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How to access e-Benefits: 
1. Contact the BIS Help Desk at 619-594-0899, Monday through Friday from 8:00am ς 4:30pm, for your 

temporary password or click ǘƘŜ άŦƻǊƎƻǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΚέ ƭƛƴƪ ŦƻǊ ǇŀǎǎǿƻǊŘ ǊŜǎŜǘǎΦ  
2. Go to: https://cmsweb.cms.sdsu.edu/psp/HSDPRD/?cmd=login 
3. Enter your User ID (RED ID) and password.  
 

 
 
 
4. Click on the Self Service link 

 
 
 
5. Select the Benefits Enrollment link. 
 

 

https://cmsweb.cms.sdsu.edu/psp/HSDPRD/?cmd=login
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6. On the Benefits Enrollment Screen, Click on the Select Button next to Health Benefit Enrollment or Open 

Enrollment row (blue bar).  If two events are available, you must complete the Health Benefit Enrollment 
first. If you wish to carry the same plan through Open Enrollment, you do not need to complete the second 
event. Note: IRS guidelines require that you re-enroll annually in the HRCA/DCRA programs. 
 

 
 

How to select your Medical benefits: 
1. Review the ōŜƴŜŦƛǘǎ ƭƛǎǘŜŘ ƻƴ ȅƻǳǊ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘΥ IŜŀƭǘƘ .ŜƴŜŦƛǘ 9ƴǊƻƭƭƳŜƴǘέ ǎŎǊŜŜƴΦ ¸ƻǳǊ ŎǳǊǊŜƴǘ 

selections (if any) will be listed under current. To change your plan or update your dependents, click on the 
ά9Řƛǘέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ŜŀŎƘ ōŜƴŜŦƛǘ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǳǇŘŀǘƛƴƎ (i.e. Medical, Dental, Vision). 
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2. Select an option. The radial button will indicate your current benefit (if any). Click the radial button next to 
the option of your choice.  If you will be electing Flex Cash in lieu of health coverage, select waive. 

 

 
 

a. If you choose Blue Shield HMO or Blue Shield NetValue and you (or your dependents) do not 
have a Primary Care Physician (PCP) on file, you will need to enter a PCP for you (or each of 
ȅƻǳǊ ŘŜǇŜƴŘŜƴǘǎύ ōŜŦƻǊŜ ȅƻǳ Ŏŀƴ ŎƻƳǇƭŜǘŜ ǘƘŜ ŜƴǊƻƭƭƳŜƴǘΦ /ƭƛŎƪ ƻƴ ǘƘŜ άSelect a Providerέ ƭƛƴƪ 

and click on blueshieldca.com/findaprovider ǳƴŘŜǊ ǘƘŜ ά¢ƻ ŦƛƴŘ ŀ ǇŜǊǎƻƴŀƭ ǇƘȅǎƛŎƛŀƴέ ƘŜŀŘƛƴƎ 
OR open a new window or tab and go to: https://www.blueshieldca.com/fap/app/search.html.  

i. /ƭƛŎƪ ά{ŜƭŜŎǘέ ǳƴŘŜǊ ά{ŜƭŜŎǘ ŀ Ǉƭŀƴέ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ŘƻŎǘƻǊǎ ƛƴ ȅƻǳǊ ƴŜǘǿƻǊƪΦ Select CalPERS 
under Medical Plan. 

ii. Select CalPERS Access+ HMO or CalPERS NetValue HMO on the CalPERS sub drop down list 
ŀƴŘ ά{Ŝǘ tƭŀƴΦέ  

iii. /ƭƛŎƪ ƻƴ ǘƘŜ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘ [ƛƴƪΦ ¦ƴŘŜǊ ά5ƻŎǘƻǊ ¢ȅǇŜ ƻǊ {ǇŜŎƛŀƭǘȅέ ōŜ ǎǳǊŜ ǘƻ ǎŜƭŜŎǘ Iah 
Personal Physician. (While your doctor may be in-network as a specialist, he or she must be 
designated as a HMO personal physician in order to be designated as your primary care 
provider.)  

iv. Click on the name of the doctor you are choosing and write down (or copy and paste) the 
provider number of the doctor you choose (not the medical group number).  

