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How to Make Benefits Elections

10. On this page, you will see benefit 
credits, which are based on your FTE and 
Employee Association. No changes are 
needed here. Click the green Continue 
button.

16. Choose your dental plan on this 
page. When you are finished, click the 
green Continue button.
17. Choose your vision plan on this 
page. When you are finished, click the 
green Continue button.

3. Click the dark blue Enroll Now button 
to begin selecting your benefits.

18.  On this screen, you can decide to 
pay for benefits on a pre- or post-tax 
basis by selecting the appropriate 
radio button next to your choice. 
When you are done, click the green 
Continue Button.

4. Read the Electronic Signature 
Agreement, click the small gray square 
to agree, then click the green Continue 
button.

8. On this screen, you will have the 
option to enter in the information 
of your dependents. First, click the + 
Add Dependent button, then select 
the dependent type. The Add New 
Dependent window will pop-up; enter in 
the personal information for each of your 
dependents, then click Add Dependent 
at the bottom of the window. When you 
have added all of your dependents, click 
the green Continue button.

11. Depending on the medical plan 
you chose, you will see an option to 
contribute to a Flexible Savings Account 
(FSA) or Health Savings Account (HSA). 
If you chose a CDHP high deductible 
plan, you will see an option to elect a 
contribution amount to an HSA. If you 
choose another plan, you will have the 
option to contribute to an FSA. Click 
Change Election to enter your desired 
amount. Click the green Continue button.

19. You don’t need to make any 
changes to this information as this is a 
benefit paid for by DPS. After reading, 
click the green Continue button.

12. You have the option to contribute 
to a Dependent Care Flexible Spending 
Account (DCFSA) if you meet the 
criteria. If you select yes and click the 
green Continue button, you will be 
directed to a page where you can make 
your elections. On that page, click 
Change Election, followed by the green 
Continue button, which will result in a 
new pop up. Enter the desired annual 
contribution amount and click Save. 

9. On this page, select your desired 
medical plan. If you need help choosing 
a plan, you can open the Decision Tool by 
clicking the orange Start Now! button in 
the middle of the screen. If you would like 
to waive medical benefits, you can do so 
on this screen. When you have finished, 
click the green Continue button.

13. This screen begins with a short 
video that explains Hospital Indemnity 
Coverage. Click the gray Enroll Now 
button to start making elections. To 
watch the video, click the orange Tell 
Me More button. After watching the 
video and making your selections, click 
the green continue button.

5. Before you start selecting medical 
and other benefits, gather the 
necessary information for yourself and 
any of your dependents. Click the green 
Continue button. 

6. You can download healthcare 
program notices on this screen. When 
you have read both, click the small 
gray check-box to indicate that you 
have received the notices, and then 
click the green Continue button.

7. Verify your personal information. 
Note: This information can only be 
changed in Infor HR. It is read-only 
within the benefits enrollment site. You 
can opt-in to receiving text message 
notifications by entering your mobile 
number. Click the green Continue 
button.

2. Log in to the site with your DPS 
username and password.

14. This screen begins with a short 
video that explains Critical Illness 
Coverage. Click the gray Enroll Now 
button to start making elections. To 
watch the video, click the orange Tell 
Me More button. After watching the 
video and making your selections, click 
the green continue button.
15. This screen begins with a short 
video that explains Accident Coverage. 
Click the gray Enroll Now button to 
start making elections. To watch the 
video, click the orange Tell Me More 
button. After watching the video and 
making your selections, click the green 
continue button.

20. You may elect supplemental 
life insurance on this page. You can 
find more information about the 
requirements for this program in 
your benefits guide. Learn more 
at thecommons.dpsk12.org/
lifeinsurance. When you are done, 
click the green Continue button. 
21. If you choose to, you can also elect 
to participate in MetLife’s post-tax 
paid legal services. When you are 
done with your selection, click the 
green Continue button.
22. If you would like to participate in 
DPS’s Sick Leave Bank, you can make 
your selection here. When you are 
done, click the green Continue button.

1. From the Open Enrollment page 
on The Commons, click the Benefits 
Enrollment Site link. 

http://thecommons.dpsk12.org/lifeinsurance
http://thecommons.dpsk12.org/lifeinsurance
http://thecommons.dpsk12.org/openenrollment


How to Make Benefit Elections v4
2

How to Make Benefits Elections

23. In addition to the PERA Retirement 
account you pay into, you can add other 
accounts through AIG and PERA. To 
express interest, click the checkbox next 
to each. When you are done, click the 
green Continue button.

26. You’re almost done electing your 
benefits. Review your selections then 
press the green button to complete the 
open enrollment process.
27. We value your feedback; your last 
step in the process is to fill out a survey 
about the experience. Click the down 
arrow in the field next to each question 
or statement to select your answer. 
When you are done, click the green 
Continue button.

