
Step 11: Click Finish and 
print your confirmation 
page.

Congratulations! 
You made your 
2015 elections ! 

How to Make Your 2015 Health Benefit Elections

Step 1: Log on to the SHBP 
Enrollment Portal. (If you 
are a first time user, you 
must first register using the 
registration code SHBP-GA 
and set up a password 
before making your 2015 
election).election).

The Home page 
displays an ‘Open 
Enrollment’ message 
indicating the event date 
for the member on the 
top of the screen for 
elections to be in effect 
for the 2015 Planfor the 2015 Plan Year.

Step 2: Under the Open 
Enrollment window, 
click on Continue to 
proceed with your 2015 
Plan Year enrollment.

Step 3: The 
Welcome page 
displays a “Terms 
and Condition” 
message with the 
New Plan Year as 
the effective date.

You should click on the 
message to review Terms 
and Conditions before 
accepting. You must click 
Accept Terms and 
Conditions to continue to the 
next step of enrollment.  

Step 4:Click on Go to 
Review Your Current 
Elections. This 
screen displays 
appropriate default 
enrollments for you

Step 5: Click on Go To 
Review Your 
Dependents. To add 
additional dependents, 
click on Add a 
Dependent, and enter 
necessary details to 
enroll dependents.enroll dependents.

Step 6: To start 
your Election 
Process, click on 
Go to Make your 
Elections. 

Step 7: Click on 
GoGo To Tobacco 
Surcharge Question. 
You MUST answer 
the tobacco 
surcharge question 

After you answer the Tobacco Surcharge Question, the 
Decision Support box will display.  You are provided an 
option to utilize the Decision Support benefit option 
comparison tool to help you choose the right plan to meet 
your needs. You can choose to decline or accept the 
opportunity to use the tool.

Step 8: Click on Go to Health 
Benefits to choose your 
Vendor and Plan Options

Step 9: Make your 
elections, if 
needed.

Step 10: Click on Go to Review 
and Confirm Changes.
Your Elections (This screen 
displays your
elections made. You should 
carefully review your elections.)

Start
Open Enrollment 
begins October 27, 
2014, 12:01 a.m. ET 
and ends November 14, 
2014, 5:00 p.m. ET.

NOTE: If Finish is NOT 
clicked, your enrollment 
process has not been 
completed.

NOTE:  When adding a 
dependent, scroll down, 
and check the Include in 
Coverage box located next 
to newly added dependent.

Ask yourself the following 
questions 
“Has my family situation 
changed? “  
“Have I added dependents 
to my family?” 
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