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GETTING STARTED
So you’re ready to enroll in your employer provided benefits! The new PlanSour-

ce enrollment experience will help you do just that, in an intui�ve, educa�onal and 
fun way. Before you begin enrolling in your benefits, please make sure you have the 

following items.
• Social Security Number (SSN) for all legal dependents you wish to enroll in any coverage.
• Date of Birth (DOB) for all legal dependents you wish to enroll in any coverage
• Beneficiary Informa�on for Life Insurance, which includes your beneficiaries’ name(s), DOB(s) and 
SSN(s)

Login to Benefits Prime
To access your benefits, you will login into your organiza�ons Ul�Pro site with your designated username and 
password. This is best done on a desk or laptop. For instruc�ons on mobile devices, please see the last page.

Accessing your Benefits
Once you have logged into Ul�mate you will now need to access your Benefits. To do this you will hover over 
the “Myself” tab and click on the “Manage My Benefits” link in order to access the Benefits Dashboard.
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Welcome Screen
From this screen you will be able to begin your enrollment, make changes to your benefits, see your benefits 
summary, and review Benefit Plan Informa�on among other resources. First we will go through the Enroll-
ment Process; later in this document we will review steps to update enrollment informa�on.

Overview
At the top of the screen you’ll see how many days you have le� to enroll, whether you’re a new hire or in an 
open enrollment window. You also have un�l that �me to revisit Benefits Prime to make any changes to your 
enrollment. Failure to enroll by the enrollment due date will result in “NO COVERAGE”.
 1. Review the �meline. The �meline will show where you are, or where you le� off in the enrollment 
process.
 2. Click Get Started
If you are not a new hire and it is not Annual Enrollment, select the Benefits link in the side menu then select 
Update your Current Benefits.

Upda�ng Your Informa�on
A�er you select Get Started, you will be taken through a series of steps in order to update your own personal 
informa�on and your dependents informa�on.

Review Your Profile
The first step in your enrollment process is to review your profile. Read through this page and verify that all 
informa�on is correct; if there are errors, you can modify the informa�on by contac�ng your HR representa�-
ve for correc�ons. Complete any informa�on where the field is empty or incorrect. Once you have completed 
your updates, select “Save”. Then select “Next: Review My Family”.
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Adding Dependents and Beneficiaries
A�er you review your profile, you will have an op�on to add dependents. Each dependent you add is capable 
of being a beneficiary. However, adding dependents (i.e. Spouse, Partner, and Child) can be done on any page 
of the enrollment. To enter a new dependent not currently listed on the page:
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 1. Click the Add Family Member box. This will open a new page
 2. On the new page, enter the dependent informa�on as shown below.

 3. Select Save.
Once you have saved your dependent, you will be sent back to the Manage you family members page. This 
allows you to add or remove family members before you move on. When finished with your updates select 
“Next: Shop for Benefits”.

Shop for Benefits
You’ve checked your profile informa�on, and added dependents. Now you’re looking at your benefits dash-
board, and you’re ready to shop! You’ll see available op�ons in the middle of your screen, and the total 
Benefit Cost per pay period will appear in the upper right hand side of the enrollment screen in your cart.
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This figure (the dollar amount in your cart) will automa�cally update as you make each benefit plan selec�on, 
and will keep a current amount of your per pay period costs (based on your employer pay period informa-
�on). If you expand your cart you will see your benefit op�ons and selec�ons.
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You must select Review and Checkout at the end of your enrollment for your benefits to be in force! You can 
select it within the cart or at the bo�om right of the Benefits Selec�on page.

Enrollment Naviga�on
In order to proceed through each enrollment page, use the Shop Plans bu�on next to the first benefit type.
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Use the back bu�on to go back to a previous page – Do not use your browser’s back bu�on. Below you will 
see that we’ve started you with medical. On each benefits page, you can s�ll compare plans, edit who’s 
covered, and get informa�on related to your benefits.
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The le� hand naviga�on menu will dynamically change based on where you are in your enrollment.

