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1.0 eBenefits Overview & Navigation 

eBenefits is a service that allows campus employees to review and modify their benefits. Employees can view 
their benefits information at any time. Modifications can only be made when 1) the employee is a new hire or has 
become newly benefits-eligible, 2) when a qualifying life event occurs (i.e. birth, marriage, etc), or 3) during open 
enrollment. 

Processing Steps Screen Shots 

Navigating to Self 
Service 
Step 1:  
Launch Internet Explorer (or your 
browser preference) from your 
desktop. 

 

 

 
 

 
Step 2:  
Your home page opens.  If your 
home page is not the CSUF 
website, type www.fullerton.edu in 
the address bar and press Enter on 
your keyboard. 
 

 

 
 

 
Step 3: 
Click on the Portal Login button. 
 

 

 
 

http://www.fullerton.edu/
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Processing Steps Screen Shots 
 
Step 4: 
Enter your campus username and 
password. 
 

 
 
Step 5:  
Click on the Titan Online icon. 
 

 
 

 
Step 6: 
Click on the Titan Online icon. 
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Processing Steps Screen Shots 
 
Step 7: 
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 7a: 
Important messages such as 
system unavailability will be 
displayed in the System Messages 
section. 
 
Please review these messages 
often as they will provide you with 
important information. 
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Processing Steps Screen Shots 
 
Step 7b: 
Each section of functionality 
contains links that allow you to: 
access the PeopleSoft/CMS 
system, view other campus 
websites, review training material, 
or view resources from the 
Chancellor’s Office. 
 
To access a particular PeopleSoft 
database, click on the appropriate 
link. 
 

 
 

 
Step 8: 
In the Employee Self Service box, 
locate the My Benefits Information 
section. 
 
Select one of the following 
eBenefits options: 
• Open Enrollment (Available 

September 2013): view and 
modify your benefits during the 
designated open enrollment 
period. 

• New Hire/Newly Eligible: for 
new hires and employees newly 
eligible for benefits to enroll in 
benefits. 

• Life Event Changes: when a 
qualifying life event occurs (i.e. 
birth, marriage, etc.), use this link 
to modify your benefits. 
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Processing Steps Screen Shots 

eBenefits Self-Service 
Electronic Signature 
Authorization Form 
In order to use eBenefits, you must 
have a signed eBenefits Self-
Service Electronic Signature 
Authorization form on file with the 
Benefits office on campus. 
 
While you are in eBenefits, you will 
see boxes like the one on the right 
that include a link to the eBenefits 
Self-Service Electronic Signature 
Authorization Form as well as 
instructions for completing and 
submitting it. 
 
Be sure that you have completed 
and submitted this form before 
making any changes in eBenefits. 
 

 

 
 

 

  



ERP HR: eBenefits User Guide FINAL 

Last Revised: 9/25/15 Page 10 of 111 

2.0 New Hire/Newly Eligible Benefits Enrollment 

If you are a new hire to CSUF or you have recently become eligible for benefits at CSUF, follow these instructions 
to enroll in benefits.  

You must enroll in benefit plans within 60 days of employment/eligibility. 

Contact Benefits at 657-278-2425 for more information regarding enrolling in benefits. 

Processing Steps Screen Shots 

Navigating to New 
Hire/Newly Eligible 
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. 
 

 

 
 

http://www.fullerton.edu/
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Processing Steps Screen Shots 
 
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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Processing Steps Screen Shots 
 
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 6a: 
Important messages such as 
system unavailability will be 
displayed in the System Messages 
section. 
 
Please review these messages 
often as they will provide you with 
important information. 
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Processing Steps Screen Shots 
 
Step 6b: 
Each section of functionality 
contains links that allow you to: 
access the PeopleSoft/CMS 
system, view other campus 
websites, review training material, 
or view resources from the 
Chancellor’s Office. 
 
To access a particular PeopleSoft 
database, click on the appropriate 
link. 
 

