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EMPLOYEE SELF-SERVICE GUIDE 

UPDATING YOUR BENEFIT ENROLLMENT THROUGHOUT THE YEAR 

Whether you experience a qualified life event (see list below), need to change your health savings account 
(HSA) contribution, or update your life insurance / beneficiaries, you can now take these actions in the 
employee portal without needing to contact Benefits! 

Qualified Life Events Include: 
• Change of employee’s legal marital status, including marriage, death of spouse, divorce, legal separation, or 

annulment 
• Change in the number of employee’s dependents due to birth, adoption, placement of adoption, or death 
• Change in employment status of employee or spouse 
• Dependent satisfies or ceases to satisfy dependent eligibility requirements 
• Change in place of residence (out of plan’s service area) of employee, spouse, or dependent 

 
*Please remember for a life event, you will have 30 days from the date of your life event to make changes to 
your benefit elections.  If you miss this deadline, then you will need to wait until the next annual benefits open 
enrollment to make changes to your benefit elections 
 
Accessing the Global Employee Portal: 

1. Found under Favorites Global Employee Portal Sign In 
2. Link- Global Employee Portal 

 

From the welcome screen, please use the “Company Single Sign-On” option noted below; do not enter any 
other information on this screen.  You will be taken to the home page of the employee portal. 

 

Please contact HRIS@soterahealth.com if you have issues logging into the employee portal.  

 

 

https://eftx.fa.us6.oraclecloud.com/fscmUI/faces/FuseWelcome
mailto:HRIS@soterahealth.com
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Click on the “Benefits” tile to access your benefit information. 

 

Click on the “Life Event / Update HSA / Update Life Insurance - Beneficiary” box to begin the process.  

 

Next you will see the screen of reportable options available to you based on your personal circumstances.  
Select the event that you would like to report to make updates to your benefit elections.  
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Please enter the date your life event occurred.  If you are updating your HSA contribution or Life Insurance, 
please enter the current date. You will only be able to report as of the current date and prior.  You won’t be 
able to report future-dated events.  Please contact benefits@soterahealth.com to report a future-dated event. 

Once you enter the effective date, click “continue” to proceed through the process. 

 

 

Confirm the event and effective date once the box appears.  

 

 

Next you will see the screen that will show you the dependents that are already in the system on your record.  
This is also where you will add any NEW dependents and/or beneficiaries that you plan to add to your benefits 
or will want to elect as a beneficiary for your life insurance.  Click on the “Add” button to add your dependent 
and/or beneficiary information.  

 

mailto:benefits@soterahealth.com
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Add your dependent and/or beneficiary information to the fields as requested.  Please provide as much 
information as possible and make sure you provide the date of birth and social security numbers for your 
dependents as the insurance carriers require this information.  Once all information is entered, click on the 
“Submit” button. 

 

Designate an Emergency Contact: Please also note that you can designate any of your dependents as your 
Emergency Contact by simply checking the box next to the option as you are entering your dependent’s 
information as shown below. 
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If you are adding more than one dependent and/or beneficiary then please click on the “Add” button again 
and repeat the process until you have entered all your new dependents and/or beneficiaries. Click on the 
“Continue” button once all your dependents and/or beneficiaries are entered. 

 

 

Next you will see the Authorization page.  Please read the contents on this page and when finished select 
“Accept” to move forward with your enrollment process. 

 

 

For each benefit, you will need to click on the “Edit” button to make your election and assign your dependents 
to the benefit. 
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Let’s use the medical benefit as the example of how the election for all the benefits listed on this page will 
work. 

After clicking on the “Edit” button, you will see the medical plans and tiers you are eligible for. 

For this example, I have selected the Gold medical plan, Employee + Family coverage. 

 

You will receive the message that you need to add your dependents to the plan (if applicable).   Please click in 
front of each dependent’s name that you want to cover on the medical plan, a check mark will appear for your 
selected dependents.  

Click “OK” when complete. 
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Once you are done with one benefit section please click on “Continue” at the top of the page to bring you 
back to the benefit summary page where you can move to the next benefit and go through the same process 
outlined in the prior example. 

