
 
 

 
Select your benefits online as soon as possible.  The final deadline to enroll is 60 days after your 
enrollment event.  Coverage is effective the first of the month following your event. 
 

 Log on to My HUB.   

  
 

 
 

Step-by-Step Enrollment Instructions 

Go to the UPMC Infonet at 
http://infonet.upmc.com 

 
Click the My HUB icon on the 

Infonet homepage 

Enter your user ID and 
password. If you are accessing 

My HUB for the first time click the 
First Time users link 

If you have forgotten your log on, 
use the links provided 

 Go to your enrollment event.    

 
 

Click on the  
Human Resources tab 

 

Under the My Benefits section, 
click the Benefits enrollment 

link 

 

 
Select the yellow Enroll button 
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 Review your benefit options and make your selections.    

 
 

 
  

 

Read the information and use 
the links to learn about your 

benefit options 

Select the yellow Edit button 
next to the benefit option you 

want to review

Read the information and use 
the links for details about the 

benefit

Scroll down to see per-pay costs 
for each coverage option 

Click the circle next to the 
coverage level you wish to select 

• For benefits where you may enroll dependents: 
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• For employee life insurance options where you need to designate beneficiaries: 
 

 
 

            

                                             

Scroll down - Select the 
Dependent Information button 
to enter your dependent’s personal 
data, if they do not already appear 

Click the checkbox next to the 
name of each dependent you wish 

to enroll 

Use the links for guidance about 
designating beneficiaries

Scroll down - Select the 
Beneficiary Information 

button to enter your beneficiary’s 
personal data, if they do not 

already appear 

Assign a portion of the benefit 
next to the name of each 

beneficiary 



• For staff electing life insurance coverage in amounts requiring Evidence of Insurability: 
 

 

Print the Evidence of 
Insurability paperwork 

 

Send both the instruction page 
and form to the life insurance 

carrier as directed 
 

 Select the Update button at the bottom of the page. 

 

Select the Update button to 
temporarily hold your choice 

 

Review your entry

Select OK if correct; select Edit if 
you need to make additional 

changes for that benefit

 
 
 
 
 
 
 
 

 Repeat this process for each benefit. 
 Store and Submit your selections when finished reviewing each option 

 

 

Select the Store button at the 
bottom of the Enrollment Options 

page 

 

 

 
 

 

Select the Submit button to 
submit your choices 

 Print your Election Summary Statement.   

 

Print and keep this statement  

This is your documentation of what 
you entered. 

It is your responsibility to ensure 
you entered correct information.  
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Review Other Benefit Options 
 Review other benefit options.  Enroll in the UPMC voluntary benefits within 30 days of your enrollment 

event. This information is available through My HUB under My Benefits, My Voluntary benefits. 

 

 You can also enroll in and elect beneficiaries for your UPMC Savings Plan.   
 
 
 
 
 
 
 
 

To access your retirement 
information, while in My HUB, click 
on the Human Resources tab, 
then click on My Retirement under 
My Benefits. You will be directed 
to Your Benefits Resources and 
can begin your enrollment. 

 

Additional Steps to Complete Your UPMC Benefit Enrollment 
 Contact the UPMC Health Plan (1-800-994-2752, choose option 2) if you enrolled in the Advantage 

HMO to elect your PCP after you receive your new UPMC Health Plan ID cards. Staff can search for a 
PCP online at www.upmchealthplan.com, click on Find a Provider. 

 Complete the MyHealth requirements.(http://benefits.infonet.upmc.com/MyHealthRequirements.htm) 

 Send Evidence of Insurability forms (if required) to CIGNA within 30 days of your enrollment event if you 
are electing life insurance for yourself, spouse, or domestic partner.  Forms are provided during your 
enrollment session in My HUB.   

 Submit the required dependent documentation within 30 days, if enrolling a spouse, domestic partner, or 
child for whom you are a legal guardian for the first time. You can print forms to submit your 
documentation during your enrollment through My HUB or from the Benefits section of Infonet 
(http://benefits.infonet.upmc.com). 

 Submit the required dependent documentation within 30 days, for eligible dependent children between 
age 19 and 25 (enrolled as a full-time student in an accredited school, college, or university). You can 
print forms to submit your documentation during your enrollment through My HUB or from the Benefits 
section of Infonet (http://benefits.infonet.upmc.com). 

 Review the UPMC Benefit Confirmation Statement that will be mailed to your home within a week of 
submitting your elections. 

 Review your pay advice.  Benefit deductions begin the first pay period in which coverage is effective.  If 
your elections are not submitted prior to the processing deadline for that payday, deductions will be 
taken retroactively from subsequent pays. 

 

My HUB access and log on issues should be directed to the UPMC Help Desk at 412-647 HELP(4357) or 
your local ISD help desk.  If you need additional help with your benefit elections after reading the materials 
provided in My HUB and the UPMC Infonet, contact the UPMC Employee Service Center at UPMC 
DirectLink 1-800-994-2752, option 3. 

 
 
Benefits described may not be applicable to all staff.  Some business units have unique benefit programs, 
certain job classifications may affect benefit eligibility, and contract terms determine benefits for physicians 
and members of collective bargaining units. 
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