
Employee 
Online System Tutorial

Change Basic Information
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IMPORTANT! 
To ensure a successful experience on this tutorial, 

please read the following in it’s entirety before proceeding.

• A ”change Basic Info” can be done at any time of the year.

• One transaction may be performed at a time.

• Only one transaction is allowed per day.

• Enter all data in the required format i.e., DOB:  MMDDYYYY.
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Change Basic Information allows you to update basic information such as:

• Home Phone

• Work Phone

• Cell Phone

• Email

• Preferred Contact

• Mailing Address 

NOTE: Name changes, date of birth corrections, change in marital status, or gender 
changes require a Change Card and supporting documentation.  This will need to be 
done through your HR office.  Please reach out to them for additional guidance.
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Change Basic Information can be done at any time 
throughout the year.



Employee Login Process 
All Employees have access to the Online System

Step 1
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Read and select “Accept” to continueStep 2
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You have the option to sign in using your HIPAA ID, User Defined Login 
Option, or your Social Security Number. In this example we will use a SSN. 

Employee Sign-In
Step 3
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Find your Employer Name by clicking the caret on the dropdown boxStep 4
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Scroll 
down to 
find your 
employer.



Enter your SSN (do not use dashes or spaces)
Enter your Date of Birth (MMDDYYYY) and Log In.

8

Step 5



You have the option to personalize your username 
and password.  You can do this now or Select maybe 
later to proceed
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Step 6



Click View or Change Basic Information tab and select “Change Basic Information”.

Step 7
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On this screen you can 
“Update Basic Information” 
such as; Home Phone, Work 

Phone, Cell Phone, Email, 
Preferred Contact, and 

Mailing Address. 

Last, First

NOTE: Name changes, date of birth 
corrections, change in marital status, or 
gender changes require a Change card and 
supporting documentation.  This will need to 
be done through your HR office.  Please 
reach out to them for additional guidance.

Step 8
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Conda Anna

123 This Street
That City99999

Conda                               Anna                                                                                     01/01/1988                 Female   Self



This screen confirms that an Employee has performed an Update Basic Info transaction and it 
has been submitted to the Employer for review. Please note that another transaction cannot 
be submitted for 24hrs.  The transaction is reviewed by the employer and a confirmation of 
enrollment will be sent to you via email and mail.

When an Employee makes a change through Online System both the Employer’s Benefits 
Representative and Erisa receive Notification of an Online Pending Transaction.

Step 9
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Conda, Anna



Confirmation of Enrollment
When an Employee makes a Change 
through the Online System, both the 
Employer’s Benefits Representative 
and Erisa will receive a Notification 
of an Online Pending Transaction.  

When approved, the Employee will 
receive a Confirmation of 
Enrollment as in the example on the 
right. 

 The wording will match the 
description of the transaction made 
by the employee, e.g., change of 
address, contact information, etc.
 

USA Public Schools
Anna Conda
123 This Street
That City NM  99999

ABC123

1234

Anna Conda ABC123 F
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Step 
10



Thank you for utilizing this valuable tool. 
We hope you found it helpful and user friendly.

If you need assistance or have any questions, please contact 
your Erisa Administrative Representative 

at 1-800-233-3164.
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