v. wŜǘǳǊƴ ǘƻ ǘƘŜ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘΥ IŜŀƭǘƘ .ŜƴŜŦƛǘ 9ƴǊƻƭƭƳŜƴǘέ ǇŀƎŜΦ  

https://www.blueshieldca.com/fap/app/search.html
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b. {ŎǊƻƭƭ ǳǇ ƻǊ Řƻǿƴ όŀǎ ƴŜŎŜǎǎŀǊȅύ ǘƻ ά{ǇŜŎƛŦȅ ŀ tǊƛƳŀǊȅ /ŀǊŜ tǊƻǾƛŘŜǊέΦ 9ƴǘŜǊ ǘƘŜ tǊƻǾƛŘŜǊ ƴǳƳōŜǊ ƛƴ 
this box.  

 

 
 
c.  If you do not assign the same doctor to your dependents, you will need to repeat Step 2A for each of 
ȅƻǳǊ ŘŜǇŜƴŘŜƴǘǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά5ŜǇŜƴŘŜƴǘ tǊƻǾƛŘŜǊ [ƛǎǘέΦ  

 
3. Scroll up or down (as necessary) ǘƻ ά9ƴǊƻƭƭ ¸ƻǳǊ 5ŜǇŜƴŘŜƴǘǎέ. Review the names in the table.  

a.    ¦ƴŘŜǊ ǘƘŜ ά9ƴǊƻƭƭέ ŎƻƭǳƳƴΣ Ŏheck the box(es) next to the name(s) you would like enrolled.  
b. ¦ƴŘŜǊ ǘƘŜ ά9ƴǊƻƭƭέ ŎƻƭǳƳƴΣ ǳncheck the box(es) next to name(s) of dependents to be removed.  

 
 

4. To enroll a dependent not ƻƴ ǘƘŜ ƭƛǎǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘκwŜǾƛŜǿ 5ŜǇŜƴŘŜƴǘǎέ ōǳǘǘƻƴΦ  
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5. /ƭƛŎƪ ǘƘŜ ά!ŘŘ ŀ ŘŜǇŜƴŘŜƴǘέ ƭƛƴƪΦ  
 

 
 

6. wŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ άǾŀƭƛŘ ŘŜǇŜƴŘŜƴǘ ǊŜƭŀǘƛƻƴǎƘƛǇǎέΦ  
 
7. Complete all fields with an asterisk (*). Student status will not affect eligibility.  Scroll to the bottom and 
ŎƭƛŎƪ ά{ŀǾŜέΦ 
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8. ±ƛŜǿ /ƻƴŦƛǊƳŀǘƛƻƴ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ άhYέΦ  
 

 
 

9. wŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ά5ŜǇŜƴŘŜƴǘ tŜǊǎƻƴŀƭ LƴŦƻǊƳŀǘƛƻƴέ ǇŀƎŜΦ {ŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ŀƴŘ ŎƭƛŎƪ ƻƴ 
ǘƘŜ άwŜǘǳǊƴ ǘƻ 9ƴǊƻƭƭƳŜƴǘ 5ŜǇŜƴŘŜƴǘ {ǳƳƳŀǊȅέΦ  

 
10. hƴ ǘƘŜ ά9ƴǊƻƭƭƳŜƴǘ 5ŜǇŜƴŘŜƴǘ {ǳƳƳŀǊȅέ ǇŀƎŜΣ ŎƭƛŎƪ ƻƴ άwŜǘǳǊƴ ǘƻ 9ǾŜƴǘ {ŜƭŜŎǘƛƻƴέ ƭƛƴƪΦ  
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11. Review the ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘΥ aŜŘƛŎŀƭέ ǇŀƎŜΦ LŦ ŎƻǊǊŜŎǘΣ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 
ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜέΦ  

 
 

 
 
12. ̧ ƻǳ ǿƛƭƭ ǎŜŜ ŀ ƳŜǎǎŀƎŜ ƛƴ ǊŜŘ ǘƘŀǘ ǎǘŀǘŜǎΥ άImportant: Your enrollment will not be processed until you 

submit your elections.έ Do not be alarmed as this is just a warning statement. You will complete this later 
in the process.  

