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During the Open Enrollment period each year, you can enroll in, modify, or cancel any of your eligible Benefit 
plans. 

The exact dates for Open Enrollment change each year, but typically the Open Enrollment period is in early 
autumn. Check the Benefits website at http://hr.fullerton.edu/benefits/ or contact Benefits at 657-278-2425 for 

information on the current Open Enrollment dates. 

What changes can be made during Open Enrollment? 
• Enroll in, modify, or cancel your health plan 
• Enroll in, modify, or cancel your dental plan 
• Enroll in, modify, or cancel your FlexCash plan 
• Enroll in, modify, or cancel your Flex Spending Health (HCRA) or Flex Spending Dependent (DCRA) plan 
• Add or remove dependents from your Benefit plans 

Contact Benefits at 657-278-2425 for more information regarding Open Enrollment. 
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Processing Steps Screen Shots 

Navigating to Open 
Enrollment 
Step 1: 
Open your internet browser (i.e. 
Internet Explorer, Safari, Firefox, 
etc) and go to 
http://www.fullerton.edu.  

 

 

 
 

 
Step 2:  
Click on the Portal Login button. 
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Step 3:  
Enter your campus username and 
password. 
 

 

 
 

 
Step 4:  
Click on the Titan Online icon. 
 

 

 

 

 
Step 5: 
Click on the Titan Online icon. 
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Step 6: 
The Titan Online page appears.  
 
Depending on your status, you may 
see various self-service options 
including Employee Self Service, 
Student Self Service, and Faculty 
Self Service. 
 
Depending on your 
PeopleSoft/CMS access, you may 
see links to PeopleSoft functionality: 
Human Resources, Finance, and 
Student Administration. 
 

 
 
Step 7: 
In the Employee Self Service box 
under My Benefits Information, 
select Open Enrollment. 
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Step 8: 
The Benefits Enrollment page 
appears. 
 
When you access this feature 
during Open Enrollment, you will 
see an Open Enrollment Event. 
Note the event date is January 1st of 
the next calendar year; this is 
because your benefit modifications 
made during Open Enrollment are 
not effective until January 1st of the 
next calendar year. 
 

Click on the information icon ( ) 
to learn more about the various 
Benefit programs, eligibility, and 
enrollment. 
 
Click Select to begin. 
 

 

 
 

 
Step 8a: 
If you access the Open Enrollment 
functionality outside of the Open 
Enrollment dates, you will see an 
error message that indicates that 
you do not have an open benefits 
enrollment. 
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Step 9: 
The Open Enrollment page appears 
with all of the plans that you are 
eligible for as well as your current 
Benefit enrollments. 
 

The Current field and the 
New field will show the same value 
unless you use the Edit button to 
make a change to that benefit. 
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Making Changes to 
Medical Coverage 

To change your medical coverage 
during Open Enrollment, follow the 
steps in the Navigating to Open 
Enrollment section on page 2. Then 
follow the steps below. 
 
Step 1: 
To make a change to your dental 
coverage, click Edit in the Medical 
section. 
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Changing Your Medical 
Plan 
There are several medical plan 
options available to CSUF 
employees. You may change which 
medical plan you (and your 
dependents) are enrolled in or 
waive your medical coverage. 
 
Select the Overview of All Plans 
link to view information on all 
available medical plans. Or select 
another hyperlink on the page to 
learn about a specific medical plan. 
 
Step 1: 
To make a change to your current 
medical plan, select one of the radio 
buttons. 
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Add or Remove Medical 
Coverage for Dependents 
You may add or remove medical 
coverage for a dependent during 
Open Enrollment. 
 
Step 1: 
At the bottom of the Medical 
Benefits Enrollment page, your 
current dependent coverage is 
shown as well as a list of other 
dependents that are eligible for the 
benefit. 
 
To add medical coverage for a 
dependent, place a check mark in 
the Enroll column next to their 
name. 
 
To remove medical coverage for a 
dependent, un-check the box in the 
Enroll column next to their name. 
 

If you have no other changes 
to your dependent coverage, skip to 
Saving Your Medical Coverage 
Changes on page 12. 
 

 

 
 

 
Step 1a: 
If a dependent does not appear on 
the list, click Add/Review 
Dependents to determine why the 
dependent is not eligible. 
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Step 1b: 
A list of your dependents appears. 
Click on a dependent’s name to 
view their personal information. 

 

 
 

 
Step 1c: 
In this example, the dependent is 
not eligible for benefits as the child 
is too old to be covered by their 
parent’s benefits. 
 
Select Return to 
Dependent/Beneficiary Summary. 
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Adding a New Dependent 
Step 1: 
To add a new dependent, click 
Add/Review Dependents. 
 

