
Using the Electronic Open Enrollment Form  
Go to ITC Portal and select 

Employee Self Service

Select Open Enrollment

Open Enrollment Form will 
open.  Click each tab to 

complete your enrollment



Approving and Submitting the Electronic Open Enrollment Form

To sign, click the checkmark and your ID and name will 
appear.  Then, Click the Submit button next to your ID to 
submit your benefits elections.
Do not click submit at the top of the page



Verifying Submission of the Electronic Open Enrollment Form

Once submitted, Employee Self-Service will look like 
this to show your form has been submitted

If Employee Self-Service looks like this, your form has 
NOT been submitted
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