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Document Intended Purpose 

This document is intended for the use by Polk County Employees, to assist in the Open Enrollment Process.    

 

Table of Contents 
1. FAQ .................................................................................................................................................................................. 3 

2. Log In ............................................................................................................................................................................... 4 

3. Current Elections Summary ............................................................................................................................................ 6 

4. Dependents ..................................................................................................................................................................... 7 

5. Medical, Dental & Vision Insurance ................................................................................................................................ 8 

6. Life Insurance ................................................................................................................................................................ 10 

7. Retirement Plans ........................................................................................................................................................... 12 

8. Other Plans/Benefits ..................................................................................................................................................... 13 

9. Review Elections ........................................................................................................................................................... 16 

10. Approve Elections ..................................................................................................................................................... 17 

11. Final Confirmation Statement ................................................................................................................................... 18 

 

 

  



Open Enrollment User Manual 

 
 

Page 3 of 18 
 

1. FAQ  
  

 
General Questions (with Answers)  

What should I do if I have any problems or questions about using this website?  
Please contact the Help Desk at 286-2299 to assist with technical questions.  If your question is 
benefits related, contact Human Resources Staff at 286-3200. 
 

What Web Browsers should I use? 
Please use Internet Explorer 7.01 SP2 or higher 

 
 What is Open Enrollment?  

Each year Polk County establishes Open Enrollment dates for its various benefit programs. During 
this period employees may change their benefits.  
 
After Open Enrollment you may only change your benefit coverage if there is a Qualified Life 
Event such as the birth or adoption of a child, death of a spouse or child, or marriage, divorce, or a 
dependent gaining or losing dependency status. You must notify Human Resources within 31 days 
of the life event and must provide documentation which supports the event.  

 
When is Open Enrollment this year? 

 Open Enrollment will be held this year from May 13, 2013 through June 7, 2013.  
 
 When are my Open Enrollment changes/elections effective?  
  Changes made during Open Enrollment are effective July 1, 2013 
 
 What do I do if I don't want to make any changes to my benefits?  

You should still review the Current Benefits Summary page on this site. Once you confirm the 
benefits are correct, click the Default Current Elections button, then the Submit Your Benefit 
Elections button. If you are currently participating in any of the Flexible Spending Accounts (FSA), 
your enrollment will not automatically be enrolled. You must make new FSA elections each year. 
If no election is made, your election will reflect none and you will not be enrolled after July 1. 

 
What if I get started and then need to exit the application before I’m finished? 

The program will not save your elections prior to you submitting them.  If you exit the program, all   
changes will be lost and you will have to start from the beginning upon re-entering the application. 

 
Can I change my elections if I made a mistake or change my mind? 

If enrolling online you may change your elections as often as you wish within the Open 
Enrollment period. You must click the Submit button to finalize your benefit elections after making 
any changes.   
 

How do I find more information regarding benefits? 
On most benefit screens, there is a link beneath your name.  By clicking on this link, you can find 
additional information pertaining to that benefit.  If you cannot find your answer within the document, 
please feel free to send your question to Human Resources my clicking on the Send E-mail to HR

 

 
located at the bottom of each screen. 

 
 

  



Open Enrollment User Manual 

 
 

Page 4 of 18 
 

2. Log In 
 

To access Open Enrollment go to https://polkess.polkcountyiowa.gov 

 
  

• Enter your Polk County Network ID  
• Enter your network password  
• Click Sign In button     

 

 

• Click Employee Self Service (located on the left side of your screen) 
• Click Open Enrollment  

 

https://polkess.polkcountyiowa.gov/�
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The screens will walk you through the Open Enrollment Steps that pertain to you. 

• Click Next button to proceed     
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3. Current Elections Summary 
 

When you sign into the HR Open Enrollment Application, you will have the ability to view your Current Benefits 
Summary.  

• Your current elections show as bi-weekly.  
• To see each section of the HR Open Enrollment Application you need to click on the Next button at the 

bottom of each page.  
• If you do not need to make any changes to your elections, simply select the Default Your Current 

Enrollment link and you will go to the Review Pending Elections page where you can submit your 
elections.  

• You can also email/print a copy of your current elections. 

 

Note: Make sure after each page to click Next to continue through to the application. 
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4. Dependents  
If you have dependents you can do the following on this page:  

• View who is eligible to be enrolled as a dependent 
• View information about your current dependents 
• Edit dependent information by clicking on their name  
• Add a dependent by clicking on the ‘Add New Dependent’ button.  

 

 

 

 Middle Initials must be added to the Mailing Name 
 Tax IDs are required for dependents older than age 18.   
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5. Medical, Dental & Vision Insurance 
 

The Medical, Dental & Vision Insurance pages allow you to: 
• View which dependents are covered under each insurance plan,   
• Choose between Single, Family, and Waive coverage,  
• View and update Primary Care Physicians (medical only) for each member.  
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To find a Primary Care Physician or OB/GYN, you can click on the located in the PCP Number column.

 

 

To search by Physician’s Name – type the last name followed by an asterisk.  Example: Johnson*

 

Click the button next to your doctor, then click the select icon

 

If doctor is not found in this table, go to www.wellmark.com and locate the physician through their website.

http://www.wellmark.com/�
http://www.clker.com/clipart-magnifier.html�
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6. Life Insurance  
 

Only the Life insurance you are enrolled in will display.  Not all employees are eligible for Principal Group 
Universal Life. 

 

 

Check marks under the Elect Colum will display your coverage and deduction.  Coverage amounts display 
on the confirmation statements only. 

  

 

Note: Deduction amounts always display on Child(ren) and Family Coverage.  A grey check mark next 
to the plan indicates enrollment in the plan.  If no check mark, then you are not enrolled. 
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Note: Deduction amounts always display on Child(ren) and Family Coverage.  A grey check mark next 
to the plan indicates enrollment in the plan.  If no check mark, then you are not enrolled. 
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7. Retirement Plans 
 

These screens will allow you to view and change your election to the 457 Employee Contribution Plan.   

 

 

To enroll or change the amount of your contribution, select the appropriate box and enter the contribution 
amount per pay period. 
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8. Other Plans/Benefits 
 

Check marks next to the plan display if you are currently enrolled in the plan, except for Flexible 
Spending Accounts.  Select all boxes to view each benefit. 

 

 

Commuter Choice:  Only displays for employees eligible to receive the parking subsidy. 
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Flexible Spending Accounts:  To re-enroll check this box and indicate your deduction on the applicable 
screen. 

 

Reminder:  Per pay period limits are as follows: 
• Healthcare:  $104.17 
• Dependent Care: $208.34 

Adjustments will be made to the final payroll deduction to comply with IRS annual limits. 
 

Other Employer Contributions:  Display only for eligible employees. 
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AFLAC – Accident/Cancer/Hospital:  Changes to these plans must be made through the AFLAC agent 
and cannot be made through this application. 

 

 

AFLAC - Short Term Disability:  Changes to this plan must be made through the AFLAC agent and 
cannot be made through this application. 
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9. Review Elections  
 

This screen will display the elections you made during open enrollment.  If you need to change any benefit, 
click on the benefit name and you will be able to make the necessary changes. 

You may print a copy of this screen or email it to your work or personal email address. 
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10. Approve Elections 
 

Employee acknowledgement and final approval are made on this screen.    
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11. Final Confirmation Statement 
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