
How to complete Open Enrollment in Skyward 
 

Starting May 4, 2026, Open Enrollment will be open to update, enroll or cancel coverage. 

The last day to make changes for OE 2026-2027 will be May 20, 2026.  

NO LATE ENROLLMENTS WILL BE ACCEPTED 

Getting Prepared 

1. Review the Benefits page on the ISD 318 home page under Benefits.  

2. Use the Benefit Guide and all the internal links to gather information and utilize the resources it provides.  

3. If enrolling dependents; birthdate(s), SSN(s) and gender(s) will be needed.  

Getting Started 

1. Log into your Skyward account. Using a PC will work better than your mobile app, so plan accordingly.  

2. Click on the tile window that says Open Enrollment 2026-2027. 

3. Utilize the Open Enrollment Detailed Information document provided in the same email as this one. This can help 

when making enrollment decisions. 

4. Read the instructions provided to you on the General tab before you start. 

5. If you do not want to make any changes to your enrollment from last year, you can do so by using the “Default to 

Current Coverage” box. Keep in mind that Flex Spending (FSA) and Dependent Care accounts need to be enrolled annually.  

Review Your Coverages 

6. Update your dependents. Name, birthdate, SSN and gender. If you want to remove a dependent, use the  

If you want to add a dependent use the  

 

7. At the bottom of each page is a check box that needs to be checked for verification. 

 
 

8. Once you have made your selection, click on “Save & Next” button to move to the next benefit tab.  

  
 

9. Each tab on the left side of the screen will need to be reviewed. You can, keep coverage the same, make changes 

or waive coverage. If you make a change, make sure you update all the required information, including your 

dependents you are enrolling. 

 
 

10. HSA has an IRS Maximum contribution limit each calendar year. Changes can be made throughout the year on 

your Skyward dashboard. When electing coverage, you can do it annually or by pay period. 
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11. FSA is an annual election. You will need to elect this coverage if you want it for the 2026-2027 plan year. 

There are 2 options: *Medical FSA and Dependent Care. *Select Limited Purpose FSA if you have an HSA 

 

12. Life Insurance has two options, both would require some follow up paperwork to start your coverage. See the ISD 

318 website for applications. Failure to complete will delay or deny coverages. 

Review & Submit 

13. Once you have reviewed all the tabs, you should have a  next to all benefit tabs. If you have a , please go 

back and review what you missed and save your selections. 

 

14. If all elections look correct, you can submit your enrollment using the submit button. 

  
15. Read the Submission Agreement and complete the required information. 

 
16. Once submitted and if approved, the Benefits/Payroll office will process. If you have any questions, you can reach 

us at rdethloff@isd318.org or iolson@isd318.org. If we have any questions, we will reach out to employees on 

their district email accounts. 

 

17. If you open your enrollment, you must complete it. Any unfinished or incomplete enrollments will not be 

processed after 5/20/2026 and you will not be able to make changes until next Open Enrollment or if you have a 

Life Event mid-year.  

After Submission 

Once you have submitted your enrollment, you will get a message to let you know if it has been approved or denied. If 

denied, you will get a reason and then you will need to correct your enrollment and resubmit. To review your message, go 

to your Skyward dashboard and click on My Messages to review. You will also get a message to your district email. Check 

your junk or spam folder if you don’t see it in your inbox.  

  If approved, you are done.  
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