 
13. wŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ά¸ƻǳǊ /ƘƻƛŎŜέ ŀƴŘ ά¸ƻǳǊ 9ǎǘƛƳŀǘŜŘ aƻƴǘƘƭȅ /ƻǎǘέΦ  

a. /ƭƛŎƪ άhYέ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘƛǎ ǎŜƭŜŎǘƛƻƴ ŀƴŘ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ƴŀƛƴ ǇŀƎŜΥ ά.Ŝƴefits Enrollment: Health 
.ŜƴŜŦƛǘ 9ƴǊƻƭƭƳŜƴǘέ 
OR 

b. /ƭƛŎƪ ά9Řƛǘέ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ŎƘƻƛŎŜǎΦ  
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14. hƴŎŜ ȅƻǳ ŎƭƛŎƪ άhYέΣ ȅƻǳ ǿƛƭƭ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ƴŀƛƴ ǇŀƎŜ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘΥ IŜŀƭǘƘ .ŜƴŜŦƛǘ 9ƴǊƻƭƭƳŜƴǘΦέ  
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How to select your Dental benefits: 
1. Your current selections (if any) will be listed under current. To change your plan or update your 
ŘŜǇŜƴŘŜƴǘǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ŜŀŎƘ ōŜƴŜŦƛǘ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǳǇŘŀǘƛƴƎ (i.e. Dental). 
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2. Select an option. The radial button will indicate your current benefit (if any). Click the radial button next to 
the option of your choice.  If you will be electing Flex Cash in lieu of dental coverage, select waive. 

 

 
 
3. If you choose DeltaCare USA and you (or your dependents) do not have a Primary Care Provider (PCP) on 

file, you will need to enter a PCP for each of you (or your dependents) before you can complete the 
ŜƴǊƻƭƭƳŜƴǘΦ /ƭƛŎƪ ƻƴ ǘƘŜ ά{ŜŀǊŎƘ ŦƻǊ tǊƻǾƛŘŜǊǎ ƛƴ ǘƘƛǎ Ǉƭŀƴέ ƭƛƴƪ OR open a new window or tab and go to: 
https://www.deltadentalins.com/PD/pmi/DentistSearch_PMI_discl.jsp?organization=DIRECT&product=Del
taCare%20USA.  
a. /ƭƛŎƪ άOKέΦ  
b. /ƭƛŎƪ ά/ƻƴǘƛƴǳŜΦέ 
c. ά{ŜŀǊŎƘ ōȅ ƭƻŎŀǘƛƻƴέ ƻǊ άCƛƴŘ ŀ {ǇŜŎƛŦƛŎ 5Ŝƴǘŀƭ hŦŦƛŎŜέ 
d. /ƭƛŎƪ ά{ǳōƳƛǘέΦ  
e. hƴŎŜ ȅƻǳ ŦƛƴŘ ŀ ŘŜƴǘƛǎǘ ǘƘŀǘ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǳǘƛƭƛȊƛƴƎΣ ǿǊƛǘŜ Řƻǿƴ ǘƘŜ άhŦŦƛŎŜ bǳƳōŜǊέΦ   
f. /ƭƛŎƪ ƻƴ άwŜǘǳǊƴ ǘƻ 9ƴǊƻƭƭƳŜƴǘΦέ 
g. Enter this Office Number in ǘƘŜ ά{ǇŜŎƛŦȅ ŀ tǊƛƳŀǊȅ /ŀǊŜ tǊƻǾƛŘŜǊέ ōƻȄ ƻƴ ǘƘŜ ά.ŜƴŜŦƛǘǎ 9ƴǊollment: 
5Ŝƴǘŀƭέ ǇŀƎŜΦ  

 

 

https://www.deltadentalins.com/PD/pmi/DentistSearch_PMI_discl.jsp?organization=DIRECT&product=DeltaCare%20USA
https://www.deltadentalins.com/PD/pmi/DentistSearch_PMI_discl.jsp?organization=DIRECT&product=DeltaCare%20USA
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4. {ŎǊƻƭƭ ǳǇ ƻǊ Řƻǿƴ όŀǎ ƴŜŎŜǎǎŀǊȅύ ǘƻ ά9ƴǊƻƭƭ ¸ƻǳǊ 5ŜǇŜƴŘŜƴǘǎέΦ Review the names in the table.  

a. ¦ƴŘŜǊ ǘƘŜ ά9ƴǊƻƭƭέ ŎƻƭǳƳƴΣ ŎƘŜŎƪ ǘƘŜ ōƻȄόŜǎύ ƴŜȄǘ ǘƻ ǘƘŜ ƴŀƳŜόǎύ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ŜƴǊƻƭƭŜŘΦ  
b. ¦ƴŘŜǊ ǘƘŜ ά9ƴǊƻƭƭέ ŎƻƭǳƳƴΣ ǳƴŎƘŜŎƪ ǘƘŜ ōƻȄ(es) next to name(s) of dependents to be removed.  

