
Instructions for Annual Enrollment 

 

Step 1:  Log into the portal (https://portal.adp.com) and go to the Benefits Tab and click on Welcome.  

Click on My Benefits. 

 

Step 2: Click Continue. 
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Step3: A window will pop up asking if you are a tobacco user. Choose yes or no. If you choose yes a $50 

monthly charge will be added to your Medical election. Then click Annual Enrollment. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 4:  Click on the links to make your elections. 

 

 

Step 5:  Once you click Continue after updating the final election, you will then the click on Submit. 

Once you have submitted the change(s), you will receive a confirmation page that you can print out for 

your records as verification that the change(s) was submitted.  You will also receive notification in the 

mail that the change(s) was submitted within a few days. 


