
CTA Benefits Open Enrollment 

• The following steps will show you how to: 
– Enter dependent information 
– Review existing coverage 
– Make benefit changes  
– Review benefit elections 
– Submit benefit elections 
– Confirm benefit elections 

NOTE: This is a demo of the Benefits Self-Service process to help you prepare for enrolling  online. 



Step Action 

1 Log into Oracle using your user name and password.   



Step Action 

2 To change your password follow the onscreen instructions. 



Step Action 

3 Click on the CTA Employee Self Service link , then click on Benefits in the middle of the page. 



Step Action 

4 You should now see your Covered Dependents.  To enroll a dependent, click the “Add New 
Dependent” button. 



Step Action 
5 Enter the required information, then Click “Apply” (Repeat steps to add more than one 

dependent).  NOTE:  Carefully read the instructions at the top of the page.  Dependents will not 
be added until documentation is received by HR Benefit Services. 



Step Action 

6 You should now see your Covered Dependents and the dependents you added.  To view your 
current coverage, Click the “Next” button. 



Step Action 

7 You should now see your Current Enrollment.  To make changes, Click on the “Update 
Benefits” button. 



Step Action 

8 To change health/dental plans, click the box next to the Plan/Option of your choice (SCROLL 
DOWN TO SEE ALL PLANS/OPTIONS) then click the “Next” button. 



Step Action 

9 Check the box under “Cover” for the dependent(s) you added.  Remove the “√ “ in the Cover 
box to delete a dependent, then click the “Next” button. 



Step Action 

10 Review your elections and dependent information – carefully review messages at the top of the 
page.  To send a copy of the Confirmation Statement to your email,   Click on the “Printable 
Page” button, select “File” at the top of the screen, scroll down to “Send” and over to “Page by 
E-mail” .  Click “Finish” to return to the Self-Service home page and logout to exit. 


	CTA Benefits Open Enrollment
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11

