
How to Make Benefit Changes in ADP 
1. Log into myADP 

 

2. Click on “Myself” (towards top of page) 
 

 

 

3. Select “Benefits”  

 



How to Make Benefit Changes in ADP (contd.) 
 

4. Select “Enroll Now” in Annual Enrollment event 

 

5. Update beneficiary information if necessary (update current beneficiary information, add new beneficiary) 

 



How to Make Benefit Changes in ADP (contd.) 
 

6. Review Benefit selection(s) 

• You can: 

o Change health (medical, dental, vision) plan (example: Kaiser HMO to Blue PERS Gold 

PPO) 

o Add dependents 

o Remove dependents 

o Add voluntary life insurance 

o Enroll in FSA (HealthCare FSA and/or Dependent Care FSA) 

 

 

 

 

 

 

 

 

 



 

How to Make Benefit Changes in ADP (contd.) 
 

7. Make any desired changes (example: select “Medical,” click “Change Plan,” click white-boxed “Select Plan” 
under new desired plan, click blue-boxed “Select Plan” in right corner to save change”)  

 

 

 

 

 



 

How to Make Benefit Changes in ADP (contd.) 
 

8. Click “Confirm Elections” to finalize all changes 

 

 

 

*REMINDER: Any changes made during open enrollment do not go into effect until January 1, 2025 