 

 
 

 
Step 2: 
Select Add a dependent or 
beneficiary. 

 

 
 

 
Step 3: 
Enter the personal information of 
the new dependent. 
 

 Fields marked with an 
asterisk (*) are required. Social 
Security Number is required for all 
dependents.  If Social Security 
number is not available for a 
newborn, please provide it as soon 
as available. 
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Step 4: 
Enter the address and phone 
number for the new dependent. 
 
If the address or phone is the same 
as yours, you can place a 
checkmark next to Same Address 
as Employee or Same Phone as 
Employee. 
 
Then click Save. 
 

 

 
 

 
Step 5: 
You will receive a message 
indicating the save was successful. 
Click OK. 
 

You will also receive an email 
confirmation that a change was 
made. 

 

 
 

 
Step 6: 
The new dependent’s information 
appears. Scroll down and select 
Return to Dependent/Beneficiary 
Summary. 
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Step 7: 
The new dependent appears in the 
Dependent Information table. 
 
Select Return to Event Selection. 
 

 

 
 

 
Step 8: 
The new dependent now appears in 
the Enroll Your Dependents section. 
 
Place a check mark next to the 
dependent’s name in the Enroll 
column to enroll them in the benefit. 
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Saving Your Medical 
Coverage Changes 
Step 1: 
Once you have made the changes 
to your medical coverage, click 
Continue at the bottom of the page. 
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Step 2: 
You will see a page detailing the 
medical coverage changes you 
entered. 
 
Review the information carefully. 
 
To save these changes, click OK. 
 

These changes will not be 
finalized until you submit all of your 
Open Enrollment changes. See the 
Submitting Open Enrollment 
Changes section on page 49. 

 

 
 

 
Step 3: 
The Medical section of the Open 
Enrollment page now shows your 
new selection. 
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Making Changes to 
Dental Coverage 

To change your dental coverage 
during Open Enrollment, follow the 
steps in the Navigating to Open 
Enrollment section on page 2. Then 
follow the steps below. 
 
Step 1: 
To make a change to your dental 
coverage, click Edit in the Dental 
section. 
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Changing Your Dental Plan 
There are several dental plan 
options available to CSUF 
employees. You may change which 
dental plan you (and your 
dependents) are enrolled in or 
waive your dental coverage. 
 
Select the Overview of All Plans 
link to view information on all 
available dental plans. Or select 
another hyperlink on the page to 
learn about a specific dental plan. 
 
Step 1: 
To make a change to your current 
dental plan, select one of the radio 
buttons. 
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Add or Remove Dental 
Coverage for Dependents 
You may add or remove dental 
coverage for a dependent during 
Open Enrollment. 
 
Step 1: 
At the bottom of the Dental Benefits 
Enrollment page, your current 
dependent coverage is shown as 
well as a list of other dependents 
that are eligible for the benefit. 
 
To add dental coverage for a 
dependent, place a check mark in 
the Enroll column next to their 
name. 
 
To remove dental coverage for a 
dependent, un-check the box in the 
Enroll column next to their name. 
 

If you have no other changes 
to your dependent coverage, skip to 
Saving Your Dental Coverage 
Changes on page 21. 
 

 

 
 

 
Step 1a: 
If a dependent does not appear on 
the list, click Add/Review 
Dependents to determine why the 
dependent is not eligible. 
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Step 1b: 
A list of your dependents appears. 
Click on a dependent’s name to 
view their personal information. 

 

 
 

 
Step 1c: 
In this example, the dependent is 
not eligible for benefits as the child 
is too old to be covered by their 
parent’s benefits. 
 
Select Return to 
Dependent/Beneficiary Summary. 

 

 
 



QRG-ERP HR eBenefits: Life Event Changes FINAL 

Last Revised: 08/20/15 Page 20 of 54 

Processing Steps Screen Shots 

Adding a New Dependent 
Step 1: 
To add a new dependent, click 
Add/Review Dependents. 
 

 

 
 

 
Step 2: 
Select Add a dependent or 
beneficiary. 

 

 
 

 
Step 3: 
Enter the personal information of 
the new dependent. 
 

 Fields marked with an 
asterisk (*) are required. Social 
Security Number is required for all 
dependents.  If Social Security 
number is not available for a 
newborn, please provide it as soon 
as available. 
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Step 4: 
Enter the address and phone 
number for the new dependent. 
 
If the address or phone is the same 
as yours, you can place a 
checkmark next to Same Address 
as Employee or Same Phone as 
Employee. 
 
Then click Save. 
 

