9) Enrolling in a Medical Plan 
 
This is the Medical plan 
enrollment page 
 
The page is broken down into 3 
sections: 
 
 Contact Information, 

Resources and provider (PCP) 
list to the right  once you click 
the plan you are enrolling in 

 
 Enroll Your Dependents 

above 
 
 Enroll in Your Plan below 

 
 

 

 
10) Add/Update Dependent 
 
Add a new dependent or 
remove a dependent by clicking   
_Add /Update Dependent_  
 
Please do not duplicate 
dependents. If you have a 
dependent on your file but 
they are not visible on your 
dependent list or their 
information needs to be 
updated, please contact 951-
955-4981 opt. 1 so that your 
dependent’s file can be 
updated.  
 

 

Then click   Add Individual_  
 
Note: Clicking ‘X’ in the upper 
right corner will close the 
Dependent Information box 
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This is the Add Individual 
Dependent Information page 

 
Then click   Add Name_ located 
at the top left of the screen 
 
Enter your dependent/ 
beneficiary’s legal name as it 
appears on their social security 
card  
 
Then click _Done_ to save   
 
 
Your online enrollment for the 
new dependent will not be 
processed without supporting 
documentation.  Submit 
supporting documentation via 
email to BeneAudit@rivco.org.  

 



 Page 8 of 22  
 

Fill in all their personal 
information 
 
*Date of Birth, *Gender, 
*Relationship is required fields 
(son, daughter) 
 
Note: Based on the 
Relationship you select, the 
system defaults whether they 
are a Dependent, Beneficiary, 
or both 
 
If dependent is Disabled, enter 
date the dependent became 
disabled and please contact HR 
regarding this dependent  
 
Ignore Student and Smoker 
Boxes  

Update the Address, National 
ID (this is the dependent’s 
Social Security Number), 
Phone, and Email address for 
your dependent, and then click 
_Save_ located at the top right 
of the screen 
 
You may also enter a Tax 
Identification Number (TIN) if 
your dependent does not have 
a Social Security Number.  
 

 
Address for dependent>  
same as mine 
 
 
National ID 

 

A National ID (SSN or TIN) is required by 
CalPERS. If you do not have this information 
available, you may proceed with the 
enrollment. However, you are required to 
provide this information to  Benefits to 
avoid any delays or errors with your 
dependent’s enrollment. 
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Change Dependent 
 
To change an existing 
dependent’s info, double-click 
on the bar with their name, 
then edit their information 
 
IMPORTANT: Do not attempt 
to change an existing person 
into someone else.  You can 
only update an existing 
person’s contact information 
 
Note: You cannot delete a 
dependent. They must remain 
in your history 

 

10) Benefits Plans view 
 
These are your medical plan 
choices and the cost per pay 
period. 
 
 
 
 
 
 
 
 
 
 
Click Overview of All plans at 
the bottom left. A window will 
open with a list of the health 
plans. Select the plan you want 
to view the breakdown of the 
coverage level cost. 
 

 Employee Only 
 

 Employee +One 
(employee plus a 
spouse or a dependent) 

 
 Employee +Family 

(employee plus 2 or 
more) 

 
After viewing click on the X at 
the upper right corner 
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11)  Enroll in Your Plan 
 
Click   Select_ next to the plan 
you want to enroll in 
If you elect a CP plan a CalPERS 
Enrollment & privacy 
Statement will open, see below 
for more details in step #12. 
 
If you have other group medical 
coverage click,   Select_  next to 
Medical Waiver  to obtain 
reduced Flexible Benefit 
Credits. 
 
Or click   Select_ next to Waive 
if you do not wish to enroll in a 
medical plan and do not have 
other group coverage. This 
election results in forfeiture of 
Flexible Benefit Credits. 
 
Costs for your current coverage 
level (if any) show next to each 
plan with any applicable 
subsidies already applied 
 
Click the info dot  to see the 
premium amount for the 
corresponding medical plan. 

  

 
 
Note: You will only see plans that are available in your home/work zip code. If a plan 
listed in the guide is not visible on your screen it is not available in your area.  
 
