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This quick reference outlines how to upload documentation in Benefitfocus, the enrollment portal for benefits. 

 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. 
  

Access Benef itf ocus via O neCampus  

 
1. Visit OneCampus  
2. Search Browse 

Categories 
3. Select HR & Benefits 
4. Click Benefits Enrollment 

– Active Benefitfocus 
(Faculty/Staff)  

5. Log in using Purdue 
Career Account ID and 
BoilerKey. 

 

 

https://one.purdue.edu/  

    

 

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

 

Upload Documentation  

Click Document Center within  
My Documents menu section.  

   

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

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

 

 

 

 

Review Document  

 

 

If Document is required: 

 Select Associate an 
Existing Document and 
select the document to 
associate. 

 Click Finish 

 


