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Dear Employee, 

We are excited to announce the start of Open Enrollment on the ADP Employee Self Service* 
website.  

This letter explains what you need to do to complete your enrollments. The Open Enrollment 
period will last 3 weeks, starting 10/27/25 and ending 11/17/25. All changes to your benefits 
must be completed by 11/17/25. The changes that you make to your benefits will take effect 
on 1/1/26.  

Log in to Workforce Now to access the Employee Self-Service* website. 
https://workforcenow.adp.com 

 

 
 
 
 
 
 
 
 
 

 

 

Enter your User ID and password, and then click Sign In.  

Note: If this is your first time logging in, click Create account.  

Upon logging in, you will be presented with a pop-up showing important information about this 
Open Enrollment period. You can click Start Enrollment or Remind Me Later.  

Note: This pop-up is displayed each time you log in during the Open Enrollment period. 24-hours 
after submitting your selections the pop-up will no longer display.  

 

 

Select Start enrollment will bring you to the Myself – Benefits – Enrollments screen where you 
can click Start Enrollment. 

https://workforcenow.adp.com/
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You will be taken to the Welcome Note. Please review all the information on this page, as there 
are often important details regarding your Open Enrollment options. Click Next after reviewing 
the Welcome Note to move to Manage Dependents and Beneficiaries. 

 
The Manage Dependents and Beneficiaries page is where you can add, view and edit your 
dependent and beneficiaries. 
 
If you need to, select “Add” to add a new dependent/beneficiary. 
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Enrolling or Waiving Benefits  

• Health Insurance includes plan types Medical, Dental, Prescription 

 
 

Employees should only select Waive if you do not want to continue enrollment in a benefit or 
are not enrolled currently and a waive reason is required. 

 If you choose to waive a benefit, you will be required to select a Waive Reason. 

 

 

 



Page 4 of 6 
 

While enrolling in a plan, please be sure to indicate which dependents should be covered in the 
Covered Individuals section, if applicable. Then proceed with your enrollment.

 
Note: The coverage level for your enrollment (Employee Only, Employee + Spouse, Employee + 
Child(ren), Employee + Family) is driven by which dependents you enroll. 

When you choose to enroll in a plan, the Per Paycheck cost will be shown as $0.00. If you have 
questions about the cost of your plans, please consult the rate calculator on the employee 
benefits portal, or contact Human Resources. 

 

 

Confirm details may include some additional information needed (i.e. PCP-ID). 

Review your enrollment and covered individuals carefully before clicking on Confirm.  
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Once confimed, you will receive a confirmation message that you are now enrolled. 
 

 

 

Upload Documents: you will need to upload your Salary Reduction Agreement and any other 
forms pertinent to your enrollment or waiver of benefits (insurance rebate request, waiver of 
cafeteria plan forms). 

 
 

Review and Confirm 

Review all your selections/changes. When you have confirmed them, click Submit enrollment. 
Note that your benefit elections will not be processed until you click Submit Enrollment.  

Note: If you click Finish later, your enrollments will just be saved. You will need to return to 
complete your enrollment elections and submit Human Resources. 
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There will be a pop-up confirming your submission, you must select Yes. 

 

 

Please ensure you receive the confirmation note indicating your elections have been submitted.  

If you would like to make additional changes or modifications during the Open Enrollment 
Period, you may log in and navigate to Myself > Benefits > Enrollments and click the Make 
Changes in the Open Enrollment box. This will bring you back to the beginning of the 
enrollment event to make any desired election changes.  

 

 

 