 
 

 
Step 7: 
In the Employee Self Service box 
under My Benefits Information, 
select New Hire/Newly Eligible. 
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Processing Steps Screen Shots 
 
Step 8: 

Carefully read all of the 
information on this screen before 
making any selections. 
 

Click on the information icon ( ) 
to learn more about the various 
Benefit programs, eligibility, and 
enrollment. 
 
Clicking on hyperlinks on this 
screen will also allow you to view 
more information about a particular 
topic. 
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Processing Steps Screen Shots 
 
Step 9: 
Indicate your current marital status 
by making a selection from the 
drop-down menu. 
 

 

 
 

Enrolling in a Health 
Plan 
To enroll in a health plan for the first 
time, follow steps 1-6 in the 
Navigating to New Hire/Newly 
Eligible section on page 7 and then 
follow the steps below. 
 
Step 1: 
In the Health Plan Selection 
section, use the drop-down menu to 
select the Health Plan you wish to 
enroll in. 
 

By default, the New 
Enrollment radio button is selected. 
If you do not wish to enroll in a 
health plan, select the Decline 
Coverage radio button and skip to 
the next section. 
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Processing Steps Screen Shots 

Enrolling in a Health 
FlexCash Plan 
To enroll in a health flexcash plan 
for the first time, follow steps 1-6 in 
Navigating to New Hire/Newly 
Eligible section on page 7 and then 
follow the steps below. 
 
Step 1: 
Under the Health Plan Selection 
section, read the FlexCash 
coverage eligibility information to 
determine if you are eligible for the 
Flex Cash plan. 
 

 

 
 

 
Step 2: 
If you are eligible for the FlexCash 
plan and would like to enroll in it, 
first select the Decline Coverage 
radio button to decline health 
coverage. 
 

 

 
 

 
Step 3: 
Select the New Enrollment radio 
button to enroll in a Health 
FlexCash plan. 
 
Enter the following: 
• Social Security Number: this is 

the social security number of the 
person who holds the alternate 
health policy under which you 
are covered. 

• Insurance Carrier: the name of 
the alternate health insurance 
carrier. 

• Policy Number: the policy 
number of the alternate health 
insurance policy. 
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Processing Steps Screen Shots 

Enrolling in a Dental 
Plan 
To enroll in a dental plan for the first 
time, follow steps 1-6 in the 
Navigating to New Hire/Newly 
Eligible section on page 7 and then 
follow the steps below. 
 
Step 1: 
In the Dental Plan Selection 
section, use the drop-down menu to 
select the Dental Plan you wish to 
enroll in. 

By default, the New 
Enrollment radio button is selected. 
If you do not wish to enroll in a 
dental plan, select the Decline 
Coverage radio button and skip to 
the next section. 
 

 

 
 

 
Step 1a: 
If you select DeltaCare USA-
Enhanced as your Dental Plan, you 
will need to provide the Primary 
Office ID Number. 
 
Click on the Select a Provider link 
to search for a Primary Dental 
Office ID. 
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Processing Steps Screen Shots 

Enrolling in a Dental 
FlexCash Plan 
To enroll in a dental flex cash plan 
for the first time, follow steps 1-6 in 
the Navigating to New Hire/Newly 
Eligible section on page 7 and then 
follow the steps below. 
 
Step 1: 
Under the Dental Plan Selection 
section, read the FlexCash 
coverage eligibility information to 
determine if you are eligible for the 
FlexCash plan. 

 

 

 
 

 
Step 2: 
If you are eligible for the FlexCash 
plan and would like to enroll in it, 
first select the Decline Coverage 
radio button to decline dental 
coverage. 
 

 

 
 

 
Step 3: 
Select the New Enrollment radio 
button to enroll in a Dental 
FlexCash plan. 
 
Enter the following: 
• Social Security Number: this is 

the social security number of the 
person who holds the alternate 
dental policy under which you 
are covered. 

