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Home Page  

 

C. A quick link to the Employee Profile page is available.  

D. Announcements  

E. Resources (formerly known as Information Center)  

  

  

 

My Information, Profile  
Demographic information may be available to change depending on the settings in Security, Workflow Configuration, Portal Default 

Settings, Employee Access tab.  

 
  

  
 

 

  

 

 

C. My Info  
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Emergency Contacts  
Employee Emergency Contacts can be maintained during the year.  
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My Benefits, Current Benefits  
Current Benefits displays the most recent Employee Insurance Assignment detail which includes insurance with a future Effective 

Date and future Termination Date.  
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My Benefits, Enrollment  

 
A. If an employee has a benefit enrollment event (new hire, life event, or open enrollment) to complete, the number 1 displays to 

the right of My Benefits. Click My Benefits.  

 
B. Select Enrollment.  

C. Details about the enrollment along with the effective dates of the enrollment are shown. In this example, a Life Event is 

available for the employee.  
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D. Select Make Selection to make an insurance election.  
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G. Click the filename displayed to view the attached plan documentation.  

 
H. Select the radio button to the left of the desired plan and tier to elect a specific plan and tier.  

I. Depending on the tier you’ve selected, you may need to select the dependents you’d like to include on the elected plan/tier.  

a. Depending on the plan you’ve selected, you may need to specify Primary Care Physician information for your 

dependents and yourself.  

b. Some plans may also require that you specify any Other Insurance coverage you may have for this insurance type.  

J. You’ll be able to click Save Selection once you’ve completed all required information for a given insurance type.  

 
K. To make a change to an election or to view details about your election, click the Update button to the left of each insurance 

offering.  
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L. Click the disclosure arrow to view additional detail about your election.  
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N. After making all required insurance selections, the Review & Submit button in the lower right corner is available to select. 

Click the Review & Submit button to review and submit your elections.  

 
 

The Review Your Enrollment page displays. The disclosure arrows will reveal or hide dependent or beneficiary details.  

  



 

   10  

TYLER EMPLOYEE ACCESS ENROLLMENT PROCESS 

 
O. After reviewing your elections, scroll to the bottom of the Review Your Enrollment page. In the bottom right corner, is the 

Confirm & Submit button. Review the message in the lower left corner. Click the Confirm & Submit button to finalize your 

elections.  

 
P. We highly recommend printing or saving a copy of the Benefits Enrollment Confirmation Statement. Use the Print button to 

save or print a copy. Clicking the Return to Benefits button will bring you to your Current Benefits page. At this time, the 

Current Benefits page will NOT reflect your most recent elections. Once the new portal  

elections have been posted from Employee Benefits Enrollment (Portal) to Employee Insurance Assignments, the new 

elections will be displayed in Current Benefits.  
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My Tasks, Documents 
 

My Documents will display a list of all saved Benefits Enrollment Confirmation Statements. 

 

 

C. Click a document to view it. 
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