
EMPLOYEE GUIDE TO ENROLL IN BENEFITS WITH THEbenefitsHUB

WithTHEbenefitsHUB, you have access to benefits24 hours a day, 7 days a week,from anywhere that you haveInternetaccess.

Step 1:Login

Gotocrandallisdbenefits.comand clickthe“EMPLOYEELOGIN”link.  This will take you tothelogin screen.

Username:
Yourusernameis the first six (6) characters of your last name, followed by the first letter of your first name, followed by the lastfour (4)
digits of your Social Security Number.

Password:
Yourpasswordisyour full last name (excluding punctuation), followed by the lastfour(4) digitsof your Social SecurityNumber.

Examples:
Renee Wills555111111 John Doe987-65-4321
User name:willsr1111Password:wills1111User name:doej4321Password:doe4321

Web Address:crandallisdbenefits.com
User Name:____________________Password: ____________________

Step 2:Demographic Information

THEbenefitsHUBwill guide you through the simple enrollment process page by page.

EmployeeUsageAgreement:
Thisagreement is displayedwhen you login to the system as an employee.Pleaseread this section to ensure that you understand the
terms of your “electronic signature” withinTHEbenefitsHUB.  When youagree withthis information, clickCONTINUE.

EmployeeDataEntrySections:
 Personal Information: Please review current information for accuracy and enter in any new or missing information.  All fields in
BOLDare required.Please enter an email address if you have one–if you forget your password,the system will send you a newone.

 Dependent Information: Please review current information for accuracy and enter in any new or missing information forall
dependents.All fields inBOLDare required.  To edit dependentinformation, click on thepaper.Please make sure to indicate if your
child is a full-time student and/or claimed on your tax return as this could affect eligibilityon somebenefit plans.

Step3:Now you can select the benefits Information

Enrollment in Benefits:
Once all personal and dependent datahas beenentered, you will have access to enrollonlinein the benefits for which you are eligible.
Eachbenefit plan type(i.e. medical, dental, life) will appearindividually for you to select.

 ViewBenefitDescriptions:To view, click on theView Plan Outline of Benefitsorthe next to the name of the plan you would
like to review.This shows aplan summary and any available linksoradditional documentationrelatedto this plan.

 View Plan Cost:Click onthe box next to each eligible family member or choose the coverage levelyouwould like.Thecost will
automatically show up in the box to the right of the members’ namesor the “Election Summary” boxand will be updatedas coverage is
adjusted.

 ViewTotal Benefit Cost:As you selectplans,thecost will beadjusted inthe “Election Summary” box to the right of theplans.

 Forms:One or more of your Benefit Plans may require a paper form to be submitted with the Insurance Carrier.If this is the case,
THEbenefitsHUBwill prompt you to print the necessary formsduringyour online enrollment session.

Step4:Beneficiary Information

Beneficiary Information:
Beneficiaries are required; please choose yourbeneficiaryfor each applicableplan.
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