• Insurance Carrier: the name of 
the alternate dental insurance 
carrier. 

• Policy Number: the policy 
number of the alternate dental 
insurance policy. 
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Processing Steps Screen Shots 

Enrolling in a Vision Plan 
All employees are automatically 
enrolled in vision care benefits.  
 
When you add a dependent, you 
can elect to add Vision Coverage 
for them. 
 
Adding coverage for dependents is 
covered in the Enrolling 
Dependents in Health, Dental, 
and/or Vision Plan(s) section on 
page 14. 
 

 

 
 

Enrolling in a Flex 
Spending Health (HCRA) 
and/or Flex Spending 
Dependent (DCRA) Plan 
To enroll in a HCRA and/or DCRA 
plan for the first time, follow steps 1-
6 in the Navigating to New 
Hire/Newly Eligible section on page 
7 and then follow the steps below. 
 
Step 1: 
Under the Flex Spending Accounts 
section, read the information about 
the voluntary benefit plans: Health 
Care Reimbursement Account 
(HCRA) and Dependent Care 
Reimbursement Account (DCRA). 
 
Click on the hyperlinks to learn 
more about each plan. 
  

 

 
 

 
Step 2: 
To enroll in the Health Care 
Reimbursement Account (HCRA) 
plan, select the New Enrollment 
radio button. 
 
Then enter your monthly deduction 
amount in the Monthly HCRA 
Amount field. 
 

 

 
 



ERP HR: eBenefits User Guide FINAL 

Last Revised: 9/25/15 Page 20 of 111 

Processing Steps Screen Shots 
 
Step 3:  
To enroll in the Dependent Care 
Reimbursement Account (DCRA) 
plan, select the New Enrollment 
radio button. 
 
Then enter your monthly deduction 
amount in the Monthly DCRA 
Amount field. 
 

 

 
 

Enrolling Dependents in 
Health, Dental, and/or 
Vision Plan(s) 
To enroll your dependents in health, 
dental, and/or vision plans for the 
first time, follow steps 1-6 in the 
Navigating to New Hire/Newly 
Eligible section on page 7 and then 
follow the steps below. 

You must elect to enroll 
yourself in a benefit in order to 
extend the benefit to your 
dependent(s). I.e. to enroll a 
dependent in a health plan, you 
must have elected to enroll yourself 
in the same health plan. 
 
Step 1: 
Scroll down to the bottom of the 
New Enrollment page. 
 
Select Add New Dependent. 
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Processing Steps Screen Shots 
 
Step 2: 
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. 
 

 

 
 

 
Step 3: 
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. 

 

 
 



ERP HR: eBenefits User Guide FINAL 

Last Revised: 9/25/15 Page 22 of 111 

Processing Steps Screen Shots 
 
Step 4: 
You will receive a message 
indicating the save was successful. 
Click OK. 
 

 

 
 

 
Step 5: 
The new dependent’s information 
appears. Scroll down and select 
Return to Continue. 

 

 
 

 
Step 6: 
The dependent you added appears 
in a table at the bottom of the New 
Enrollment screen. You may repeat 
steps 1-5 to add additional 
dependents. 
 
Use the drop-down menus to select 
which coverage you wish to add for 
each dependent. 
 
For employees enrolling in 
FlexCash, select FlexCash for each 
dependent. 
 

In the example on the right, 
the employee has added two 
dependents and has selected the 
benefits that they wish to enroll 
each dependent in. 
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Processing Steps Screen Shots 

Completing New 
Enrollment Elections 
Step 1: 
Once you have made all of your 
elections on the New Enrollment 
page, click the Continue button at 
the bottom of the page.  
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Processing Steps Screen Shots 
 
Step 2: 
Review the information on this 
screen carefully before proceeding. 
 
Effective Date of Coverage: this 
section will indicate when your new 
elections will be effective. 
 
