
 

UKG Guide: How to Enroll in Benefits 
 

Overview 
This guide assists employees on how to enroll in benefits through UKG. 
 

Navigation 
Log in to UKG > My Benefits Home Page Tile or Main Menu > HR > My Information > My Benefits > Enrollments 
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Select the applicable tile for the Event Type (Life Change 
Event or Open Enrollment) and select Get Started. 

 

 
  

2 

 
Review the Benefits Enrollment Questionnaire. This page includes contact information in your employee record 
and the Tobacco-User Surcharge Certification. Review and update as needed. Select Submit at the bottom-right 
corner of the screen to proceed to the next section. 
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Review the Instructions section. This page includes enrollment information and links to the Employee Benefits 
Guide. Select Continue at the top-right corner of the screen. 
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Select You and Your Family to add dependents and beneficiaries to your plans. 
 
IMPORTANT! 

• You must provide supporting documents (marriage certificate, date of birth and social security number) for 

dependents added to the plans. Refer to the guide for uploading documents for step-by-step instructions 

on how to process. 

• Even if you are declining benefits, you must designate beneficiaries for your basic life and AD&D. 
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Select each plan on the left side of the page and chose coverage level: Employee Only, Employee Plus Spouse; 
Employee Plus Child(ren) or Employee Plus Family. Press Save and Select. If selecting coverage for dependents: 
make sure to add the person(s) to the plan. 
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As you go through your enrollment, your Benefit Choices Shopping Cart will 
update accordingly. 
 
It will reflect the plans you are electing and which you are declining.  
 
It will also calculate your costs by pay period. 
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To decline/waive plans, move the slider to the right located at the top of each plan. For medical, dental, and vision 
plans, choose the decline/waive reason from the drop-down list and select the Decline/Waive. 
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The Finish Up Section will display Benefits Not Selected and Selected Benefits. Review and submit your 
selections by pressing Submit. 

 
0 
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You will be prompted for a signature. Sign and press Accept.  

 

You will receive a confirmation message that your enrollment was completed 
and is being sent to HR for approval. 

 
To make changes before submission:  

Use the trash can icon on the enrollment screen to start over or select the 
Review button to edit what needs to be changed. 

 
To make changes after submission: 

Contact HR  

 
 

 

 


