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Access your company website, 24 hours a day, 7 days a week. 

 

Please make your Benefit selections online through ADP’s 

website – link below.  

 

 

https://workforcenow.adp.com 

 

Registration code: NKC-7P246j 

Your Website 

https://workforcenow.adp.com/
https://workforcenow.adp.com/
https://workforcenow.adp.com/
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Completing Your Benefits Tasks 

Overview 

In this presentation, we will discuss the following: 

 Viewing your benefit enrollments 

 Viewing or printing a benefits statement 

 Comparing benefit plans 

 Reviewing benefit compensation 

 Enrolling in benefits 

 Adding and editing beneficiaries 

 

By selecting Myself > Benefits, you can do the following: 

 View your current compensation and benefits. 

 View your benefits statement. 

 Compare benefit plans. 

 Enroll in benefits.  

 Waive enrollment. 
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 You must enroll or waive benefits. Per Diem, On Call and non Benefits 

Eligible employees are excluded from this requirement.  

 

 If you do not enroll in a Medical plan or waive coverage, you will be 

defaulted into the Kaiser HMO plan except for Port Angeles employees. 

 

 You can both waive or enroll through the ADP system.  

 

 You cannot enroll in 401k through the online system this year, it is still a 

paper process to enroll. You will need to fill out the paper enrollment forms 

available on K-Net or the ADP self-service home page.  

 

You must enroll or waive 
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Enrolling in Benefits 

When you first log into ADP Workforce Now, you will see the pop up 

window to take you to the Open Enrollment Wizard. 
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ADP Home Page 

If you accidentally click Don’t Show Me Again or exit out of the wizard 

before finishing, you can find your enrollment profile by navigating to 

Myself>Benefits>Enrollments or clicking on the Heart icon under 

Banners.  
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Enrolling in Benefits (Continued) 

First, we will add in your Dependents and Beneficiaries. If you do not 

have dependents or beneficiaries to add you can skip this step and 

move to Step 2.  
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Adding a Beneficiary 

Make sure to fill out all fields with a Red Asterisk. When finished, click done 

at the bottom left of the page. You may need to scroll down to see the Done 

button.   
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Enrolling in Benefits (Continued) 

Be sure to use the Walk Me Through My Benefit Options. 
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Enrolling in Benefits (Continued) 

You can navigate back and forth at the top right to go to different 

Benefit Offerings. 
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Choose: 
      1. Kaiser  HMO                OR        2. Kaiser HDHP PPO 

            with FSA        with HSA  

      

 You must choose between the HMO or the HDHP for your medical plan. 

 

 Both plans come with VSP. You must enroll in a Medical Plan before you 

can enroll in VSP. 

 

 You cannot enroll in the Flexible Spending Account (FSA) if you are 

enrolled in the GHC HDHP PPO plan and opt to participate in the Health 

Savings Account (HSA.) 

 

 You cannot enroll in the Health Savings Account (HSA) if you are enrolled 

in the GHC HMO plan. 

 

Making Selections 
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 Compare Medical Plans by viewing the Overview and Services You May 

Need tabs. 

Medical Plans 
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 Compare Medical Plans by viewing the Overview and Services You May 

Need tabs. 

Medical Plans continued 
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 Clicking on More Info will give you a link to the Kaiser Provider 
Directory to look up Physicians & Hospitals covered in the Kaiser 
Network. 

 

Medical Plans - More Info 
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 Click on Enroll In This Plan for the Option you choose. 

Medical Plans - Making Selections 
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Medical Plan - Coverage Level 

 Click on the Option you choose and then Click Enroll on the bottom right of 

the page. Make sure you also check the dependents you want to enroll in 

Step 2. You may need to scroll down to see the blue “Enroll” button.  
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 If you selected the HDHP as your Medical Plan, you can be eligible for the 

HSA. You must “Enroll” in the HSA Acknowledgment in order to enroll in 

the HSA. If you do not do this step you will not be able to open or 

contribute to an HSA account.  

Health Savings Account - Acknowledge 
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 You will only be allowed to enroll in the HSA if you have already enrolled in the Kaiser 

HDHP PPO Medical Plan and the HSA Acknowledgment.  

Health Savings Account - Enroll 
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 By enrolling in this benefit you authorize the NKC Pharmacy to deduct your 

prescription cost from your paycheck. Make sure to enroll any dependents 

that also use the NKC Pharmacy. 

Pharmacy Payroll Deduction 
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Editing Enrollments 

Already Enrolled in a Plan and want to Add or Remove Dependents? 

Click Edit Plan/More Info and then make your selection. 
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 You MUST enroll in a Medical Plan to enroll in VSP. Once you enroll in a 

Medical Plan, the button to enroll in VSP will appear.  

VSP 
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 You can only enroll dependents in VSP if they are already enrolled in a 

medical plan. 

 

 To enroll dependents in plans, under each selection click Enroll Now and it 

will give you options (i.e. Employee Only, Employee + Spouse, etc.) 

 

 You will see all options possible but you will not be able to actually enroll in 

a plan or a plan level if it violates the plan policy (i.e. enrolling your Spouse 

in VSP if they are not enrolled in Medical, etc.) 

VSP Dependents enrollment 
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 Designate your beneficiaries by clicking Edit Plan. You can have more than one 

beneficiary but the total percentage split between beneficiaries must add up to 100 

percent. If you do not see your Beneficiary listed you can exit the Enrollment wizard 

and start over at Step1 to enter Beneficiaries/Dependents or go to the Myself tab and 

under Personal Information select Dependents  & Beneficiaries.  

Add Beneficiaries to Life Insurance 
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Enrolling in Benefits (Continued) 

Once you are finished with your enrollments, click Complete Enrollment at 

the bottom right of the Welcome Page and you will see your choices and 

cost.  
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Enrolling in Benefits (Continued) 

If you want to waive enrollment, you would do so on this page. Using 

the drop down, select the reason that best matches your situation.   
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Enrolling in Benefits (Continued) 

You can make changes to your selections up until the last day of the 

enrollment period by navigating to Myself >Benefits> Enrollments. 
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 If you are interested in enrolling in 401k, Flexible Spending Accounts 

and/or Voluntary Life Insurance you will need to fill out the paper 

enrollments form and submit those to Human Resources.  

 

 The forms are available on K-Net, ADP’s home page for NKC Self-Service 

(workforcenow.adp.com) or in the new hire Benefits packet you received 

from Human Resources during orientation.  

Benefits Requiring Paper Enrollment Forms 
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QUESTIONS? 

Questions? Call Human Resources 

 

 Main Line – 206-720-3745 

 Email – HR@nwkidney.org 

 