Supporting Documentation: this 
section will indicate if any additional 
documentation is needed by the 
CSUF Benefits office in order to 

finalize your elections. If you 
do not provide this documentation, 
your benefits cannot be finalized. 
 
Disclosures and Privacy: click on 
the hyperlink in this section to read 
the disclosures and privacy 
information about the benefit plan(s) 
you have selected. 
 
Once you have read the 
Disclosures and Privacy Notice, 
mark the check box to indicate you 
have read it and understand it. 
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Processing Steps Screen Shots 
 
Step 3: 
Click the Sign button to 
electronically authorize your 
elections. 

 

 
 

 
Step 4: 
Your name appears in the Sign field 
as an electronic signature. 
 
Click Submit to send your final 
choices to the CSUF Benefits 
department. 
 

Be sure that you have 
completed and submitted the 
eBenefits Self-Service Electronic 
Signature Authorization form (see 
page 6). 

 

 
 

 
Step 5: 
You will see a confirmation that 
your elections were successfully 
submitted to the CSUF Benefits 
office.  
 
Click OK. 
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Processing Steps Screen Shots 
 
Step 5a: 
You will also receive an email 
confirmation of your submission. 
 

 

 
 

 
Once the CSUF Benefits office has 
processed your benefits enrollment, 
you will receive an email. 
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3.0 Life Event Changes Benefits Enrollment 

If you have had a qualifying life event, use this functionality to modify your benefits. 

You must submit your Life Event benefits change within 60 days of the qualifying life event. 

What are qualifying life events? 
• Qualifying marital life events include: marriage, divorce, annulment, legal separation, domestic partnership 

registration or dissolution. 
• Qualifying dependent life events include: birth, adoption, adding/removing an economically dependent child 

or change in custody. 
• Gain or Loss of alternate coverage is also a qualifying life event. 

Contact Benefits at 657-278-2425 for more information regarding qualifying life events. 

Processing Steps Screen Shots 

Navigating to Life Event 
Changes 
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. 
 

 

 
 

http://www.fullerton.edu/
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Processing Steps Screen Shots 
 
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 6a: 
Important messages such as 
system unavailability will be 
displayed in the System Messages 
section. 
 
Please review these messages 
often as they will provide you with 
important information. 
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Step 6b: 
Each section of functionality 
contains links that allow you to: 
access the PeopleSoft/CMS 
system, view other campus 
websites, review training material, 
or view resources from the 
Chancellor’s Office. 
 
To access a particular PeopleSoft 
database, click on the appropriate 
link. 

 

  

 
Step 7: 
In the Employee Self Service box 
under My Benefits Information, 
select Life Event Changes. 
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Processing Steps Screen Shots 
 
Step 8: 

Carefully read all of the 
information on this screen before 
making a selection. 
 
This screen covers important 
information on qualifying life events. 
 

 

 
 

 
Step 9: 
Select a Life Event Type from the 
drop-down menu: 
• Add or Remove Dependents 
• Gain or Loss of Alternate 

Coverage 
• Update Marital Status 
 

 

 
 

 
Step 10: 
Select the appropriate Life Event 
from the drop-down menu.  
 

Depending on which Life 
Event Type you selected in Step 6, 
you will see different Life Events 
available. 
 

 

 
 



ERP HR: eBenefits User Guide FINAL 

Last Revised: 9/25/15 Page 32 of 111 

Processing Steps Screen Shots 
 
Step 10a: 
For the Add or Remove 
Dependents Life Event Type, the 
following Life Events are available: 
• Add Economically Dependent 

Child 
• Add Other Dependent 
• Adoption 
• Birth 
• Delete Dependent 
 

 

 
 

 
Step 10b: 
For the Gain or Loss of Alternate 
Coverage Life Event Type, the 
following Life Events are available: 
• Gain of Alternate non-CSU 

Coverage 
• Loss of Alternate non-CSU 

Coverage 
 

 

 
 

 
Step 10c: 
For the Update Marital Status Life 
Event Type, the following Life 
Events are available: 
• Annulment 
• Death of Domestic Partner 
• Death of Spouse 
• Dissolution of Domestic Partner 
• Divorce 
• Domestic Partner 
• Legal Separation 
• Marriage 
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Processing Steps Screen Shots 
 
Step 11: 
Enter the date of the life event in 
the Event Date field. 

