
Employee 
Benefits 



When am I eligible for benefits?

• Newly hired full and part time employees 
have 30 days from their hire date to enroll 
or waive benefits through ADP. Failure to 
elect or waive benefits within that 
timeframe will constitute a waiver of all 
benefits.

• Annually full and part time employees are 
eligible to enroll or make changes 
to benefits during the open enrollment, 
usually held in November for a January 1st

effective date.



What is Ask Alex? 
ALEX is an interactive tool that 
will show you the best coverage 
options personalized for your 
health and benefit needs and 
goals! Use ALEX to ensure you 
are making an informed decision 
about all the benefits Beacon 
has to offer.  



Enrollment Wizard 

• After you go to ALEX and learn 
about Beacon’s benefits then you 
need to Log in to ADP and complete 
the Enrollment wizard.  

• Please note that Aflac enrollments 
cannot be made in ADP. Contact 
our Aflac representative, Rob 
Parsons, r_parsons@us.aflac.com
for assistance.

mailto:r_parsons@us.aflac.com








Rates 
Your contributions toward the 2021 cost 
of medical, dental and vision coverage 
are automatically deducted from your
paycheck before taxes.



Can I cover my adult child? 

Yes! Children by birth, marriage, 
or adoption – through the age of 
26 – can be covered by 
health/dental/vision/life 
insurance regardless of their 
access to other health insurance 
coverage.
This includes your child under 
age 26 regardless of financial 
dependency, residency with you, 
marital status, or student status.



• When you first log in to 
ADP, this is what you see.

• The enrollment page 
will continue to appear 
each time you log in until 
you’ve completed & 
submitted your enrollment 
or the 30 days after your 
hire date have passed when
you are no longer able to 
enroll.

• To begin, select Start this 
Enrollment



Enrollment 
(ADP continued) 

• After selecting Start Enrollment on the 
previous screen the Enrollments page 
will come up and you see the available 
benefits guides, for your review, if you 
wish.  Click on the appropriate guide (MI 
or Out of State, Full or Part Time) for its 
information to pop up for you to see.  

• After reviewing the guide, if needed, you 
will then select Continue.



This brings you to the Enrollments section.  You can select the type 
of plan and coverage level here or waive this benefit. 

Plan & Coverage  
(ADP continued) 



Available Benefits 
(ADP continued) 

• Each of the available benefits is listed in the 
column on the left. 

• As you go through each benefit, once you’ve 
selected or waived, then choose Continue to 
Preview, the next one will come up for you to 
enroll or waive coverage. 

• If you have any questions or problems while 
completing your enrollments/waiver, please 
choose Save for Later and contact 
benefits@beaconspecialized.org for 
assistance.  

• Please remember that you must submit your 
enrollments/waiver within 30 days of hire, for 
these to be processed.  If you do not submit 
any incomplete enrollments, they will NOT be 
processed.  Once you are finished with your 
enrollment selections &/or waivers, you 
select Submit.

mailto:benefits@beaconspecialized.org


Beneficiary 
(ADP continued) 

Don’t forget to designate a 
beneficiary for your employer 
paid life insurance, if you are a 
full-time employee.



Frequently Asked Questions 



What if you change your mind? 

If you submit your benefits 
elections but change your 
mind within the first 30 days 
after your hire date, you CAN 
change your benefit elections.  
You can do this from the Home 
Page at ADP, select Myself, 
Benefits, Enrollments.  



Can I change my elections 
during the year? 
No, not unless you experience a 
qualifying life event during the year.  
Only then, within 30 days of the event, 
can you add, change, cancel benefit 
elections mid-plan year.  Otherwise, 
you can change your elections again at 
the next open enrollment, usually held 
in November for a January 1st effective 
date.  With the exception of HSA 
voluntary contributions, which you 
can change your contributions amount 
throughout the plan year, so long as 
you do not exceed the annual limit.  



Will I receive a new 
FSA or HSA card? 
No, not unless your current 
card has an expiration date of 
last year. You should plan to 
use the card that you have 
until it expires.



Benefit Notices & Guides
Benefit notices, benefit guides and pricing can 
be located in ADP in the Forms Library.  That 
can be accessed from the Home Page of ADP 
– Resources – Company Information – Forms 
Library – Benefits.  

Your Right to a Paper Copy:  You have a right 
to request and obtain a paper version of any 
electronically transmitted benefits document 
at no charge.  Contact the Human Resources 
Manager of Beacon Specialized Living 
Services, who acts on behalf of the plan 
administrator, at 269-427-8400 or 
benefits@beaconspecialized.org to request a 
paper copy.

mailto:benefits@beaconspecialized.org


Need more information? 

Attend 
New Hire Benefits 
webinar on Teams occurs 
weekly Tuesday at 10am 

Access 
Forms Library on ADP 
under the Resources tab on 
the top of the Home page.   

Contact Benefits at 
benefits@beaconspecialized.org

mailto:benefits@beaconspecialized.org
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