
 

  

 

Enrolling in Benefits Through Employee 

Navigator 
Clark University uses Employee Navigator as our online benefits enrollment and management 

platform. All benefit-eligible employees will use this system to complete new hire enrollment, 

annual Open Enrollment, and mid-year changes due to qualifying life events. 

Through Employee Navigator, you can: 

• Review your benefit options and costs 

• Compare plans and coverage levels 

• Update dependent information 

• View plan documents and enrollment summaries 

• Submit elections electronically — no paper forms required  



 

  

Step 1: Registration 

Using the registration link sent to your Clark email: 

• Create a username and password. 

• Enter the last four digits of your Social Security Number. 

• Click the green Register button. 

 

  



 

  

Step 2: Continue to Login 
 

After registering, click Continue. 

 

 

Step 3: Access the Employee Navigator Login Page 
 

You will be directed to the main Employee Navigator login page — save this link for future use. 

 



 

  

 

Step 4: Accept the Privacy Agreement 
 

At the bottom left corner, click to accept the privacy agreement. 

 



 

  

 
 

Step 5: Begin the Enrollment Process 
 

Click Continue to start your enrollment. 

 

 

Step 6: Review Any Outstanding Tasks 
 



 

  

Upon logging in, you may see tasks assigned by HR (for example, “Open Enrollment 

Invitation”). Complete these before proceeding. 

 

 
 

Step 7: Explore Your Home Page 
 

From your Employee Home Page, you can: 

 

• Start Open Enrollment – click the green “Start” button in the top right. 

• View Profile – confirm your personal and demographic details. 

• Document Library – review plan documents and enrollment confirmations. 

• Enrollment Summary – view current, open enrollment, or pending elections. 

• Life Events – report qualifying life events such as marriage, birth, or loss of coverage. 



 

  

 

 
 

 

 

 

 

Step 8: Complete the Open Enrollment Wizard 
 

Follow the guided steps to complete your benefit selections. 

 



 

  

 
 

OE Process Step 1: 

Review and confirm your personal details. Use the progress bar to track your steps — you may 

move between sections as needed. 

 



 

  

 
 

OE Process Step 2:  

 

Enter or confirm your address. This field is required to proceed. 

 

 
 



 

  

 

OE Process Step 3:  

 

Add any dependents you wish to cover. Required fields include first name, last name, 

relationship, social security, sex, and date of birth. 

 

 

 
 

 

 



 

  

 
 

 

 

 

 

 

OE Process Step 4 and onward:  

You’ll see your available benefit options (medical, dental, vision, etc.). 

• Click Select to choose a plan, or don’t want this benefit to waive coverage. 

• Use the dependent circles to add eligible dependents to a plan. 



 

  

• Access benefit summaries and plan documents using the links on the right side of the 

screen. 

 

 

OE Process Finalization:  

After reviewing your elections, you’ll see a summary of your enrolled, waived, and skipped 

benefits. 

• Click to sign your enrollment forms electronically. 

• Once signed, your enrollment is complete and confirmed. 



 

  

 
 

 

OE Process Final Step:  
 

Confirmation and complete. 

 


