
Open Enrollment Benefit Changes 
This article goes over what steps need to be taken during the Open Enrollment period 
for users to make changes to their benefits or re-enroll in Flex Spending healthcare 
and dependent care reimbursement accounts. 

If your employment status is not changing and you do not want to make changes to 
your current health, dental, and vision benefits, you do not need to participate in 
Open Enrollment to renew your existing benefits for the next year. 

Flex Spending Health Care (HCRA) and Dependent Care (DCRA) Reimbursement 
Accounts must be renewed every year. 

1. Navigating to Benefit Options 

To access Benefit options, follow the Access CHRS instructions. From the Employee Self-
Service Screen, select Open Enrollment. 

 

 

https://www.csus.edu/administration-business-affairs/human-resources/chrs/chrs-training.html#access-chrs


2. Click the Open Enrollment tile. 

If the Open Enrollment period is active, you will see the enrollment deadline and a 
countdown on the tile. 

If you see "No Enrollment Available At This Time" on the Open Enrollment tile, then 
you do not have an open benefits enrollment and cannot make changes to your 
benefits through the process outlined below. If you experienced a qualifying life 
event, you may modify your benefits through the CSU Life Events tile. View Life Events 
user guide on the Benefits Enrollment web page. Contact  benefits@csus.edu if you 
have any questions. 

 

3. Read the information on the Welcome screen. Then, click Next to proceed. 

This screen includes information about the enrollment deadline, coverage effective 
date, and changes you can make to your benefits. 

Make sure to not click the Complete button until you have gone through all of the 
steps! 

https://www.csus.edu/administration-business-affairs/human-resources/benefits/enrollment.html
mailto:benefits@csus.edu?subject=Open%20Enrollment
https://media.screensteps.com/image_assets/assets/008/746/357/original/33059ae4-ca2c-4173-b0a4-ebb6c9b783d6.png


 

4. You can view your benefits on the Benefits Summary page. The page will default to 
the current date, but you can enter another date and click Refresh to view your 
benefits as of another date. Click Review on a tile to view more details about that 
benefit. Click Next to proceed. 

 

https://media.screensteps.com/image_assets/assets/008/749/378/original/8d5d01dc-acbc-4a7c-9357-6593a1ebdc66.png
https://media.screensteps.com/image_assets/assets/008/749/380/original/5880913b-e5b6-4a13-ac4b-6db6f9efe738.png


A. Enter a date and click Refresh to view your benefits as of that date. If you want to 
view your benefits as of the current date, leave the field as is. 

B. Click Review on a tile to reveal more details about the plan, plan provider, and 
dependents enrolled in that plan. 

C. Click Next when you've finished reviewing your benefits. 

5. Make changes to your benefits and/or enroll in or renew your Flex Spending 
account(s) on the Benefits Enrollment page. 

You cannot concurrently enroll in Medical or Dental benefits and have Flex Cash. You 
must waive the option that you do not choose. 

If you have a Flex Spending Health or Flex Spending Dependent Care account, you 
need to renew your contributions every year. 

 

https://media.screensteps.com/image_assets/assets/008/746/363/original/cf7e9a0c-63ab-4735-a4d0-66c5bba22bc5.png


Select what you would like to do: 

5.1. I would like to enroll in/renew my Flex Spending account(s). 

5.1.1. Click a Flex Spending tile. 

 

5.1.2. Select the Flex Spending option if not already selected. 

 

5.1.3. Enter an amount for your annual pledge.  

https://media.screensteps.com/image_assets/assets/008/749/135/original/b0debed4-7f10-4993-a49b-da23f4c01871.png
https://media.screensteps.com/image_assets/assets/008/749/137/original/8b75aa50-b713-436d-9f84-da17dfe0977f.png


 

A. In the Annual Pledge field, enter how much you would like to contribute. 

5.1.5. Click Done. 

 

5.1.6. You will see a banner confirming that your plan has been updated and 
you will see the changes reflected on the tile. Repeat the steps above to 
make changes to other Flex Spending healthcare and dependent care 
reimbursement accounts as necessary. 

https://media.screensteps.com/image_assets/assets/008/749/139/original/7206d99d-671b-4b4f-8aee-572ab0c0da2a.png
https://media.screensteps.com/image_assets/assets/008/749/348/original/b0b404c5-20f8-4fe1-b2e9-26f23614bacc.png


 

A. At the top of the screen, a green banner will appear confirming that you updated your 
plan. 

B. The account tile will show the changed status and new plan. 
C. Click on another tile to make changes to that plan. Continue making changes as 

necessary. 

