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CITY OF HENDERSONVILLE 

2021 – 2022 BENEFITS 
HOW TO ENROLL ONLINE 

STEP-BY-STEP: ELECTING FY22 BENEFITS ONLINE 
Open Enrollment Window: May 10, 2021 – May 21, 2021 
Benefits Effective: July 1PPP

st
PPP 2021 

THINGS TO NOTE: 
• EVERYONE is required to log in to the Employee Self Service (ESS) portal and complete

the Open Enrollment process, even if you do not elect City insurances.
• ALL employees MUST elect Dental coverage! Even if you do not need coverage, please

select Employee Only option (you will not be charged; City provided)
• If you do not enroll via ESS by the end of the day on May 21, 2021, you will NOT be

enrolled in insurance benefits after July 1, 2021
• Must enter a beneficiary when electing Base Life and Employee Voluntary Life
• Must enter one or more dependents for any family plans
• May enter only one dependent for the Employee Plus Child & Employee Plus Spouse tiers
• Employee is the default beneficiary for Spouse, Child, and Dependent (Family) Voluntary

Life plans

BENEFITS PLAN DETAILS 
The City of Hendersonville has a benefits website that is a one-stop-shop for all the current 
benefit plan summaries and cost details. - 26T26T26TUUUhttp://www.hvilletnbenefits.com/UUU26T 

26TCLICK HERE FOR THE FY22 BENEFITS GUIDE WITH ALL PLAN DETAILS26T 
CLICK HERE FOR THE FY22 BENEFITS VIDEO PRESENTATION

http://www.hvilletnbenefits.com/
http://www.hvilletnbenefits.com/
https://www.hvilletn.org/home/showdocument?id=9197&t=637559861871746786
https://www.hvilletn.org/home/showdocument?id=9197&t=637559861871746786
https://www.hvilletn.org/home/showdocument?id=9197&t=637559861871746786
https://www.youtube.com/watch?v=M5RuGYIMoU8&t=106s
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1: LOG-IN TO ESS & ACCESS BENEFITS SECTION 
1. Use the information below to access and log-in to the Employee Self Service (ESS) 

portal. 26T26T26Thttps://employeeportal.hvilletn.org/MSS/default.aspx26T26T26T  

 
2. Once logged in, navigate to, and click on the “Benefits” section found in the menu on 

left side of the screen.  
 

 

https://employeeportal.hvilletn.org/MSS/default.aspx
https://employeeportal.hvilletn.org/MSS/default.aspx
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2: BENEFITS SCREEN: START OPEN ENROLLMENT 
1. In the Existing Benefits screen, you should see your current benefits through the City. 

You MUST Click on Open Enrollment to begin making FY22 benefit choices. 

 
2. Now in the Open Enrollment – Make Elections screen, you should see a message at the 

top of the screen from the City of Hendersonville’s HR department. Below the 
message, you will see available benefit options. 

• Benefit – listed in all capital letters in black text 
• New Election – shown in red text; will say Election Not Made when starting 
• Existing Benefit – shows the benefit you selected last year 

 
 
  

RESOURCES: 
Use the Resources 
button in the dark blue bar 
of the ESS site to access 
useful, benefits-related 
documents as needed 
during your enrollment 
process.  
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3: HEALTH INSURANCE CHOICES 
1. In the Open Enrollment screen, the 1P

st
P benefit shown is Health Insurance. To the right 

of Health Insurance, you have the option to “Decline” or “Select”. If declining health 
insurance, click Decline Benefit and skip to Section 4: Dental Choices. The following 
steps in this section will guide employees that ARE choosing the City’s health 
insurance. 

2. Selecting health insurance plan: Click “Select” 

 
 

3. Now in the Health Insurance screen, you see the 3 coverage tiers: Employee Only, 
Employee Plus Child, Employee Plus Spouse, and Employee Plus Family. 

a. Employee Plus One Child & Employee Plus Spouse – coverage tiers with the City 
that allows for ONLY one eligible dependent. Please note: the rate for these two 
tiers is the same; only separated out for internal reporting purposes. 

 

 
 
  

USEFUL LINKS 
In each benefit screen, you will 
see related link(s) to sites and/or 
documents where you can find 
detailed plan information.  
 
In this screen, the Health Plan 
Details link will open the City’s 
website with detailed 
info/summaries of each health 
plan. 
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4. Based on your family’s needs, choose a coverage tier, and click on the name or the arrow
to the far right to see rates and details. Click on the bubble to the left of your preferred
health plan to make your selection. Employee Only details shown in example below.

