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my>HR Employee Self-Service 

 

 Benefits Enrollment            Quick Reference Guide        
1.  Prepare to Enroll     
a.  Read the Benefits Plus Enrollment Guide.   

b.  For benefit questions, contact the Benefits Department 
935-6938 or e-mail Benefits@mhc.net. 
c.  Write down your benefit selections. 
d.  Gather your beneficiary and dependent names, dates of 
birth and social security numbers (SSNs) as needed. 

2.  Log in to Infor                  
a.  Start your web browser by clicking Start, Programs, 
Microsoft Edge. 

  
 

b.  From the Munson intranet home page using a Munson 
network connected computer, click the SharePoint Home 

page (https://sharepoint16.mhc.net/Pages/home.aspx).Then 

click   and then click on the my>HR icon.  

 

At this point, you should automatically be logged in to enroll. 

 
c.  From home or outside the Munson network:  Enter web 
address: http://www.munsonhealthcare.org, press Enter. At 
the bottom right corner of the page click on For Employees 
button. 

  
Then navigate to Quick Links and select my>HR Self-Service.  

 
If the Citrix Access Gateway Plug-in is not installed and you do 
not have multi-factor authentication set up, please read the 
Log In from Home section and follow the guides listed 
(Accessing Employee Self-Service Remotely  and Multi-Factor 

Authentication Guide for StoreFront). For technical 
assistance, please contact the Help Desk at (231) 935-6053. 
After completing the installations find the my>HR_SelfService 
link, click it and with your network ID, you should 
automatically be logged in to enroll. 
 

3.  Enroll in Benefits     
Before you begin this process, plan your choices ahead of 
time and make sure you have sufficient time available to 
complete the process.  If you exit part way through 
enrollment you will lose your work.  You can go back in and 
change your elections up to the end of open enrollment. 

 
a. Click Bookmarks, then click on Employee Self-Service to 
expand menus. Click on Benefits and then click on Annual 
Open Enrollment.   

  
 

 
b. Read all of the information on the welcome page.  Click 
Continue. 
 

c.  Be sure to use Continue and Previous buttons of your web 
page selections to navigate. WARNING -- DO NOT use the 
back and forward buttons on your browser to move between 
pages.  
 

  
 

Application is not designed for browser arrow 
navigation. 
If you accidentally click the back button, log out and log back in to refresh 
your session. 

 

mailto:Benefits@mhc.net
https://sharepoint16.mhc.net/Pages/home.aspx
http://www.munsonhealthcare.org/
https://www.munsonhealthcare.org/media/file/Accessing%20Employee%20Self-Service%20Remotely.pdf
https://www.munsonhealthcare.org/media/file/Multi-Factor%20Authentication%20-%20StoreFront.pdf
https://www.munsonhealthcare.org/media/file/Multi-Factor%20Authentication%20-%20StoreFront.pdf
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d. Review/Update your Mailing & Home addresses: 
Add a Spouse’s phone # as needed. 
 

 

 
e. Save and Continue. 
 
f. The current dependents window will appear.   
Review your current dependents: 

If the dependent is not listed, click Add.  Enter the dependent 
details including the Social Security Number (SSN).  Scroll 
down and click Update.  Click OK at the pop-up window.  The 
dependent will appear on the screen. 
 
Note: You can only Add or Edit dependent information on this 
screen. To remove or get help changing dependent 

information, please contact the benefits office at 
Benefits@mhc.net. 
 

g. If adding a dependent, click the here (see section Required 
Documentation) to review required documents.  This 
documentation must be received by the end of open 
enrollment, or the additional dependents and/or spouse will 
not be eligible to enroll. Note: Dependents may only be 
deleted by contacting the Benefits Department.   
 

h. Once you have completed all dependent changes, click 
Continue 
 

i. An Enrollment Order window will appear. Your current 
eligible benefit elections list will appear on the screen. Click 
Continue again. 

 
 
j. The next screen will show your previous year benefits in 
summary fashion. Click Continue. 

  
 
k. As you are guided through each benefit, please choose the 
button you desire and click continue to go to the next screen.  

 
l. If you choose Change the coverage type, you will see 
options to choose and will need to make a selection, then 
click Continue. 

mailto:Benefits@mhc.net
https://sharepoint16.mhc.net/HR/benefits/Documents/Covering%20Family%20Members.docx
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m. If you choose Change Select a different plan, you will see 
all options for various plan types and will need to make a 
selection, then click Continue. 

 
Note: Please to add or remove dependents as desired by 
checking the boxes for a particular benefit plan as warranted.  

 
n. If you enroll a spouse in the health insurance, the Spousal 
Eligibility questionnaire will appear on your screen.  
Employees are required to complete this form annually if 
enrolling a spouse. 

 
 

o. If you enroll in health insurance, the Priority Health 
Confirmation Statement will appear on your screen.  Read the 
statement and place a check in the box. 

 
 
p. Click Continue to enroll in your next Enrollment Election. 
 
q. On specific plans you can either enroll in the plan, or 
choose the No Coverage option, which means you decline 
coverage.  Select the option you need for the plan 
presented. 
 
 

4. Add Beneficiaries      
a. If you enroll in Optional Life or AD/D or have a Life plan, 
please enter beneficiaries.  
Note: This can be completed/updated within Employee Self-
Service throughout the year as well.  

 
 
b. Once you have completed all of your beneficiary 
information per plan and are ready to save the information, 
click the Save Beneficiaries button. 

 
  

c. If you want to complete beneficiary information at a later 
time, you can click the Continue WITHOUT Beneficiary 
Update button.  

 
 

 
 

Submit elections       
Your selected elections will appear.  Carefully review your 
choices.  If you decide you need to change something, click 
Do Not Process – Go back and Make Changes and you will be 
able to select the plan(s) you want to change and update 
them as needed.  
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Note: Review your confirmation carefully.  If it says your 
elections have not been saved, you will need to log back into 
Infor and repeat the process described in section 5.  
 
d. If you are satisfied with your choices, read the SPD 
statement and place a check in the box.  Then click Save 
Enrollment and Process. 

 
 

e. Click Yes to e-mail and/or print a copy of your elections.  
Select the printer you want to use and click the Print button. 
NOTE: We always recommend use of email for your 
confirmation and saving it for any future reference. 

 

f. Click Continue at the Congratulations window. 

 

g. The window on the right will be blank and your menu 
selections on the left are available.  To exit the program, click 

on the Sign Out icon in the upper-right corner.        

 

5.  Making Changes to the Enrollment  
a. Changes can be made to your benefit elections up to the 
end of open enrollment. 

 

b. Click Bookmarks, then click on Employee Self-Service to 
expand menus. Cick on Benefits and then click on Annual 
Open Enrollment.   

 

c. Review/Update your Mailing & Home addresses as needed 
and click Continue.   
 
d. Make changes to the current dependents as needed and 
click Continue.   
 

e. Your previously elected benefits should appear if they were 
saved properly. 

 
 
f. Click continue until you see the previous enrollment Benefit 
Confirmation screen and here click the button Do Not 
Process – Go Back and Make Changes.   

 
 

g. The Enrollment Change window will appear.  Check the 
boxes for all the plans you would like to change.  Click 
Continue. 

 
h. Enter your desired changes, clicking Continue until you 
reach the benefit verification screen. Check the SPD 
statement box and then click Save Enrollment and Process. 
 

i. Click Yes to e-mail and/or print a copy of your elections.  
Select the printer you want to use and click the Print button. 

NOTE: We always recommend use of email for saving your 
most recent confirmation. 