 

 
 

 
Step 5: 
You will receive a message 
indicating the save was successful. 
Click OK. 
 

You will also receive an email 
confirmation that a change was 
made. 

 

 
 

 
Step 6: 
The new dependent’s information 
appears. Scroll down and select 
Return to Dependent/Beneficiary 
Summary. 

 

 
 



QRG-ERP HR eBenefits: Life Event Changes FINAL 

Last Revised: 08/20/15 Page 22 of 54 

Processing Steps Screen Shots 
 
Step 7: 
The new dependent appears in the 
Dependent Information table. 
 
Select Return to Event Selection. 
 

 

 
 

 
Step 8: 
The new dependent now appears in 
the Enroll Your Dependents section. 
 
Place a check mark next to the 
dependent’s name in the Enroll 
column to enroll them in the benefit. 
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Saving Your Dental 
Coverage Changes 
Step 1: 
Once you have made the changes 
to your dental coverage, click 
Continue at the bottom of the page. 
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Step 2: 
You will see a page detailing the 
dental coverage changes you 
entered. 
 
Review the information carefully. 
 
To save these changes, click OK. 
 

These changes will not be 
finalized until you submit all of your 
Open Enrollment changes. See the 
Submitting Open Enrollment 
Changes section on page 49. 

 

 
 

 
Step 3: 
The Dental section of the Open 
Enrollment page now shows your 
new selection. 
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Making Changes to 
Vision Coverage 

To change your vision coverage 
during Open Enrollment, follow the 
steps in the Navigating to Open 
Enrollment section on page 2. Then 
follow the steps below. 
 
Step 1: 
To make a change to your vision 
coverage, click Edit in the Vision 
section. 
 

 

 
 

Changing Your Vision Plan 
There is only one vision plan 
available to CSUF employees: 
Vision Service Plan (VSP). You 
cannot select a different vision plan. 
 
However, you can click on the 
Overview of All Plans link or the 
Vision Service Plan link to learn 
more about the VSP plan. 
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Add or Remove Dental 
Coverage for Dependents 
You may add or remove vision 
coverage for a dependent during 
Open Enrollment. 
 
Step 1: 
At the bottom of the Vision Benefits 
Enrollment page, your current 
dependent coverage is shown as 
well as a list of other dependents 
that are eligible for the benefit. 
 
To add vision coverage for a 
dependent, place a check mark in 
the Enroll column next to their 
name. 
 
To remove vision coverage for a 
dependent, un-check the box in the 
Enroll column next to their name. 
 

If you have no other changes 
to your dependent coverage, skip 
Saving Your Vision Coverage 
Changes on page 29. 
 

 

 
 

 
Step 1a: 
If a dependent does not appear on 
the list, click Add/Review 
Dependents to determine why the 
dependent is not eligible. 
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Step 1b: 
A list of your dependents appears. 
Click on a dependent’s name to 
view their personal information. 

 

 
 

 
Step 1c: 
In this example, the dependent is 
not eligible for benefits as the child 
is too old to be covered by their 
parent’s benefits. 
 
Select Return to 
Dependent/Beneficiary Summary. 
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Adding a New Dependent 
Step 1: 
To add a new dependent, click 
Add/Review Dependents. 
 

 

 
 

 
Step 2: 
Select Add a dependent or 
beneficiary. 

 

 
 

 
Step 3: 
Enter the personal information of 
the new dependent. 
 

 Fields marked with an 
asterisk (*) are required. Social 
Security Number is required for all 
dependents.  If Social Security 
number is not available for a 
newborn, please provide it as soon 
as available. 
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Step 4: 
Enter the address and phone 
number for the new dependent. 
 
If the address or phone is the same 
as yours, you can place a 
checkmark next to Same Address 
as Employee or Same Phone as 
Employee. 
 
Then click Save. 
 

 

 
 

 
Step 5: 
You will receive a message 
indicating the save was successful. 
Click OK. 
 

You will also receive an email 
confirmation that a change was 
made. 

 

 
 

 
Step 6: 
The new dependent’s information 
appears. Scroll down and select 
Return to Dependent/Beneficiary 
Summary. 
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Step 7: 
The new dependent appears in the 
Dependent Information table. 
 
Select Return to Event Selection. 
 

 

 
 

 
Step 8: 
The new dependent now appears in 
the Enroll Your Dependents section. 
 
Place a check mark next to the 
dependent’s name in the Enroll 
column to enroll them in the benefit. 
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Saving Your Vision 
Coverage Changes 
Step 1: 
Once you have made the changes 
to your vision coverage, click 
Continue at the bottom of the page. 
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Step 2: 
You will see a page detailing the 
vision coverage changes you 
entered. 
 
