
This guide is designed to assist in your benefit enrollment. Refer to the BVHS Benefit Book and The Core for detailed 

information about your benefit options.  

IMPORTANT ENROLLMENT REMINDERS: 

-Open Enrollment (OE) for 2025 benefits runs from 8am on November 4 to 5pm on November 15, 2024.  

-Login credentials — Your login information for PeopleSoft matches your BVHS network ID and password.  

-If you are unable to sign in, please call the help desk at x55211, or submit a help desk ticket through The Core. 

STEP 1 — ACCESSING PEOPLESOFT: 

-Visit The BVHS Core—click on Human Resources, Pay & Benefits, PeopleSoft Benefits Enrollment to 

access the HR portion of PeopleSoft.  

-You will be redirected to the PeopleSoft login page. 

STEP 2 — BENEFITS ENROLLMENT: 

-Upon reaching the PeopleSoft home page, choose Benefit 

Details, and then navigate to Benefits Enrollment.  

-Another option— click through the OE tile 

on the main PeopleSoft screen. 

-The Open Enrollment event will be listed. 

-If not listed, contact the benefits team within 

Human Resources for assistance. 

STEP 3 — CHOOSING YOUR EVENT: 

-Click Start on your ‘Open Enrollment’ event.  

-Open Enrollment will remain available to you for the entire two week period. You will be able to access it as 

many times as needed during that time.  
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STEP 4 — ENROLLING: 

-The benefits enrollment screen will show, in tile format, all benefit plans for which you are eligible to make an     

election during Open Enrollment. 

-Some benefits will be editable, others are for information only. 

-Start your enrollment by clicking on one of the tiles and making your choices—you will then exit that tile and click 

on a new one, continuing until you have made all of your choices.  

ENROLLMENT TIPS— 

-Review benefit documentation 

on the Core to ensure you have a 

solid understanding of your   

benefit options. 

-Ensure you have all necessary 

documentation for your            

dependents and beneficiaries, 

such as SSN, date of birth, and 

contact information. 

-Flexible Spending Accounts—

You must make an active        

election. While the FSA does    

feature a carryover, your election 

will NOT roll from year to year. 

-Evidence of Insurability (EOI— 

If you are  interested in updating 

your voluntary life, or disability 

benefits, you may be subject to 

EOI. 

-403(b)— If you would like to 

make changes to your 403b     

election, do not forget to contact 

Lincoln Financial (800.234.3500)

directly to make updates.  

STEP 5 — DON’T FORGET TO SUBMIT! 

-As you complete your elections, do not forget to click ‘Submit     

Enrollment’ at the very end.  

-Your event status will switch to ‘ Submitted’ upon completion. At 

this time, you will be able to pull an Enrollment Preview. 

-After submission, your elections will be finalized; however, OE is 

available to you for two weeks, so you can continue to make   

changes during that timeframe. 

-You will be able to view your newly elected benefits on your 

Benefit Summary, in PeopleSoft, within two days of submission. 

Navigate to the Benefit Summary and enter 1/1/2025. Your new 

benefits will be viewable.  

For more information regarding your benefits, please visit The Core or contact a member of the 

benefits team within Human Resources. 

419.423.5229 

askhr@bvhealthsystem.org 


