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Purpose: Enroll in My Benefits 
Audience: All Teammates 

Created Date: 07/27/2021 
Latest Revision Date: 09/27/2021 

 
Use this job aid for newly hired teammates, newly eligible teammates due to a status 
change, and for benefit-eligible teammates during open enrollment.  
 
Do not use this job aid when you experience an external life event such as marriage, 
adoption, or birth. 

 

NAVIGATION ME → BENEFITS → MAKE CHANGES 

Step 1: 
Click on the 

Me tab. 
 

 

 
 

Step 2: 
Click on 

Benefits tile. 
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Step 3: 
Click on Make 

Changes 
below your 

profile picture. 

 

Step 4: 
Click the + 

Add button.  
 

Note: Click 
Continue if 
not adding a 
dependent. 

This takes you 
to Step 7. 

 

Step 5: 
Enter contact/ 

dependent 
information if 
applicable, 
then click 
Submit. 

 
Note: Repeat 
this process 
for each new 

contact/ 
dependent. 
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Step 6: 
This takes you 

back to the 
Before You 
Enroll page. 

Click 
Continue. 

  

Step 7: 
Read 

Attestation 
and click 
Accept. 

 

Step 8: 
Click pencil 
edit icon to 
make your 
coverage 
elections. 
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Step 9: 
Enter 

elections by 
clicking box of 
your choice. 
Scroll down 
page to view 
all election 
categories. 

 

Step 10: 
Click 

Continue to 
review your 

elections. Edit 
as necessary. 

 

Step 11: 
Click Submit 
to complete 

your benefits. 
 

Step 12: 
Review the 

Confirmation 
page to 

identify any 
Pending 
Actions.  

 
 

 

Tips 
 

• Pending actions are found in the Pending Actions tile on the main Benefits screen. Check this after 
benefits enrollment to complete any noted action steps. 
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Notes 
 

If you need assistance in adding or updating beneficiaries, please call 704-631-1500, Option 1. 
 

For Atrium Health Navicent teammates, please call the Benefits Service Center 1-800-964-4780, select 
the option for Macon. 

Policies  
 

  

Atrium Health Human Resources Health, Dental, and Vision Benefits 3.02 

 

Atrium Health Human Resources Short Term Disability (STD) Benefit 3.08 

 

Atrium Health Human Resources Life Insurance Benefit 3.10 

 

For Atrium Health Navicent, policies are located in Policy Tech at https://navicenthealth.policytech.com. 

 

https://atriumhealth.policytech.com/docview/?docid=12138
https://atriumhealth.policytech.com/docview/?docid=12142
https://atriumhealth.policytech.com/docview/?docid=12144
https://navicenthealth.policytech.com/

