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>The Company Key is “benefits”.
>Complete all of the information.
>Click Continue.

If you miss a required field, an error message will appear and 
allow you to make the correction.

benefits
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>Follow the directions to create your 
Account.
>Please make note of your User Name, 
Password and the answers to your 3 
Security Questions.
>Click Continue.
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>You may now login using your 
User Name and Password.
>Click Login.

>Click Continue.
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>You must agree to proceed 
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>Click on Disclaimer (Kansas) and 
review. 
>The document must be opened to 
continue.
>Click Continue.
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>Click on the Washburn University folder. 
>The Reference Center is filled with resources.
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>Click on each tab under 
“Your Resources” for 
additional information.
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>Click on “Your Health” for all of your 
health tools, such as:
• Contacts and links to coverage 

providers for Health, Dental and 
Vision.

• Helpful Calculators.
• Flexible Spending  links and tools.
• A Video Library stocked full of 

informative resources.

>Click on “Mobile Apps” for 
access to the mobile app.

>Click on “Your Life” for all of your 
life tools, such as:
• Contacts and links to coverage 

providers for Life & Disability.
• Helpful Calculators.
• Employee Assistance Program 

provider.
• A Video Library stocked full of 

informative resources.
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Step 1. About You
You will review your personal information and add your date of 
marriage if adding a spouse to any benefit plans.
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>You may review the 
left hand side for your 
total employee cost.  
>This will update as 
you choose coverage.
>The total will also 
reflect if it is Monthly 
or Semi-Monthly (Bi-
Weekly).

>Add your date of marriage if 
adding a spouse to any benefit 
plans.
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>Enter all dependent 
information.
>Click Save Changes. 
>If you plan to cover 
any dependents, you 
will need to add them 
here.
>Click Next.
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>Make your medical coverage 
election choices.
>Select your plan (Base or Buy-Up)
>Continue scrolling down to choose 
who you would like to cover.
>Review the plan coverage.
>Click Next.

Step 2. Election Information
OR
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OR
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If you elect the High Deductible 
Health Plan (HDHP), you will be 
promoted to complete Health 
Savings Account (HAS) 
information.



>Make your dental coverage election choices.
>Select your plan.
>Continue scrolling down to choose who you would like to cover.
>Review the plan coverage.
>Click Next.
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>Make your vision coverage election choices.
>Select your plan.
>Continue scrolling down to choose who you would like to cover.
>Review the plan coverage.
>Click Next.
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>Make your coverage election choices.
>Select your plan.
>If you select coverage, you must select the amount from the drop down.
>Review the plan coverage.
>Click Next. 23



>Make your coverage election choices.
>Select your plan.
>Review the plan coverage.
>Click Next.
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Continue through the plan coverage election process.

>Make your coverage election choices.
>Select your plan and coverage level.
>Review the plan coverage.
>Click Next.
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>Make your flex spending election.
>Select your plan.
>Enter the annual amount of your choice.
>Review the plan coverage.
>Click NEXT
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>Make your dependent care flex spending election.
>Select your plan.
>Enter the annual amount of your choice.
>Review the plan coverage.
>Click Next. 27



>Review the Authorization.
>Click Next.
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>Total Primary Beneficiary 
allocation must equal 100%.
>Total Contingent Beneficiary 
allocation must equal 100%.
>You may click on ‘Add 
Beneficiary’ to add a Person or 
Non-Person(Trust).
>Review your beneficiary 
designation.
>Click Next.
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Step 3. Review
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>You may also Print your Benefit Summary from the Home Page.
>Click Review
>Scroll down and choose Print.  
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Congratulations!
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