Review the information carefully. 
 
To save these changes, click OK. 
 

These changes will not be 
finalized until you submit all of your 
Open Enrollment changes. See the 
Submitting Open Enrollment 
Changes section on page 49. 

 

 
 

 
Step 3: 
As there is only one option for 
Vision coverage, the Vision section 
of the Open Enrollment page will 
show the same value in the Current 
field as in the New field. 
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Making Changes to 
Dental Flex Cash 

To change your dental flex cash 
coverage during Open Enrollment, 
follow the steps in the Navigating to 
Open Enrollment section on page 2. 
Then follow the steps below. 
 
Step 1: 
To make a change to your dental 
flex cash coverage, click Edit in the 
Dental Flex Cash section. 
 

If you are enrolling in dental 
flex cash for the first time, ensure 
that your Dental selection is set to 
Waived. 
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Changing Your Dental Flex 
Cash Option 
Step 1: 
Select one of the following options: 
• Flex Cash – Dental: select this 

option if you wish to enroll in a 
dental flex cash plan. 

• Waive: select this option to 
cancel your dental flex cash plan. 

 

Select the FlexCash Plan 
links to learn more about the 
FlexCash plan, including 
information on eligibility. 
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Step 1a: 
If you choose to enroll in a Dental 
FlexCash plan, you will need to 
provide information on your 
alternate dental insurance policy. 
 
Enter the following: 
• Insurance Carrier: the name of 

the alternate dental insurance 
carrier. 

• Policy Number: the policy 
number of the alternate dental 
insurance policy. 

• Social Security Number: this is 
the social security number of the 
person who holds the alternate 
dental policy under which you 
are covered. 
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Saving Your Dental 
FlexCash Changes 
Step 1: 
Once you have made the changes 
to your dental flexcash coverage, 
click Continue at the bottom of the 
page. 
 

 

 
 



QRG-ERP HR eBenefits: Life Event Changes FINAL 

Last Revised: 08/20/15 Page 37 of 54 

Processing Steps Screen Shots 
 
Step 2: 
You will see a page detailing the 
dental flexcash coverage changes 
you entered. 
 
Review the information carefully. 
 
To save these changes, click OK. 
 

These changes will not be 
finalized until you submit all of your 
Open Enrollment changes. See the 
Submitting Open Enrollment 
Changes section on page 49. 

 

 
 

 
Step 3: 
The Dental Flex Cash section of the 
Open Enrollment page now shows 
your new selection. 
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Making Changes to 
Medical Flex Cash 

To change your medical flex cash 
coverage during Open Enrollment, 
follow the steps in the Navigating to 
Open Enrollment section on page 2. 
Then follow the steps below. 
 
Step 1: 
To make a change to your dental 
flex cash coverage, click Edit in the 
Medical Flex Cash section. 
 

If you are enrolling in medical 
flex cash for the first time, ensure 
that your Medical selection is set to 
Waived. 
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Changing Your Medical 
Flex Cash Option 
Step 1: 
Select one of the following options: 
• Flex Cash – Medical: select this 

option if you wish to enroll in or 
continue with your existing 
medical flex cash plan. 

• Waive: select this option to 
cancel your medical flex cash 
plan. 

 

Select the FlexCash Plan 
links to learn more about the 
FlexCash plan, including 
information on eligibility. 
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Step 1a: 
If you choose to enroll in a Medical 
FlexCash plan, you will need to 
provide information on your 
alternate medical insurance policy. 
 
Enter the following: 
• Insurance Carrier: the name of 

the alternate medical insurance 
carrier. 

• Policy Number: the policy 
number of the alternate medical 
insurance policy. 

• Social Security Number: this is 
the social security number of the 
person who holds the alternate 
medical policy under which you 
are covered. 
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Saving Your Medical 
FlexCash Coverage 
Changes 
Step 1: 
Once you have made the changes 
to your medical flexcash coverage, 
click Continue at the bottom of the 
page. 
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Step 2: 
You will see a page detailing the 
medical flexcash coverage changes 
you entered. 
 
Review the information carefully. 
 
To save these changes, click OK. 
 

These changes will not be 
finalized until you submit all of your 
Open Enrollment changes. See the 
Submitting Open Enrollment 
Changes section on page 49. 

 

 
 

 
Step 3: 
The Medical Flex Cash section of 
the Open Enrollment page now 
shows your new selection. 
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Making Changes to 
Health Care Spending 
Account (HCSA) 

To change your health care 
spending account (HCSA) during 
Open Enrollment, follow the steps in 
the Navigating to Open Enrollment 
section on page 2. Then follow the 
steps below. 
 
