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Benefit Enrollment 

Dayforce step-by-step guide 

 

1. Log into Dayforce: https://www.dayforcehcm.com  

 Company: okigolf  

 User Name: first letter of your legal first name.full last name 

 Carl Spackler = c.spackler  

 Ron Swanson = r.swanson 

 Your temporary password: okigolf+last 4 digits of your Social Security Number 

 If my SSN is 123-45-6789, my password is okigolf6789 

 You will be prompted to reset your password right away. 

Note: If you have difficulties accessing your Dayforce account, please call an HR 

representative or email HRAdmin@okigolf.com 
 

 

 

2. Click the Benefit Icon 

 
 

 

 

 

 

 

Logging Into Dayforce 

Navigating to Your Benefit Enrollment  

 

https://www.dayforcehcm.com/
mailto:HRAdmin@okigolf.com
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3. Click overview1, start enrollment2. 

 
 

4. Read through the introduction to get a high level overview of Oki’s benefit program, then click 

next. 
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5. Next you will add beneficiaries for your employer sponsored life insurance. Click add1, 
enter their information in the “add new beneficiary” 2 pop-up window.   

 
Note: Because Oki provides basic life insurance for free, you MUST have one person 

listed minimum as beneficiary.  
 

 
 

 
 
The fields marked with a red * are required fields and must be completed before you hit 
continue3.  
 

 

 

 

 

 

 

 

 

6. Next if you are enrolling in benefits that will cover your spouse and/or any depends, you 
will want to add their information now (if you are only enrolling yourself, skip to step 7).  
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 Click on the drop down arrow 1 next to “Current Dependent Information”, 
then click add2. Fill out the “add new dependent”3 form.  
 
Note: Please know that in order to enroll dependents in medical, dental and/or 
vision coverage you must provide that persons social security number.  
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The fields marked with a red * are required fields and must be completed before you hit 

continue4. 
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7. Now to the fun part, making elections! You will see that there is an overview for each 
benefit option (Medical, Dental, Vision, FSA Reimbursement, Oki’s free benefit bundle).  

 Up first, Medical. Please review the plan overview1 then expand the summary by 

clicking 2. 
 

 
8. Once the Plan Summary & Rates tab is expanded, you can review the rates and plan 

summary for the base vs buy-up plans.  
 

 You will only want to make ONE election for medical (this is the only benefit you 
have multiple plans to choose from) so pay close attention which plan summary you 
are making your election under.  

 
 

9. Once you have decided which plan you are choosing for medical (if you want Medical 

buy-up: arrow # 1 needs to say ; if you want medical base: 

arrow #1 needs to say  .  
 
 
 

1  
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Plan 1 

Plan 2 
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 Once you have the right drop-down open for your plan option, check the white 
box2 next to the plan coverage level (team member only, team member & 
children, team member & family etc.) you wish to be enrolled in.  

 

 

 
*If you are enrolling your Domestic Partner, you need to make your medical election 
under the respective plan option (base or buy-up)/coverage level (Spouse or Family) 

 
 
 
 
 
 
 
 
 

Premera PPO Medical Plan Rate Comparison  

Medical Plan Overview 

Premera Blue Cross - Preferred Provider Organization (PPO)  
   

 Search the Premera PPO network to see if your provider is In OR Out of Premera's Network at 

www.premera.com  
o Providers that are PPO  =  in-network  

o higher level of coverage compared to out of network  
o Providers that are not PPO  =  out of network  
o out-of-network providers will bill Premera and whatever is not covered by Premera will then 

be directly 

 1  

etc. 

2  

2  

2  

OR 

OR 

http://www.premera.com/
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10. If you wish to waive medical coverage, click  and then check the 
white box.  

 
 

11. Next you will do the same process for Dental and Vision. Expand the each Plan Summary 
& Rates, make your election coverage or waive.  

 Don’t forget if you are enrolling your domestic partner your election needs to be 
made under the Premera Dental Domestic Partner Elections / VSP Vision 
Domestic Partner Elections.  

12. Now that you have done Medical, Dental and Vision; it’s time for FSA. Expand the 
Dependent Care section.  

 If you want to waive select that option. 

 
 

 If you want to make an annual contribution (our benefit plan year is 10/01/2019-
09/30/2020) click1.  
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13. The next window that pops up will be the option details.  

 Enter in an amount1 up to $5,000 and on the lower right hand corner your cost 
per pay period2 will populate. When you have gotten the annual contribution set 
where you would like it, click save3.   

 
 

14. Repeat steps 12 & 13 for the Healthcare FSA, the annual contribution limit for 
healthcare FSA is $2,700.  

15. Expand the Free Benefit Summary  

 
 

16. Check the white box1 next to the option, then the details page will pop-up, just hit save2.   

 
 

1 
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17. Now that your elections have all been selected, click next in the lower right hand corner 
of your screen.  

 
 

18. There might be a window that pops up like the one shown below, if you are not making 
elections in the sections listed on your pop-up then you can just hit OK.  
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19. Review your elections on the confirmation page. If everything reflects what you want to be 

enrolled in, click submit enrollment in the lower right hand corner. 
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20. The final page that will come up for your enrollment is the summary, you can print for 

your records.

 

 
 
Pro Tip: How to save an electronic confirmation for your records  

o If you are using a Google Chrome browser, hit ctrl+P, in your printer drop down 
select “Save as PDF” and this will save your confirmation screen as a PDF in your 
documents.  

o If you are using Internet Explorer you can do the same process and print to 
“Microsoft XPS Document Writer” and that will save into your documents as well.   

o You can also go back and view your submission in Dayforce by doing step 2 of this 
guide but instead of clicking “current elections”, click “forms” and you will see 
your open enrollment submission on the right hand side.  
 

 
 
 

Notes: 
  

 Open enrollment elections become effective 10/01 

 New Hire elections are effective the first of the month following your hire (ex: I started 
on 9/3, my benefits are effective 10/1)   

 If you do not make elections in Dayforce by the close of your new hire enrollment, you 
will not be able to enroll in benefits until Open Enrollment or if you experience a 
qualifying life event as defined by the IRS.  

Benefit Enrollment 


