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Please be aware that Kronos Self Service works only with the 
Internet Explorer web browser. 
 
If you are attempting to use other web browsers, such as Mozilla 
Firefox, Safari, etc., you will not be able to successfully 
complete Open Enrollment or any other actions in Self Service.
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Getting Around 

Main Self Service Screen 
 

 
 

Applicable menu options: 
 Under Welcome   Benefit Enrollment 
 Under My Information  Life Events (Benefit Enrollment) 
 Under Reference  Current Benefits 

KRONOS Conventions: 

 Use  to get back to a previous page and/or the Self Service Home Page. 
 

 You can also select Home  (upper right-hand corner of the screen to return 
to the Self Service Home Page.  

 

   IMPORTANT:  Remember to save your changes for each 
page! 
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Current Benefits 
 
To view Current Benefit Enrollment elections, select Current Benefits under Reference. 

 
 

 
 
Currrent Benefits will list 

 Benefit Type 
 Plan Name 
 Election (Amount, Percentage, Coverage, or None) 
 Your Deduction (Bi-weekly) 
 Employer Contribution 
 Dependents 
 Beneficiaries 

 
You may also view your Current Benefits within Open Enrollment via: 

 Benefit Profile page OR 
 Step-Thru Enroll process 
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Benefit Enrollment 
To Get To Benefit Enrollments: 
 

1.  Select   
 

OR  
 

1.  Select Life Events under My Information 
2.  Then, select Open Enrollment 

 

 
 
The Open Enrollment page will open… 
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Two options 

1. Easy Enroll – Use this option if you have No Changes to make or if you know 
exactly which benefits you want to change. 

2. Step-thru Enroll – Use this option if you want step-by-step instructions. 

Easy Enroll 
1. When you select Easy Enroll, your Benefit Profile will be displayed.  This lists: 

 Your total Biweekly Deduction 
 Your employer’s Contribution 
 Benefit 
 Dependents 
 Current Elections 
 Current Deduction 
 New Plan Year Elections 
 New Plan Year Cost 
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2. To make changes, click on the specific benefit.  Make any changes.  Then 
click Save & Exit. 

 
 

3. If you have No Changes, click Save & Exit. 

Step Thru Enroll 
1. When you select Step Thru Enroll, a Benefits Checklist will be displayed. 

 
2. Select the benefits you want to enroll in and/or change. 
3. When you select Save and Continue, KRONOS will open the benefit pages for 

the benefits you selected. 
4. You can then make any changes. 
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Benefit Selection 

Medical, Dental, and Vision Plan pages 

Example of Medical Benefit Page 

 

 
 
Provider Web Sites: 
Specific benefit pages have a link to the Provider Website: 

 The Medical page has a link to the Cigna web site. 
 The Dental page has a link to the Guardian web site. 
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To Enroll in the Medical Plan (OR Dental, or Vision plans) 
1. Select either the HMO or PPO plan 
2. Select an Election Option: 

 Employee  
 Employee & Family (Employee, Spouse, and 1 or more children) 
 Employee & Spouse  
 Employee & Child(ren)  
 Note: the rates for each election option appear on the right. 

3. Note: For Domestic Partner enrollment, select: 
 Employee OR 
 Employee & Child(ren)  
 AND THEN, enroll your Domestic Partner (and/or your Domestic Partner 

and their Child(ren) on the associated DP Plan (i.e. Medical_DP, 
Dental_DP, or Vision_DP) 

4. Add/Update dependent information (if necessary). 
5. Select Save & Continue. 

To change your Physician (or Dentist): 
 Call Cigna Member Services @ 800 244-6224  or go to www.mycigna.com 
 Call Guardian Member Services @ 800 273-3330 (HMO) OR  800 541-

7846 (PPO) 

To Waive Coverage 
1. To waive coverage for any plan, select the checkbox for “I decline coverage.” 

 
2. Select Save & Continue.   
3. A separate window will open for you to confirm that you want to decline 

coverage.  Click the checkbox and select Save and Continue. 
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To Add a Dependent 

1. Select   
2. Enter the Dependent Information – see below.  Certain fields are required.  

These are designated by an *. 

 
3. Dependent relationship options include: 

 
 
 IMPORTANT:  The ONLY dependents that can be covered on plans are: 

 Child 
 Domestic Partner 
 Spouse 
 (Other relationships can be used for Beneficiaries ONLY) 
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Health Care Flex and Dependent Care Flex Plan Pages 
IMPORTANT:  You MUST select Health Care Flex & Dependent Care Flex EACH YEAR if 
desired.  There is NO automatic re-enrollment. 

