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Welcome to TechSelect 2011 Online Enrollment 
Human Resources is pleased to announce online enrollment for the 2011 TechSelect open enrollment, a process 

of selecting your benefits package electronically.  Online enrollment will be processed through Employee Self 

Service (ESS), a tool for employees to review and update their employment/payroll/benefit information. All 

employees who qualify for TechSelect are required to process their 2011 TechSelect benefit choices online 

through Employee Self Service. 

The enrollment period is 11/01/10 through 12/01/10. During this enrollment period you will need to select 

your benefit choices electronically. It may be more efficient to first familiarize yourself with the medical plans 

(http://www.admin.mtu.edu/hro/benefits/index.shtml) prior to selecting your choices online.  After December 1 

enrollment will be closed.  If you have not completed the online enrollment process by December 1, you will be 

assigned the default plans. 

The effective date of the benefit changes is January 1, 2011 and will be reflected on your paycheck dated January 14, 2011. 

You will receive an electronic confirmation of your elections via your Michigan Tech email address. 

****************************IMPORTANT **************************** 

It is imperative that after you make your selections through online enrollment, you finalize your selections by 

pressing COMPLETE (see diagram below).  If you do not complete your enrollment, your choices will not be 

entered into the database and you will be entered into the default plans for 2011..   

If you need assistance with the navigation in ESS email ess@mtu.edu or call Patty Kyllonen, 

487-2480. 

If you have questions regarding the 2011 TechSelect benefit package email rlhiller@mtu.edu or 

call Renee Hiller, 487-2517. 

 
 

 
 
 
 

 
 

 
 
 

 

mailto:ess@mtu.edu
mailto:rlhiller@mtu.edu
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FREQUENTLY ASKED QUESTIONS 

 

Do I have to enter online enrollment if I choose not to make any changes? 

Yes.  You will need to select a health plan for 2011.   In addition you will be able to make changes to your 

existing benefit selections, including your matching contribution for retirement. 

 

What is my userid and password?   

Your Michigan Tech ISO userid and password is what you will need to sign on to Employee Self Service.  This 

is the same userid and password you use to access your Michigan Tech email address.  If you have forgotten 

your password, or have other questions regarding this userid and password, please visit 

http://www.login.mtu.edu.  You may also contact your department system administrator or email ess@mtu.edu. 

  

I do not have a computer at my job location, where can I access Employee Self Service on campus?   

For a list of computers on campus that are available for public use click here.  

 

In addition, you may attend a lab session that will be staffed to assist you in the process of online enrollment.  

The lab sessions will be held in the MEEM Bldg, Room 120.  The schedule is below.  You do not need to sign 

up, just show up at a session that works within your schedule. 

 

Week 1 Wednesday, 11/03/10,  3pm – 5pm 

Week 2 Friday, 11/12/10,  11am – 1pm 

Week 3 Wednesday, 11/17/10,  3pm – 5pm 

Week 4 Monday, 11/22/10,  8:30am – 10:30 am 

 

Can I access Employee Self Service from home? 

Yes, any computer that has access to the internet will provide access to Employee Self Service.  The website 

link is:  www.banweb.mtu.edu. 

 

What happens if I make my selections and complete my enrollment, and then I need to make a change? 

You may make selections, complete and restart open enrollment, anytime during the enrollment period.  After 

December 1 no changes will be permitted.   

 

What happens if I do not process online enrollment? 

If you do not complete your online enrollment you will be assigned to the default medical plan, HuskyCare 

HSA, you will not be enrolled in the dental/vision plan or flexible spending plans. 

 

My spouse/partner and I are both employed at Michigan Tech and eligible for TechSelect benefits, do we both 

need to process online enrollment? 

Yes, both need to start online enrollment, review and update selections if appropriate, and complete the online 

enrollment process. Open enrollment is also a time for employees to make changes to life insurance, AD&D, 

etc.  

 

Will I receive a confirmation form? 

Yes, you will receive an electronic confirmation form through your Michigan Tech email address. 

  

http://www.login.mtu.edu/
mailto:ess@mtu.edu
http://www.admin.mtu.edu/hro/forms/Computers09.pdf
http://www.banweb.mtu.edu/


` 

Page 3 of 13            

 10/27/2009           

Instructions to process your Tech Select Benefits online. 