In the example on the right, 
the employee is entering the date 
that the marriage took place. 
 
Then click Continue. 
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Step 12: 
The Life Event Rules chart appears. 
 

Carefully review the 
information on the Life Event that 
you are entering to determine which 
benefits you are eligible to modify 
for the life event. 
 
Then click Continue. 
 

 
Field Definition 
Life Event The common life events available. 

Switch to Health/Dental 
FlexCash? 

Indicates whether you can switch to Health FlexCash 
or Dental FlexCash from your current health or dental 
plan. 

Switch from or Cancel 
Health/Dental FlexCash? 

Indicates whether you can switch from or cancel your 
current Health FlexCash or Dental FlexCash and enroll 
in a health or dental plan. 

Enroll in HCRA/DCRA? Indicates whether you can enroll in a new HCRA or 
DCRA plan. 

Increase HCRA/DCRA 
amount? 

Indicates whether you can increase the monthly 
contribution amount for your HCRA or DCRA plan. 

Decrease HCRA/DCRA 
amount? 

Indicates whether you can decrease the monthly 
contribution amount for your HCRA or DCRA plan. 

Cancel HCRA/DCRA? Indicates whether you can cancel your current HCRA 
or DCRA plan. 
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The Life Events page will allow you 
to make changes to your benefits. 
 

Carefully read all of the 
information on this screen before 
making any selections. 
 

Click on the information icon ( ) 
to learn more about the various 
Benefit programs, eligibility, and 
enrollment. 
 
Clicking on hyperlinks on this 
screen will also allow you to view 
more information about a particular 
topic. 
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The Life Event section shows the 
type of Life Event that you selected 
and the date of the event that you 
entered in steps 7 and 8. 
 

 

 
 

 
Step 13: 
Select your current or new marital 
status from the Marital Status drop-
down menu. 
 

Even if the Life Event that you 
are entering is not related to your 
marital status, you will be required 
to make a selection. 
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Making Changes to 
Current Health Plan 
To change your current health plan 
after a qualifying life event, follow 
steps 1-10 in the Navigating to Life 
Event Changes section on page 21. 
Then follow the steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 25 to see which benefits can 
be modified for each life event type. 
 
Step 1: 
The default setting for the Health 
Plan Selection section is No 
Change. 
 
To make a change to your current 
health plan, select one of the radio 
buttons: 
• No Change: if you do not want to 

make any changes to your 
current health plan, select this 
radio button. 

• Add/Del Dependents: if you 
want to add or delete 
dependents in your current 
health plan, select this radio 
button. 

• New Enrollment: if you currently 
do not have a health plan, but 
want to enroll in one due to your 
life event, select this radio 
button. 

• Cancel Enrollment: if you 
currently have a health plan but 
want to cancel it due to your life 
event, select this radio button. 

• Decline Coverage: if you do not 
wish to enroll in a health plan, 
select this radio button. 
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Step 1a: 
If you selected Add/Del 
Dependents, follow the instructions 
in the Adding and Removing 
Dependents section on page 40 to 
add or remove a dependent from 
your health plan. 
 

 

 
 

 
Step 1b: 
If you selected New Enrollment, 
use the drop-down menu to select 
the Health Plan you wish to enroll 
in. 
 

 

 
 

 
Step 1c: 
If you selected either Cancel 
Enrollment or Decline Coverage, 
no additional steps are required. 
 

 

 
 

 
Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 44 to complete the process. 
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Making Changes to 
Current Health FlexCash 
Plan 
To change your current health 
FlexCash plan after a qualifying life 
event, follow steps 1-10 in the 
Navigating to Life Event Changes 
section on page 21. Then follow the 
steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 25 to see which benefits can 
be modified for each life event type. 
 
