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Log In 

1. If the employee has not logged into IowaBenefits (IB) in a while, IB will prompt them to enter a new 

password.   

 

2. If the employee happens to be someone who still only has 1 secret question set-up, IB will display this 

page next. 
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3. Once the employee completes the secret questions page, IB will display this page next. 

 

4. Employee must agree to the above terms and click next. 
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5. The Welcome back page displays.  Employee clicks on the “Get Started” button to begin. 

 

 

6. The Dependents page will display if employees have added dependents to their coverage or 

dependents are listed as a beneficiary for life.  THIS IS NOT WHERE EMPLOYEES ADD DEPENDENTS TO 

HEALTH AND/OR DENTAL.  Employee clicks next to continue.   
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Health Insurance  

7. Employee makes sure that they are on the “Open Enrollment Benefits” tab and clicks on the “Get 

Started” button for 2016 medical. 

 

 
The HR Notes displays for 2016 E & C.  Employee reads and clicks on the X to close the note. 
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8. Employee clicks on the “Start” button. 

 

9. The HR Notes for SSN displays.  Employee reads and closes the box. 

 

 

10)   Employee selects which dependents to include on their medical coverage 
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11)   Employee selects the plan offer.   

 

 

12)  Answers the Medicare question.   
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13)  Answers the additional insurance question.   

 

 

14)   Employee clicks the Employee Agreements Text.   
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15)  IB display the medical enrollment, effective date cost, etc.  This is where the employee must scroll 

down the page for the “Save” button. 
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Dental Insurance 

16)  Once the employee saves their medical election, IB will display this page.  Employee now clicks the 

“Get Started” button to begin the dental enrollment.   

 

17)   Employee selects which dependents they want covered on their dental policy. 
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18)  Employee selects the dental plan. 

 

 

19)  IB displays the review page for dental.  Again the employee must scroll down the page for the “Save” 

button.  
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Flexible Spending Accounts 

20) Once the employee saves the dental enrollment, IB will display the “Get Started” button for 2016 

Flexible Spending.  Regardless if the employee wants to participate or not, they must either enroll or 

decline FSA before the employee will see the confirmation page. 

 

 

21)  Health Flexible Spending HR Notes displays. 
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22)  The employee either selects to enroll and go through the pages or clicks on “Decline” Flex Health to 

continue.   

 

 

23)  Same for Flex Dependent Care.  Employee either clicks on enroll or clicks the “I do not wish to 

participate” to continue.   
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24)  Employee must save their flex enrollments or declines to continue. 
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Confirmation 

25) Once the employee has enrolled or declined benefits and saved thos actions, IB will display the 

confirmation page as shown below.  If an employee does not see this page, they have NOT saved their 

benefits enrollment. 
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