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Employee Self Service – Open Enrollment Guide 
 

Welcome to the Open Enrollment Guide for Employee Self Service. This guide will give you the 

step-by-step instructions on how to complete open enrollment through Employee Self Service.  

Before following this guide, make sure you have access to the Employee Self Service and your 

login information. You will also need to review the 2025 Benefits Guide before you complete 

Open Enrollment to review the benefits that you would like to enroll in. If you do not have a 

login for Employee Self Service, please email ess-reset@racinecounty.com. Please keep in mind, 

you are also able to update your life insurance elections during open enrollment as well.  This is 

done during open enrollment but outside of the ESS site. If you are interested in this, please visit 

our open enrollment page on our website: 2025 Open Enrollment 

Open Enrollment through Employee Self Service is available between November 1st – November 

15th of each year. Any elections made during open enrollment will be effective as of January 1st. 

 

 

  

https://racinecounty.munisselfservice.com/default.aspx
https://www.racinecounty.com/home/showpublisheddocument/48985/638644356280400000
mailto:ess-reset@racinecounty.com
https://www.racinecounty.com/departments/how-do-i/employee-homepage/2025-open-enrollment


ESS Open Enrollment Guide - Racine County 

STEP 1:  

• Log in to Employee Self Service 
• On the right-hand side of the page, click on “Benefits” 

 
• Here you will see your current elections. 

Example: 

 

STEP 2: 

 

Select “Open Enrollment” located under the Benefits Option 

 

 

   
 

 

 

 

 

 

 

https://racinecounty.munisselfservice.com/default.aspx
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“MAKE ELECTIONS” PAGE.  
You are now on the Make Elections page. The introductory paragraph at the top will give you general 

information about open enrollment. On this page, you will choose “SELECT”, “DECLINE”, OR “NO 

CHANGES” for each benefit that is listed (except for HEALTH which only has “NO CHANGES” and 

“SELECT” and the FSA options which only has the “DECLINE” AND “SELECT”. To decline health, 

you will need to choose “Waived” once you click Select. For the FSA you MUST elect or decline each 

year.  

 

 
 

STEP 3: 

The first benefit that you can select will be “HEALTH INSURANCE”.  If you wish to keep everything 

the same, you will click “NO CHANGES”. If you would like to enroll in the health insurance (or change 

to a different plan or add dependents), you will click “SELECT”.   

 

SELECT: If you choose SELECT, you will be brought to a screen that looks like the image below.  

Choose the type of coverage you want.  Remember, the benefits guide is on the top right corner of all 

selection pages as a reminder of your choices.  If you choose one of the high deductible plans, you may 

enroll in the HSA.  You will see a link to that enrollment form on this page as well.  
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If you select Family coverage, you will see a drop-down menu that lists your dependents. You will also 

see a Add New Dependent option. Please note: Even if your dependent is listed as an existing dependent, 

you MUST click on each dependent that you wish to be enrolled. If you need to add someone new, you 

will click on Add New Dependent. 

 

 
If you choose to add a new dependent, this screen will pop up. You MUST enter all accurate information 

for each new dependent you wish to add and then click SAVE at the bottom. HR will reach out after Open 

Enrollment to request dependent verification.  

 

 
 

Once you have chosen the health insurance you would like and have added your dependents if applicable, 

you will click on the “continue” button on the bottom right-hand corner of the screen.  

 

 
This will bring you back to the “Make Elections” page.  

 

Step 4:  

Continue through the remaining benefit elections (Dental and Vision) the same way as you did with the 

health.  With these options, you can choose “DECLINE” as well.  

 

Step 5:   

When you reach the Medical and Dependent Care FSA options, you will notice there is no “NO 

CHANGES” option.  This is because you must elect this benefit each year.  If you choose “SELECT”, 
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you will be asked to choose the dollar amount that you wish to contribute PER PAYCHECK. Type the 

dollar amount in the space provided and then click continue at the bottom of the screen.  

 

 
 

You will go through the same process for the Dependent Care FSA.  REMEMBER, this benefit is for 

childcare (daycare, after school care, summer camps, etc.) or elder care expenses only.   

 

Step 6:  

Once you have completed enrollment for each insurance benefit, you will click continue that is in the 

lower right-hand corner of the screen. You will then see the review screen where you can review your 

enrollments.  Please make sure to verify at this time that all your dependents are listed correctly 

under each selection. You will also see the total dollar amount you can expect to see taken from each 

check in 2025.  

 

 
 

To complete Open Enrollment, click SUBMIT on the bottom right corner.  To make changes, click 

MODIFY.   

 

 
 

IMPORTANT:  You have not completed Open Enrollment until you click SUBMIT. You will also 

receive an automatic email from noreply@racinecounty.com that confirms your benefits and shows each 

dependent that you enrolled for each insurance option. If you realize you made a mistake when you see 

your confirmation email, you may go back and make changes up until midnight on November 15th.  

 

mailto:noreply@racinecounty.com

