Accessing the CCPS Portal

1. Open your CHROME browser. Chromee is the preferred browser.

2_Visit https://portal.collierschools.com/
OR
Visit the District Website and click on CCPS Portal on the top of the page.
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3. Enter your CCPS network username. **If you have issues logging in or need to reset your
password contact the helpdesk at 377-0445 or via email at HelpDesk@collierschools.com**

4. Click Next.

5. Log in using your CCPS network username and password.
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Starting Your Life Event

Click on “My Benefits”
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1. Click on Life Events

My People My Benefits v My Deductions Acdknowledgement Statements Life Events

2. Click on “Life Events”
[A] Life Events

3. Click onyour Life Event - Birth of child

Birth of child
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mailto:HelpDesk@collierschools.com

4. Addyour newborn child by clicking on the “Add Newborn” button. Enter the child’s name,
DOB, SSN (if available), relationship, and gender then click “OK”

Add Person

First MName: *
@) Newborns
i . tiddle Name:
Let's start by adding any newborns you'd like to Middle Name
i — ile
Last Name: *

L, Add Newbomn

Date of Birth: *

Relationship:
Select Relationship

Gender: *

Select Gender

5. Ifyou need to add another newborn, click again on “Add Newborn”
6. Answer the spouse disclosure question for the Dual Spouse Plan eligibility then Click
“NEXT”

,9,*' Spouse

Is your spouse employed by CCPS?

O Yes O No

7. Review the requested medical plan, including your per pay premium and dependent(s).
Your newborn child should have been added automatically

Employee + 2 Children

$177.82/pay (9 pays)
$1,600.35fyear @
0 Under this life event you may add other eligible dependents (Spouse or
Children). Select the new plan (if applicable) and the other dependents



8. Review and modify any other benefits eligible for changes under this life event listed on the
left-hand side menu

|:J Start
@ Medical
3 Flexible Spending Account (FSA) Medical
B Flexible Spending Account (FSA) Dependent Care
@ Dental
Vision
@) District Provided Life and AD&D Insurance

A Voluntary Life Insurance - Employee

® 00006606

@ Voluntary Life Insurance - Child

9. Upload required dependent documentation under the Documents page
» Click “Upload File”
> Click on “Select Files” to upload document then click “Close” then click “Next”

Select files...

Accepted File Types: jpg .jpeg .gif tiff .png .pdf .doc .docx
Maximum File Size: 2M

Close

10. Review your elections on the Summary Page and click “Submit”

Submit 5

To Upload Documents After Life Event is Submitted

1. Gotoyour CCPS Portal and click on “My Benefits”
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2. Click on Life Events

Acknowledgement Statements Life Bvents

My People My Benefiis My Deductions

3. Click on “Life Events”

[ Life Events



4. Scrolldown to Your Life Event and click on the red exclamation icon to upload the required
dependent document(s) and/or SSN

Life Event Type Life Event Status Created At + Start Date

@ @ Birth of child In Review 08/23/2024 9:36:13 AM | 08/20/2024

Missing items:

Missing Birth Certificate

Test Test - Missing Social Security Number