Step 1: 
The default setting for the Health 
Plan Selection section is No 
Change. 
 
To make a change to your health 
FlexCash plan, select one of the 
radio buttons: 
• No Change: if you do not want to 

make any changes to your 
current health FlexCash plan, 
select this radio button. You 
cannot be enrolled in a health 
plan and a health flex plan. 

• New Enrollment: if you currently 
do not have the health FlexCash 
plan but want to enroll in it due to 
your life event, select this radio 
button. 

• Cancel Enrollment: if you 
currently have a health FlexCash 
plan but want to cancel it due to 
your life event, select this radio 
button. 

• Decline Coverage: if you do not 
wish to enroll in a health flex 
plan, select this radio button. 
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Step 1a: 
If you selected New Enrollment, 
you will need to provide information 
on your alternate health insurance 
policy. 
 
Enter the following: 
• Social Security Number: this is 

the social security number of the 
person who holds the alternate 
health policy under which you 
are covered. 

• Insurance Carrier: the name of 
the alternate health insurance 
carrier. 

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

 

 

 
 

 
Step 1b: 
If you selected either Cancel 
Enrollment or Decline Coverage, 
no additional steps are required. 
 

 

 
 

 
Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 44 to complete the process. 
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Making Changes to 
Current Dental Plan 
To change your current dental plan 
after a qualifying life event, follow 
steps 1-10 in the Navigating to Life 
Event Changes section on page 21. 
Then follow the steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 25 to see which benefits can 
be modified for each life event type. 
 
Step 1: 
The default setting for the Dental 
Plan Selection section is No 
Change. 
 
To make a change to your current 
dental plan, select one of the radio 
buttons: 
• No Change: if you do not want to 

make any changes to your 
current dental plan, select this 
radio button. 

• Add/Del Dependents: if you 
want to add or delete 
dependents in your current 
dental plan, select this radio 
button. 

• New Enrollment: if you currently 
do not have a dental plan, but 
want to enroll in one due to your 
life event, select this radio 
button. 

• Cancel Enrollment: if you 
currently have a dental plan but 
want to cancel it due to your life 
event, select this radio button. 

• Decline Coverage: if you 
currently do not have dental 
coverage from CSU Fullerton 
and do not wish to enroll in a 
dental plan, select this radio 
button. 
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Step 1a: 
If you selected Add/Del 
Dependents, follow the instructions 
in the Adding and Removing 
Dependents section on page 40 to 
add or remove a dependent from 
your dental plan. 
 

 

 
 

 
Step 1b: 
If you selected New Enrollment, 
use the drop-down menu to select 
the Dental Plan you wish to enroll 
in. 
 

 

 
 

 
Step 1b1: 
If you select DeltaCare USA-
Enhanced as your Dental Plan, you 
will need to provide the Primary 
Office ID Number. 
 
Click on the Select a Provider link 
to search for a Primary Dental 
Office ID. 
 

 

 
 

 
Step 1c: 
If you selected either Cancel 
Enrollment or Decline Coverage, 
no additional steps are required. 
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Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 44 to complete the process. 
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Making Changes to 
Current Dental FlexCash 
Plan 
To change your current dental 
FlexCash plan after a qualifying life 
event, follow steps 1-10 in the 
Navigating to Life Event Changes 
section on page 21. Then follow the 
steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 25 to see which benefits can 
be modified for each life event type. 
 
Step 1: 
The default setting for the Dental 
Plan Selection section is No 
Change. 
 
To make a change to your dental 
FlexCash plan, select one of the 
radio buttons: 
• No Change: if you do not want to 

make any changes to your 
current dental FlexCash plan, 
select this radio button. You 
cannot be enrolled in a dental 
plan and a dental flex plan. 

• New Enrollment: if you currently 
do not have the dental FlexCash 
plan but want to enroll in it due to 
your life event, select this radio 
button. 