Example of Health Care Flex 

 

To Enroll in Heath Care Flex (Or Dependent Care Flex) 
1. Select Enroll. 
2. Enter Election Amount in Dollars.  This is a per pay period election amount. 
3. Click Calculate.  This will update the Deduction amount. 
4. Click Save & Continue. 
5. Note:  If you do not specify an amount, the system will assume you wish to 

waive coverage. 



KRONOS Self-Service  
(Benefit Enrollment & Updating of Personal Information) 

Revised:  1/18/2010 11 of 17 

Life and AD&D Plan Pages 

Example of Spouse Supplemental Life  

 
 

 

To Enroll in Spouse Supplemental Life (or Child Sup Life) 
1. Note:  Employee MUST be enrolled in this plan in order to enroll either a spouse 

or child(ren).  This applies to AD&D as well. 
2. Enter Election Amount.  This is the amount for the coverage of the policy. 
3. Click Calculate.  This will update the Biweekly Deduction amount. 
4. Enroll and/or confirm Dependent (Name, Relationship, Birthday, and SSN).  To 

change any of this information, select Change. 
5. To add a Dependent, select Add Dependent. 
6. Add a Beneficiary – see instructions below. 
7. IMPORTANT: This plan requires that the Voluntary Life Evidence of Insurability 

form be completed and submitted to HR if electing an amount above the 
Guarantee Issue limit.  There is a link on this page to the form (see upper right-
hand corner of the form). 

8. Select Save & Continue 
 

Note: Election amounts for coverage of Spouse & Child differ: 
 Spouse (increments of $5,000 (or 5K) – maximum is ½ of employee’s election) 
 Child (increments of $2,000 (or 2K) – maximum of $10,000 or 10K) 
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To Add a Beneficiary: 
1. Select Add Beneficiary. 
2. Enter Beneficiary Information (Name, SSN, Relationship, Contact Information); 

fields with an * are required. 
3. Select Beneficiary Type of either Primary or Contingent. 
4. Specify the Percent of Benefit/Distribution.  Please note: if divided among 

multiple beneficiaries, the total must equal 100%. 
5. Select Save & Continue. 
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Domestic Partner Benefit Plan 

Example of Domestic Partner Benefit Plan 
 
The following domestic partner benefit plans have separate plan pages: 

 Medical_DP 
 Dental_DP 
 Vision_DP 

 

 

To Enroll in Domestic Partner Benefit Plan: 
1. First, as an employee, enroll in Main Benefit Plan (Medical, Dental, and/or 

Vision). 
2. Then, enroll Domestic Partner and/or family in corresponding Domestic Partner 

Benefit Plan (Medical_DP, Dental_DP, Vision_DP). 

Election Options: 
 Employee & Domestic Partner 
 Employee/Domestic Partner & Child (Child is the child of Domestic Partner) 
 Employee & Child/Domestic Partner (Child is the child of Employee) 
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Voluntary LTD Plan 
 

 

 

To Enroll in Voluntary LTD 
1. Select Enroll. 
2. Your biweekly deduction is automatically calculated based on your salary (and 

age). 
3. Click Save & Continue. 
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Benefit Summary 
When you have completed benefit selections, you will be presented with a Benefit 
Summary page. 
 

 
 

1. Review your elections. 
 
2. If you have no further changes, select Print My Benefits Summary (at the top 

of the page.) 

3. The, select Exit.   
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You will have two choices; select either: 
 “I’m finished”  
 OR “No I am NOT finished and might return later to make changes”  - If you 

choose this option remember to return before the end of Open Enrollment 
and select “I’m finished” to submit your information to HR. 

 

Benefit Information Reminder 
If you have any incomplete information, KRONOS will list the open issues in a Benefit 
Information Reminder page.   
WARNING:  Incomplete Information will delay your enrollment.  These reminders must 
be resolved - your enrollment will be flagged as “pending” until they are resolved.   
 

 
 
To resolve reminders:   
1.  Click Make Changes Now to return to the plans to make the necessary changes. 
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Questions? 
 

1. From the Main Benefits Enrollment Home Page, select Contact Us. 
2. Click on the e-mail link to Traci Hawkins, HR Specialist. 

 

 
 

3. OR from any plan page, click on the e-mail link to Traci Hawkins, HR Specialist. 
 


