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Getting Started 
You may access the system at: http://admin.state.nh.us/hr/OnlineBenefits.html 

Been here before? 
Enter your Account 

Name and Password, 
then click the Login 
button. (If you have 
forgotten your user 
name or password, 

contact your HR 
representative 

Your first time? Click the 
“Create New Account” 
button to get started. 
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http://admin.state.nh.us/hr/OnlineBenefits.html
http://admin.state.nh.us/hr/OnlineBenefits.html


Getting Started (Cont.) 

If you have received an invitation code from your HR administrator, click “I 
received an invitation code” and enter the code in the box. 

If you have 
NOT received 
an invitation 
code from 

your HR 
administrator, 
click “I don’t 

have an 
invitation 

code.” 

When finished, click the “Continue” button. 
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NOTE: During this open enrollment, the State will not be sending any invitation 
codes. Please select “I don’t have an invitation code” to proceed. 



Getting Started (Cont.) 
Enter in your personal 

information to verify your 
employment, then click continue. 

Once you have verified your employment, you 
will be asked to create an Account Name (a 

login Name) and password. Enter your 
password, then confirm it by reentering in the 

“Confirm New Password” box.  

When finished, click 
“Create Account.” You 

will then be logged in to 
the system. 
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Welcome! 
The Welcome page contains important information from the State. Please Scroll 

down and read the page completely. When you are finished, click “Continue” 



Live Coach 
The Live Coach is available to help you with your enrollment. She will pop up 

on each page and give you instructions.   

You can pause the coach, change the volume, hide her, rewind or replay her using the 
controls at the bottom  

If you hide the coach, simply click on the “Coach” 
box at the bottom of the screen to show her. 
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Navigating the System 
The system contains a series of tabs. Please review all of the information on each tab 

before moving to the next one.  

You may move to the next tab by hitting the 
“Continue” button. 

You may only move forward to the next sequential tab. You may not skip any tabs. Once 
you have visited a tab it will turn blue. You may move backwards to any of the blue tabs 

at any time by clicking the tab name. 
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Your Personal Information 
The “Personal Information” tab contains all of the demographic information for you 

that the State has on record. If any of it is incorrect, please notify your HR 
representative.  

When you are finished reviewing the information, click the “Continue” button. 
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Your Dependents 

The “Dependents” Tab 
shows the 

dependents that the 
system has on record. 

Review all of the 
dependents’ 

information. To edit a 
dependent, click the 

“Edit” button. To 
delete the dependent, 

click the “Delete” 
button. 
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Your Dependents 
Edit the dependent information in the boxes. The yellow boxes are required fields.  

When finished, click the “Save” button. 11 



Your Dependents 
To add a dependent, click the “Add Dependent” button at the bottom of the page. 

Enter the dependent information in 
the boxes. The yellow boxes are 

required fields. When finished, click 
the “Save” button. 
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Please Note: Dependent eligibility 
verification documentation is required 
(e.g. birth certificate, marriage license, 

etc.) by the end of the enrollment period 
for coverage to be effective.  



Your Employment 
The “Employment” tab contains all of the employement information for you that 

the State has on record. If any of it is incorrect, please notify your HR 
representative.  

When you are finished reviewing the information, click the “Continue” button. 
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Your Benefits 
The “Benefits” tab, shows you all of the benefits you are eligible for.  

Current benefits shows you the benefits that you are currently enrolled in. 

Available Benefits shows you the benefits that you are eligible for but not currently enrolled in. 
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Declined benefits shows you the benefits that you have chosen to waive. 



Your Benefits 
Terminated benefits shows you the benefits that you were previously enrolled in. You no 

longer have coverage in these benefits. 
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Next to each benefit there is a button that allows you to see 
your benefit. The buttons are different based on your current 

status in that benefit.  
 

“View” allows you to see a benefit but not edit it, based on 
your enrollment window. 