• Cancel Enrollment: if you 
currently have a dental FlexCash 
plan but want to cancel it due to 
your life event, select this radio 
button. 

• Decline Coverage: if you do not 
wish to enroll in a dental flex 
plan, select this radio button. 
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Step 1a: 
If you selected New Enrollment, 
you will need to provide information 
on your alternate dental insurance 
policy. 
 
Enter the following: 
• Social Security Number: this is 

the social security number of the 
person who holds the alternate 
dental policy under which you 
are covered. 

• Insurance Carrier: the name of 
the alternate dental insurance 
carrier. 

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

 

 

 
 

 
Step 1b: 
If you selected either Cancel 
Enrollment or Decline Coverage, 
no additional steps are required. 
 

 

 
 

 
Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 44 to complete the process. 
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Making Changes to 
Current Vision Plan 
The CSU automatically enrolls you 
(the employee) in a vision plan 
when you enroll in benefits for the 
first time. There is no option to 
change your vision benefits. 
 
If you add a new dependent, you 
can elect to add Vision Coverage 
for them. 
 
When you remove a dependent’s 
benefits, you can elect to remove 
their Vision Coverage (if 
applicable).  
 
Follow the instructions in the Adding 
and Removing Dependents section 
on page 41 to add or remove a 
dependent from your vision plan. 
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Making Changes to 
Current Flex Spending 
Health (HCRA) and/or 
Flex Spending 
Dependent (DCRA) Plan 
To change your current HCRA 
and/or DCRA plan after a qualifying 
life event, follow steps 1-10 in the 
Navigating to Life Event Changes 
section on page 21. Then follow the 
steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 25 to see which benefits can 
be modified for each life event type. 
 
Step 1: 
The default setting for the Flex 
Spending Accounts section is No 
Change. 
 
To make a change to your HCRA 
and/or DCRA plan, select one of the 
radio buttons: 
• No Change: if you do not want to 

make any changes to your 
current HCRA and/or DCRA 
plan, select this radio button. 

• New Enrollment: if you currently 
do not have the HCRA and/or 
DCRA plan but want to enroll in 
one or both of them due to your 
life event, select this radio 
button. 

• Change Monthly Amount: if you 
want to change your monthly 
contribution amount for your 
current HCRA and/or DCRA plan 
due to your life event, select this 
radio button. 

• Cancel Enrollment: if you 
currently have the HCRA and/or 
DCRA plan but want to cancel it 
due to your life event, select this 
radio button. 
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Step 1a: 
If you selected New Enrollment for 
either HCRA or DCRA, you will 
need to enter the amount of your 
monthly contribution. 
 

 

 
 

 
Step 1b: 
If you selected Change Monthly 
Amount for either HCRA or DCRA, 
you will need to enter the new 
monthly contribution amount. 
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Step 1c: 
If you selected Cancel Enrollment 
no additional steps are required. 
 

 

 
 

 
Step 2: 
After selecting all changes to 
health, dental, flex spending, and/or 
dependents, skip to the Completing 
Life Events Elections section on 
page 44 to complete the process. 
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Adding and Removing 
Dependents 
To add or remove dependents after 
a qualifying life event, follow steps 
1-10 in the Navigating to Life Event 
Changes section on page 21. Then 
follow the steps below. 

Check the Life Events Rules 
table in step 9 of the Navigating to 
Life Event Changes section on 
page 25 to see which benefits can 
be modified for each life event type. 

Adding a New Dependent 
Step 1: 
At the bottom of the Life Events 
page, your current list of 
dependents appears. 
 
Select Add New Dependent. 
 

 

 
 

 
Step 2: 
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 3: 
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 4: 
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 5: 
The new dependent’s information 
appears. Scroll down and select 
Return to Continue. 
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Step 6: 
The dependent you added appears 
at the bottom of the table of 
dependents. You may repeat steps 
1-5 to add additional dependents. 
 
