
New Hire Benefits User Guide 
Note: This guide is meant to help you navigate the system to complete any benefits tasks you may be 
assigned. Tasks in the below examples may not match what you have been assigned, however the 
general steps to complete your tasks should be the same. Please only refer to the screenshots for 
Examples of what you are looking for within the system rather than expecting an exact mirror image of 
your individually assigned tasks/questions.  

Changes to Forms: you can change your elections to the benefits forms up until you sign them. To 
do so you will need to go back to the questionnaire items and change your answers to the appropriate 
fields you wish to update.  

Prior to signing the forms: you should double check the answers to the benefits section in your 
questionnaire task previously completed.  

For screenshots examples please see below. 

1. When you log into your onboarding account you will see previously completed tasks in green 
and pending tasks in red. Failure to complete the SF-2809 forms will result in waived FEHB. 
NOTE: Your Tasks may vary from the examples in this guide. 

 

  



2. When you access your onboarding account on/after EOD you will see all tasks assigned to you.
Your previous task of “Complete New Hire Questionnaire” will show incomplete if you did not 
previously answer the benefits question. You first need to go into the questionnaire to complete 
the benefits questionnaire items are pending, or review the previous answers for accuracy.  

 

3. Click on the benefits questionnaire to answer/review all questions in those sections. 

  

 

 

 

 

 



4. Click save and continue at the bottom of the page of each section as you complete the 
questions. Then click “continue” to go back to the questionnaire item list to start the next 
section. (the following are examples of the types of questions you will want to check or 
complete.) 

a. NOTE: Some questions depending on how you answer them may cause more questions 
to appear. You must fill out any questions available until all required questions are 
complete. 

 

 

 

  



5. Once all questionnaire items are complete you can hit the “Close” button at the bottom of the 
page. This will return you to your task list where you are now able to sign and submit your 
benefits forms. Click on the hyper link for the form you need to sign from the task list then again 
in the new window that appears. 

6. Review the form for accuracy then Click the “Confirm Button” Then Click “Sign and Submit after 
EOD”



8. Once the form reflects the green checkmark click the “Close” button to return to the task list 
once again.  

 

9. Follow the same process to sign and submit any remaining forms indicated by the red squares.  

 

10. Once you have finished all tasks you will once again get the “Congratulations” popup and see 
that your progress bar is back at 100%. You may now log out.  

 



 

The End! 