 
 

5. To enroll a dependent not ƻƴ ǘƘŜ ƭƛǎǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘκwŜǾƛŜǿ 5ŜǇŜƴŘŜƴǘǎέ ōǳǘǘƻƴΦ  
 

 
 
 

6. /ƭƛŎƪ ǘƘŜ ά!ŘŘ ŀ ŘŜǇŜƴŘŜƴǘέ ƭƛƴƪΦ  
 

 
 

7. wŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ άǾŀƭƛŘ ŘŜǇŜƴŘŜƴǘ ǊŜƭŀǘƛƻƴǎƘƛǇǎέΦ  
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8. Complete all fields with an asterisk (*). Student status will not affect eligibility.  Scroll to the bottom and 
ŎƭƛŎƪ ά{ŀǾŜέΦ 

 

  
 
 

9. ±ƛŜǿ /ƻƴŦƛǊƳŀǘƛƻƴ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ άhYέΦ  
 

 
 

10. wŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ά5ŜǇŜƴŘŜƴǘ tŜǊǎƻƴŀƭ LƴŦƻǊƳŀǘƛƻƴέ ǇŀƎŜΦ {ŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘtom and click on 
ǘƘŜ άwŜǘǳǊƴ ǘƻ 9ƴǊƻƭƭƳŜƴǘ 5ŜǇŜƴŘŜƴǘ {ǳƳƳŀǊȅέΦ  
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11. hƴ ǘƘŜ ά9ƴǊƻƭƭƳŜƴǘ 5ŜǇŜƴŘŜƴǘ {ǳƳƳŀǊȅέ ǇŀƎŜΣ ŎƭƛŎƪ ƻƴ άwŜǘǳǊƴ ǘƻ 9ǾŜƴǘ {ŜƭŜŎǘƛƻƴέ ƭƛƴƪΦ  
 

 
 
 
12. wŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘΥ 5Ŝƴǘŀƭέ ǇŀƎŜΦ LŦ ŎƻǊǊŜŎǘΣ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ of the 
ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜέΦ  

 

 
 
 
13. ̧ ƻǳ ǿƛƭƭ ǎŜŜ ŀ ƳŜǎǎŀƎŜ ƛƴ ǊŜŘ ǘƘŀǘ ǎǘŀǘŜǎΥ άImportant: Your enrollment will not be processed until you 

submit your elections.έ 5ƻ ƴƻǘ ōŜ ŀƭŀǊƳŜŘ ǘƘƛǎ ƛǎ Ƨǳǎǘ ŀ ǿŀǊƴƛƴƎ ǎǘŀǘŜƳŜƴǘΦ ¸ƻǳ ǿƛƭƭ ŎƻƳǇƭŜǘŜ ǘƘƛǎ ƭŀǘŜǊ ƛƴ 
the process.  
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14. wŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ά¸ƻǳǊ /ƘƻƛŎŜέ ŀƴŘ ά¸ƻǳǊ 9ǎǘƛƳŀǘŜŘ aƻƴǘƘƭȅ /ƻǎǘέΦ  
a. CƭƛŎƪ άhYέ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘƛǎ ǎŜƭŜŎǘƛƻƴ ŀƴŘ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ƴŀƛƴ ǇŀƎŜΥ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘΥ IŜŀƭǘƘ .ŜƴŜŦƛǘ 
9ƴǊƻƭƭƳŜƴǘέ 

OR 
b. /ƭƛŎƪ ά9Řƛǘέ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ŎƘƻƛŎŜǎΦ  
 

 
 
 
 

How to select your Vision benefits: 
1. Vision benefits are 100% paid. The only updates made to vision are dependent updates. To update 

dependents on the plan: 
a. Repeat steps 6-мс ƛƴ άIƻǿ ǘƻ 9ƴǊƻƭƭ ƛƴ IŜŀƭǘƘ .ŜƴŜŦƛǘǎέ hw άIƻǿ ǘƻ 9ƴǊƻƭƭ ƛƴ 5Ŝƴǘŀƭ .ŜƴŜŦƛǘǎέ 
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How to select your Flex Cash- Medical or Dental benefits (money in lieu of coverage): 
 
