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Step1: Review Your Options 

 
Carefully review your benefits and choices for the current plan year.   You have decisions to make as 

you customize your benefits for the needs of you and your family.  You have 31 calendar days from 

your date of hire or upon becoming newly eligible to complete your benefits enrollment. 
 

Step 2: Log in To Enroll 
 

When you are ready to make your choices ï but before the 31 calendar day deadline, log in to 

MyBGSU www.bgsu.edu and enroll in the benefits you have available to you.  This website is available 

24 hours a day, seven days a week from any computer.  If you do not have access to a computer, 

kiosks are available across campus, and computers are available in the BGSU computer labs. 

 

 
 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

http://www.bgsu.edu/
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Enter your USERNAME and PASSWORD and click LOG-IN. 
 

 
 
 

 

 

 

If you receive this message, click Yes. 
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On the left hand side, under My Services, click Benefits Enrollment then Benefits Enrollment under 

that. 
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Step 3: Make Your Elections 
 
The instructions on the Benefits Enrollment  pages will guide you through the enrollment process.     
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Once you elect your coverage for each of the benefits, you will be able to view the Before Tax and After Tax 
benefit costs for the benefits elected.  
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Step 4: Enroll Your Dependents 
 

Donôt forget to enroll your dependents. A Social Security number is required for your spouse and is 

desired for your other dependents.   Birthdates are required for all of your dependents.  If you forget to 

enter a birth date for your dependent, you will not be able to include them for health care coverage 

through self service.  Any data corrections to your dependents will require that you call the Office of 

Human Resources at 419/372-2112 or 419/372-2114.  You will be required to provide proof of 

dependency to the Office of Human Resources within 31 days of the coverage date.  
 
Please complete each of the fields highlighted in yellow then click the Save button. 
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Step 5: Submit your Benefit Choices 

 
When you have finished, the Benefits Enrollment system will summarize your elections and your 

costs.  If everything is correct, click Submit button to access the Submit Benefit Choices page and 

finalize your benefit choices.   
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Step 6: Finalize and Process Your Benefit Choices 

 
Make certain to read through the Submit Benefit Choices page carefully.  If need be you can return 

to the Enrollment Summary page to review your choices at any time up until the enrollment deadline. 

When you are satisfied with your choices, please click the Submit button to finalize and process your 

choices.  Once done, your enrollment will not be finalized until the next business day. 
 

Note: Once your enrollment is processed you may not be able to make any further benefit changes 

until the next Open Enrollment period in the fall or if you have a qualified family status change. 
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Step 7: Confirmation Statement 
 

A preliminary confirmation statement is available for printing immediately after you have 
submitted your elections.  A final confirmat ion is available the next business day  after the 
Benefits Department has processed the enrollments .  Confirmation statements will be available 
for 60 days from the date of becoming newly eligible for benefits.  A confirmation statement will  
not be sent to you.  You may also navigate to MyBGSU, Benefits  Enrollments  and view your 
Benefits Summary  on line .  Changes are not permitted once your elections have been 
processed. 
 

 