 

 

Health Savings Account (HSA) vs Health Care FSA 

When you get to the HSA and FSA section, please note that you CANNOT be enrolled in both a Health Savings 
Account (HSA) and a Health Care Flexible Spending Account (FSA).   

If you are enrolled in one of the company’s high deductible health care medical plans (Gold, Silver, and Bronze 
plans), you are automatically set up for a Health Savings Account (HSA) and are not eligible to enroll in the 
Health Care FSA.   

The company will fund a portion of your HSA, you can also elect to make your contributions to the HSA but do 
not have to.  *Note: you can make changes to your HSA contribution amount at any time throughout the year 
though the employee portal. 

 

If you are not enrolled in a company medical plan, then you would be eligible to enroll in the Health Care FSA.   
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Life Insurance and Beneficiairies 

If you do not have a beneficiary on your Life insurance, the system will have an alert such as the alert noted 
below.  Click on the “Edit” button to assign your beneficiary to this coverage.   

 

You then need to click on the pencil within the Basic Life Insurance and your beneficiary options will appear.  The 
Primary and Contingent Beneficiaries need to both total 100%.  Click on “OK” once your beneficiaries are assigned. 
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If you elect new or additional employee supplemental life insurance, you will need to assign beneficiaries to 
this coverage as well and you will need to complete Evidence of Insurability.  Your coverage will be suspended 
until your additional life insurance is approved by Voya.   

Note:  You will have an alert in your final benefits summary that your coverage is suspended if you need 
Evidence of Insurability (EOI) on the life insurance coverage you elect.  You will receive an email from VOYA 
with a link to complete the EOI needed for the additional coverage requested.   

Below shows that both the Employee Supplemental Life and the Spouse Life need EOI.  

 

If Voya does ultimately approve your request for the additional life insurance, Voya will notify the benefit 
administrator of the coverage approval amount.  The pending coverage in the system will be approved and 
active as of the Voya approval date.  If Voya does not approve the additional life insurance, then the 
administrator will deny the suspended coverage in the portal and your current coverage will remain in place.  

 

Once you are satisfied with your enrollments please click on the “Submit” button at the top of your screen. 

 

Please note that if you want to save your elections and come back to your enrollment at a different time, 
you will still need to click on Submit.   
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You will see a confirmation that your benefit elections have been saved and you can print your benefit 
election summary if you would like a confirmation of your benefits enrollment. 

 

Uploading Dependent Documents 

If you need to upload your dependent’s documentation, please do so under the “Pending – Requires Your 
Attention” card from your main benefits screen. 

 

Please click on the link that shows the type of document required.  Note:  You only need to upload each 
document requested one time (the system will show the requirements for each coverage applicable). 
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In the “Drag Files here” area click on the down arrow to upload the necessary document.  Once the file has 
been added to the record, click on the “Submit” button. 

 

*Please note:  Your newly elected benefits will NOT be effective until you upload the required documentation 
and Benefits approves that documentation.  Your prior coverage will remain in place until the documentation is 
received and approved.  

Viewing Your Benefit Enrollments 

You can view your benefits summary at any time in the “Your Benefits” card. 

  

Once you select the time frame you would like to see your benefits summary for then click on “Sotera Health 
US Benefits Program” to see your benefit elections on the selected point in time.   
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You can click on the down arrow next to each benefit to see more information about that benefit. 

 

In the expanded view, you will see any pending items or actions that need to be resolved for your benefit 
elections along with additional details about your coverage on that selected plan. 

 

You can also print a summary of your benefits from here.  Select the date you want to view your benefit 
elections as of and click on the “Print” button.  

 

Note:  The back arrow at the top of each screen will take you back to your prior screen. 
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Please contact Benefits@soterahealth.com if you encounter any issues while trying to report your own event 
and/or throughout the enrollment process.  

Please visit the Connect2MyBenefits website below to access a wealth of information about your benefit 
plans.  You will have access to more detailed information about each benefit plan Sotera Health offers, 
summary documents, and contact information / links to all benefit providers.  

The referral code is TYCLUM for your initial access to the website.  Please create your account for future 
access.  

soterahealth.benefithub.com 

 

You can also find a link to this portal by clicking on the “Review Employee Resources” box. 

 

Please click on the links provided to access the various benefit resources outlined.  

  

mailto:Benefits@soterahealth.com

