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Kronos Employee Self-Service 

Benefit Enrollment Guide 

This document will instruct a newly hired employee who was hired within the past 30-days of 
how to enroll in Medical, Dental, & Vision insurance using the employee self-service site 
http://myaldenhr.com. This is only a guide for those employees who wish to enroll in coverage. If 
you do not wish to enroll in either Medical, Dental, or Vision insurance and plan to waive coverage, 
please see your Business Office Manager and you will need to fill out paper waiver forms. For more 
information regarding specific insurance plan details visit http://myaldenhr.com and review the 
insurance plan documents or see your business office manager. 

1. Visit http://myaldenhr.com and login to your self-service portal 
a. If you are unable to login or need help identifying your username/password, 

please reach out to your Business Office Manager 
2. Once you are logged into the site go to the Alerts Tile 

 

 
 
 

3. Hover your curser over the Alerts Tile and select 
                  New Hire Notification 

a. Note: If there is not a notification under the Alerts 
          Tile, go to the Benefits tile and select Life Event 

 
4. You will receive an ACA Status Change   
   notification, click OK 

 
5. When you have reached the Life Events page,  
   click on the New Hire link 

 
6. Once the New Hire link is clicked you will receive  
              a Welcome message from the Alden Network   
               read through the message then click Continue

Name 
John Sample 
 
Employee ID  
12345 
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7. From this point you will go through several employment information tabs, review all of the 
personal information to insure that it is correct 

 
8. If any information is not correct or needs to be updated, make the necessary corrections and 
then click Save & Continue 

 
9. Once the employment information has been verified you will reach the Updating Your 
Benefits screen. Once you have reached this screen, Check All Boxes available and then click 
Save & Continue 

 
 

a. Below Updating Your Benefits you will see a 
Deadline for Changes date. Upon this date, any 
pending insurance enrollment information will be 
submitted to your Business Office Manager. It is a 
good idea to review your benefit information 
before this date 

 
 

 
 
b. The first benefit 
you will need to select 
will be your Medical 
Insurance. Review the 
options and select your 
desired Plan. Once your 
Plan is selected, select 
your Election If you 
select an Election other 
than Emp lo y ee  you 
will need to add a 
dependent 
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10. If you are adding a dependent follow the below instructions, if you are selecting Employee 
coverage move on to step 12. Note: It is required to provide the Social Security Number for 
each Dependent ONLY for Medical & Vision Enrollment 

a. Click Add Dependent 
b. Enter the dependent’s information into the applicable boxes 

i. All asterisked fields are required 
c. Review the entered dependent information and if it is correct, click Save & 

Continue 
 

 

d. You will now need to confirm the address and phone number of your dependent, review 
their information and change any incorrect items. Once all the dependent contact 
information is correct, click Save & Continue 

 

 

e. At this point your dependent should appear in the dependent section of the Medical 
Current Elections screen, Click the Medical Box which is located under the Enroll 
column to add this dependent to your medical plan and click Save & Continue –if 
this box is not checked your dependent will not be enrolled in the insurance plan 

  
 

New Hire Enrollment Guide, January 2019  



   P a g e  | 4  

 
 

11. The next benefit you will have the option of adding will be your Dental insurance. 
Review the various dental plans and select first the Plan then Election which you desire 

a. All dependent information from the Medical insurance enrollment stage will be 
carried over to the Dental insurance screen. To add a new dependent follow 
 Steps 11A-11E 

 
 

 
 

12. If you are selecting the Dental HMO option you will need to select a Primary Care Dentist. If 
you are not selecting the Dental HMO plan select your desired Plan & Election and click 
 Save & Continue and move onto Step 13 

  
a. Click Add/Change 

 
b. You will need to use the Guardiananytime.com 
website to search for the ID number for your Primary 
Care Dentist. To do this click on the Dentist Name link on 
the Plan Dentist screen 

 
c. Once the Dentist Name link is clicked you will be taken 
to the Guardiananytime.com Website where you can find 
a dentist
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d. Select Managed Dental Care 
(DHMO/Prepaid) & Enter your Zip Code 
and click search 

 
e. You will now see all of the Dentists in 
your area who accept the Guardian Dental 
plan. Review the available options and select 
which dentist you would like to have as your 
Primary Care Dentist 

 
 

f. When you have decided on a dentist record the dentist’s name and their PCDID# 
which is located next to the dentist name 

g. With this information recorded you can close the Guardiananytime.com Dental 
website to take you back to the Dental Current Election page 

 
 

h. When you are back on the Dental Current Elections 
page click the Add/Change link located below the Physician 
header 

 
 

i.  When the Plan Physician page pops up you will need to 
complete the required fields with the information you have 
already recorded from the Guardian 
 Dental website 
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j. If you wish for the dependents on your Dental plan to have the same dentist click the 
box that reads Record this physician for my dependents also 

k. If you wish for the dependents on your Dental plan to have a different dentist, 
select the desired dependents name from the Insured’s Name dropdown and enter 
the Dentist Name & ID Number for your dependents Primary Care Dentist 

l. When all Primary Care Dentist(s) information is entered and attributed to the 
correct enrollees click Save & Continue 

13. Review the Dental Current Elections page and make sure that all the information on it is 
accurate. When all the information is correct click Save & Continue 

 
a. Note – Important: In order to enroll a dependent onto your Dental plan you must  

insure that the Dental box under the Enroll header is checked for that dependent- If 
this box is not checked your dependent will not be enrolled in the insurance plan. 

 
14. The final benefit you will need to make an election on will be the Vision Plan. Review your 

options for this plan and select your desired election and click Save & Continue. 
a. Adding dependents to the Vision Plan will follow a similar process as the Dental & 

Medical Insurance Plans. For guidance on this please review point 10 above. 
b. Note – Important - This is a standalone plan that is completely separate from the 

Medical Insurance Plan. 
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15. You will now be directed to the Benefit Summary page where you will have a chance to 
review all of your benefit Plans, Elections & Dependents

 

John Sample 

Samantha A Sample  08/23/1969  
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16. Review the Benefit Summary page to insure that all of the desired Plans, Elections & 

Dependents are selected. If all the information on this screen is correct, Please ensure you 
Print a copy for your records 

 
a. Note: This will be the only chance that you get to review the Benefit Summary 

page, so please print the screen 
 

b. This page will be very helpful when you receive your Medical & Dental insurance 
cards, so that you can verify that the information on the Benefit Summary Page is the 
same as the information on the insurance cards 

 
16. Once the Benefit Summary page is printed out click Exit 
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17. The Exit screen will be the last screen you go through to enroll in insurance. Read both 
options under the What You Can Do header and select the appropriate option 

            

 
18. If you select the ‘I’m finished but might return later to make changes’ link you will go to the 
Benefit Information Reminder page 

   
19. Click the Exit tab and you are done. Please note that the Deadline date refers to the final 
date which you will be allowed to make changes to your insurance election until the next 
open enrollment period 

 

 
 

 
Thank you, this completes your enrollment process. 
 If you have any questions, please contact your Business Office Manager 
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