Rialto Unified School District’s

eBenefits Online Enrollment Guide




Registration

To access the system, you will need to type: http://www.ebenefits.com/rialtoUSD into the address bar of
your web browser. You will be directed to the login page (see Fig. 1). If you have not previously registered, click
“Click Here to Register” in the “l am a first time visitor” box. You will only need to register once. Once you click
on the link, the validation page will appear.
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First-Time User Validation

You will need the following information to securely validate your identity: last name, date of birth, and last four digits
of your social security number. After this data has been entered, click the “Next” button (see Fig. 2)
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Please enter your informstion below to register.

Having trouble registering?

1. Dates should be entered as MM/DD/YYYY (Example: 01/12/1970).
2. Make sure your entries are in the same format as the provided examples.
3. Your entries should be exactly as they are found on your pay statement.

Still having trouble registering?

Last Four Digits of SSN Contact our Client Service Center
at 866-203-8051,
Monday - Friday
7:00 AM to 7:00 PM EST

(Fig. 2)

Registration Details

Review your employee information on the Employee Information Tab. Enter any applicable information (such as
your emergency contact).

Click “Save and Continue” at the bottom of the page and you will be directed to a page where you will need to
create your username, password, and secret question & answer. (Figs. 3)

Remember your username and password; you will need them each time you log on to eBenefits.

NOTE: The username and password must be a least 8 characters long and can contain only letters and numbers,
no special characters (sample user name Bsmith06).


http://www.ebenefits.com/rialtoUSD
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eBenefits Home Page

Once you have submitted your security information you will be redirected to the eBenefits Home page. Depending on
the event period (ie, New Hire, Open Enroliment, etc.), you will have a link under the Take Action section of the
screen. To begin your benefit elections, click on the appropriate link. If you are not in an event, you are only permitted
to review your current elections and update your beneficiaries. (Fig. 4)
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My Home- Link to begin your enrollment, connect to benefit provider websites, access documents pertaining to your
benefits, download forms, and review messages.

View My Benefits- Review current benefit information, including dependents and beneficiaries, enroll in and make
changes to your benefits, and direct links to benefit provider information.

My Family & I- Review your employee profile information, add and/or change your dependents/beneficiaries.

Report My Life Event Change- Make changes to applicable benefits for a qualifying life event such as; marriage, birth,
divorce, etc.

My Messages- View messages.

My Documents- View and print documents and forms.



Making Your Elections

To start making elections, simply click on the Change My Enrollment link, make your election, then click the Save &
Continue button at the bottom of the page to proceed through your benefit elections (Fig. 5)
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Submitting Your Elections

Once you have completed your elections you will need to take a final step to confirm that you have completed your
enrollments. Go to the bottom of the page or upper right-hand corner of the page and click the green “Submit
Enrollments” button. (Fig. 6)
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Completion

Once you have clicked the “Submit Enrollments” button you will be directed on the Disclaimer page.
Check the box to indicate you have read the disclaimer (1), type your initials in the initials box (2) and click “Submit Your
Changes” (3). (Fig. 7)

IDISCLAIMER: By =ntering my initials and clicking "Submit" in the box
provided balow, | sgree that | hawe received and read the materis]

e soribking the Section 125 Fian | am authorizing Rialto Unifred School
IDistrict to take deductions from my paycheck to pay my portion of the
benefit costs. | undarstand that beginning on my Flsn effective date. =
portion of ny future pey will be redirectad through payroll reductions to pay

he cost of premiums for the benefits | hawve elected. | Lnderstand that ooy
jl=lections cannot be changed once my enroliment has been submstied. Further
understand that the slections mads on this enrcliment site will supersads
l=ny previows slections mads.  For more technical assistance. please contact
lour customer support tesm St 206 203 2057y

> [Ol heve resd and sgree to the tarms and condifions Qo on1s 1 1-07-57 AR /
stated abowe

Your Initials [ ] .
N (Fig. 7)

You have now successfully submitted your election and you will receive a confirmation message. (Fig. 8)

New Hire

‘our Confirmation id is 6562891. If you would like to print or save a copy of your benefit summary, click the respective icon above, otherwise click the Exit icon to retum to the Enrollment page.

(Fig. 8)
Please be sure to print a copy of your benefit summary for your records.

Forget Username and Password

Resetting your user name and password can be done by clicking the “HERE” link to the right of the homepage. You will need
the following information to securely validate your identity: last name, date of birth, and last four digits of your social
security number. (Fig. 9)
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Rialto Unified Risk Management

Benefits Certificated Employees

Velinda Patten, Ext 2113 vpatten@rialto.k12.ca.us

Benefits Classified Employees

Jennifer Pearsall, Ext 2112 jpearsal@rialto.k12.ca.us

Workers Compensation/Prop & Liab

Ron Ramirez Ext 2111 rramirez@rialto.k12.ca.us

Risk Management Secretary

Gloria Rodriguez Ext 2110 grodrigu@rialto.k12.ca.us

Senior Director

Derek Harris Ext 2110 dharris@rialto.k12.ca.us
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