
PlanSource Online Enrollment

Life Event
Per IRS rules, once you enroll in your benefits choices, your decisions remain in effect 
for the rest of the plan year. However, you can make certain changes during the year if 
you have a qualified life event. 

The following are examples of changes in status or life events:
• Marriage, divorce, legal separation or annulment.
• You give birth to or legally adopt a child, you gain guardianship or a child is placed in your home 

for adoption.
• Your spouse begins/ends employment.
• You/your spouse experiences a change in employment status or work schedule that affects 

benefits (e.g. going from full-time to part-time or vice versa and taking or returning from an 
unpaid leave of absence).

• Your spouse’s Annual Open Enrollment period
• Your dependent gains or loses coverage or satisfies or ceases to satisfy the eligibility 

requirements for the plan

Changes to coverage must be made within 30 days of the date of the Life Event and 
supporting documentation must be provided.  Documentation may be provided
through the online process or emailed to benefits@isd622.org. 

*Changes made after 30 days and/or if supporting documentation is not received, the change will 
not be approved. You will then need to wait until the next Annual Open Enrollment period to change 
coverage.



E M P L O Y E E  L O G I N  A N D  P R O F I L E  S E T U P

Single sign on employee login
When you’re ready to choose your benefits, the first step is getting on the platform. 

Follow this link: PlanSource Login

Need help logging in? Reach out to benefits@isd622.org
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Life Event Enrollment
If something changes in you or a family member’s life, like getting married, having a 
baby, or losing other coverage, you may be able to update your benefits through a life 
event enrollment..
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To get started:

1. From your benefits dashboard 
(home page), click
Start Life Event.

2. Use the search bar to find the 
life event that applies to your 
situation, then select it.

3. Enter the date the life event
occurred and add any helpful 
notes.

When you're ready, scroll down 
and click Looks Good, Continue.

The system will guide you through 
updating your benefits based on your life 
event.



E M P L O Y E E  L O G I N  A N D  P R O F I L E  S E T U P

Profile
As part of your benefits enrollment,  you’ll start by reviewing your profile. This is your 
chance to make sure everything looks right before moving forward.

You’ll first have the option to choose an avatar or upload a profile picture. This step is 
totally optional, so feel free to skip it if you'd like. Just click Let’s Continue when 
you’re ready.

Next, you’ll be asked to 
check your personal 
details, like your name, 
address, and contact 
info.

If something looks off, 
just click the Edit Info
button to make changes. 

Need to update 
anything else? Don’t 
hesitate to reach out!

Once everything looks 
good, click Save at the 
bottom of the page. 
Then click Let’s 
Continue to move on to 
the next step.
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E M P L O Y E E  L O G I N  A N D  P R O F I L E  S E T U P

If you want to enroll your spouse, children, or other eligible dependents in any 
benefits, you’ll need to add them to your profile first.

1. On the Manage My Family page, click + Add Family Member.

2. A form will pop up. Just fill in your family member’s information and 
click Save.

3. Repeat this step for each person you want to add.

Once personal information has been reviewed and all family members have been 
added, you can now begin shopping for benefits by clicking Let’s Continue.

Confidential and proprietary
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E M P L O Y E E  B E N E F I T  S H O P P I N G  E X P E R I E N C E

Understanding the enrollment dashboard
At the top of the screen, you’ll see links to the mains sections: Profile, Benefits, 
Financial, and Details. You can click any of these at any time to go back and review or 
update your information.

After you’ve made all your benefits selections, you’ll be able to return to the final 
review stage, just click on Details.
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You’ll also notice a running total of your benefit costs in the top right corner. This 
updates in real time as you make your selections.

As you view your benefits, you’ll see one of two buttons next to each plan:

• Explore means you need to take action. To either enroll in or decline that benefit 
before you can move forward.

• View/Change means you’ve already made a selection. You’re not required to 
review it again, but you can update your choice if you’d like.
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The Benefits list shown below is a sample only and may not exactly match your 
Benefits list.
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E M P L O Y E E  B E N E F I T  S H O P P I N G  E X P E R I E N C E

Confidential and proprietary

As you move through your enrollment, each benefit section will unlock one at a time. 
You’ll start with Health, Dental, Employer-Paid, Life and Disability, and finally Other 
benefits. This step-by-step approach helps ensures you don’t miss anything important 
and gives you the flexibility to make changes if needed.

At the top of each benefit page, you’ll see which family members are currently 
selected to be covered. If someone listed shouldn’t be included in that specific 
benefit, just uncheck their name. The system will automatically update your coverage 
level based on who’s selected.

Take your time exploring each option. The platform is designed to guide you through 
the process and help you make confident choices that fit your needs.
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E M P L O Y E E  B E N E F I T  S H O P P I N G  E X P E R I E N C E

Confidential and proprietary

When enrolling in a benefit, you’ll be able to see all available plan options. You can 
view plan details to learn more about each one and compare them to see how plans 
stack up side by side.

