BUILEH How to Upload Documents

Benefitfocus

Last Updated: 09/14/2021

This quick reference outlines how to upload documentation in Benefitfocus, the enrollment portal for benefits.
o When documentation requests have a status of Document Required, upload the document to associate it.
o The document will then show as Pending Approval until it is approved or denied by an administrator.
¢ When adding a document through the Add Document option, it can be associated with a Document Required
request and can be viewed by selecting Associate an Existing Document.

https://one.purdue.edu/

1. Visit OneCampus
2. Search Browse PURDUE I o
Categ O r | ES Browse Calegones «
3. Select HR & BenEfitS Onecampus s [A1] = Acadomic Administrativo
4. Click Benefits Enrollment i il
— Active Benefitfocus Research Twepoeton

UNIVERSITY

Log in using your Purdue Career Account

Al Roles «

Login:

BoilerKey passcode:

(FaC u |ty/Staff) (BokerKey required by ths appication l
. . [ Login_ |
5. Log in using Purdue o Launchpad rﬁg Finance Launchpad N e e s e
Career Account ID and = : Benefits Enroliment - Active B S e it
B 0 | | er K ey ) Benefitfocus (Faculfy/Staff
i ©

For assistance using or setting up BoilerKey, please contact ITaP at
itap@purdue.edu or 765-494-4000.

) Financial Work-Life
H Fivsteattealt M [ntegration ”

E Questionnaire
2. If you have a qualifying life event during the pl

change in your benefits within 31 days of a life ¢

Manage Account s
coverage. Evidence of the qualified life events a

Login Information
Click Document Center within View HSA Contribution
My Documents menu section.

3. Faculty and Staff can make changes at any ti
Health Savings Account (HSA) contributions, Ter
information (Term Life, AD&D, and Critical lliness

Life Change ) ) - .
information on Critical lliness plan at any time.

Manage Beneficiaries
4. When you enroll an eligible dependent, you m

My Documents Security Number. The Affordable Care Act (aka H
dependent social security numbers (SSN) to the
Tax Documents dependent does not have a SSN to enter, you m
Document Center 5. For general assistance, please contact Purdug]
Employee Summary Report have questions or concerns and need to share

Click Add Document or Upload a Document (When Document is Required)

FrE 4F ®

-

oy P oy v

-

Page 1 of 2


https://one.purdue.edu/
mailto:itap@purdue.edu

BOILER

How to Upload Documents
Benefitfocus

1. Click Choose File to
upload your existing,
saved file.

2. Complete fields:

a. Type Document
Name

b. Select Category from
drop-down list

c. Date will auto-
populate to today’s
date

d. Type Description,
when applicable.

3. Click Save

Adding New Document

Please complete the information below.
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