
• Login to UKG Pro (the same system that 
manages timecards) using a laptop or 
desktop. Please use Firefox, Chrome, or 
Edge as your web browser. 

• Navigation: 
Menu > Myself > Benefits > Manage My 
Benefits

• Troubleshooting UKG access error:
• Make sure you are using the latest 

version of Chrome, Mozilla, or Edge. Any 
other web browser, UKG receives this 
error. 

• Try to clear your cookies/cache and login 
again. Different web browsers vary but 
you should be able to google how to do 
this. 





Please scroll down to the bottom 
of the page







To make changes to current election, please clieck “View or Change”.
Benefits with the “Shop Plans” button will need a selection. 





To confirm you have gone through all the benefits, you will see a check out button at the bottom. Please click “checkout” to lock in 
your enrollment. If there is no to check out button, please go back and make a selection for any benefit that has a “shop plan” tab. 



After checking out, based on your enrollment, additional paperwork may be needed. This will keep track to your to-
do list and will prompt reminders if you need to upload additional documentation. 
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