
Benefits 
In Dayforce > Benefits, employees can access enrollments for eligible benefits, review their current 
benefit elections, enroll in optional benefits, manage their HSA and 403b contributions, submit 
qualifying life events for special enrollment periods, and even view and manage life insurance 
beneficiaries. These requests will no longer be submitted via paper form. 

 
 

 
Current Elections 
The Current Elections tab will show all your current 
benefit elections and contribution amounts. Please 
ensure you review this page prior to making any 
change requests through the Enrollments section 
below to avoid duplicate entries. 

 
 
 
 
 
 
 

 
Benefits Overview Page - 
Enrollments 
Benefit enrollments are guided 
processes that take you 
through the steps of electing 
options. Enrollments in which 
you can update throughout the 
year will display on this page. In 
addition to enrollments, you 
will also find links to benefit 
information available on the 
NRAO website. Please note, the 
links provided are for both 
Domestic and International 
Benefit plans. 



Enrollment: 403(b) Retirement 
You can enroll and make changes to your 403(b) retirement contributions at any time throughout the 
year. If you are a domestic employee, you will be presented with both the Traditional (pre-tax) & Roth 
(post-tax) options. For International staff, you will only have the enrollment option for the Traditional 
(pre-tax). 
 
You can elect to contribute either a dollar amount or a percentage of your biweekly check. please note 
percentages are taken on a pay period basis. If you enter 100%, this will take 100% of your pay period 
salary. If your intent is to hit the annual max limit, we recommend using a flat dollar amount. 
 

When stopping contributions, enter “0 into the form for the plan you are currently enrolled in and click 
the Select button for that option. You must click the Select button for your entry to be recorded to the 
form. 

 
 

All changes submitted through Dayforce will be processed for the next pay period effective date. You 
will see the effective date on the form which coincides with the first Saturday in the payroll period. 
Please refer to the payroll calendar linked on the Hub to determine which check your change will be 
made in. 

 

Calculating Contributions to reach the IRS maximum 

To calculate your YTD contributions or the amount to contribute to reach the IRS max, you will need to 
consult your most recent Earnings Statement for your YTD Contribution totals.  You can obtain the 
number of payroll periods  remaining by cross referencing the effective date on the form with the 
payroll calendar.     

(IRS Maximum – YTD Contributions – Current Contribution Amount)/# of Remaining Pay Periods 
 



Enrollment: Health Savings Account 
Domestic employees who are enrolled in 
Anthem’s HDHP plan can now manage 
their HSA contributions directly in 
Dayforce. As with the 403(b) enrollment, 
you will first review your personal 
information before you are directed to the 
form to update your contribution 
amounts. 

You will see the effective date defaulted, 
which coincides with the first day in the 
next available payroll period. Please refer 
to the payroll schedule in Dayforce to 
confirm the check date your contribution 
change will go into effect. 

 
 

To determine your YTD contributions or the amount to contribute to reach the IRS max, you will need to 
consult your most recent Earnings Statement for your YTD Contribution totals.  You can obtain the 
number of payroll periods  remaining by cross referencing the effective date on the form with the 
payroll calendar.    
   

 
Employees who are not enrolled in Anthem’s medical plan will still see the HSA enrollment, 
however, the page to enter and update confirmations will be blank. 

 
Enrollment: Life Event 
Qualifying Life Events are changes to your life situation that might make you eligible for an enrollment 
outside of the normal Open Enrollment Period, such as birth/adoption/placement of a child, marriage, 
divorce, or changes in insurance coverage as the result of an employment status change (yourself or 
spouse). 

Following a qualifying life event, you will have 30 days to submit the online enrollment form and upload 
your supporting documentation (i.e., marriage certificate, employment status change letter, etc.). After 
submitting your life event, HR will review your submission. You’ll receive a notification in the Dayforce 
Messaging center when this has been completed. Depending on the results of the review, you’ll either 
receive a request for additional information or an approval message: 

• If additional supporting documentation or information is needed to finish reviewing your 
request, your notice from HR will include guidance on what needs to be submitted. 

