User Guide

Introduction
Welcome! In the following pages, this guide will provide you step-by-step
instructions on how to utilize the bCEnroll platform to enroll in your health and
voluntary benefits for the upcoming plan year. Before you begin, make sure you are
enrolling within your company’s open enrollment timeframe. If you have
dependents and beneficiaries, please have their date of birth and social security
numbers available, as this information is also required during the election process. If
you have any questions, please contact your designated Human Resources
representative.
We hope you will enjoy your shopping experience using the bCEnroll system.
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Getting Started
To log into bCEnroll online, go to:

enroll.benefitsconnect.net/centralcss
LOGIN: Your username is the first 6 characters of your last name (if applicable), followed
by the first letter of your first name, which is then followed by the last 4 digits of your
Social Security Number.
PASSWORD: Your initial password is your Social Security Number (SSN). Please note, your
SSN should contain no spaces or dashes.

Once you are finished, click Sign In.
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Welcome Message

On this page, you are greeted with a welcome message provided by your employer.
Once you have read the necessary information from this page, click Get Started.

4

Home Page
On this page, you are able to navigate through bcEnroll by accessing your personal
information, dependents information, life events, beneficiaries, company
communications, and benefit information.

You will be able to edit any of the information that is held in these categories.
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Personal Information
The Personal Information page will give you the opportunity to complete your specific
demographic and census information. Be sure to fill out all of the required fields.
Required fields are indicated with a red asterisk (*).
Note: If you would like to receive a copy of your Benefits Summary via email, be sure to
enter your email address in the Email Address field.

Once you are finished, click Next.
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Emergency Contact Information
The Emergency Contact Information page should be completed as labeled by your
employer. To add an emergency contact, click Add Emergency Contact. This
information may be Edited at any time.

Once you are finished, click Next.

Edit Emergency Contact Information
Be sure to fill out all of the required fields; the required fields are indicated with a red
asterisk (*).

Once you are finished, click Next.
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Dependent and Beneficiary Information
The Dependent and Beneficiary Information page should consist of any benefit eligible
dependents, as well as any beneficiaries you plan to designate. Certain plans (such as
Basic Life or Voluntary Life) require Beneficiaries. Please note, if you are not prepared to
designate a beneficiary you will be presented with another opportunity to complete
this section at the time of election.
To proceed, click Add Dependent or Add Beneficiary. This information may be Edited
at any time.

Once you are finished, click Next.
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Benefit Plan Elections
The Benefit Plan Elections page is an illustration of the benefits that your employer is
offering. Each Benefit Type (e.g. Medical, Dental, and Life) will appear individually as a
separate page for you to select the respective plan and desired coverage.

Once you have selected a plan, click Next.
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Compare Plans (If Enabled)

The Compare Plans option affords you with the ability to select and compare up to four
(4) benefit plans. When more than two plans are selected, simply click on the Compare
This checkbox for all plans.

Once you have selected the Compare This buttons for all plans, the checkboxes will
become a Magnifying glass, press this button to compare the plans.
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Once you click Compare This, you will be directed to the Plan Comparison page.

After you are done comparing, you must click Back to return to your Benefits Selection
page and resume enrollment.
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Congratulations!
Upon finalizing your plan choices, the last page will display all of the data collected
during your benefit selection process.

Once you are finished, you have the ability to print or email your benefits summary and
send a copy to yourself and/or your company’s HR representative. Please be sure you
click the “Finish” button in order to secure your elections.
We hope you enjoyed your enrollment experience and thank you for using bCEnroll.
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