RG3 and RG2 correspond to the region you are electing.  
RG3 covers Los Angeles, Riverside, and San Bernardino. 
RG2 covers San Diego, Orange County, Fresno, Imperial, Inyo, Kern, Kings, Madera, San 
Luis Obispo, Santa Barbara, Tulare, and Ventura.  
If you select any HMO besides Kaiser, the region you select will dictate your service 
area. 

12)  Enroll Your Dependents 
 
After selecting your plan, you 
need to enroll your dependents 
 
To enroll dependents, click the 
checkbox next to their name 
 
CRITICALLY IMPORTANT:  
Anyone unchecked will not be 
enrolled in the plan and will 
not be covered on your 
insurance  
  

*If you have other group medical coverage 

*No other coverage and no flex credits will be given 
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Medical Waiver 
If you elect Medical Waive, 
you will receive a pop up of 
the 2023 Medical Waiver 
Program Attestation. 
 
You will need to read and 
approve the 2023 Medical 
Waiver Program Attestation. 
 
 

 
Medical Waiver 
Once you approve the Medical 
Waiver Attestation, you will be 
asked for your other group 
medical coverage information 
and will need to upload a copy 
of proof of coverage. 
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Waive 
If you elect to waive medical 
coverage you will get a pop up 
for the 2023 Decline Medical 
Coverage. 
 
**This election results in 
forfeiture of Flexible Benefit 
Credits. ** 
 
*If you would also like to waive 
dental or vision, you must 
waive the coverage in the 
dental or vision portion. 

 
As mentioned previously If you 
elect a CP Medical plan, you will 
see this box. 
 
You will need to click the    
CalPERS Attestation and Privacy 
Policy_ box to comply with the 
policy 
 
Once you have clicked the    
CalPERS Attestation and Privacy 
Policy_ box a new tab will 
appear with the attestation.  
 
*Do not close the open 
enrollment tab 
 
Note: Ensure you are allowing Pop-ups 
for this site on your internet browser. 
If the pop-up is blocked, you will not 
be able to move onto the next step. 
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Please read the attestation 
document thoroughly and close 
the tab once you have finished 
reviewing it.  
 
Be careful not to close the 
open enrollment tab 

 
Once you have read the 
CalPERS Attestation document, 
click    I have reviewed and 
accept the CalPERS enrollment 
and privacy statement_ to 
confirm and proceed 
 
Once you have confirmed the 
CalPERS privacy statement you 
will automatically be sent back 
to the Medical page. You must 
click the Blue Done  button at 
the top right-hand corner to get 
back to the Benefits Enrollment 
page. 
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13)  Dental Enrollment 

 
You will follow the same 
enrollment steps for dental as 
you did for medical enrollment 
 
 
 

 
14)  Vision Enrollment 
 
You will follow the same 
enrollment steps for vision as 
you did for medical enrollment 

 

Dock Side 

Seaside 

Ocean Side 
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If you are in the following 
groups, your vision coverage 
will automatically reflect VSP 
enrollment 
• Elected Officials 
• Management 
• Confidential 
• Unrepresented 
• DDAA 
• LEMU 
• Resident Physicians 
• Pharmacy Residents 
 
 
If you are a member of the 
following you will have the 
option to elect EyeMed plan 1 
or 2 
• SEIU 
• LIUNA 
• RSA Public Safety 

 

15)  Flexible Spending 
Accounts 
  
(FSAs) help you save money by 
setting aside pretax dollars to 
pay 
for certain health care and 
dependent care expenses. The 
County offers a Health Care FSA 
and a 
Dependent Care (Day Care) 
FSA. 
 
