
How to Make an Open Enrollment Change in Employee Self-Service via CHRS 

Change Your Health Plan and/or Dental Plan and/or Enrolled Dependent(s) 

 
Beginning September 14, log in to CHRS, select Pomona as your campus, and sign in using your CPP 
credentials. From the Employee Homepage, select Open Enrollment to begin making changes. The last 
day to make a change is October 9 at 11:59pm. The tile will immediately close after 11:59pm. 
 
If you are not making changes to your current benefits, you do NOT need to participate in Open 
Enrollment. Your current benefits will continue for 2027. If you are a participant in a Flexible Spending 
Account (HCRA or DCRA), you must renew every year during Open Enrollment.  
 
1. Open Enrollment Tile 

If the Open Enrollment period is active, you will see the enrollment deadline and a countdown on the tile 

           

 

2. Welcome Screen then click “Next” to proceed 
 

 
 

3. View Current Benefits Summary 

This page will default to show what benefits you are currently enrolled in. Click “Review” on a tile to view 
more details about that benefits. Click “Next” when you’ve finished reviewing your current benefits. 

https://ds.calstate.edu/?svc=chrs


 

          

 

4.  Change Your Health Plan and/or Dental Plan and/or Enrolled Dependent(s). 

 

 
 
4.1 - If applicable, add (new) dependents on your health plan. Then, select the health plan that you 
want to enroll in. Click “Done” to proceed. 

https://media.screensteps.com/image_assets/assets/008/746/367/original/e0358c5e-274b-4e98-9ba8-0b558482c467.png


     

A. Place a “check” next to the dependent(s) that you want to add to your new health plan. 
 

B. If your dependent is not in the Dependents table, click Add/Update Dependent. Instructions on 
How to Add Dependents for the First Time  
 

C. If applicable, click “Select” to withdraw from the plan and enroll in Flex Cash. For example, if 
you're enrolled in a medical plan but want to enroll in Medical Flex Cash instead, waive the 
medical plan first, and then enroll in Flex Cash.  
 
OR 
 

D. Click “Select” next to the new medical plan you want to switch to.  
E. Click “Done” after you've reviewed your information and made all your selections. 

 

 

 

https://csuchrs.screenstepslive.com/a/1973848-add-dependents-open-enrollment
https://media.screensteps.com/image_assets/assets/008/746/369/original/8932faf6-f0b4-4326-8a0b-4981f6db0701.png


 

4.2 – Medical Plan Updated 

      

A. At the top of the screen, a green banner will appear confirming that you updated your medical 
plan. 

B. The benefit tile will show the changed status and new plan. 
C. Click on another tile, such as dental, to make changes to that plan. Continue making changes as 

necessary. 

5. Click “Submit Enrollment” after you have made all necessary changes. 

               

https://media.screensteps.com/image_assets/assets/008/746/371/original/3f5171c9-a9bd-4e24-ba34-7978ae12a015.png
https://media.screensteps.com/image_assets/assets/008/746/373/original/b2e02904-7bc9-462a-a96b-49e369c53867.png


6. Read the Benefits Alerts and click “Done” 

                                     

7. Click Next. 

 

 
8. Read the Electronic Signature Authorization statement. Place a check next to the statement 
agreeing with the above paragraph. Then, click “Save.” 

 

A. Check the box to agree to the terms outlined on the page. 
B. Click Save. 

 

 

https://media.screensteps.com/image_assets/assets/008/746/377/original/02c574ce-a396-4bac-b35e-f4a77594f5fc.png
https://media.screensteps.com/image_assets/assets/008/746/379/original/b61ffc64-9f1f-4052-9510-c1eb0cf9d5b5.png


9. The bottom of the page will populate with your electronic signature, then click “Next”. 

 

A. Your electronic signature will populate with your User ID, Name, Date/Time Stamp, and IP Address. 
B. Click Next. 

10. Click “Complete” to finalize your Open Enrollment Submission.  

If applicable, submit supporting documents via MOVEit if you enrolled NEW dependents on any of 
your benefit plans. Refer to the MOVEit User Guide. 

          

If you are adding dependents, you will need to submit the following documents: 

▪ Social Security Card (for children, spouse, domestic partner) 
▪ Birth Certificate(s) (for children)  
▪ Marriage Certificate (for spouse)  
▪ Declaration of Domestic Partnership (for domestic partner)  

 

https://www.cpp.edu/eoda-hr/departments/benefits/docs/csu_moveit_user_guide.pdf
https://media.screensteps.com/image_assets/assets/008/746/381/original/4ed4167a-f88e-48b2-a44d-22fe515dac93.png
https://media.screensteps.com/image_assets/assets/008/746/383/original/a45d8c02-0d5f-4856-bba8-230a2c8f2919.png


11. Click on “Yes” 
 

                  

 

12.  Close the Open Enrollment page, click the kebab (three dots) menu, then, click “Home” to 
return to your “Employee Self- Service” Homepage. 

 

https://media.screensteps.com/image_assets/assets/008/749/382/original/8e8c1e69-8c14-41d0-9136-0a08707c1dbc.png

