
PN-GISD 
2010-2011 Annual Enrollment Instructions 

 
Through THEbenefitsHUB, you have access to your benefits information 24 hours a day, 7 days a 
week, at the click of a computer key.  You can access this information from anywhere that you have 
access to the Internet… your home, classroom, Internet Café or any mobile Internet Device. 
 

1. Go to www.pngisdbenefits.com 
 

2. Click on the ONLINE ENROLLMENT LOGIN link on the navigation menu bar: 
 

 
  

3. You will be prompted to enter a username and password.  First-time entering:  Your username is 
the first six letters of your last name, the first initial of your first name and the last four digits of 
your social security number.  Your password will be your last name (excluding punctuation 
followed by the last four digits of your social security number.   
 
Example:  Jane Smith – username: smithj1234  password: smith1234    

     John Williams – username: williaj1234  password: williams1234    
Click on enter. 
 

 
 
 
 



 
 
NOTE: Second or more time login:  Your username is the first six letters of your last name, the first 
initial of your first name and the last four digits of your social security number.  Your password will be 
the new password assigned by you when you entered the site the first time. 
 
 

4. Employee Useage Agreement:  Read the usage agreement and click Continue.   
 
 
5. First-time Login only – You will be prompted to change your password.  Password must be six 

characters long and cannot include special characters or spaces.  Enter the new password again to 
confirm.  Click save & continue 

 
Record your Username: ________________ 

Password: ________________ 
 
 
6. Your personal information screen will appear.  Check the spelling of your name; verify your 

address and other personal information found on this page.  You will be required to fill in any 
field that has the description in bold.  The effective date is the current date.  (The page will 
remind you to include the effective date and automatically stamp the date when you click save & 
continue.)  Click save & continue. 

 
 

 
 
 
 

 
 
 
 
 
 



7. The next screen will show any dependents (spouse or children) you have previously included on 
your insurance coverage(s).  Click on the pencil icon to check and edit dependent information.  
Make sure to check each dependent’s date of birth and gender and full time student status. 

  

 
 
Please obtain social security numbers for dependents you plan to cover prior to beginning your 
enrollment.  Click on the pencil icon on the dependent screen to add SSN to all your listed 
dependents. 
 
If you need to add new dependents (either a new spouse entry or new child entry), click on the red 
click here link to add a child/spouse dependent. 
 
8. Once you have finished verifying all dependent information, click save & continue. 
 
9. The next series of screens deal with voluntary insurance products.  If you feel like you need to 

talk to a representative, you can call 800.583.6908 or visit with your Benefits Administrator, 
Becky Romero at PN-GISD. 

 
10. Continue through each screen making your choices for voluntary insurance products.   
 
At any time if you would like more information on a certain product, remember to go to 
www.pngisdbenefits.com.  Click on the Benefits and Forms link to view any of the voluntary 
product information. 
 

 
 



11. Once you have navigated through the different voluntary products, you will see a consolidated 
enrollment form page: 

 

 
 
Review the consolidated enrollment form to make sure all of your coverage choices have been 
recorded correctly for the new plan year beginning 9/1/10 (insurances changes other than for 
TRS-ActiveCare medical and Flexible Spending Accounts are effective 10/01/10).   
 
12. When you have reviewed the consolidated enrollment form, click the PRINT button.  Print and 

sign a copy of your consolidated enrollment form for PNGISD and send/submit it to Becky 
Romero in the Benefits Office.  

 
13. REMEMBER: Any required paper enrollment forms for new enrollments or changes must be 

turned in to your benefit administrator, Becky Romero, for processing to the insurance carrier or 
your request cannot be processed (cancer and life applications).   

 
14. Click on the FINISHED button at the bottom of the page.  You will then be taken to the 

employee menu page.  From this page you can make changes to your personal information, your 
dependent information or change the choices you have made for your coverage(s).   

 
15. When you are finished, click the logout option on the top right hand of the screen.  Very 

important----remember you can logout anytime you want to leave the screen and come back 
later.  It is always located on the top right hand of the screen.  You may have to scroll up to find 
the logout option, if you cannot see it. 

 

 


