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Benefit Enrollment Instructions 

Step 1: Log in to Jamis (timekeeping system) > Select Self Service tab > Select Employee Self-Service Link on the left (make sure pop-up blocker is turned off) > 

you will be redirected to Employee Self-Service 
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Step 2: Once redirected to employee self-service, the employee self-service dashboard will show. If you want to see your current benefits, select the “My 

Benefits” widget on the dashboard. Otherwise, please select “Benefit Enrollment” from the left side menu. 
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Step 3: You will be guided to the instruction portion of the Benefits Enrollment screen. Please read through the instructions thoroughly before beginning the 

worksheet. Select “Next” when you are ready to begin.  
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Step 4: Make your benefit selections 

by either selecting your current year 

plan or clicking on the pencil icon for 

each benefit. Even if you are waiving, 

please make a selection for each 

benefit type (please note benefit 

type D does not require a selection 

UNLESS you select the HDHP). Select 

“Next” when you have completed 

the worksheet. 

Step 4a: If you have “not selected” 

you must either select a new amount 

OR waive the optional benefit for the 

upcoming year enrollment.  
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Step 5: Review your selections. If you are comfortable with your selections and have read the instructions, select “Review Complete…Continue”. If you need to 

make changes, select Back.  

 

 

Step 5a: If you elect more than the guaranteed issue, a notification will be sent to the voluntary life carrier, and the carrier will follow up to your company email 

requesting additional information for approval. 
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Step 6: Add or edit your dependent information if you selected any of the family plans. Select “Add”. Skip to page 12 of these instructions, if you did not select 

any family plans. 

 

 

 

 

 

 

 

 

 

 

 



7 
 

Step 7: Enter your dependent’s information: All fields with a red flag are required. Select “Create” when finished entering your dependent’s information. 
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Step 8: Enroll your dependents into the benefit plans you have selected. Enroll your dependents by either selecting dependents’ current benefit plans or clicking 

on the pencil icon for each benefit. 

 

 

 

 

 

 

 

 

NOTE: Please make sure you enroll 

ALL dependents to potentially 

include spouse/domestic partner and 

each child or children, as applicable.  
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Step 9: Check each box to select your dependents’ benefits. Click Save when complete. 
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Step 10: Once you have enrolled your dependents, select “Next”. 

 

 

 

 

 

 

 

 



11 
 

Step 11: Review your selections and select “Next” when done. 
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Step 12: Add or edit your beneficiary information. Select “Add”.  
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Step 13: Enter your beneficiary’s information. When finished, select “Save” (if you are editing) or “Create” (if you are adding a new beneficiary).  
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Step 14: Enroll your beneficiaries into the benefit plans you have selected. Enroll your beneficiaries by either selecting “My Beneficiary’s Current Benefit Plans” or 

clicking on the pencil icon for each benefit. Then click “Next”. 
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Step 15: Select beneficiary type, enter plan percentage and check the select box. Click “Save” when complete. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 15a: If you have multiple beneficiaries, please ensure their percentage break out adds to 100%.  
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Step 16: Once you have enrolled your beneficiaries, select “Next”. 
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Step 17: Review your selections and select “Next” when done. 
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Step 18: Open Enrollment (New Hire Enrollment skip page 19 of these instructions). Review all of your selections and either select to email or print the summary. 

During Open Enrollment, benefit selections will not show in the system until January of the following year.  
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Step 18: New Hire Enrollment: Review all of your selections, select complete enrollment, and select to email or print the summary. During new hire enrollment, 

your selections will show in the employee self-service > “My Benefits” as soon as you click complete enrollment. 
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Step 19: Enter the email address you wish to send your benefit enrollment summary to.  

 

 

This completes your benefit enrollment process. Please make sure to verify your deductions on your paystubs and in the “My Benefits” tab within employee self-

service. As always, please reach out to HR with any questions: hr@ddc-dine.com 

Thank you! 

mailto:hr@ddc-dine.com