25. This screen provides information 
on supplemental benefits, such as 
insurance for pets, autos, and home. 
To express interest, click the checkbox 
next to each. At the end of the benefit 
election process, you will see more 
information about each one you 
selected. You can also learn more 
about commuter benefits by watching 
a short video by WageWorks. 
When you are done, click the green 
Continue button.

24. As a part of DPS’s comprehensive 
benefits package, the Employee Wellness 
department is there to promote wellness 
for our educators and other personnel. 
When you are done reading, click the 
green Continue button.

After following the steps above, you will have completed your benefits enrollment for this year. 
You can print a copy of your elections or email yourself a copy. You are able to email to more than 
one person. After entering the first email, close the pop up window and select “Email a copy of 
your elections” again. If you expressed interest in hearing more about the options available on the 
Retirement and Supplemental Benefits screens, you will receive information about how to follow up. 

For more detailed instructions, continue reading. 
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Step 1: From the Open Enrollment page on The Commons, click the Benefits Enrollment Site link. 

http://thecommons.dpsk12.org/openenrollment
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Step 2: Log in to the site with your DPS username and password. Your username and password are the same 
credentials that you use to log in to your DPS email.
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Step 3: Click the dark blue Enroll Now button to begin selecting your benefits.
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Step 4: Read the Electronic Signature Agreement, click the small gray square to agree, then click the green Continue button.

FIRST MIDDLE LAST
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Step 5: Before you start selecting medical and other benefits, gather the necessary information for yourself and any of your 
dependents. Click Continue when you are ready.

FIRST MIDDLE LAST
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Step 6: You can download healthcare program notices on this screen. When you have read both, click the small gray check-box to 
indicate that you have received the notices. Click the green Continue button when you are ready. 

FIRST MIDDLE LAST
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Step 7: Verify your personal information. Note: This information can only be changed in Infor HR. You can find instructions for that 
here. It is read-only within the benefits enrollment site. You can opt-in to receiving text message notifications by entering your mobile 
number. Message and data rates may apply. DPS is not responsible for text costs. When you are ready, click the green Continue button.

01/01/1980

1860 LINCOLN ST 

DENVER

FIRSTNAME_LASTNAME@dpsk12.org

80230 

FIRST MIDDLE LAST

https://dps.certpointsystems.com/repository/oar/1c497ac1-ff30-46d5-94f0-1f3a76067a19.pdf


How to Make Benefit Elections v4
10

Step 8: On this screen, you will have the option to enter in the information of your dependents. First, click the + Add Dependent 
button, then select the dependent type. The Add New Dependent window will pop-up; enter in the personal information for each of 
your dependents, then click Add Dependent at the bottom of the window. When you have added all of your dependents, click the 
green Continue button. 

FIRST MIDDLE LAST
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Step 9: On this page, select your desired medical plan. If you need help choosing a plan, you can open the Decision Tool by clicking the 
orange Start Now! button in the middle of the screen. If you would like to waive medical benefits, you can do so on this screen. 
You can also view the Benefits Enrollment Guide here. When you are done, click the green Continue button.

Note: If you would like 
to waive Medical benefits 
, select Waive Medical 
Coverage, then click con-
tinue. 

http://thecommons.dpsk12.org/Page/1397
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Step 10: On this page, you will see benefit credits, which are based on your FTE and Employee Association. To learn more about how 
your Employee Association impacts the amount of benefit credits offered to you, No changes are needed here. 
Click the green Continue button when you are ready. 

FIRST MIDDLE LAST
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Step 11: Depending on the medical plan you chose, you will see an option to contribute to a Flexible Savings Account (FSA) or Health 
Savings Account (HSA). If you chose a CDHP high deductible plan, you will see an option to elect a contribution amount to an HSA. If 
you choose another plan, you will have the option to contribute to an FSA. Click Change Election to enter your desired amount. 
When you are done, click the green Continue button.

If you have selected a High Deductible 
Insurance plan, you will see this screen to 
select your employee contribution amount. 
By signing up, DPS will contribute $670-
870 to your HSA.  Your contribution can be 
$0 or any amount up to the maximum limit 
based on your coverage.

FIRST MIDDLE LAST

FIRST MIDDLE LAST
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FIRST MIDDLE LAST

Step 12: You have the option to contribute to a Dependent Care Flexible Spending Account (DCFSA) if you meet the criteria. If you 
select yes and click the green Continue button, you will be directed to a page where you can make your elections. On that page, click 
Change Election, followed by the green Continue button, which will result in a new pop up. Enter the desired annual contribution 
amount and click Save. When you are done, click the green Continue button. 
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Step 13: This screen begins with a short video that explains Hospital Indemnity Coverage. Click the gray Enroll Now button to start 
making elections. To watch the video, click the orange Tell Me More button. After watching the video and making your selections, click 
the green continue button.
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Step 14:  This screen begins with a short video that explains Critical Illness Coverage. Click the gray Enroll Now button to start making 
elections. To watch the video, click the orange Tell Me More button. After watching the video and making your selections, click the green 
continue button.

