
 

INSTRUCTIONS FOR ONLINE OPEN ENROLLMENT 

PROCESS 

2021 PLAN YEAR 

 
 

First, log in to VTHR and Navigate to the Open Enrollment Portal: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
This Open Enrollment Module will allow you to: 

• Enroll in the Flexible Spending account for 2021; and 

• Review and make changes to your current medical/dental elections. 

 

 

Important note regarding navigation 

Once you have accessed the portal, do not use the tabs at the top to 

navigate between screens. To advance, scroll down and hit “Next” on 

each page. After you check “Confirm” and click “Submit” you can re-

enter the portal via the self-service menu to edit any of the information 

you entered previously.  

You can access the portal as many times as you want from November 1-

30. Your final submission must be submitted by midnight on November 

30. 



 

FLEXIBLE SPENDING PROGRAM 

The first screen is for the Flexible Spending Program.  
If you do not want to enroll in the Flexible Spending Account for 2021, scroll down to the 
bottom of the page and click “Next” to move on to the Medical Plan. 
 

To participate in the FSA program for 2021, you must complete this page. 
 
 

 
 
 
 
 
 
 
 

 
 
 

  

Step 1: Click enroll box to activate the selection 

boxes. The page will show your current elections. 

Step 2 – Verify that your personal information is 

correct. 

 

Step 3 – Click the Enroll button if you are enrolling in 

the Health Care account and enter an amount. 

 

Click the Enroll button if you are enrolling in the 

Dependent Care account and enter an amount. 

 

Step 4 - If you choose reimbursement via Direct 

Deposit, you can automatically populate the 

remaining fields with your current Direct Deposit 

information. You may also choose reimbursement via 

check. 

 Step 5 - Check the box if you would like to order a 

debit card. Do not check if you have a card already. If 

your card is expiring, a new one will automatically be 

mailed to you. 

Click “Next” to advance to the Medical and Dental pages. 

Reminder: Do NOT use these tabs for navigation. (See note on 

previous page.) 



MEDICAL AND DENTAL PAGES 

 

Both the medical and dental pages are similar and follow the same enrollment procedures.  If you want to 

keep your current elections, scroll down and click “Next” on each page. 

Please note:  If you are newly adding a Domestic Partner, you must complete and submit a Domestic 

Partner Application to the Benefits Division, or your Enrollment will not be processed. The paperwork is 

available here: Domestic Partner Enrollment Package 

 

For questions, contact the Benefits Division: 

dhr.benefits@vermont.gov or 802-828-6700 option 1, option 3 
 

 

 

 

Your current coverage election is indicated here. 

 

 

 

If you want to make a change, click yes.If not, click no and 

scroll down and click “Next” 

  

 

 

 

 

If enrolling for the first time or changing your plan, select a plan from the drop-down menu and “Enroll” for you and 

each dependent. For the Action Request, select “Enroll”, “Cancel Coverage” or “No Change” for yourself and/or each 

dependent listed here.  

 

 

 

Use the (+) or (-) arrows to add or delete dependents. 

 

 

 

 

 

 

New dependents can be automatically added 

to the Dental plan via the check box. 

  

 

Click “Next” to advance onto the Dental Page and follow the same instructions to make any changes. 

Then, click “Next” to advance to the submission page. 

 

. 

https://humanresources.vermont.gov/sites/humanresources/files/documents/Benefits-Wellness/Benefits/Health_DP%20Enrollment%20Package.pdf
mailto:dhr.benefits@vermont.gov


 

 

 

Click “Confirm and Accept” to indicate your authorization and acceptance of the terms outlined, 

and then “Submit”.  

If you need to make changes on previous screens, hit “Submit” first, and then return to the portal 

via Self-Service. 

For questions and assistance, contact the Benefits Division: 

dhr.benefits@vermont.gov or 802-828-6700 option 1, option 3 

mailto:dhr.benefits@vermont.gov

