
 

 

 

 
 

 

 

 

 

 

 

 

 

VTHR Benefits Enrollment Process 
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Benefits Enrollment 

Enrolling in Benefits  
 

If you have previous health coverage that ended no more than 3 days prior to your date of hire with the 
State of Vermont, or current health coverage that will terminate less than 30 days after your date of hire, 
then you qualify for a waiver of the 30-day waiting period. The Employee Benefits Unit will need 
confirmation of your coverage termination date. This could be a document from your former employer or 
insurance company, or the relevant page from any COBRA offer you received. 
 
When you are ready to get started, send an email to DHR.Benefits@vermont.gov with a request to initiate 
the enrollment process. Provide your Employee ID#, and if you are seeking a waiver of all or part of the 
waiting period, attach the required documentation. No documentation is needed if you are not seeking a 
waiver. 
 
The Employee Benefits Unit will then generate an enrollment event in the VTHR system for you with the 
appropriate effective date. This will be either: 
 

 Your date of hire (if previous coverage ended no more than 3 days before your start date); or 

 A date between your first and 31st day (if you’ve documented coverage that will terminate during 

the waiting period); or 

 The 31st day after your date of hire (if you are not seeking a waiver of the waiting period). 

You will receive an email when the enrollment event is ready for you to access in the VTHR system. 
Before proceeding to your enrollment event, you may want to visit the Health Benefits Overview page on 
the State of Vermont’s Department of Human Resources website for information on coverage details and 
cost. 
 
Current/Active Employee Navigation: Main MenuSelf ServiceBenefitsBenefits Enrollment 
New Hire Employee Navigation: Main MenuSelf ServiceNew Employee CenterBenefits Enrollment 
 
Begin the enrollment process by completing the following steps: 
 

Step 1: Log into VTHR and Navigate to the Enrollment Event. 

 

 
  

mailto:DHR.Benefits@vermont.gov
http://humanresources.vermont.gov/benefits-wellness/benefits/overview#What are my health benefit options
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Step 2: On the Benefits Enrollment page, click 

‘Select’ to continue to reviewing/selecting your 
benefits. 

Step 3: On the Enrollment Summary page, 

click ‘Edit’ to view/select the different Medical 
Options. 

Note: New enrollees will see ‘No Coverage’ as the 
medical option default.  
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“Before Tax”- meaning your premium 
will be deducted from your gross wages, 

before taxes are taken. 

“After Tax”- meaning your premium will 
be deducted from your net wages, after 

taxes are taken. 

The option to Waive is listed at the 
bottom of the page. 

Step 4: Choose your 

plan, or waive coverage. 
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Step 5: Click ‘Add/Review Dependents’ 

Next, click on ‘Add a dependent or 
beneficiary’ 

Step 6: Complete the Personal 

Information for the dependent.   

When you select a plan (in Step 4) a section will appear at the bottom of 
the screen. This section is for enrolling dependents.  

Note: If you are enrolling only yourself, or are waiving coverage, skip to 
Step 8. 

Note: Under ‘Relationship to Employee’ the options you may choose are ‘Child’ or 
‘Spouse’.  If you are enrolling a domestic partner, email DHR.Benefits@vermont.gov 

for additional instructions. 

mailto:DHR.Benefits@vermont.gov
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Once the Personal and Status 
information is complete, click Save 

Then Return to 
Dependent/Beneficiary Summary. 

Step 8: If you have added dependents, click 

“Enroll” for all dependents you want to add to the 
coverage.  

Step 7: Either continue to add additional dependents 

(repeat Step 6), or if no additional depends need to be 
added, click ‘Return to Event Selection’.  

Next, For all enrollees, whether you’ve added 
dependents or not, “Update Elections”. 
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Step 9: Review the Summary Screen, 

then click “Update Elections” again. 

Whether or not Dependents were enrolled into the 
Dental Plan, click Submit to complete the enrollment 

process. 

Step 10: Click “Edit” to add dependents to the 

Dental plan. Note: Dependent dental coverage will 
begin at the same time as your own. 

The Dental Plan is provided to you and your dependents at no 
cost. For you, enrollment is not required. Coverage begins 

automatically six months after your date of hire.  
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Benefit Confirmation Statement 
Navigation: Main MenuSelf ServiceBenefitsBenefit Confirmation Statement 
 

 
 
Contact the Employee Benefits Unit at DHR.Benefits@vermont.gov, or by phone at (802) 828-6700, option 
1, option 3 should you have any questions regarding the enrollment process or any benefits related 
questions. 

Then on the Submit Benefits Choices page, Click 
Submit to complete the enrollment process. 

Review the Submission Confirmation, then click ‘OK’. 

A final confirmation screen notes that a message will be sent to your state 
email address when your confirmation statement is ready for viewing. This 

will be within 3 business days. 

After receiving the email that your confirmation 
statement is ready for viewing, log into VTH and 

navigate to the Benefit Confirmation Statement page.  

mailto:DHR.Benefits@vermont.gov

