
 

  

New Hire Benefit Enrollment: 

This document will show you how to enroll in your benefits. You are eligible for benefits starting first of 
the month following your start date. You have 30 days to enroll in your benefits starting 7 days before 
your new hire date.  

If you have any questions, concerns or trouble enrolling, please contact your Human Resource Director 
Elisa Courter at elisac@gganesthesia.com  

 

After logging into ADP:  

Step 1:  

Go to MYSELF > BENEFITS > ENROLLMENTS 

 

 

Step 2: 

Select under “Report a Life Change” select “Report a Change”  
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Step 3:  

Select “Add Employee Coverage”. Enter the FIRST OF THE MONTH FOLLOWING YOUR START DATE 
under “Date To Begin Benefit Coverage” (ex: if you started 1/3/2022, your benefit start date is 
2/1/2022) 

 



 

 

Step 4: 

Select benefits. You must go through each item of list on the left hand side to either accept or waive 
each benefit before it will let you submit.  

 

 

Step 5: 

Once you’ve selected or waived your plans, select “summary preview” and review all plans to ensure 
they are correct. These are the plans you will have for the remaining year. Once you’ve confirmed your 
elections click “Submit Enrollment”.  

 



 

 

Note: You will have the opportunity to change your benefits for the following year during Open 
Enrollment held at the end of each year.  

You are also able to change your enrollments if you have a life event. A life event is considered one of 
the below 

• Loss of health coverage 
o Losing existing health coverage, including job-based, individual, and student plans 

o Losing eligibility for Medicare, Medicaid, or CHIP 

o Turning 26 and losing coverage through a parent’s plan 

• Changes in household 
o Getting married or divorced 

o Having a baby or adopting a child 

o Death of a dependent 

• Changes in residence 
o Moving to a different ZIP code or county 

o A student moving to or from the place they attend school 

 