FIRST MIDDLE LAST
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Step 15: This screen begins with a short video that explains Accident Coverage. Click the gray Enroll Now button to start making elections. 
To watch the video, click the orange Tell Me More button. After watching the video and making your selections, click the green continue 
button.

FIRST MIDDLE LAST



How to Make Benefit Elections v4
18

Step 16: Choose your dental plan on this page. When you are finished, click the green Continue button. 

FIRST MIDDLE LAST
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Step 17: Choose your vision plan on this page. When you are finished, click the green Continue button. 

FIRST MIDDLE LAST
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Step 18:  On this screen, you can decide to pay for benefits on a pre- or post-tax basis by selecting the appropriate radio button next 
to your choice. For more information on how Pre or Post Tax elections may affect you, click here. When you are done, click the green 
Continue Button. 

http://thecommons.dpsk12.org/Page/2216
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Step 19: You don’t need to make any changes to this information as this is a benefit paid for by DPS.
After reading, click the green Continue button. 

FIRST MIDDLE LAST
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Step 20: You may elect supplemental life insurance on this page. You can find more information about the requirements for this program 
in your benefits guide. Learn more at thecommons.dpsk12.org/lifeinsurance. When you are done, click the green Continue button. 

FIRST MIDDLE LAST

http://thecommons.dpsk12.org/lifeinsurance
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Step 21: If you choose to, you can also elect to participate in MetLife’s post-tax paid legal services. Learn more at thecommons.dpsk12.
org/supplementalinsurance. When you are done with your selection, click the green Continue button. 

FIRST MIDDLE LAST

http://thecommons.dpsk12.org/supplementalinsurance
http://thecommons.dpsk12.org/supplementalinsurance
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Step 22: If you would like to participate in DPS’s Sick Leave Bank, you can make your selection here. Learn more at thecommons.dpsk12.
org/slb. When you are done, click the green Continue button. 

http://thecommons.dpsk12.org/slb
http://thecommons.dpsk12.org/slb
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Step 23: In addition to the PERA Retirement account you pay into, you can add other accounts through AIG and PERA. To express 
interest, click the checkbox next to each. When you are done, click the green Continue button. Learn more at thecommons.dpsk12.org/
retire. When you are done, click the green Continue button. 

FIRST MIDDLE LAST

http://thecommons.dpsk12.org/retire
http://thecommons.dpsk12.org/retire
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Step 24:  As a part of DPS’s comprehensive benefits package, the Employee Wellness department is there to promote wellness for our 
educators and other personnel. Learn more about your Well Aware Awards and what the Wellness Team is doing for you at thecommons.
dpsk12.org/wellness. When you are done reading, click the green Continue button. 

http://thecommons.dpsk12.org/wellness
http://thecommons.dpsk12.org/wellness
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Step 25: This screen provides information on supplemental benefits, such as insurance for pets, autos, and home. To express interest, 
click the checkbox next to each. At the end of the benefit election process, you will see more information about each one you selected 
on the confirmation page at the end. You can also learn more about commuter benefits by watching a short video by WageWorks. Learn 
more at thecommons.dpsk12.org/supplementalinsurance. When you are done, click the green Continue button. 

FIRST MIDDLE LAST

http://thecommons.dpsk12.org/supplementalinsurance 
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Step 26:  You’re almost done electing your benefits. 
Review your selections then press the green button to complete the open enrollment process.

FIRST MIDDLE LAST
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Step 27: We value your feedback; your last step in the process is to fill out a survey about the experience. Click the down arrow in the 
field next to each question or statement to select your answer. When you are done, click the green Continue button.

FIRST MIDDLE LAST
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FIRST MIDDLE LAST

You have completed your benefits enrollment for this year. You can print a copy of your elections or email yourself a copy. You are able to 
email to more than one person. After entering the first email, close the pop up window and select “Email a copy of your elections” again. 
If you expressed interest in hearing more about the options available on the Retirement and Supplemental Benefits screens, you will 
receive information about how to follow up. 
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When you click on  “Print a copy of your elections,” you will see a confirmation page like the one below. If you would like to print it, 
click on “Click here to Print.” 

FIRST NAME LAST NAME
12345

FIRST LAST               PARENT  1/1/2011

FIRST LAST               PARENT  1/1/2011
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