
      Online Enrollment Instructions
In this document, you will find instructions on how to process your elections for Rutherford County Benefits. If you 

have any questions or issues, please contact The Insurance and Risk Management Department at (615) 898-7715 or 

Email benefits@rutherfordcountytn.gov during normal business hours, Monday – Friday 8:00 am – 4:30 pm. 

Step 1: 

Enroll in Benefit Plans Offered; add Beneficiary Information for Life Plan(s) 

To begin the enrollment process: 

 After setting up account access, login to your www.mybenefitschannel.com account.

 Click on the My Apps tab (#1), proceed to the Benefits & HR Library icon (#2), then the Benefits icon (#3).

 Follow the links to access the online Benefits Enrollment Profile (#4-6).
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Step 2: 
After reviewing the enrollment home page, click Next to start the enrollment process: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 3:  

On the next page, you will have the opportunity to add any eligible dependents you wish to cover under your benefit 

plans. Click on the Add Dependent button to start this process: 

 

 
 
 
Enter dependent demographic information: 

 
 
 



Step 4: 
Click Review on available plan options to process your elections. Important Note: If you do not wish to enroll in the 
benefit once you have clicked the Review button, you must DECLINE the benefit. 

 

 
 

Step 5: 

If you are enrolling in coverage, choose the coverage tier and click Enroll under the dental option. If you  

Do NOT wish to enroll in the benefit, click the Decline button in the Decline Coverage box. 

 

 



Step 6: 

Review each plan and dependents you choose to cover carefully. Click Confirm on the next page once you have verified 
your election or declination to each benefit.  

 

 
 

 

 
Repeat the process above for all available plans 

 
  



Step 7: 

Review your selections on the Sign and Submit screen. If changes need to be made, click on the name of the plan that 

you wish to change.  

Once you have verified your elections are correct, you will need to Sign and Submit your enrollments electronically in 

the next step. Please Note: your elections are not complete and will not be processed without completing the Sign 

and Submit process. 

 

You may download a copy of your benefits confirmation by clicking on the Confirmation Form link at the bottom of the 

page. Once that is complete, click Next to Sign and Submit your elections. 

 

 

 

 

 

 

Step 8: 
Review the benefits confirmation on the next page. If everything is correct, scroll to the bottom of the page and 

enter your PIN (the last 4 digits of your SSN plus the last two digits of your birth year): 

 

 

 