Use the drop-down menus to select 
which coverage you wish to add for 
the new dependent(s). 
 

 

 
 

Removing a Dependent 
Step 1: 
At the bottom of the Life Events 
page, your current list of 
dependents appears. Locate the 
dependent you wish to remove.  
 
Use the drop-down menus to select 
Remove from the Health Coverage, 
Dental Coverage, and/or Vision 
Coverage, as applicable. 
  

 

 
 

Modifying a Dependent’s 
Coverage 
Step 1: 
At the bottom of the Life Events 
page, your current list of 
dependents appears. Locate the 
dependent(s) whose coverage you 
wish to modify. 
 
Use the drop-down menus to select 
the appropriate change for each 
dependent in the Health Coverage, 
Dental Coverage, and/or Vision 
Coverage, as applicable. 
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Completing Life Events 
Elections 
Step 1: 
Once you have made all of your 
elections on the Life Events page, 
click the Continue button at the 
bottom of the page. 
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Step 2: 
You will receive a pop-up message 
asking you to confirm that there are 
changes. 
 
Click Yes to continue. 
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Step 2: 
Review the information on this 
screen carefully before proceeding. 
 
Effective Date of Coverage: this 
section will indicate when your new 
elections will be effective. 
 
Supporting Documentation: this 
section will indicate if any additional 
documentation is needed by the 
CSUF Benefits office in order to 

finalize your elections. If you 
do not provide this documentation, 
your benefits cannot be finalized. 
 
Disclosures and Privacy: click on 
the hyperlink in this section to read 
the disclosures and privacy 
information about the benefit plan(s) 
you have selected. 
 
Once you have read the 
Disclosures and Privacy Notice, 
mark the check box to indicate you 
have read it and understand it. 
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Step 3: 
Click the Sign button to 
electronically authorize your 
elections. 

 

 
 

 
Step 4: 
Your name appears in the Sign field 
as an electronic signature. 
 
Click Submit to send your final 
choices to the CSUF Benefits 
department. 

Be sure that you have 
completed and submitted the 
eBenefits Self-Service Electronic 
Signature Authorization form (see 
page 6). 

 

 
 

 
Step 5: 
You will see a confirmation that 
your elections were successfully 
submitted to the CSUF Benefits 
office.  
 
Click OK. 
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Step 5a: 
You will also receive an email 
confirmation of your submission. 
 

 

 
 

 
Once the CSUF Benefits office has 
processed your benefits enrollment, 
you will receive an email. 
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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. 

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. 
 

 

 
 

http://hr.fullerton.edu/benefits/
http://www.fullerton.edu/
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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 6a: 
Important messages such as 
system unavailability will be 
displayed in the System Messages 
section. 
 
Please review these messages 
often as they will provide you with 
important information. 
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Step 6b: 
Each section of functionality 
contains links that allow you to: 
access the PeopleSoft/CMS 
system, view other campus 
websites, review training material, 
or view resources from the 
Chancellor’s Office. 
 
To access a particular PeopleSoft 
database, click on the appropriate 
link. 
 

 
 
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. 
 

 

 
 



ERP HR: eBenefits User Guide FINAL 

Last Revised: 9/25/15 Page 63 of 111 

Processing Steps Screen Shots 
 
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 49. 
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 59. 
 

 

 
 

 
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 96. 

 

 
 

 
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 49. 
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 68. 
 

 

 
 

 
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. 

 

 
 



ERP HR: eBenefits User Guide FINAL 

Last Revised: 9/25/15 Page 79 of 111 

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 96. 

 

 
 

 
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 49. 
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 76. 
 

 

 
 

 
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 96. 

 

 
 

 
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 
49. 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. 
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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 96. 

 

 
 

 
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 
49. 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 96. 

 

 
 

 
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 49. 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 96. 

 

 
 

 
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 49. 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 
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 96. 

 

 
 

 
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. 
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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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