5. ADDING DEPENDENTS - If you elect any plan OTHER than Employee Only, you will be
required to enter at least one dependent. Example below shows that selecting an Employee
Plus Family plan populates a Dependent area to the right of your selection. Click Add New
Dependent or use drop-down box to Add an Existing Dependent (already in the system)

Note: Dependents are pre-populated based on information in ESS. If you currently carry 
dependents on the City’s insurance, they will already be in the system. It is the employee’s 
responsibility to ensure that all dependent information is accurately recorded.
6. Using the drop-down box for an existing dependent, you will get a pop-up box. Review

and/or edit your dependent’s personal info. *Note that fields with an asterisk (*) are 
mandatory. Also NOTE: existing dependent SSN's are shown as X's in the system for 
security purposes. You do not have to re-enter Socials for existing dependents

NOTE: 
The cost breakdown is 
under each plan. The Per 
Pay Period Costs is 
bolded. So, for this 
coverage, $272.10 would 
be deducted from each 
paycheck for health 
insurance 

srobinson
Highlight
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7. Once dependent information is entered/verified, click “Save” at bottom of box
8. Repeat the “Add Coverage” steps (steps 5-7) as many times as needed to include all eligible

dependents that will be covered under your health plan.
9. ADD NEW DEPENDENTS:  If you have a new dependent not currently in the system, click

“Add new dependent” and fill out all information for the eligible dependent. Then click
“Save”.

10. After adding dependents, click Continue in blue box at bottom to save health plan choice

IN DEPENDENT BOX: 
• Review and/or edit your 

dependent’s personal 
info

• Note that fields with an 
asterisk (*) are 
mandatory

• Existing SSN's are shown 
as X's in the system for 
security 
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11.  Clicking Continue takes you back to the Open Enrollment main screen where you will now 

see your Health Plan choice under “Your New Election” column. Will no longer see Election 
not made in red text. If you declined health coverage, the word “Declined” will display 
here.  

 

 
 

4: DENTAL INSURANCE CHOICES 
1. In the Open Enrollment screen, the 2P

nd
P benefit shown is Dental Insurance. To the right 

of the New Election column, you ONLY have one option: Click “Select” 

 
 
Notes About Dental Insurance:  

• ALL employees are required to elect Dental coverage since it is a City-provided benefit. If 
you do not want/need dental coverage, please select an Employee Only option at NO 
CHARGE to you.  

• Family Dental is at the employee’s cost (this has not changed from previous years) 
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2. In the Dental Insurance screen, you will see Employee Only, Employee Plus One Child,
Employee Plus Spouse & Employee Plus Family tiers with 2 plan options: PPO and HMO.
Based on your family’s needs, click on the name of the coverage tier or the arrow to right
to see plan options.

3. Click on the bubble to the left of your preferred dental plan. In the below example, the
Employee Only HMO Plan is chosen. Note there is no request for dependent information
since it is only Employee coverage.

• If an Employee Plus Family plan was chosen, the system would require you to add
dependents (as demonstrated in Health Insurance section steps 5-9)

4. Once election is made (and dependents are added for Family plans), click Continue in blue
box at bottom to save your dental plan choice.

5. Back on the Open Enrollment main screen, you will now see your Dental Plan choice under
“Your New Election” column. Note that the Dental Employee Only election cost =$0.00.
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5: VISION INSURANCE CHOICES 
1. In the Open Enrollment screen, the 3P

rd 
Pbenefit shown is Vision Insurance. To the right 

of Health Insurance, you have the option to “Decline” or “Select”. If declining vision 
insurance, click Decline and skip to Section 6: Employer Paid Base Life

Notes About Vision Insurance: 
• NEW! Employees can decline Vision coverage this year
• Employee Only coverage is STILL offered at no cost to employee. City pays.
• Family Vision is at the employee’s cost (this has not changed from previous years)

2. In the Vision Insurance screen, you will see Employee Only, Employee Plus One Child,
Employee Plus Spouse & Employee Plus Family tiers with 1 plan option. Based on your
family’s needs, click on the name of the coverage tier (or the down arrow on the right) to
see plan options.

3. Click on the bubble to the left of your preferred vision plan. In the below example, the
Employee Plus One Child Plan is chosen. This requires you to add only ONE dependent (as
demonstrated in Health Insurance section steps 5-9)

• If the Employee Only plan was chosen, no dependents would be required
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4. Click Continue in blue box at bottom to save vision plan choice once election is made (and
dependents are added for Family plans).

5. Back on the Open Enrollment main screen, you will now see your Vision Plan choice under
“Your New Election”.

6: EMPLOYER PAID BASE LIFE INSURANCE 
1. In the Open Enrollment screen, the 4th benefit is Employer Paid Base Life Insurance.

This is an automatic benefit provided by the City at NO COST to the employees. You
MUST click “Select” and add/update your beneficiary for this life insurance policy.