 

 
 

 

 

 
 

 

 

 

 

 

 

Your   Name 
Step 2.  Click on Employee Services 

Step 1.  Sign on to Employee Self Service (ESS) using your 

Michigan Tech ISO user-id and password 
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Step 3.    Open Enrollment 

Step 6.  To begin reviewing and updating your 

benefit selections for 2011, you will need to click 

on a Benefit Group. 
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Step 7.  Click on a Benefit Plan to 

make changes. 

 

Note: This is an example of the 

miscellaneous Benefit Group.  Your 

current (2010) elections will be displayed 

in this area. 

 

Step 8. Reviewing and/or changing benefit 

plans.  To change, select appropriate 

choice. 

To stop the benefit completely, click here. 

If you‟ve made changes, click “Submit Change” 

to enroll in new coverage. 
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Step 9.  After reviewing/updating all plans within 

the group, click on Return to Open Enrollment. 
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Reminder: All employees who do not opt-out of health and/or dental 

vision coverage must select a choice for 2011 or the default plans will 

apply. 
 

 

Note:  After you click complete, you will receive an alert indicating that you will receive 

an email confirmation the next day. 
 

 

 

Step 10.  Complete steps 6 – 9 choosing a 

different benefit group if reviewing or 

making changes. 

Step 11.  When you are 

satisfied with all your choices 

and are ready to end the open 

enrollment process, click 

Complete. 

NOTE:  Click here to reopen the entire 

open enrollment process and start over. 
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If you want to make changes to your 2011 

choices, you may do so by reopening open 

enrollment until the deadline of December 1, 

2010.  NOTE:  IF YOU REOPEN OPEN 

ENROLLMENT ALL PREVIOUS 

ELECTIONS WILL BE DISCARDED. 

Step 12.   If you are switching health plans in 2011 or making 
ANY dependent changes, you must go to the 
Beneficiaries/Dependents screen to complete your enrollment 
(this can be done once you click COMPLETE after making your 
choices). 
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Instructions To Update Your Beneficiaries/Dependents 

 

Beneficiaries and Dependents Information  

This section will reflect your active and inactive beneficiaries and dependents as well as the demographics (age, 

date of birth, gender, etc.) of the individual.  If a dependent is listed, it doesn‟t necessarily mean he/she is 

covered.   Removal of a beneficiary or dependent from this section is prohibited for historical record keeping 

purposes. 

How to Add a New Person 

To add a new beneficiary or dependent select the Add a New Person link 

 

Clicking on „Add a New Person‟ will bring up the following window. (see next page) 

 

 

 

 

 
Complete the form and submit changes.  You 

will automatically be routed back to the 

Beneficiary and Dependent screen. 
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After you have added a new beneficiary or dependent, you must link him/her to the coverage. See next page. 
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Benefit Coverage 

This section details who you‟ve designated as beneficiary for life insurance and AD&D. This section also 

reflects which dependents are covered by your medical and/or dental-vision plan. Accidental Death and 

Dismember (414) and Optional Emp Life Insurance (850) can only be assigned beneficiary designation, you 

cannot enroll the beneficiary into the coverage.  Begin and end dates must be entered when applicable, for both 

Life/AD&D as well as health coverage. (Adding=Begin    Remove=End) 

 

 

 

 

New person added 

Link the added person to coverage and/or update coverage as applicable.  This step must be completed 

in order for the changes to become active.  See next page. 
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If switching health plans or adding or removing a dependent, you must enter the end date of the coverage to 

be discontinued, and enter the begin date of the coverage to be started. After making the intended changes 

click the Update button. These steps must be repeated for EACH dependent.  

 

Click here to 

complete 
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Add, Change or Remove a Person (continued) 

To add the person as a beneficiary you will add a begin date, choose if he/she will be primary (P) or secondary 

(S), choose a percentage of benefit and finally check the box Choose Benefit. 

Make additional changes as necessary.  Click on the Update box when completed.  You will automatically be 

routed to the Beneficiaries and Dependents page where you should review the changes you made.   

NOTE – An ERROR code will appear if percent totals are greater than 100% for Primary (or Secondary if 

applicable).  Example shows Optional Emp Life Insurance Secondary total of 125% (50% + 75%)          
 

 
 


