New Hire Employee attends
New Hire Orientation

Employee receives
instructions on how
to enroll in benefits

Benefit-eligible
employee decides if
they want to enroll in
benefits

After 30 days, the new hire
window expires

Employee may enroll
with a qualifying life
event or during the

next open enrollment

AMOP 02.02.03 Appendix C — Flowcharts
Benefit Enrollment Process - New Hire Enrollment

Employee logs

into Enrollment

Portal and enrolls

in benefits

Has the employee
enrolled within the 30
day new hire period?

Benefits are approved
and effective 1% of the
month following date of
hire

Employee experiences
qualifying life event

See Page
2




Employee experiences
qualifying life event

Employee logs
into Enrollment
Portal and enrolls/
changes benefits

Do changes comply
with the Qualifying
ife Events criteria

Employee may make changes with a

Qualifying Life Event or during the
next open enrollment

AMOP 02.02.03 Appendix C — Flowcharts
Benefit Enrollment Process - Qualifying Life Event Enrollment

Benefit Division
approves
Qualifying Life
M 4 Event changes in
benefit
enrollment
system

Benefits are approved
and effective the date of
Qualifying Life Event datg

Enrollment Portal opens for
changes during Open
Enrollment Period
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Benefit Enrollment Process - Open Enrollment

Enrollment Portal opens for
changes during Open
Enrollment Period

Employee logs
into Enrollment
Portal and enrolls/
changes benefits

Benefit Division
Did employee enro Approves benefit
during Open changes in
nrollment period? enrollment
system

Benefits are approved
and effective January 1°

Employee may make changes with a
qualifying life event or during the
next open enrollment
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