2. In the Employer Paid Base Life screen, click Employee Only, then click bubble to the
left of Exempt OR Non-Exempt based on your employment with the City.
Unsure of your status? You are Exempt employee if you do not earn OT or comp time

3. ADDING BENEFICIARIES – for life insurance policies, you will always be prompted to
add at least one beneficiary. Example below shows that a Beneficiary area appears to
the right of your selection. Click Add New Beneficiary or use drop-down box to Add an
Existing Beneficiary (already in the system).

srobinson
Highlight
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NOTE: If you currently have beneficiaries in the City’s ESS system, they will pre-
populate. It is the employee’s responsibility to ensure all beneficiary info is accurate 
and up-to-date.  

4. Using the drop-down box to select an existing beneficiary or select Add New to add a
new beneficiary. You will get a pop-up box. Update or add your dependent’s personal 
info and complete the Percentage and Phone Number fields. *Note that fields with an 
asterisk (*) are mandatory.  Also NOTE: existing beneficiary SSN's are shown as X's in 
the system for security purposes. You do not have to re-enter Socials for existing 
beneficiaries.

5. Once dependent information is entered/verified, click “Save” at bottom of box

BENEFICIARY BOX: 
• Add or update your 

beneficiary’s personal 
info

• Fields with an asterisk 
(*) are mandatory

• SSNs for existing 
beneficiaries are shown 
as X's for security and 
don't need to be re-
entered. 

• Enter Percentage at 
bottom

• Enter Beneficiary’s 10-
digit phone number 

BASE LIFE DETAILS: 
• City-paid benefit at no cost to employees
• Base Life Coverage Amount

o Exempt = $100,000
o Non-Exempt = $50,000

• Must designate at least 1 beneficiary
• See link in top right of screen for more

information

srobinson
Highlight



12 | P a g e

6. Once Base Life election is made and beneficiary information has been updated and saved,
click Continue in blue box at bottom to save.

7. Back in the Open Enrollment screen, you will see that Employer Paid Base Life now shows
an election and beneficiary with an Employee Cost of $0.



13 | P a g e

7: VOLUNTARY LIFE INSURANCE 
In the Open Enrollment screen, there are 4 Voluntary Life Insurance benefit options: 
Employee, Spouse, Child, and Dependent/Family. Please consult the 26TBenefits Guide26T and 
26TSupplementary Life Insurance Summary26T document for details, limits, and requirements 
BEFORE making elections. Voluntary life insurance is optional and may be declined. 

EMPLOYEE VOLUNTARY LIFE INSURANCE 
1. To the right of the New Election column, you have the option to: “Decline” or

“Select. Click one of these options. The following steps show the process after
clicking “Select”

2. In the Employee Voluntary Life screen, you will see Non-Tobacco User and Tobacco
User categories. Click the option that fits you, then select the bubble next to that
choice.

EMPLOYEE VOLUNTARY LIFE DETAILS: 
• Elections based on Tobacco Usage

o Non-Tobacco User
o Tobacco User

• Do not use commas when entering $ amounts
• Enter Beneficiary

o Must enter Percentage
o Must enter Beneficiary 10-digit phone number

https://www.hvilletn.org/home/showdocument?id=9197&t=637559861871746786
https://www.hvilletn.org/home/showdocument?id=9197&t=637559861871746786
https://www.hvilletn.org/home/showpublisheddocument/7577/637559809684470000
https://www.hvilletn.org/home/showpublisheddocument/7577/637559809684470000
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4. Enter coverage amount in the box below your choice. Do not use commas.
Example below shows non-tobacco user election in the amount of $60,000.

5. ADDING BENEFICIARIES - If you elect Voluntary Life Insurance, you will be required to
enter at least one beneficiary. SEE DETAILED INSTRUCTIONS FOR ADDING
BENEFICIARIES IN STEPS 3-6 OF BASE LIFE INSURANCE

6. Once beneficiary information is entered/verified, click “Save” at bottom of box

7. Click Continue in blue box at bottom of screen to save your Employee Voluntary
Life election.

SPOUSE VOLUNTARY LIFE INSURANCE 
1. You may ONLY elect Spouse Voluntary Life if you enroll in Employee Voluntary

Life.  IF you elected Employee Vol Life: to the right of the New Election column, you
have the option to: “Decline Benefit” or “Select”. Click one of these options. The
following steps show the process after clicking “Select”

Notes About Spouse Voluntary Life Insurance: 
• Must be enrolled in Employee Voluntary Life to get Spouse Life
• New Enrollees OR Changes must complete an EOI
• Spouse coverage can only be up to half that of Employee Life amount
• Coverage amount must be in $5,000 increments
• When entering election dollar amounts, do not use commas
• Employee is default beneficiary for Spouse Vol Life

2. In the Spouse Voluntary Life screen, click button to the left of the option and enter
amount of desired insurance coverage. Do not use commas when entering dollar
amounts.
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3. Add ONLY your legal spouse in the dependent section for Spouse Vol Life (Instructions 

for adding dependents demonstrated in Health Insurance section steps 5-9) 
Note: You are required to print and complete an EOI form for New enrollees or 
changes to coverage.  

