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Navigating the
enrollment
wizard

How to enroll
from your
computer
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Your 4 to-dos …
Review your benefits – in your personalized enrollment video, 
on My TotalSource®.

Get answers on the MyLife website (MyLife-ts.adp.com) and/or by calling a 
MyLife Advisor (800-554-1802).

Gather dependents’ SSNs and choose primary care doctors, if needed.

Enroll through MyTotalSource.com by your deadline.
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Log in to My TotalSource
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Reset your password here.
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Plan enrollment 
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?

Myself  >  Benefit Enrollment 

Select 
Benefit Enrollment 

under the Myself
pull-down menu.
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Click here.

Plan enrollment (continued)
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Review your family information

Add, delete and 
modify dependents.



Copyright © 2022 ADP, Inc. ADP ConfidentialCopyright © 2022 ADP, Inc. ADP Confidential. 7

Compare and choose your benefits

Compare up to 
three plans and view 

in- and out-of-
network details.

Access summary of 
benefits coverage for 
detailed information.

Sort plan options
by deductible 

or cost.
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Select your medical plan

8

Easily enroll 
dependents.

Link to find 
a doctor.
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Select your medical plan (continued)
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The shopping cart 
shows a running 

total of your 
monthly and per pay 

period costs.
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Enroll in other benefits

Benefit enrollments 
may include FSA

View life
and disability

insurance offerings.

Select and modify 
beneficiaries.
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Select the Limited 
Health Care FSA if 

you are enrolled in an 
HDHP.

Choose the 
Dependent Care FSA 

to pay for qualified 
childcare costs.

Select the Health Care 
FSA if NOT enrolling in 

an HDHP.

Enroll in other benefits (continued)
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Review and submit your elections

View all benefit 
elections prior to 
submission, including 
dependents and 
beneficiaries.

Click once to 
modify selections.
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Review and print your confirmation

Print your 
temporary 

insurance card

Please Note: This temporary insurance card should be used for 
identification purposes only and does not prove membership or guarantee 
coverage. For verification of benefits, please contact Member Services at 

the number indicated on the card.

Important! 

Your enrollment is 
not complete until 
you see this screen.

You will receive an 
email notification 
indicating which 
benefits you elected.
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Enroll in your HSA

Confirmation Page HSA Enrollment
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Complete HSA enrollment (if applicable)

The HSA enrollment 
link is shown when 
you complete your 

HDHP elections.

Important!

When contributing to 
an HSA, you are 
responsible for ensuring 
your contributions don’t 
exceed the annual 
limits. If your employer 
contributes to your 
HSA, you MUST ensure 
the total employer 
contribution + your 
total personal 
contribution doesn’t 
exceed the limit.
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View elections on My TotalSource® and ADP mobile app

Current and future 
elections displayed
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Thank you!