Step 1: 
To make a change to your health 
care spending account (HCSA), 
click Edit in the Flex Spending 
Health – U.S. section. 
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Changing Your Health Care 
Spending Account Option 
Step 1: 
Select one of the following options: 
• No, I do not want to enroll: 

select this option if you do not 
want to enroll in a HCSA or you 
wish to cancel your HCSA 
enrollment. 

• Health Care Flex Spending: 
select this option to enroll in a 
HCSA or continue with your 
existing HCSA account. 

 

 

 
 

 
Step 1a: 
If you choose to enroll in a Health 
Care Spending Account (HCSA), 
you will need to enter the amount of 
your annual pledge (contribution). 
 

Select the Worksheet link if 
you need assistance in calculating 
your annual pledge based on the 
monthly contribution. 
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Saving Your Health Care 
Spending Account 
Changes 
Step 1: 
Once you have made the changes 
to your health care spending 
account, click Continue at the 
bottom of the page. 
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Step 2: 
You will see a page detailing the 
health care spending account 
changes you entered. 
 
Review the information carefully. 
 
To save these changes, click OK. 
 

These changes will not be 
finalized until you submit all of your 
Open Enrollment changes. See the 
Submitting Open Enrollment 
Changes section on page 49. 

 

 
 

 
Step 3: 
The Flex Spending Health – U.S. 
section of the Open Enrollment 
page now shows your new 
selection. 
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Making Changes to 
Dependent Care 
Spending Account 
(DCSA) 

To change your dependent care 
spending account (DCSA) during 
Open Enrollment, follow the steps in 
the Navigating to Open Enrollment 
section on page 2. Then follow the 
steps below. 
 
Step 1: 
To make a change to your 
dependent care spending account 
(DCSA), click Edit in the Flex 
Spending Dependent Care 
section. 
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Changing Your Dependent 
Care Spending Account 
Option 
Step 1: 
Select one of the following options: 
• No, I do not want to enroll: 

select this option if you do not 
want to enroll in a DCSA or you 
wish to cancel your DCSA 
enrollment. 

• Dependent Care Flex 
Spending: select this option to 
enroll in a DCSA or continue with 
your existing DCSA account. 

 

 

 
 

 
Step 1a: 
If you choose to enroll in a 
Dependent Care Spending Account 
(DCSA), you will need to enter the 
amount of your annual pledge 
(contribution). 
 

Select the Worksheet link if 
you need assistance in calculating 
your annual pledge based on the 
monthly contribution. 
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Saving Your Dependent 
Care Spending Account 
Changes 
Step 1: 
Once you have made the changes 
to your dependent care spending 
account, click Continue at the 
bottom of the page. 
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Step 2: 
You will see a page detailing the 
dependent care spending account 
changes you entered. 
 
Review the information carefully. 
 
To save these changes, click OK. 
 

These changes will not be 
finalized until you submit all of your 
Open Enrollment changes. See the 
Submitting Open Enrollment 
Changes section on page 49. 

 

 
 

 
Step 3: 
The Flex Spending Dependent Care 
section of the Open Enrollment 
page now shows your new 
selection. 
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Submitting Open 
Enrollment Changes 

Once you have finished making all 
of your changes, you must submit 
your changes to the Benefits 
department in order for them to be 
processed and finalized. 
 
Step 1: 
Review your changes, including the 
table summarizing the per-pay-
period cost to you for your new 
benefits. 
 
Click Submit at the bottom of the 
page when you are ready to finalize 
your selections. 

 

 
 



QRG-ERP HR eBenefits: Life Event Changes FINAL 

Last Revised: 08/20/15 Page 52 of 54 

Processing Steps Screen Shots 
 
Step 2: 
Carefully review the section on 
Supporting Documentation. You 
may be required to submit 
documentation to the CSUF 
Benefits office in order for them to 
finalize your benefit modifications. 

 

 
 

 
Step 3: 
The Excess Credit Rollover section 
does not apply to CSUF. 

 

 
 

 
Step 4: 
Place a check mark in the 
Deduction Authorizations section to 
indicate your authorizations of 
deductions from your paycheck to 
cover benefit costs. 
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Step 5: 
Click the Sign button to 
electronically sign the form. 
 

 

 
 

 
Step 6: 
Click Submit to submit your 
changes. 
 

 

 
 

 
Step 7: 
Click Save to finalize your 
submission. 
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Step 8: 
The status of your Open Enrollment 
event is now set to Submitted. 
 

 

 
 

 
Step 9: 
You will also receive an email 
confirmation that your submission 
was received. 
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