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New Hire Online  

Benefits Enrollment 

Instructions 
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1. Sign into FlashLine. 

2. Select the My HR tab. 

3. Select Enroll in Benefits (under the Job Flash – New Hire Requirements 

section). 

 

 
 

 

 

 

 

4. Read the instructions carefully. 

5. Click on New Hire Enrollment to begin the benefits selection process.  

 
 

Welcome to the New Hire Online Enrollment Site 
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6. You have now begun your benefits selection process. 

 

7. Click on Start Enrollment to begin. 

 
 

8. You will be directed to select your medical coverage first.  Once you’ve 

started, the system will prompt you to continue through the entire 

process of your benefit elections. 
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9. You may add your eligible dependents after making your medical    

selection.  All starred areas (*) must be completed.  You must check the 

box to apply your dependent to each appropriate benefit selection. 

 
 

10. NOTE:  The University provides employee Basic/AD&D life insurance 

at no cost to you. The coverage is at three times your annual salary up 

to $225,000. 
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11. Once you have completed your benefits enrollment, please review your 

selection and print your Benefit Summary page.    

 

12. Click on the CONFIRM ENROLLMENT tab to finalize your benefit 

election.  NOTE: Once you have confirmed your enrollment, you will 

not be able access the system to make any changes. 
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13.  Your final page of submitting your benefit enrollment. 
 

 

 