 
4. Click Continue in blue box at bottom of screen to save your Spouse Life election. 
 
CHILD VOLUNTARY LIFE INSURANCE 
1. You may ONLY elect Child Voluntary Life if you enroll in Employee Voluntary Life.  

IF you elected Employee Vol Life: In the Open Enrollment screen, you have the 
option to: “Decline” or “Select”. Click one of these options. The following steps 
show the process after clicking “Select”  

 
Notes About Child Voluntary Life Insurance:  
• Must be enrolled in Employee Voluntary Life to get Child Life 
• Coverage of $5,000 for ALL employee’s eligible children (regardless of # of children) 
• One flat monthly fee of $0.60 (not per child) 
• Employee is default beneficiary for Child Life 

 

2. In the Child Voluntary Life screen, click button to the left of the option. 

 
3. Click Continue in blue box at bottom of screen to save your Child Life election 
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DEPENDENT (FAMILY) VOLUNTARY LIFE INSURANCE 
1. In the Open Enrollment screen, to the right of the New Election column, you have the 

option to: “Decline” or “Select” or “No Changes” (if you already have this coverage). The 
following steps show the process after clicking “Select”  

 
Notes About Dependent/Family Voluntary Life Insurance:  
• Does NOT require enrollment in Employee Vol Life 
• Fixed Coverage Amounts: 

o Spouse - $5,000 
o Child(ren) - $4,000 

• One flat monthly fee of $1.05 
• Employee is default beneficiary for Dependent/Family Life 

 
2. In the Dependent (Family) Life screen, click button to left of the option 

 
3. Click Continue in blue box at bottom of screen to save your Dependent/Family Life 

election. 

 
8: TOBACCO FREE REWARD 
1. In the Open Enrollment screen, for the Tobacco Free Reward benefit you have the 

option to: “Decline Benefit” or “Make New Election”. Click one of these options.  
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2. In the Tobacco Free Reward screen, there is an option to take this credit as pre-tax or
post-tax. You may also decline this credit if you do not meet the criteria or choose not
to take advantage.

3. Click bubble to left of your Tobacco Free Reward Credit choice, then click Continue to
save your Tobacco Free selection.

9: WELLPOINTS PROGRAM PARTICIPATION 
1. In the Open Enrollment screen, last benefit choice is Wellness Program

Participation. WellPoints participation is optional. You have the option to: “Decline”
or “Select”. Click one of these options. The following steps show the process after
clicking “Select”

2. In the WellPoints Program Participation screen, click button to the left of the option to
choose either Employee Interest or Employee & Spouse Interest (if both you and your 
spouse plan to participate in the FY22 WellPoints program).

TOBACCO FREE REWARD: 
• Rewards those who have been non-

tobacco users for at least prior 12
months.

• $10/month CREDIT toward benefits
deductions

• See links in this screen for more details
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3. If you choose Employee & Spouse option, you will be required to add a dependent.
Please enter your legal spouse as the dependent.

4. Click Continue in blue box at bottom of screen to save your WellPoints Program
Participation choice.

10: Finalize and Submit Benefit Elections 
1. Once you have made, and are satisfied with, all your benefit choices, click the

Continue button the bottom of the Open Enrollment screen to save your FY22
benefit elections.

WellPoints Program Details 
• Click resource link for the most

up-to-date WellPoints Program
details.
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2. In the Review Your Enrollment screen, you will get a summary report of your FY22
benefit options. Scroll down to review all your elections. At the bottom of the
screen, you have the options to: Cancel, Modify, or Submit. If you want to make
changes, click Modify and you will be taken back to the Open Enrollment screen to
edit your choices.

3. If satisfied with your elections, click the blue Submit button at the bottom of the
screen.
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4. BENEFIT ELECTIONS SUBMITTED! You have completed online benefits enrollment
and will receive a Confirmation screen (as pictured below).

• After submitting benefit choices, edits and changes CAN be made to your
elections UNTIL the open enrollment window closes on May 21, 2021.

• NOTICE: If you are electing voluntary life insurance that requires an EOI:

• You will see a yellow circle with an exclamation point on the final
submission page (as seen in screenshot below)

• You MUST complete and submit the Evidence of Insurability (EOI)
form to Dearborn Life Insurance.  You will not be charged for OR have
the requested life insurance coverage until Dearborn provides
approval to the City of Hendersonville HR Department.

FY22 Online Benefit Elections Complete & Submitted! 




