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Compass Walkthrough 
 

1. Once you are logged into the Compass portal, on your dashboard, select “Change Your Current Benefits”. 

 
 
 

2. Select the appropriate event and then select “Save and Continue”. 
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3. Add the date the event occurred, select “I certify that I have experienced the above life event” and select 

“Save and Continue”. 
a. Each event will be effective the date that it is initiated, except for, “Add Newborn Dependent 

Child(ren)”. “Add Newborn Dependent Child(ren)” event will be effective the date of birth for 
newborn dependent child(ren). 

 

 
 
 

4. The next step will allow you to review your personal information. If any information is incorrect/needs to 
be updated, you will do that through your Zintellect portal. This information can take up to a week to 
update, but you can complete your insurance enrollments in the interim. Once you are finished, select 
“I’m Done Reviewing My Information”. 
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5. The next step will allow you to review your current dependents and add new dependents. 

a. If you do not have any dependents, select “I’m Done with Dependents” and continue to Step 6. 
b. If you do have dependents that you are enrolling into coverage, select “Add New”; you must add 

their information on this page to enroll them into insurance coverage. Once you are finished 
adding your dependent information, select “I’m Done with Dependents”. 

 

 
 
 

6. The next step will allow you to “Select Benefits”. Be sure to select the insurance tab to enroll in the 
insurance. Select “Change” on the medical insurance tab, to make changes. 
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7. To enroll, select yourself and any dependents that you want to be enrolled in insurance coverage. If you 

are missing any dependents on this screen, you will need to add them by selecting “Add Dependents”. 
Once you have selected everyone who should be enrolled in coverage, select “Save Dependent 
Selections”. 

 
 

 
8. Review and select your insurance plan, by selecting “Select” under ORAU/ORISE Insurance and “I’m Done 

With My Selection” to save. Please note that enrolling in medical insurance will also enroll you in 
prescription insurance. 
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9. Please note that you must complete these same steps to enroll in dental and vision insurance by 
selecting into the dental tab. Dental insurance enrollment will automatically enroll you in vision 
insurance. 

 
10. Once you have made your selections, select “I’m Done Selecting Benefits” and proceed through the event 

until you have a confirmation statement of your enrollments. Coverage updates in real time on the 
Compass portal and insurance information is provided weekly to the insurance vendors. You will receive 
an email to confirm your enrollments and additional information.  

 

 
 

 

 