 
“View/Modify” allows you to see and CHANGE a benefit that 

you are either currently enrolled in or have declined. 
 

“Review” allows you to see and CHANGE a benefit that you are 
eligible for, but have not yet selected an enrollment status. 

 
Click on either “View/Modify” or “Review” to edit your benefit. 

 



Your Benefits 

When you click on the benefit, it will tell you your current enrollment status. 

Click the button “Enroll” to begin your enrollment. Click the “Decline” button to 
decline the benefit. If you do not wish to change the status of the enrollment of this 

benefit right now, click the button “Return to List of Benefits.” 
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Your Benefits 

When you click on the “Enroll” button, you become enrolled in the benefit. 

You may add your 
eligible dependents.  

Your 
contribution 
amounts will 
automatically 
change when 

you add 
dependents. 

When finished, click “Submit.” 
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Your Benefits 

The benefit you enrolled will now show up under your Current Benefits 
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Your Benefits 
Some of the benefits will have pop up videos to further explain the benefit. 
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Your Benefits 
Enrolling in Medical Coverage 

Click the button “Enroll” or “Edit” (depending 
on your current enrollment status) to make a 

change to your benefit. Click the “Decline” 
button to decline the benefit. If you do not 

wish to change the status of the enrollment of 
this benefit right now, click the button 

“Return to List of Benefits.” 

A benefit description will give you more 
information about your plan. You may also 
click the link “Rx Plan Summary” to find out 
more information about your prescription 
drug coverage or the link “Anthem- How to 

Find Your Provider” to see instructions about 
searching for your PCP. 
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Your Benefits 
Enrolling in Medical Coverage 

You may add or remove 
your eligible dependents 

by clicking the “Add” 
button under “Not 

Covered Individuals” and 
the “Remove” button 

under “Covered 
Individuals”.  

Select either “HMO” or 
“POS” for the plan type. 

When finished, click the “Continue” Button 
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Your Benefits 
Enrolling in Medical Coverage 

If you select an 
HMO, you will be 
required to fill in 

the PCP 
information for 
each person on 
the plan. Follow 
the instructions, 
if needed, to find 

your PCP 
information. 

Then click the 
“Submit” button. 
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Your Benefits 
Enrolling in Dental Coverage 

Click the button “Enroll” or “Edit” 
(depending on your current enrollment 

status) to make a change to your 
benefit. Click the “Decline” button to 
decline the benefit. If you do not wish 
to change the status of the enrollment 

of this benefit right now, click the 
button “Return to List of Benefits.” 

A benefit description will give you 
more information about your plan. 
You may also click the link “Delta 
Dental Plan Summary” to find out 
more information about your plan. 
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Your Benefits 
Enrolling in Dental Coverage 

You may add or 
remove your eligible 

dependents by clicking 
the “Add” button 

under “Not Covered 
Individuals” and the 

“Remove” button 
under “Covered 

Individuals”.  

When finished, click the “Continue” Button 
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Your Benefits 
Enrolling in Group Term Life Coverage 

Click the button “Enroll” or “Edit” (depending on your current enrollment status) to make a 
change to your benefit. Click the “Decline” button to decline the benefit. If you do not wish to 
change the status of the enrollment of this benefit right now, click the button “Return to List of 

Benefits.” 

A benefit description will 
give you more information 
about your plan. You may 
also click the link “Anthem 
Plan Summary” to find out 

more information about 
your plan. 
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Your Benefits 
Enrolling in Group Term Life Coverage 

Select the Life plan you would 
like to enroll in. Certain 

options will only be available 
to you if you have either a 
spouse or child listed as a 

dependent in the system. If 
you want to cover those 

individuals, please go back to 
the dependent screen and add 

them, then return to this 
benefit and enroll. When 

finished, click the “Continue” 
button. 
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Your Benefits 
Enrolling in Group Term Life Coverage 

Edit the beneficiary information for 
those covered by the plan(s) by 

clicking the button “View/Edit.” Edit 
both the Primary and Contingent 

beneficiary.  
 

