
New Hire/Newly Eligible Enrollment Overview 

 

Step One: 

Log into your portal at myut.utoledo.edu 

  

 

Step Two: 

On the Employee tab under Benefits Information, select Benefit Enrollment-New Hire/Newly Eligible. 

 

 

Step Three:  

Enter your Rocket Number and select GO 

 

 

 

 



Step Four:   

Review the enrollment overview and select CONTINUE.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step Five:  

Complete healthcare elections. Use the Elect/Change button below each section to make your selections in each 

respective category.  

To add dependents to your coverage, use the Add Dependent button at the bottom of the page.  

 

 

Step Six: 

Complete dependent elections. To elect or change coverage for a dependent, use the corresponding Elect/Change 

button next to each dependent’s name. If you cover a spouse on a non-CDHP (Blue) medical plan, you will be asked to 

complete the spousal eligibility affidavit (see below). When all selections have been made, click Submit to HR. 

 

 

 

 

 

 

 



Spousal Question: 

 

Step Seven:  

Congratulations. Once you have submitted your selections to HR, you have completed your New Hire/Newly Eligible 

health care elections. A summary will be emailed to your University of Toledo email address. Please remember to return 

the completed spousal eligibility affidavit from your spouse’s employer (if applicable) and return any required 

documentation (such as marriage/birth certificates) to the Benefits team (using the document upload link in your myUT 

portal) within 30 days of your eligibility date.  

 

If you have any issues with the process, please contact us at benefits@utoledo.edu.  
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