
 

 

 

 

Annual Enrollment Instructions 

Access Help 
For login assistance or password reset support, please contact the HCHD Helpdesk at 713-566-
HELP (4357). 
 
For benefits-related questions, or if you do not see an Annual Enrollment Event available in 
PeopleSoft, please contact MyHR through ServiceNow or by phone at 713-566-6947. 
 
Annual Enrollment is open July 20 - July 31, 2026 
 
Accessing PeopleSoft from a Harris Health Computer 

From a Harris Health System computer, log in with your network credentials and select the 

PeopleSoft link in the Employee Service Center. 

On the PeopleSoft Connections page, select PeopleSoft Login. Once inside PeopleSoft Self Service, select 
the Annual Enrollment tile. 
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Accessing PeopleSoft Externally  

 
From a personal device, go to HarrisHealth.org, select Employees, and then select PeopleSoft Self 

Service. 

Enter your username and password, then approve the Imprivata request on your mobile device. 

Once inside PeopleSoft Self Service, select the Annual Enrollment tile and begin the enrollment process. 
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To Begin, Read and Acknowledge Required Sections 

Before you can begin making enrollment elections, you must read and acknowledge each required 

section listed on the left side of the screen. 

 

Enrollment Summary 

As you make changes within each benefit plan tile, the Enrollment Summary will update to show your 

total biweekly premium. 

 

Benefit Plan Tiles 

Each benefit plan tile allows you to review your current coverage and make any needed changes. Each 

tile will display a Status based on the action taken. 
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Status Meanings: 

Pending Review:  You have not yet reviewed this benefit plan tile. The plan and coverage level shown 

reflect your current election. 

 

Visited:  You reviewed the benefit plan tile, but no changes were made. 

 

Changed: You made a change to your benefit plan, coverage level, or dependent enrollment. 

In the first example, a dependent was added. In the second example, both the benefit plan and 

dependent enrollment were changed. 
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Adding or Removing a Dependent  

To add a new dependent: 

1. Select the benefit plan tile where you would like to add the dependent. 
 

 

 

 

 

2. Click the Add/Update Dependent button. 
 

 

In the Dependent and Beneficiary Information section, you can review existing dependents and 

beneficiaries by selecting their name. 

3. To add a new dependent, select Add Individual. 

 

 
Important: Entering a dependent’s personal information only adds the dependent to your PeopleSoft 

record. It does NOT enroll the dependent in your benefit coverage. You must still select the dependent 

within each applicable benefit plan tile to add them to coverage. 
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4. Enter all required information for the new dependent. If documentation is required, upload the 

supporting document by completing the following steps: 

• Select Add. 

• Select My Device. 

• Locate the supporting document on your computer. 

• Select Open. 

• Select Upload. 

• Once the upload is complete, select Done. 

• Add a brief description of the document, if required. 

• Select Save after reviewing the dependent information. 

If you need to add another dependent, repeat these steps. Once all dependents have been added, 

select the X icon to exit the page. 
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Note: Once you enter a dependent’s information in one benefit plan tile, you do not need to enter it 

again in other benefit plan tiles. The dependent will appear as an available option in the other benefit 

plan sections. To enroll the dependent in additional coverage, you must select the dependent within each 

applicable benefit plan tile. 

Linking or removing a dependent 

To add or remove a dependent from a benefit plan, select the checkbox next to the dependent’s name. 

A checked box means the dependent is enrolled in that benefit plan. Removing the checkmark will 

remove the dependent from that benefit plan. Select Done when finished. 

 

 

 

 

 

 
 
Submit Enrollment 
 

 

 

 

 

 

 

You can also change your benefit 
plan type by clicking on the Select 
button next to the Plan Name. 
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Once you have reviewed and completed all changes, select the Submit Enrollment button. A 

Benefits Alert message will appear confirming whether your elections were submitted 

successfully. Please read the alert carefully before exiting. 
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OTHER POTENTIAL MESSAGES WITHIN THE BENEFIT ALERTS: 

 

 

 

 

 

 

 

ERROR MESSAGE 

If a Benefits Alert displays an error icon, 

your changes were not submitted 

successfully. You must return to the 

benefit plan tile where the error occurred, 

correct the issue, and submit your 

enrollment again. 

 

WARNING MESSAGE 

If a Benefits Alert displays a warning icon, 

your elections may have been submitted; 

however, additional documentation may 

be required. The applicable benefit plan 

vendor must review and approve the 

documentation before coverage becomes 

effective. 

 


