
Enrollment Info 

View video overview of enrollment here: https://www.youtube.com/watch?v=SpHS-8mxj9g 

1. Go to LGH ADP LINK - Access via Quicklinks on StarNet

2. Login in using your network username and password — the same information you use when   logging
on to your work computer.

https://pennmedaccess.uphs.upenn.edu/saml/idp/ssov2/adp


3. You will land on your benefits dashboard in ADP.

4. If you are enrolling, you will will see a task to begin enrollment. You can skip to step 8.

5.  If you are visiting to add a life event (i.e. marriage, baby, etc.), click on "Declare an Event" in the 
Report a Qualifying Change box. (see arrow above)

6.  Select from list which life event you are are reporting



8. Survey Question - Answer the survey question and then click on Next.  The Next button
will turn blue when you have answered the question.

7. Enter the date of the event and click the 'Continue' button. The rest of the steps will proceed
the same whether you are enrolling or adding a life event.



10. If you need to add a new dependent, you have the option of entering new information or
copying information from an existing beneficiary.

• If you are adding a new dependent you will receive a communication from Dependent
Verification Services to provide documentation showing proof of dependent. You can also
upload documentation directly via link on your dashbaord.

9. Review Your Information – Your dependents and beneficiaries will show on this screen.  You can
add new ones here if needed.  Click on the blue Next button to get to the next screen.



12. If you click on “Change plan” you will see the screen below.  This screenshot shows the medical
coverage.  Your dependents will show here.  You need to check the box next to your dependent’s
name if they should be covered under this plan.

11. Enroll in Benefits - All of your elections will show on this page.  You should review all coverage
listed.  Coverage changes are made here, if needed.  To change an election, click on ‘Change plan’.



14. Click on ‘save selected plan’ when finished.  You will have the option of proceeding to the next
coverage option or going back to the main page.

13. Select your plan.  The price will adjust based on the plan and dependents checked.



15. IMPORTANT – The most important step is to confirm your elections.  You must click on
“Confirm elections” to save all of your elections.  Your enrollment will be incomplete if you do not
confirm.  You are able to go back into the enrollment to make additional changes, if needed, during
the Open Enrollment period.

16. Once you hit confirm election, your life event will be recorded or your enrollment will be
complete. You will be brought to a screen where to can downlaod/print a confirmation.



Examples of an incomplete enrollment 



You will see the below banner when you go into the Annual Enrollment if you have not 
confirmed your elections. When finished making your elections, click on 'Confirm Elections'

You will see the below message.  Click on “I agree and confirm election”. 

Update to add LGH benefits website



Your Benefits dashboard will now show your enrollment as complete. 
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