
BENEFIT ENROLLMENT

Employee Self Service – PeopleSoft eBenefits
Newly Eligible
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LOG INTO PEOPLESOFT HR

  Log into the Agora Portal

 https://portal.bc.edu

 Find the Human Resources box 
and click ‘PeopleSoft Human 
Resource Services’  
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Note: You will only be able to enroll in eBenefits after you have been hired into the PeopleSoft 
Payroll system and assigned a User ID and Password (typically day after entered into the 
system).



EMPLOYEE SELF SERVICE NAVIGATION – NEWLY ELIGIBLE
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Click the “Select” button to begin.

• Navigate to Self Service > Benefits > Benefits Enrollment



NEWLY ELIGIBLE – ENROLLMENT SUMMARY
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• Don’t forget to select the Basic 
Life enrollment option to assign 
Beneficiaries.

• Once you are done enrolling, click 
the “Save and Continue” button 
to finalize your elections.

• Select the “Enroll/Edit” button 
next to each benefit option to 
enroll.  



NEWLY ELIGIBLE – ADDING DEPENDENTS/BENEFICIARIES
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• Dependents and Beneficiaries will be added as part of the Health and Life Insurance Plan enrollment pages.  

To add a new dependent, 
click on the “Add/Review 
Dependents button”

Click on the “Add a 
dependent or beneficiary 
button”



NEWLY ELIGIBLE – ADDING DEPENDENTS/BENEFICIARIES
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Click “OK” to 
continue

Add the dependent details and click 
the “Save” button

Click “Return to Event Selection” to 
continue



NEWLY ELIGIBLE – ADDING DEPENDENTS/BENEFICIARIES
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For Health Plans, select the checkbox next to each 
dependent to be enrolled.

For Life Insurance Plans, enter 
primary (required) and contingent 
(optional) beneficiaries



NEWLY ELIGIBLE – SELECTING PROVIDER FOR HMO
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• If you are enrolling in Harvard Pilgrim HMO, you must enter a Provider ID for you and your covered dependents.

1. Click on the Select 
a Provider link to 
look up your Primary 
Care Physician.

2. Click “OK” button.

3. Select HMO or 
HMO Open Access 
to find a provider.



NEWLY ELIGIBLE – SELECTING PROVIDER FOR HMO
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4. Search for Providers and make 
sure to write the Provider ID 
Number down.

5. Close the window and click 
on the Benefit Enrollment 
Window.  Click the “Return” 
link.



NEWLY ELIGIBLE – SELECTING PROVIDER FOR HMO
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6. Enter the Provider ID Number 
and indicate if you have 
previously seen the provider.

7. If all of your dependents will use same 
PCP, check the box indicating.  If your 
dependents will have a different PCP, 
then click the “Important: Assign Provider 
ID for your dependents by clicking here.”



NEWLY ELIGIBLE – UPLOAD DOCUMENTATION
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Click on the Document Upload link.

• If you are adding a Spouse for the first time, you are required to provide proof. You can upload your documentation from the 
Health Plan Enrollment Pages.



NEWLY ELIGIBLE – UPLOAD DOCUMENTATION
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• If you are adding a Spouse for the first time, you are required to provide proof. You can upload your documentation from the Health Plan 
Enrollment Pages.

Enter NEW in the Life 
Event Type field and 
click the “Add” button.

Click on the “Add 
Attachment” button.



NEWLY ELIGIBLE – UPLOAD DOCUMENTATION

13

Please note: before you can upload an 
attachment, you will need to scan a copy of the 
document and save it to your computer.  

1. Enter a description of the document (e.g. 
marriage certificate) in the Subject field and Click 
the “Add Attachment’ button.  

2. Select the file to be uploaded and 
Click the “Upload” button. 

3. Click “Save”



NEWLY ELIGIBLE – UPLOAD DOCUMENTATION
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The saved documentation will be 
displayed in the grid.  Close the 
Window to return to your 
enrollment.



NEWLY ELIGIBLE – SUBMITTING ELECTIONS
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Click “Submit” to send your elections 
to the Benefits Office

• When you are done making elections and have clicked “Save and Continue” complete your 
elections by clicking the “Submit” button.



NEWLY ELIGIBLE CONFIRMATION STATEMENT
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• Review and Print a copy of your Confirmation Statement



EMPLOYEE SELF SERVICE –VIEW BENEFIT SUMMARY AND LAST 
PRINT CONFIRMATION STATEMENT
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• Navigation: Self Service > Benefits > Benefit Summary

Click “Confirmation Statement” for a copy of 
your last submitted Confirmation Statement.
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