1. /ƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ŜŀŎƘ ōŜƴŜŦƛǘ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǳǇŘŀǘƛƴƎ (i.e. Dental Flex Cash and/or 

Medical Flex Cash).  
NOTE: You will need to repeat this process if you are electing Dental AND Medical Flex Cash. Electing one 
will not sign you up for both.   
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2. Select an option. The radial button will indicate your current benefit (if any). Click the radial button next to 
the option of your choice.  If you will be electing medical or dental coverage in lieu of extra money in your 
pay check, select waive. 
a. If you select, Flex Cash- ό5Ŝƴǘŀƭ ƻǊ aŜŘƛŎŀƭύΣ ǘƘŜƴ ά!ƭǘŜǊƴŀǘŜ tƻƭƛŎȅ LƴŦƻǊƳŀǘƛƻƴέ ŦƛŜƭŘǎ ǿƛƭƭ ŀǇǇŜŀǊΦ ¸ƻǳ 

will need to enter the information for your alternate ŎƻǾŜǊŀƎŜΥ LƴǎǳǊŀƴŎŜ /ŀǊǊƛŜǊΩǎ bŀƳŜΣ tƻƭƛŎȅ 
Number, and Social Security Number of the Policy Holder. If you do not have this information 
available, you can hit cancel and return to the system once you have gathered this information. If you 
do not have alternate coverage, then you are not eligible for this benefit.  

 

 
 
3. Click continue.  
4. ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ƳŜǎǎŀƎŜ ƛƴ ǊŜŘ ǘƘŀǘ ǎǘŀǘŜǎΥ άImportant: Your enrollment will not be processed until you 

submit your elections.έ 5ƻ ƴƻǘ ōŜ ŀƭŀǊƳŜŘ as this is just a warning statement. You will complete this later 
in the process.  
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5. wŜǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ά¸ƻǳǊ /ƘƻƛŎŜέ ŀƴŘ ά!ƭǘŜǊƴŀǘŜ tƻƭƛŎȅ LƴŦƻǊƳŀǘƛƻƴέΦ  
 

 
 

a. LŦ ȅƻǳ ŀƎǊŜŜ ǘƻ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǳƴŘŜǊ άbh¢9{έΣ ǘƘŜƴ ŎƭƛŎƪ άhYέ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘƛǎ ǎŜƭŜŎǘƛƻƴ ŀƴŘ 
return to the main ǇŀƎŜΥ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘΥ IŜŀƭǘƘ .ŜƴŜŦƛǘ 9ƴǊƻƭƭƳŜƴǘέ 

OR 
b. /ƭƛŎƪ ά9Řƛǘέ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ŎƘƻƛŎŜǎΦ  
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How to submit/finalize your selections: 
1. ²ƘŜƴ ȅƻǳǊ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘΥ IŜŀƭǘƘ .ŜƴŜŦƛǘ 9ƴǊƻƭƭƳŜƴǘέ ǊŜŦƭŜŎǘǎ ǘƘŜ ŘŜǎƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ǳƴŘŜǊ 
άb9²έ ŦƻǊ aŜŘƛŎŀƭΣ Dental, Vision, Dental Flex Cash (money in lieu of the benefit), Medical Flex Cash 
(money in lieu of the benefit), Flex Spending Health Care, and Flex Spending Dependent Care, then you 
can: 

 

 
a. Log out and your selections will be stored, but not submitted. This will allow you to return and make 

changes prior to the Health Benefit Enrollment/Open Enrollment deadline. If you do not return and 
click on the Submit button, all elections or changes will be lost! 