Elec�ng a Plan
All the plans available to you will be listed on the Plan Cards page (see above; the plans in the figures are of 
sample plans for demonstra�on purposes only). So, a�er you’ve reviewed your op�ons, learned about that 
benefit type and decided what plan is right for you and your family, you’ll need to select your benefit.
 • This is where you can edit who you want to cover, or add, by click Edit Family Covered.
 • Click on the benefit you wish to enroll in.
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On this page, you can, again, Edit Who’s Covered (add dependents to this plan, or even add dependents that 
you forgot), review the coverage cost by �er, and see the full plan details. For a benefit with mul�ple plan 
op�ons you will be taken back the plan cards view if you decide to add dependents. If there is a single plan 
offered for that benefit you will go directly to the plan details page shown above.
If this is the right plan for you, simply click Update Cart on the medical card at the right hand side of the page. 
Once you update your cart, you will be moved to the next benefit type page which will, again, show you all 
plan op�ons for that benefit type. Once you select a plan to view, you again will be allowed to edit depen-
dents, see coverage amounts by �er, and review the plan types.
As you shop for more benefits, your dashboard page will show progress and your cart will update with the 
total price.
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To change your benefits from your dashboard, simply click Change Plan next to the benefit type you would 
like to update. When you have completed your elec�ons you must click Review & Checkout for your benefits 
to be SAVED AND ELECTED! Think shopping online, if you don’t Checkout then you won’t get anything!

Enrollment Confirma�on
This page lists all the benefits you elected: Read through the en�re page carefully and verify all informa�on. 
Your cost is at the top in your cart, and your confirmed plan elec�ons are shown below. You’ll no�ce your 
�meline has reached checkout as well! To review your plans and who’s covered, simply click View Plan next to 
each benefits type. You can also download, email, and print your selec�ons for your own record. Congratula-
�ons, you have completed your enrollment!
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To make any changes to your elec�ons (within your enrollment window):
 • Click Con�nue Enrollment, or View Confirma�on (i.e. Medical, Dental, etc.)
 • Make correc�ons
 • Click Save (which will bring you back to the Your Summary Page)
 • Click Review and Checkout

Adding a Life Event
Some changes in your personal life may qualify you to change your benefit elec�ons. A list of Life Event 
changes can be found by repor�ng a life event on the main page, or you can call your HR Department with 
any ques�ons.
To report a Status Change on the new Enrollment page, follow the steps below:
 1. From your homepage select Update My Benefits
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 2. On the next page you can select the qualifying event from the list. Input the event date informa�on 
and click Con�nue.

 3. Add/Remove Dependents (if necessary)
 4. Update Benefits as necessary
 5. Review Selec�on and Checkout



OPEN ENROLLMENT 
OVERVIEW

Reminder

Cer�fy Your Dependents
If you are making a status change at any �me throughout the year you could be required to email, fax, or mail 
suppor�ng documenta�on to your HR Department for your status change request to be approved. If your 
status change requires further documenta�on, you must send that documenta�on within 31 days of the 
event or your request will automa�cally be denied. Please refer to you HR representa�ve for more informa-
�on on life change event documenta�on.

Viewing Your Informa�on at Any Time
At any �me throughout the year you can login to your account using your Username and your password. If 
you do not remember your password contact your Benefits Administrator to have your Password reset. Click 
Benefits in the le� hand naviga�on menu. Read through this page and verify that all informa�on is correct; if 
there are errors, contact your HR representa�ve for correc�ons.

Document Library
If your employer has provided any documenta�on regarding your benefits, they can be found in the le�-hand 
naviga�on under the Documents sec�on, and in the Benefit Documents sec�on, as pictured below:

The documents in the Library are broken out by Plan Year and Benefit. Some documents are global document, 
and are in their own category, available to all employees.

Wrapping up Your Enrollment
The Enrollment process is designed to be smooth and effortless. Always remember to click Checkout once you 
finish enrolling or upda�ng your benefits. If you have any issues, please reach out to your HR department and 
they will be able to assist you.



OPEN ENROLLMENT 
OVERVIEW

Reminder

Mobile Device Instruc�ons
If you do not have access to a desktop or laptop device you can s�ll sign up for benefits through your mobile 
device. Below you will find the instruc�ons on how to use a mobile device to complete benefit open enroll-
ment.
 - Download the Google Chrome app, you will not have access to the website on Safari
  - If you use an apple laptop you will have the same issue, you will need to use Chrome
 - Go to ew21.ul�pro.com 
 - Before entering your creden�als, click “View Desktop Version”, if you do not do this step you will not  
 be able to sign up for benefits. 
 - Enter your creden�als and begin the process from the first page of these instruc�ons. 

Addi�onal Video Instruc�ons
If you would like a video walk through, please copy and paste the links below into your browser:
 - Desktop video: h�ps://youtu.be/M1hQTaC6_mQ
 - Iphone video: h�ps://youtu.be/cq_sWHbbJvo
 - Android enrollment video: h�ps://youtu.be/hULH67WVhDg