Once you’ve found the plan that works best for you, click Choose Plan to make your 
selection.
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E M P L O Y E E  B E N E F I T  S H O P P I N G  E X P E R I E N C E

Confidential and proprietary

If you don’t want to enroll in a particular benefit, that’s okay! Just click Decline 
Coverage. 

You’ll go through each benefit listed on your dashboard and either enroll or decline. 
This step is required before you can move forward.

You may also see some employer-paid benefits (these are benefits your company 
provides at no cost to you). If so, click Explore to review and acknowledge your 
enrollment in those plans.
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E M P L O Y E E  B E N E F I T  S H O P P I N G  E X P E R I E N C E

Confidential and proprietary

Once you’ve made your selections, the Let’s Continue button will become active. Click 
it to move on to the final steps of your enrollment.

This page includes additional benefits such as Life, Disability, and Flexible Spending 
Account. 

You’ll need to review each one:

• If you see Explore, that means you need to either enroll in or decline that benefit 
before moving forward.

• If you see Change, you’re already enrolled, but you can still make updates if you’d 
like.

Take your time reviewing everything. Once you’ve made your selections, you’re 
almost done!
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E M P L O Y E E  B E N E F I T  S H O P P I N G  E X P E R I E N C E

Confidential and proprietary

For certain benefits like Flexible Spending Accounts, you’ll be asked how much you’d 
like to contribute.

You can use the buttons labeled Annual, Per Month, or Maximize My Contribution to 
help you decide what works best for your budget. Once you enter your contribution 
amount, the system will automatically calculate your Total Annual Contribution. If 
your employer contributes to the benefit, that amount will also be shown.

When you’re happy with your selection, click Looks Good, Continue to return to the 
contributions page.

Once you’ve enrolled in or declined all benefits in each category, the Let’s Continue 
button will become active. Click it to move forward to the Benefit Details & Review 
section of your enrollment.

If you want to go back and review or change anything before continuing, just click on 
the blue tiles at the bottom of the screen. 

If you make changes to your elections, like increasing coverage or changing who’s 
covered, you may be prompted to revisit earlier sections. This ensures your selections 
remain accurate and eligible based on updated information, helping you avoid any 
surprises during final review
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E N R O L L M E N T  D E T A I L S

Beneficiaries
If you’re enrolling in benefits like life insurance, you’ll need to add at least one 
beneficiary. This is the person who would receive the benefit if something were to 
happen to you.
To get started, click on the 0/# Complete link next to the benefit. Then:

1. Click + Add 
Beneficiary to enter 
your primary 
beneficiary’s information.

2. You can also add a
secondary beneficiary
if you’d like. This person 
would receive the benefit 
if your primary beneficiary 
is unavailable.

3. Make sure the total 
percentage you assign to 
your beneficiaries adds up 
to 100% for each benefit.

Once you’ve added your 
beneficiaries, click Save.

You’re ready to move on to the final 
steps of your enrollment by selecting Looks Good, 
Continue.
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E N R O L L M E N T  D E T A I L S

Review and checkout
This is your chance to review all your benefit choices and make sure everything looks 
right before submitting.

Double-check your plan selections and the total cost of your benefits.

If you want to make a change, just click the Change button next to the benefit you’d 
like to update.

You’ve reviewed your benefits, now it’s time to 
check out and lock in your choices. When everything looks good, scroll to the bottom 
of the page and click Checkout.
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E N R O L L M E N T  D E T A I L S

A pop-up will appear asking you to confirm your selections. If everything is correct, 
click Confirm to complete your enrollment.

If you missed anything, like a benefit you didn’t explore or a required field you didn’t 
complete, you’ll see a message letting you know what still needs attention. Just follow 
the prompt to go back and finish that section.

Once all your benefits have been selected or declined and everything is complete, 
your enrollment will be finalized. Great job!

Once you’ve submitted your benefit elections, you may be directed to a To-Do List 
with follow-up items that need your attention. This will help you stay on track, you’ll 
see a banner at the top of the page explaining why you're here instead of the home 
dashboard.  Follow any listed instructions to complete your enrollment. You can 
always return to the Home page when you're done.
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W H A T  H A P P E N S  N E X T ?

From the home screen, you can email or download a copy of your benefit elections.

If you have any questions, please contact the Benefits Office at 
benefits@isd622.org or (651) 748-7492.

You may make changes to your elections within your new enrollment period, by 
clicking on Update My Benefits. 

E N R O L L M E N T  D E T A I L S

Your enrollment will be reviewed, approved and communicated to the insurance 
companies.  If applicable: 
• You will receive a medical and/or dental ID card with 14-21 days of completing 

your enrollment.  
• There is not a card for the vision coverage.  The eye clinic will verify coverage 

directly with VSP. 
• You will receive information from MEDSURETY within 21 days if you enrolled in 

the flexible spending (medical or dependent care), VEBA health plan or HSA 
health plan/

• Paycheck deductions will appear or be adjusted within two paychecks.
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