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SOP Name: Benefits Enrollment 

SOP Purpose: CAN Executive/ Salaried/Non-Union/Union EE will learn how to select your benefits and 

complete your Self-Serve new enrollment. 
 

 

1. Log into your Dayforce page. From the landing page, select the “Benefits” icon. 
 

 

2. This page will show you any Enrollments available at this time. Look for “Open Enrollment 2021” and select “Start 

Enrollment”. 
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3. This will bring you to the New Hire Enrollment introduction. Select the “Next” button to being enrollment. 
 

 
4. On this page you can add, remove or update your dependent information. 
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5. Please note, “Student category” should only be selected for students who are between the ages of 21 to 26 years 
and who are pursuing a continuous education. 
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6. You will also be required to complete your health and wellness status. Once updated click “Next” button. 
 

7. In the Elections form you will notice single coverage is defaulted for you but you can decide to choose family 

coverage if applicable. 

Note: Accor benefits plan is mandatory plan and cannot be waived. 
Kindly note, employees should be selecting same coverage level for all Health plans. For example, if single coverage 
is selected, it should be for Medical/Dental/Vision and GTA (if applicable) and if family coverage is selected it 
should be for Medical/Dental/Vision and GTA (if applicable) 
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8. If family coverage is selected, you will be required to select all dependents. 
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9. Next, you will review Auto-Enrolled Benefits, employee cannot opt out of these plans as these are mandatory 

plans: 
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10. Click on “Basic Life Plan” to review and scroll down. 
 

 
 

11. Click on “Basic AD&D” plan to review. 
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12. Click on “Short-Term Disability” plan to review. 
 

 
 

13. Click on “Long-term Disability Plan” to review. (if applicable) 
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14. To enroll in Optional Life/AD&D plan, click on the drop down button and select individual plans by selecting 

coverage. (Need to be confirmed – For optional plans, you are required to enroll in the plans for yourself before 

you enroll your spouse and/or child) 
 

15.  Click on the check box to select Employee Optional AD&D plan, after that click on show details to select 

coverage amount. 
16. Optional AD&D plans coverage can be selected in the units of $5,000. 

- Employee optional AD&D 

- Spousal optional AD&D 

- Child optional AD&D 
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17. Optional Life plans coverage can be selected in the units of $10,000. 

- Employee optional life 

- Spousal optional life 

- Child optional life 
 

18. If you want to enroll in optional life, click on the Optional life plan and either drag the slide bar to preferred 

coverage or simply type in the amount in units of $10,000. Click “Save” and scroll down. 

Note: When you select optional life plan, please note Non-Evidence Max is $100,000. Coverage requested over 

$100,000 will require you to submit Evidence of Insurability form to Manulife, once approved, you can advise 

your T&C team to update coverage. 
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19. If you wish, you can enroll in “Spouse Optional Life Plan” 
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20. After enrolling in all plans, click “Next” to confirm benefits elections: 
 

 

21. If you missed enrolling in one or two benefits, you will receive notification to enroll in mandatory plans; optional 

plans can be waived. Click on “Ok” to continue. 
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22. On this page, you can review your benefits elections. You will also notice, premium associated with the plan, and 

employer and employee cost for the plan. 
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23. Once you review your benefits, click on “Submit Enrollment”. 
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24. Next you can see all your confirmed benefits elections. If you have dependents, you will be required to submit 

verification (Please review Dependent Verification SOP) and for your Basic life and/or optional life, you will be 

required to click on Manulife link to complete your beneficiary form online at Manulife. After that you click on 

Return to Benefits. Benefits enrollment is complete. 
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25. In the following screen you can review all benefits enrollment. 
 

 