After you have finished editing you 
will be returned to this page. At that 

time, hit the “Submit” button to 
finish your enrollment. 
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Your Benefits 
Enrolling in Group Term Life Coverage 

Select one of the listed 
“Potential Beneficiaries” or 

write in a new one. You 
must complete all fields for 
the new beneficiary. Fill in 
the percent of the benefit 

you wish for that person to 
receive, with  the total 
percents adding up to 

100% for all of the 
beneficiaries. If you elect 

less than 100%, the 
remaining amount will 
default to your estate. 

When finished, click the “OK” button. 
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Your Benefits 
Enrolling in Supplemental Term Life Coverage 

Click the button “Enroll” or “Edit” 
(depending on your current enrollment 

status) to make a change to your 
benefit. Click the “Decline” button to 
decline the benefit. If you do not wish 
to change the status of the enrollment 

of this benefit right now, click the 
button “Return to List of Benefits.” 

A benefit description will give you more 
information about your plan. You may 

also click the link “Anthem Plan 
Summary” to find out more 

information about your plan or the link 
“Anthem Life EOI Form” which you will 

need to print and fill out for certain 
coverage elections. 
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Your Benefits 
Enrolling in Supplemental Term Life Coverage 

Select the “Employee Life Benefit Amount” and/or the “Spouse Life Benefit amount, then click 
“Continue”.  

Note: If you are applying for a $75,000 or $100,000 benefit as an employee or a $50,000, $75,000 or $100,000 benefit as a 
spouse of an employee, you will need to complete an Evidence of Insurability form and return it to the address provided on 
the form or fax it to the phone number listed in the top right corner of the form. Your deductions will not start until Anthem 

has approved your coverage.  
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Edit the beneficiary information for 
those covered by the plan(s) by 

clicking the button “View/Edit.” Edit 
both the Primary and Contingent 

beneficiary.  
 

After you have finished editing you 
will be returned to this page. At that 

time, hit the “Submit” button to 
finish your enrollment. 

Your Benefits 
Enrolling in Supplemental Term Life Coverage 
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Select one of the listed 
“Potential Beneficiaries” or 

write in a new one. You 
must complete all fields for 
the new beneficiary. Fill in 
the percent of the benefit 

you wish for that person to 
receive, with  the total 
percents adding up to 

100% for all of the 
beneficiaries. If you elect 

less than 100%, the 
remaining amount will 
default to your estate. 

When finished, click the “OK” button. 

Your Benefits 
Enrolling in Supplemental Term Life Coverage 



33 

Your Benefits 
Enrolling in a Medical FSA 

A benefit description 
will give you more 
information about 
your plan. You may 
also click the link 

“FSA Worksheet” to 
assist you with your 

FSA election. 

Click the button “Enroll” or “Edit” (depending on your current enrollment status) to make a 
change to your benefit. Click the “Decline” or “Terminate” (depending on your current 

enrollment status) button to decline the benefit. If you do not wish to change the status of the 
enrollment of this benefit right now, click the button “Close.” 
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Your Benefits 
Enrolling in a Medical FSA 

Elect the amount you 
would like in either 

the “Bi-Weekly 
Deferral” box or the 

“Total Deferral 
Amount” box. When 
you click elsewhere 
on the screen, the 

other box will 
automatically 

calculate for you. 
When finished, click 
the “Submit” button. 
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Your Benefits 
Enrolling in a Dependent FSA 

Click the button “Enroll” or “Edit” (depending on your current enrollment status) to make a 
change to your benefit. Click the “Decline” or “Terminate” (depending on your current 

enrollment status) button to decline the benefit. If you do not wish to change the status of the 
enrollment of this benefit right now, click the button “Close.” 

A benefit description 
will give you more 
information about 
your plan. You may 
also click the link 

“FSA Worksheet” to 
assist you with your 

FSA election. 

