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Make plan changes and FSA elections easily online through Benefits Enrollment in PeopleSoft 

Employee Self-Service.  Receive a confirmation email for all changes. Dependents cannot be added 

in PeopleSoft.  To add a dependent, download and complete the Benefits Enrollment/Change form 

and include documents to verify dependent eligibility.  

These instructions are divided into the following sections:  

 
Section A: How to Access PeopleSoft Employee Self-Service for Benefits Enrollment (Pages 1 – 4) 
Section B: Make a Medical Plan Change (Pages 5 – 9) 
Section C: Make a Dental Plan Change (Pages 10 – 11) 
Section D: Flexible Spending Account Elections – FSA (Pages 12 – 14) 
Section E: How to submit your final plan changes and/or FSA elections to the Employee Benefits Dept (Pages 15 – 16) 
 

SECTION A: How to Access PeopleSoft Employee Self-Service for Benefits Enrollment 

 

 

 

 

 

 

 

Select Staff Portal 

Select Applications & Support 

 

https://www.sandiegounified.org/departments/benefits/benefit_forms
https://www.sandiegounified.org/departments/benefits/benefit_forms
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Select Applications: Log-In 

Select PeopleSoft - HCM 
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User ID = Employee ID # 
Password = District email password 
Click Sign-In 

Select Benefits 

Select Benefits Enrollment 
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Click ‘Select’ to start your 2024 

Open Enrollment online session. 
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SECTION B: Make a Medical Plan Change 

 

 

 

Select the new Medical plan 
you would like to enroll in. 

 

Select the Edit button on 

the Medical row to begin 

a medical plan change.   
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If you are selecting a UnitedHealthcare 
HMO plan, you will need to select a 
Primary Care Provider (PCP) by clicking 
on the magnifying glass.  

 

You can search by several criteria to 

find a Primary Care Provider (PCP) 

under the new plan. 
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Indicate if you have seen this 

Primary Care Provider (PCP) 

before.  Make PCP selection(s) if 

you have covered dependent(s). 

Use the magnifying glass to select 

a Primary Care Provider (PCP) for 

each dependent. 
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After selecting a provider for each 

dependent, select Return. 

After selecting providers for you and any 

dependents, click Update and Continue. 

Review the carrier agreement and 

click the Accept Your Choice box (you 

may have to scroll down to see this). 
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Select Update Elections  
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SECTION C: Make a Dental Plan Change 

 

  

 

   

Select the Edit button on the 

Dental row to begin a dental plan 

change.   

 

Select the new Dental plan you would 
like to enroll in.  Then select Update 
and Continue. 
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Review the carrier agreement and 

click the Accept Your Choice box (you 

may have to scroll down to see this). 

 

Select Update Elections 
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SECTION D: Flexible Spending Account Elections - FSA 

  

 

Click on the Edit Button next 

to the account(s) you would 

like to elect.  The screenshots 

below provide examples of 

both Health and Dependent 

Care elections. 

 

Click on the Flex Spending 

Health Option. 

Then, enter an Annual Election.  

You may click on Worksheet for 

assistance in calculating the 

election amount.  

If you would like the annual 

Health Care FSA election 

loaded to a debit card, click 

this box. 
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This shows the Worksheet screen.  Enter a 

new annual election amount to calculate 

the per pay period contribution. 

Click on this link when finished. 

Click Update and Continue 
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Click Update Elections 

Click Flex Spending Dependent Option. 

Enter an Annual Election.  Click Worksheet for 

assistance in calculating the per pay period 

contribution amount.  

 

Click Update and Continue when finished. 
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SECTION E: How to Submit Final Changes and/or FSA Elections to Employee Benefits 

Click Save and Continue once you 

have made all plan changes and/

or FSA election(s) for 2024 

Review Benefits Summary 
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Congratulations! You have finished submitting your Open Enrollment selections for 2024! 

Thank you for using PeopleSoft Employee Self-Service. 

Click Submit to finalize all entries and 
send the information to the Employee 
Benefits Department 

Confirmation email sent to the 

address you provide here.  