 
 
 
 
Select  FSA Health Care 
 

 

 
 
 
 
 

Ocean Side 

Beach Side 

North Side 

South Side 
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FSA Health Minimum Annual 
pledge is $240.  
Maximum annual pledge is 
$2,850. 
Your annual election is taken 
pretax in equal amounts over 
the plan year 
 
 
Once you enter your annual 
pledge, click on Flexible  
Spending Account Worksheet  
 
 
 
Then click Calculate  You will 
see the estimated per pay 
period cost. If the amount is ok, 
click Done  
 
 
 
 
 
 
 
You will be directed back to the 
benefit tiles where you can 
elect FSA Dependent Care 
 
 
FSA Dependent Care minimum 
is $240, maximum annual 
pledge is $5000. 
Your annual election is taken 
pretax in equal amounts over 
the plan year 
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Enter your annual pledge 
amount, then click on the 
Flexible Spending Account  
Worksheet  and click Calculate  
 
 
 
 
 
 
You will see the estimated per 
pay period cost. If the amount 
is ok, click Done, then click 
Done  again to accept the 
annual amount 
 
Scroll up to the Submit  
Enrollment  button 
 

 

 
 

16) Submit Your Enrollment 
 
Click _Submit Enrollment_ to 
send your final enrollments to 
HR for review and finalization  
 
Once submitted, this election 
will take effect 1-1-2023. 
Deductions for this election 
will begin on Pay Period 25 
(pay warrant dated 
 December 114, 2022). 

 
After submitting you will 
receive this message 
 
Click   Done_ to return 
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You can click on the Review  
Enrollment  button to see your 
elections 
 
 
 

 

Click   Expand All_ to review all 
sections of your enrollment 
online  
 

Or you can click   to expand 
just one section at a time 
 
Click   Print View_ at the top 
right of the page to launch the 
PDF Election Preview form 
shown below 
 
Click ‘X’ to close the window 

 

 
After clicking   Print View_ 
mentioned above you will be 
able to print or save this pdf for 
your records 
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If they select Expand All 

BENEFITS STATEMENT TAB 
 
You can click on the Submitted 
Enrollment to also view, print 
or save your elections. 
 
 

 

The Print Preview shows your 
elections from this session 
 
Save the file, or print it for your 
records 
 
Close out the pdf once you are 
done reviewing. 
 

 

Beach Side 

12 Apple St. Perris, CA 91555 

12 Apple St. Perris, CA 91555 

02/02/2002 
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17) Visit the Summary tab  
 
To ensure your benefits are 
processed correctly please click 
on the Summary tab and 
ensure it is marked  
 
Your enrollment is complete 
once each tab is labeled 
Visited/Complete 
 
IMPORTANT: If you decide to 
make a change to your benefit 
plans after you have already 
submitted your election; be 
sure to click _Submit 
Enrollment Otherwise your 
previous election will be 
processed since you have not 
submitted your new election. 

 
Click  X Exit  to return to your 
Employee Self Service home 
page.   
 
Your Open Enrollment elections 
have now been submitted to 
HR.  
 
Thank you for using the new 
online benefits Open 
Enrollment process 
  

 
Click    Yes    to return to your 
Employee Self Service home 
page.   
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18) Confirmation Statements 
 
A Confirmation Statement will 
be sent electronically shortly 
after Open Enrollment is closed 
 
It will be located under your 
Benefit Details tile 

 
Under the Benefits Statements 
tile 

 
You may see 2 types of Benefit 
Statements here 
 
A Statement Type of 
Enrollment Preview is 
generated when you click the  
k  Review Enrollment_ during 
enrollment 
 
The Confirmation Statement is 
generated by HR when they 
have closed and finalized this 
Open Enrollment 
 
 
 

 
 
 
 
 
 
 

 
 

 

 
Confirmation Statement 
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You will need to go to: 
https://standard.benselect.com
/Enroll/Login.aspx?Path=cor 
 
 

       Standard Life Insurance Enrollment 

The Standard Ready enroll 
screen 
 
Logging in to Ready Enroll 
 
1. Username is your six-digit 
employee ID. 
 
2. PIN is the last four digits of your 
Social Security number and the last 
two digits of your birth year. 
 
https://standard.benselect.com
/Enroll/Login.aspx?Path=cor 
 
 
 
For more instructions for Life 
Insurance, please see Ready 
Enroll Employee Guide on our 
2023 OE website.  

 