NOTE: Dependent FSAs are for dependent care expenses (i.e. daycare), NOT medical expenses 
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Your Benefits 
Enrolling in a Dependent FSA 

Elect the amount you 
would like in either 

the “Bi-Weekly 
Deferral” box or the 

“Total Deferral 
Amount” box. When 
you click elsewhere 
on the screen, the 

other box will 
automatically 

calculate for you. 
When finished, click 
the “Submit” button. 
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Your Benefits 
Enrolling in Voluntary Short Term Disability Coverage 

To enroll, click the button “Get Cost Estimate.” To decline click “I’m not interested” 

You will be prompted to answer two prerequisite questions. Select the 
correct answers, then click “Continue” 
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Your Benefits 
Enrolling in Voluntary Short Term Disability Coverage 

If you answered “Yes” to the question “Do you have any other Disability Income 
Insurance in force or applied for, excluding any employer paid plans?” you will be 

prompted to fill in additional information about that insurance. When you have filled in 
the required information, click the “Add” button. 
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Your Benefits 
Enrolling in Voluntary Short Term Disability Coverage 

First select the “Weekly Benefit 
Amount” you would like to receive. The 
available options are calculated based 

on your salary and plan rules.  

Select the plan in which you would 
like to enroll. The premiums are 

calculated based on your selected 
“Weekly Benefit Amount” and plan 

rules. 

When finished, click “Continue” 
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Your Benefits 
Enrolling in Voluntary Short Term Disability Coverage 

Enter your “Job Title,” then click the “Continue” button. 
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Your Benefits 
Enrolling in Voluntary Short Term Disability Coverage 

Read the Acknowledgement, then click the “Continue” button. 
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Your Benefits 
Enrolling in Voluntary Short Term Disability Coverage 

Next you will come to a copy of the application in which your information from this enrollment 
has been populated. You may print a copy for your records or simply click the “Continue” 

button. 
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Your Benefits 
Enrolling in Voluntary Short Term Disability Coverage 

Read the Applicant’s Statement, then 
click the “Sign” button. After you have 

done so, your signature will be 
electronically acknowledged. Then click 

the “Submit” button to finish your 
enrollment. 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

When you enter 
the benefit, a 

video will pop up 
to give you more 
information on 
the benefit. You 
may close out of 

this video by 
clicking the “X” 
box in the top 
right corner. 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

To enroll, click the button “Get Cost Estimate.” To decline click “I’m not interested” 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

Select your Coverage 
Level, then add any 

additional Riders you 
would like for the plan. 
If you hover over the 
“i” next to the Riders 

with your mouse, 
additional information 

about the rider will 
pop up. When you 

have finished making 
your elections, click 

the “Continue” button 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

You will be prompted to answer an eligibility question. Select the 
correct answer, then click “Continue” 

Enter your “Place of Birth,” then click the “Continue” button. 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

You will be prompted to answer two prerequisite questions. Select the 
correct answers, then click “Continue” 

If you answered “Yes” to either question, you will be prompted to fill in additional 
information about that insurance. When you have filled in the required information, 

click the “Continue” button. 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

Select one of the listed 
“Potential Beneficiaries” or 

write in a new one. You 
must complete all fields for 
the new beneficiary. Fill in 
the percent of the benefit 

you wish for that person to 
receive, with  the total 
percents adding up to 

100% for all of the 
beneficiaries. When 

finished, click the 
“Continue” button. 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

You will be brought to a Summary of Elections. Review, then click the “Continue” button. 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

Read the Agreement and Declaration, click 
the “I read and agree to all the statements 
above” box, then click the “Sign” button. 

