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Log into your benefits website by going to www.mycscsdbenefits.com.   

The first time you log into the system, you will be prompted to change your 

password.  The password rules are listed below.  If a password does not conform, 

you will receive and error message and will not be able to continue until your new 

password is compliant. 

 

 

 

Once you’ve created a password, you will receive the message that your 

password has been saved.  Click on continue to go to the next screen. 
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Read through the legal disclaimer on the following screen, you must click on I 

Accept in order to continue with your benefits enrollment. 

      

If this is your first time visiting the website as a new hire, you will see the below, 

highlighted message: 

Our records show that your benefits will become effective during the current plan year and you have not yet enrolled. 

If you wish to enroll for the remainder of the current plan year: 1/1/2010 - 12/31/2010, please click the "enroll" button. 

 

Click on  to continue making your elections.

 

Stan Doe 
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ADD DEPENDENTS 

To add dependents, select   

 

 

Add qualified dependents by selecting  

To determine who is a qualified dependent, refer to the resources tab, select 

Notices and Dependent Eligibility.  You will be required to provide proof of 

eligibility for dependents added for coverage. 
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Fill in blank fields.  All fields with a * are required to continue.  SSN is required for children over 

two years.  If you are entering a new born, please provide the SSN as soon as possible. 

If address of dependent is the same as the employee’s, leave the box checked.  Insurance cards 

will be sent to employee’s address.  Uncheck if you would like insurance cards to go to the 

dependent’s address. 

 

 

You can remove a dependent who is no longer eligible for coverage by unselecting the Active 

box.  Click Save Dependent to save changes.
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MAKING YOUR ELECTIONS 

Select the Back button from the dependent screen.   My Enrollment Summary will come up; you 

can add/edit any election that has a green Edit button to the right. 

 

Open each of your benefits and elect a plan from the drop-down menu.  The dependents you 

entered into the system will show in the Participants Covered section.  Check the boxes of the 

dependents that you want added to this benefit. 
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ELECTING SUPPLEMENTAL PLANS 

 

Read the instructions in the supplemental plans carefully.  Most life plans have a 

guaranteed issue amount, any amount that exceeds the guaranteed issue will 

require that you fill out and submit an Evidence of Insurability Form 

 

The following benefits depend on your election for this benefit: 

 If Supp. Life is waived, you also waive Supp. Child Life  
 If Supp. Life is waived, you also waive Supp. Spouse Life 
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Note Guaranteed Issue Amount.  

If your election exceeds that, you 

will be required to submit an EOI. 

 

 

 

The amount of coverage you elect 

will determine your per pay 

amount. 

 

 

 

In order to elect supplemental 

child and supplemental spouse, 

you must elect supplemental life. 
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LIFE BENEFICIARIES 

 

At the bottom of the Enrollment Summary screen you can view your life beneficiaries.  If you have not 

entered a beneficiary, click on the edit button 

 

 

In this screen you can add or edit a beneficiary.  You may have multiple beneficiaries for your basic and 

supplemental life plans.  The system allows you to allocate the percentage per beneficiary. 
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You can allocate a percentage of your insurance 

policy to multiple beneficiaries up to a total of 100%.   

 

Beneficiaries can be individuals or a trust. 
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ACCEPTING AND PRINTING ELECTIONS 

Once you have made all of your elections you need to click on the Accept Elections button.  You will then 

be prompted on the next screen to Submit Elections.  

 

 

After you have selected Submit Elections, you will be unable to change your pretax deductions.  If you 

are within the 30 day new hire window and want to make a change to your pretax deductions, you will 

need to contact your Benefits Specialist to have the site reopened. 
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You are encouraged to print a copy of your enrollment summary.   

 

 

Click on the          button, then  

Your enrollment summary will be produced in a PDF document.  You will want to print the 

summary for your records or email it to yourself.  To email, select File/Attach to Email. 

 

 

CITY OF ST. CHARLES Employee Instructions 

 



11 
 

Important Things to Know 

 The website will save all changes you have made to your 

elections.  If you log out without selecting Accept Elections, the 

changes you made will be there the next time you log in. 

 You can print off your elections prior to accepting them so that 

you can review them. 

 It is important that you verify all of your dependents, 

beneficiaries and elections. 

 You must select Accept Elections AND Submit Elections or your 

elections will not be saved and sent to the providers. 

 

 

MY CONTACTS 

 

If you have questions about your benefits, the website or need to have your site 

reopened in your 30 day new hire window, you can find contact names and 

numbers in the My Contacts tab. 

                                                                                                                

 

 

 

City of St. Charles benefits contacts for 

active, retired and COBRA participants. 

Contact CBIZ National Benefit 

Alliance if you are having 

problems with the website, or 

require enrollment assistance. 

Contact CBIZ Benefits 

and Insurance if you 

have questions or 

issues regarding your 

coverage. 
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MY RESOURCES PAGE 
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Select the My Resources Tab.   Click on an arrow to open 

the resource that you want to view.  Resources consist of 

Benefit Summaries, Summary Plan Descriptions, Links to 

your provider, Informative Notices, Supplemental plan 

forms, etc…. 

The resource will expand to display the benefit information.  

You can print the document from this page. 
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QUALIFYING EVENT 

 

A qualified event is an event that allows you to make changes in your benefit 

elections outside of open enrollment. Examples of these events are marriage, 

birth, adoption, losing/gaining dependent status, divorce and loss of other 

coverage.   Open the My Qualifying Event Tab to enter an event. 

Select a qualifying event from the drop-down list below. 

 

 

The event must be entered within 30 days of occurring and you must provide 

documentation within 30 days as well.  Enter date of event and select Begin Event 
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The following screen will come up.  Required Documents are given here as well as 

a deadline to provide them to your POC. 

From this page you can add or remove a dependent.  

 

Enter new dependent information if your qualifying event is a new dependent 

change. 

Select  Back to Qualifying Event and then click on Add Medical Coverage and/or 

Add Dental Coverage if you want the new dependent covered under your 

elections.
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The system will automatically update your coverage level to allow for the new 

dependent or for a dependent removed from coverage.  If you have Employee 

Only and add a spouse for example, the system will change your coverage to 

Employee +One.   

You must check the participants covered box to enroll them in an election. 

 

 

Once you have completed your Qualifying Event, be sure to click on the Accept 

Elections button below.  Your Benefit Specialist will need to approve the QE.  

The changes will not be effective until the necessary documentation is provided 

to your Benefits Specialist and approved. 
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