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Open Enrollment On-line Instructions
Instructions:
1. Open www.sjretirement.com in a browser window.
2. Select either the Federated Plan or Police & Fire Plan website.
3. Click on the Open Enrollment Tab.
4. Scroll down to the Open Enrollment Form section.  There are 2 versions of our Open Enrollment Form:

· The electronic version (Open Enrollment Form – Electronic) allows you to complete the form on-line, print it out and mail it to Retirement Services, or send it electronically.  You will be required to log-on to Member Services in order to complete the form on-line.
· The second version (Open Enrollment Form) simply allows you to download and print the form so you can complete it by hand, and mail it to Retirement Services. 
5. Click on the version of the form that you want to use (Electronic or Printout).
6. If you choose the Printout version, follow the instructions to print out the form, fill it in, and mail it to Retirement Services, 1737 N First St Suite 580, San Jose, CA  95112.
7. If you choose the Electronic version of the Enrollment form, you will be asked to sign in (have your Web member Services Username and Password handy), and a partially filled form will appear.  Do the following:
a. Type your information on the form.
b. You will have two options “Print and Mail” or “Send Electronically.”
i. If you choose to Print, the completed form will be displayed.  You will need to choose “Confirm and Print” to print the form.  Mail your completed form to Retirement Services, 1737 N First St Suite 580, San Jose, CA  95112.
ii. If you choose to “Send Electronically”, you must check the circle that reads “I understand and agree to electronic form submission of my Open Enrollment changes”, and then click on the “Send Electronically” button.  You will be given the following options:
1. If you or any dependents are Medicare eligible and are making a change to your Medical plan, click “OK” to the following message “Click OK if you or one of your dependants are medicare Eligible, otherwise click CANCEL”.  At this time the following message will appear:  “Insurance carriers for Medicare eligible members require signature.  You must choose to print out the completed form and mail it to Retirement Services.”
2. If you or your dependents are not Medicare eligible, then click “No” to continue with online enrollment.  The completed form will be displayed.  Check that the information is correct, and then click the “Submit Electronically” button.  Your completed form will then be e-mailed to Retirement Services automatically.

If you need assistance, please contact Retirement Services at 1 (800) 732-6477 or (408) 794-1000 and ask for May Cheung, Gina Billings, Barbara Hayman, Carol Bermillo, or Toni Johnson.
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