After you have done so, a signature box will 
appear on your screen. Click “Accept,” Then 

click the “Submit” button to finish your 
enrollment. 
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Your Benefits 
Enrolling in Accident Plus (EAOP) Coverage 

You will be brought to a page with information about your enrollment status. To exit, 
click the “Close” button. 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

When you enter 
the benefit, a 

video will pop up 
to give you more 
information on 
the benefit. You 
may close out of 

this video by 
clicking the “X” 
box in the top 
right corner. 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 
To enroll, click the button “Get a quote.” To decline click “I’m not interested” 

You will be prompted to answer two eligibility questions. Select the 
correct answers, then click “Continue” 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

Read the information about the electronic enrollment, then click the button “I Agree.” 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

Answer the tobacco 
use questions and 
select the Benefit 
Amount and the 
Coverage Level. 
When you are 

finished, click the 
“Continue” button. 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

You will be prompted 
through a series of 

eligibility questions. 
Answer all of the 

questions, then click 
“Next” 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

Answer the Cancer Rider Questions, then click the “Next” button 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

Select one of the listed 
“Possible Beneficiaries” or 

write in a new one. You 
must complete all fields for 
the new beneficiary. Fill in 
the percent of the benefit 

you wish for that person to 
receive, with  the total 
percents adding up to 

100% for all of the 
beneficiaries. When 

finished, click the 
“Continue” button. 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

You will be brought to a Summary of Elections. Review, then click the “Continue” button. 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

Next you will come to a copy of the application in which your information from this enrollment 
has been populated. You may print a copy for your records or simply click the “Continue” 

button. 
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Your Benefits 
Enrolling in Critical Assistance Plus Coverage 

Read the agreement, then sign 
the application by entering a 

PIN at the bottom of the page. 
This PIN is made up of different 

verification pieces; the last 4 
digits of your SSN, the month 

and day of your birth and your 
mother’s maiden name. Once 
you have filled these in, click 

the “Accept” button. 



Your Summary 
When you have finished your enrollment, you will be brought to a summary page that 
will show you a synopsis of all of your information. You may click the “Edit” button in 

each section to go back to the corresponding tab. 

Review the entire summary page. 
When you are finished, click 

“Continue.” 
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You may print out 
your requested 

changes by clicking 
the link “Get Printer 

Friendly Version” 
on this page. This 

will show your 
REQUESTS, not your 
enrolled coverage. 



Finishing Your Enrollment 
After reviewing all other tabs, you will be brought to the “Finish” tab. If you are 

not ready to submit your changes, click “I plan to return.” If you are ready to 
submit your changes, click “I finished.” Clicking exit will log you out of the 

system. 
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Return to the System 

When you return to the system, you will have the option of 
starting your enrollment from the beginning or returning to 
where you left off. Click either “Review from the beginning” or 
“Review enrollment from last confirmed step,” then click 
“Continue.” 
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Your Tools 
The tools in the top right hand 

corner are here to assist you with 
your enrollment. 

“Account Management” 
allows you to verify 
your User Name. To 

change your user name 
and password, contact 

your HR representative. 

“Sign Out” allows you to exit the 
system. You may restart next time 

from where you have left off. 

“Tools” links you to your Benefit 
Statement and Financial 

Calculators. 
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Messaging 
“Messaging 

Center” allows 
you to view and 
send messages. 

Type the message subject in the 
“Subject” box, then the message text 
in the “Message” box. Hit “Send” to 

send the message to the HR 
Administrator. 

When you have a message from your 
administrator, it will appear as you log in. 
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Your Benefit Statement 
Select “Benefit 

Statement” under 
the “Tools” menu. 

Click “Generate” to create your report. It 
will only show your current in force 

coverage, not your unapproved requests. 

Please wait while your statement is being 
created. It may take a few moments. 

You will be notified when the statement is 
completed. Click the link to view the 

report.  
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Your Benefit Statement 

The file will download to your 
computer. You will be able to open a 

PDF summarizing your currently 
enrolled benefits. You may print this 
report to have on record. Note: it will 

not reflect your requested changes 
until they are processed by an 

administrator. 
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