(IRS Maximum – YTD Contributions – Current Contribution Amount)/# of Remaining Pay Periods 
 



• If approved, your benefit changes are updated with each vendor and will reflect on your Current 
Elections section in Dayforce. 

 

 
Enrollment: Voluntary Life Insurance (Domestic Only) 
Domestic employees can enroll and select coverage options for voluntary life insurance coverage for 
themselves, their spouse, and/or children through Dayforce. Like other enrollments, the process of 
enrolling begins with reviewing your personal details for accuracy. On the second step, you will be 
brought to the dependents screen. This page will pre-populate with the dependents you have currently 
added for coverage on your benefit plans. If you are enrolling your spouse or child(ren) in life insurance, 
they must appear in the dependents screen to enroll them. 

 
Optional Life Insurance: Employee 
After confirming your dependents are available for enrollment, you’ll be taken to complete your 
enrollment for optional life insurance for yourself. Please note, enrollment in employee optional life 
insurance is required to insure your dependents. 

On this screen you will select your coverage multiplier 
using the drop-down menu. The dollar amount 
associated with the multiplier selected selecting will 
display below in the Requested Coverage. 

New hires are guaranteed coverage up to 3x their 
salary. For those looking for 4x or 5x coverage, the 
Evidence of Insurability (EOI) must be completed on 
the Lincoln website.  

Outside of the new hire window, all requests to  add 
new coverage or change existing coverage amounts will 
require  the completion of the EOI. Enrollments are not 
finalized until they have been approved.



Optional Life Insurance: Spouse 
When you navigate to the spousal enrollment page, 
you’ll have the option to enroll or waive optional 
coverage. If electing coverage, you will enter the 
amount of coverage requested. 

New hires can elect up to $30,000 in spousal 
coverage without needing to complete an EOI. 

Existing staff will need to submit an EOI for adding 
optional spousal life insurance coverage. 

 
 
 
 

Optional Life Insurance: Child 
After making a selection for spouse insurance, you’ll be brought to the page to waive or enroll in 
optional life insurance coverage for children. 

Optional life insurance coverage for dependent 
children is always guaranteed issue. Children can be 
covered through age 26. Coverage is available in 
increments of $2,000 up to $10,000. 

Select the customize button to add your dependents 
and enter in your requested amount of coverage. 
Click on the calculate button to see onscreen the cost 
of your benefit. 

 



Prior to submission, you’ll be taken to a review screen to see your selections. Final benefit costs will be 
confirmed once any necessary EOI is completed, and selections are approved. 

 

 

 
Evidence of Insurability (EOI) is completed outside of Dayforce. Information will be available in the 

director text within Dayforce and on the Life Insurance internal HR website. Once you submit your 
request via Dayforce, HR will contact you to confirm your request and direct you to the EOI process 
through Lincoln. Lincoln will notify HR if you are approved or denied. If approved, HR will finalize your 
enrollment for the effective date provided by Lincoln. 

 
 

Forms 
In Dayforce, you will now be able to view, update, and designate your life insurance beneficiaries. When 
you submit a change in beneficiaries for your life insurance, your change request will appear under My 
Form Submissions. This creates a history for you to reference with your changes. 

 

 
When entering beneficiaries, please do not use any special characters (no dashes, no periods, etc.). 



Current Beneficiary Information 
To designate beneficiaries, you will first need to add the individuals to the “Current Beneficiary(s)” list. 
Please note, social security number is not a required field when setting up a new beneficiary. After a 
dependent is added, they will be available for you to designate. There is helpful guidance on screen to 
walk you through the process. 

 

 
 

 The option to designate beneficiaries for optional life insurance will only appear if you’re enrolled.  
  



Current Dependent Information 
The Current Dependent Information form is used to make updates to existing dependents in 
Dayforce. New dependents can only be added during open enrollment or during a qualifying life 
event enrollment. This form is used to complete dependent address changes, adding in a new SSN 
number, and notifying HR of legal name changes. If a legal name change occurs, HR will follow up 
via email to request supporting documentation before processing the change. 
 
**If you change your home address, it does not flow to your dependent information. You will 
have to go in and view/edit to ensure your dependents primary address is up to date. 
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