5.2. I would like to make changes to my Medical, Dental, and/or Vision plan(s) and/or 
enrolled dependent(s). 

https://media.screensteps.com/image_assets/assets/008/749/145/original/c1f1b965-48ff-41fb-8f7e-d6d1d43eb6b4.png


If you are enrolled in flex cash and want benefits coverage, you will have to waive the 
flex cash before enrolling in a healthcare or dental plan. Likewise, you must waive a 
benefits plan to avail the flex cash option. Please note that you cannot waive vision 
benefits 

5.2.1. Click a tile to view the enrollment options for that benefit. 

 

5.2.2. Add your dependents to the benefit. Then, select the benefit plan that 
you want to enroll in. Click Done to proceed. 

The amounts listed on this page include the cost for enrolled dependents. 

https://media.screensteps.com/image_assets/assets/008/746/367/original/e0358c5e-274b-4e98-9ba8-0b558482c467.png


 

A. Place a check next to the dependent(s) that you want to add to your benefit plan. 
B. If your dependent is not in the Dependents table, click Add/Update Dependent.   
C. Click Select next to Waive to withdraw from the plan. For example, if you're enrolled 

in Medical benefits but want to enroll in Medical Flex Cash instead, waive the benefit 
first and then enroll in Flex Cash.  
OR 

D. Click Select next to your preferred plan to switch to that plan. 
E. Click Done after you've reviewed your information and made all your selections. 

5.2.3. You will see a banner confirming that your plan has been updated and 
you will see the changes reflected on the tile. Repeat the steps above to 
make changes to other benefits as necessary. 

https://media.screensteps.com/image_assets/assets/008/746/369/original/8932faf6-f0b4-4326-8a0b-4981f6db0701.png


 

A. At the top of the screen, a green banner will appear confirming that you updated your 
plan. 

B. The benefit tile will show the changed status and new plan. 
C. Click on another tile to make changes to that plan. Continue making changes as 

necessary. 

6. Click Submit Enrollment after you've made all necessary adjustments. 

https://media.screensteps.com/image_assets/assets/008/746/371/original/3f5171c9-a9bd-4e24-ba34-7978ae12a015.png


 

7. Read the Benefits Alerts. Then, click Done. 

 

8. Click Next. 

https://media.screensteps.com/image_assets/assets/008/746/373/original/b2e02904-7bc9-462a-a96b-49e369c53867.png


 

9. Read the Electronic Signature Authorization statement. Place a check next to the 
statement agreeing with the above paragraph. Then, click Save. 

 

A. Check the box to agree to the terms outlined on the page. 
B. Click Save. 

10. The bottom of the page will populate with your electronic signature. Click Next. 

https://media.screensteps.com/image_assets/assets/008/746/377/original/02c574ce-a396-4bac-b35e-f4a77594f5fc.png
https://media.screensteps.com/image_assets/assets/008/746/379/original/b61ffc64-9f1f-4052-9510-c1eb0cf9d5b5.png


 

A. Your electronic signature will populate with your User ID, Name, Date/Time Stamp, 
and IP Address. 

B. Click Next. 

11. Read the summary and make note of what documents you need to provide to the 
Benefits Office. Then, click Complete. 

Provide applicable supporting documentation to the Benefits Office by the Open 
Enrollment deadline. 

1. Gather the supporting documentation required for enrollment of family members, 
and submit to: 

a. Benefits Office Del Norte Hall – 3004, Public Service Hours: Mon - Fri 9:00 
a.m. to 4:00 p.m. OR 

b. Supporting documentation/forms can be submitted electronically 
via MOVEit to Luis Diaz, Benefits Coordinator, at luis.diaz@csus.edu or 

via Sacramento State Secure Mail (GoAnywhere Secure File Transfer) to the 
Benefits Office at benefits@csus.edu. 

mailto:MOVEit
mailto:luis.diaz@csus.edu
https://csus.service-now.com/service?id=kb_article_view&sysparm_article=KB0012691
mailto:benefits@csus.edu
https://media.screensteps.com/image_assets/assets/008/746/381/original/4ed4167a-f88e-48b2-a44d-22fe515dac93.png


 

A. Note the supporting documentation that may be required of you. 
B. Click Complete. 

12. Click Yes. 

 

13. You will remain on the same screen until you exit. To close the Open Enrollment 
page, click the kebab (three dots) menu, then, click Home to return to your Employee 
Homepage. 

https://media.screensteps.com/image_assets/assets/008/746/383/original/a45d8c02-0d5f-4856-bba8-230a2c8f2919.png


 

A. Open the kebab (three dots) menu. 
B. Select Home. 

 

https://media.screensteps.com/image_assets/assets/008/749/382/original/8e8c1e69-8c14-41d0-9136-0a08707c1dbc.png
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