
Submitting a New Hire Event (as of November 2024) 
 

Step 1: Open your browser to www.ess.uconn.edu. Click Core-CT Sign on and enter your Net ID and Password.  

 
_____________________________________________ 

Step 2: Click on Benefit Details.  

 

________________________________________ 

  

http://www.ess.uconn.edu/


Step 3: Select Benefits Enrollment.  

 

____________________________________ 

Step 4: Please read the important information on this page.  Click on the Start button to proceed.  

 

______________________________________ 

  



Step 5: The benefit options available to you will appear.  Please read the important information on this page including 
information about automatic enrollment in the Health Enhancement Program (HEP) . HEP does not apply to Postdoctoral 
Research Associates and Graduate Assistants.  Click on the Review button to view the benefit plan enrollment options 
(e.g., Medical, Dental, etc.) 

Note: The Benefits Summary at the bottom of the page will reflect your ‘Costs Per Pay Check’ and ‘Costs Annually’.  

 

_____________________________________________ 

Step 6: Please read the important information provided. If applicable, enroll your dependents by clicking on the 
Add/Update Dependent button. 

 



_____________________________________________ 

Step 7: Click Add Individual. 

 

_____________________________________________ 

Step 8: Enter dependent’s information in each section: Name, Personal, Information, Address, Social Security Number 
Phone, and Email. Next, click Save. 

 

_____________________________________________ 

Step 9: Read the information regarding Supporting documents and click OK.  Note: Supporting documents are added in 
the next step. 

 

_____________________________________________ 

  



Step 10: Click  in the Dependent and Beneficiary Information window (below) to attach supporting 
documents. 

 

_____________________________________________ 

Step 11: Click Add Attachment. 

 
_____________________________________________ 
 
Step 12: Click My Device, locate the file, and click Open. 

 
_____________________________________________ 
 
  



Step 13: Click Upload and Done.  

 

_____________________________________________ 
 
Step 14: Enter a document name in the Description field (e.g., birth certificate, marriage certificate), then click Done. 

 

_____________________________________________ 
 
Step 15: Confirm attachment(s) uploaded, and click the X to close and continue. Repeat this process for each new 
dependent you are enrolling. 

 
_____________________________________________ 
 
  



Step 16: The Medical options that are available to you will appear.  Check the box next to each dependent to include on 
the plan, and click Select for your Medical option. Click Done to proceed with enrolling in other benefit plan options, or  
click Cancel to discard changes. 

 

Note: If supporting documentation is not loaded in Steps 10-14, the number of dependents in the window displayed 
below will not be correct. 

 

_____________________________________________ 
 
 

Step 17: You can now review your medical costs and enrolled dependents.   

 



______________________________________ 

Step 18: You now have the option of enrolling in other benefit plans by following the same process as the Medical 
example shown above. To enroll in Dental, click Review under Dental. 

 
_____________________________________________ 

Step 19: Check dependents to enroll, Select the plan, and click Done. If adding dependents, supporting documentation is 
required (e.g., long form birth certificate, marriage certificate) for each dependent you are enrolling. View Steps 10-15 
for more information. 

 

_____________________________________________ 



                                                             
Step 20: If applicable, continue to enroll in Life Insurance by clicking Review under Life, select the plan, and click Done. 

 
 

 

_____________________________________________ 
Step 21:  Read the important information prior to designating beneficiaries.  Click on Add/Update Beneficiaries button 
to add beneficiaries (if not previously entered). If adding dependents, view Steps 10-15 for uploading required 
supporting documentation (e.g., long form birth certificate, marriage certificate) for each dependent you are enrolling. 
Click Done to proceed or click Cancel to discard changes.   

 



_____________________________________________ 

Step 22: Review the changes. 

 

_______________________________________ 

Step 23: Click Enrollment Summary and read the important information.    

 

_____________________________________________ 
Step 24: Click the X button (top right corner) to return to the prior Benefits Enrollment page.  

  
_____________________________________________ 



Step 25: Click Submit Enrollment once all benefits selections are entered and dependent documents are uploaded. 

 

_____________________________________ 

Step 26: The Submit Confirmation page will appear confirming your submission to your Agency Benefits Specialist for 
approval.  Click Done to complete your submission.  

  

_____________________________________________ 

 

                                                                                                                                                                                                                                                                                                      