OR 
b. You can click ά{ubmitέ and begin finalizing your enrollment. 
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2. Read the information contained on this page.  

a. LŦ ȅƻǳ ŀǊŜ ǳƴǎǳǊŜ ŀōƻǳǘ ȅƻǳǊ ŜƭŜŎǘƛƻƴǎΣ ŎƭƛŎƪ ά/ŀƴŎŜƭέ ǘƻ ƳŀƪŜ ŎƘŀƴƎŜǎ ƻǊ ǘƻ ǎǘƻǊŜ ŎƘŀƴƎŜǎ ŀnd 
log off  
OR  

b. CƭƛŎƪ ǘƘŜ ōƻȄ ǳƴŘŜǊ ά5ƛǎŎƭƻǎǳǊŜǎ ŀƴŘ tǊƛǾŀŎȅέ ǘƻ ŀŦŦƛǊƳ ȅƻǳ ƘŀǾŜ ǊŜŀŘ ŀƴŘ ŀƎǊŜŜ ǘƻ the notices. 
i. /ƭƛŎƪ ǘƘŜ ά{ƛƎƴέ ōǳǘǘƻƴ ǘƻ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ǎƛƎƴ ȅƻǳǊ ŜƴǊƻƭƭƳŜƴǘ ŦƻǊƳǎΦ  
ii. /ƭƛŎƪ ά{ǳōƳƛǘέ ǘƻ ŦƛƴŀƭƛȊŜ ȅƻǳǊ ŜƴǊƻƭƭƳŜƴǘǎΦ  

 
3. hƴŎŜ ǎǳōƳƛǘǘŜŘΣ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ ά{ǳōƳƛǘ /ƻƴŦƛǊƳŀǘƛƻƴέ ǇŀƎŜΦ /ƭƛŎƪ άhYέΦ  
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4. ¢Ƙƛǎ ǿƛƭƭ ǊŜǘǳǊƴ ȅƻǳ ǘƻ ǘƘŜ ά.ŜƴŜŦƛǘǎ 9ƴǊƻƭƭƳŜƴǘέ ǇŀƎŜΦ bƻǘŜ ǘƘŀǘ ά9ǾŜƴǘ {ǘŀǘǳǎέ ƴƻǿ ǊŜŀŘǎ 
ά{ǳōƳƛǘǘŜŘέΦ  

 
 
 
 

5. If you have an email on file in PeopleSoft, an automatically generated confirmation email will be sent 
to you within 24-48 hours.  
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Verifying Elections 
Elections can be verified the following day except those made Friday through Sunday. These will be available 
the next business day. To view your elections:   

1. Go to: https://cmsweb.cms.sdsu.edu/psp/HSDPRD/?cmd=login 
2. Enter your User ID (RED ID) and password.  

 

 
 
 

3. Click on the Self Service link 

 
 

4. Select the Benefits Summary link. 
 

 

https://cmsweb.cms.sdsu.edu/psp/HSDPRD/?cmd=login
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5. ¢ƘŜ {ǳƳƳŀǊȅ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŘŜŦŀǳƭǘ ǘƻ ǘƻŘŀȅΩǎ Řŀte. To see your new elections, enter your benefits 

eligibility date. Dates listed below are dependent on timely election in the system.  
 

¶ New Hires:  
o Staff- Benefits are effective the first of the month following the date of hire.  
o Faculty, Lecturers, and TAs ς Benefits are effective October 1st for Fall Semester or March 1st for 

Spring Semester.  

¶ Current Employees:  
o Open Enrollment- January 1st of the next year.   
o Family Status Changes (FSCs)- Benefit changes are effective the first of the month following 

receipt of the form in the Benefits Office. (Must be within 60 days of a qualifying event)  
NOTE: FSCs are the only changes made in the system by the Benefits Department. All other 
elections are made through Self Service.  
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Verifying Dependent Elections 
Review dependent information by:   

1. /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά5ŜǇŜƴŘŜƴǘǎέ ƭƛƴƪ ǳƴŘŜǊ ά.ŜƴŜŦƛǘǎέ ƛƴ {ŜƭŦ {Ŝrvice.  
 

 
 
2. /ƭƛŎƪ ƻƴ άIŜŀƭǘƘ /ŀǊŜ 5ŜǇŜƴŘŜƴǘ {ǳƳƳŀǊȅέ 

 
 
3. ¢ƘŜ ǇŀƎŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŘŜŦŀǳƭǘ ǘƻ ǘƻŘŀȅΩǎ ŘŀǘŜΦ ¢ƻ ǾƛŜǿ ǘƘŜ ƴŜǿ ŜƭŜŎǘƛƻƴǎΣ ŜƴǘŜǊ benefits eligibility 

date. (SEE Verifying Elections Step 5) 
4. Click Go.  


