
ENROLLMENT SELF 
SERVICE GUIDE

Log In

To make elections, visit 

Employee Portal:

https://www.benefits-

direct.com/tps501 -

“ Enroll Now”

Employee ID or SSN 
no dashes

PIN: last four of SSN + 
last 2 digits of birth year, 
no dashes

Information & 
Elections

Verify your 
demographic data, 
dependent data, and 
current elections.

Make changes and 
new elections by 
reviewing each 
benefit

Sign & Submit

Once you have waived
or enrolled in all of the 
benefits available to 
you, you will be able to 
sign & submit

Your PIN is the last 
four of SSN + last 2 
digits of birth year



Go to Employee Portal at                                           
https://www.benefits-direct.com/tps501     
Click “Enroll Now” button

You will see the landing page below (pictures vary)

In the Employee ID or SSN field you will enter either Employee 
ID or SSN without dashes

The PIN is the last four of SSN + last 2 digits of birth year

Once you have entered this information, click the “Log In” 
button to continue

LOGGING IN

https://www.benefits-direct.com/tps501


After you have successfully logged in, you will be 
brought to the home page of your enrollment site.

This screen provides a listing of benefits offerings.

Click the “Next” button to begin your enrollment. 

WELCOME!



The next screen is your Personal Info screen where you will 
view your personal information. You are able to change your 
phone and email; however if you need to make other 
changes, please contact Human Resources.

Click “Next”. 

PERSONAL AND CONTACT 
INFORMATION



The next screen is the Dependents screen. You may update your dependent 
information here.

You can add a dependent by clicking the “plus” sign on the right side of screen and 
a new screen will appear where you can add the new dependent. Once you have 
added the new dependent (if applicable) click “Save” and you will be brought back 
to the main dependent screen (shown below). 

If your changes include the deletion of a dependent then select the “X” on the right 
hand side of screen next to the pencil of the dependent you wish to delete.

You will see the dependent that was added. Click “Next” to move forward.

If you need to Edit a dependent’s information, select the pencil to the right side of 
that dependent

DEPENDENT INFORMATION



The next screen is a review of Employment Information.

Click “Next” to continue and move forward to the actual enrollment 
screens for your benefits. 

EMPLOYMENT INFORMATION



You will now see all of your options for benefit elections. Any coverages 
that you are currently enrolled in will show under each benefit.

You can review each benefit by clicking “Review” to learn more and make 
elections or you can select the “Quick Enroll” options if you wish to keep 
the same coverage that you currently have.

Once you are satisfied with your elections, click “Next”.

ENROLLING IN BENEFITS



Once you have waived or enrolled in all of the benefits on your 
enrollment screen you will need to Sign and Submit. 

Review elections to ensure accuracy and click “Next”.

If you need to make a product change, select the product you want 
to change

SIGN & SUBMIT



The next screen will ask you to enter your PIN in order to electronically sign any 
necessary documents.

Your PIN is the last four of your social security number + the last 2 digits of your 
birth year

REVIEW & SIGN FORMS



You have completed your enrollment once you see the following 
screen and you can now “Logout” of the system. 

ENROLLMENT COMPLETE!


