How to Upload Documents in
Benefitfocus Detailed Instructions

1. Begin at one.purdue.edu, select “Browse Categories” and “HR & Benefits.
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2. From the HR & Benefits: Tasks” page select the
“Benefits Enrollment — Active Benefitfocus Benefits Enrollment - Active
(Faculty/Staff)” tile. Log in to Benefitfocus with your Benefitfocus (Faculty/Staff
Purdue Career Account and BoilerKey.
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3. From the Welcome page, in the upper right

corner, select the gold “To Enroll, Make a
Change, and View Your Benefits CLICK
HERE” button.

4. From the Manage Your
Benefits page, select
“Document Center” on
the left hand side of the

page.
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2019 Open Enrollment

Open Enroliment Dates
Oct. 22nd - Nov. 2nd, 6PM ET

Faculty & Staff

View helpful instructions:

Benefits are an important and valued piece of your total package at the
University. BenefitFocus, your benefit enroliment tool, offers an easy, one- 5
stop location where you will find brief summaries of benefit programs

resources available to you. and links to additional information to help you

make more informed benefit decisions. If you have questions or experience
issues. please email Human Resources at hr@purdue edu or call 494-

2222 L
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5. From the Document Center, select “Add Document.”

Document Center

View and Upload Documents

For requests with a status of "Document Required”, upload a document o associate it. The Documeant will

en show as "Pending Approval” until it is approved or denied by an administrator. When adding a document through the "Add

Document” option, it can then be associated with 3 "Document Required” request and can be viewed by selecting the filter for "All Documents”.
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6. You will then be prompted to upload a file Adding New Document
(your saved document).

Please complete the information below.
Browse for File™ (?

“« ) Mo File Chosen
e Select “Choose File ﬂ
Document name *
* MNamedocument =
Working Spouse 2020

Catego

o (Category needs to be
“Spouse Employment
Document”

Description

e Enter Description, if needed

7. From here you will be able to see that your document has uploaded correctly and can select “Save” to
return to the “Manage Your Benefits” page.
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