
To begin, go to the 
Hofstra University Portal 
https://my.hofstra.edu 
 
Enter your username and 
password and click on the 
login button. 

In the navigation,  
menu click on 
Hofstra Online. 

https://my.hofstra.edu/�


Navigate to the Employee Services Menu and click on 
Benefits and Deductions 



You may be presented with the 
Campus Alert Notification Network 
(CANN) screen.  Fill in any missing 
information, or confirm information 
you previously entered and scroll to 
the bottom to Confirm and Submit. 

You will receive a confirmation and can 
continue by clicking on the Employee 
tab. 



Click on Benefits Enrollment 

Click on Open Enrollment 



Click the Start Open Enrollment 
button to begin the process.  Note: 
You will only see the “Start Open 
Enrollment” button when you first 
start the process. 



Click directly on the 
Retirement link to view the 
information. 

Note: 
Retirement Plans automatically rollover and 
will continue  with current status unless 
changes are made. 



To change 
your Basic 
investment 
company or 
to add, 
change or end 
a Voluntary 
pension 
contribution, 
click on the 
link for the 
pension plan. 



To change your Basic 
pension, click Stop 
Benefit and you will be 
able to select a new Basic 
investment plan. 

Once you have 
selected the new 
Basic investment 
plan, Click Add 
Choice to elect the 
new plan. 



If you have selected a new 
voluntary investment plan, 
enter the Per Pay 
Contribution and Click Add 
Choice to elect the new plan. 

To change your 
Voluntary pension plan 
or to stop participating, 
click Stop Benefit. 

To change your 
Voluntary pension 
contribution, enter the 
Per Pay Contribution 
and click Submit 



You must click the Open Enrollment Summary and then 
click “Confirm Elections* for your transactions to be 
saved. 

New coverage displays 
•start 
•terminate 
•change (current election) 



If you are making Flex Spending or Health changes, 
please do so before clicking “Confirm Elections*”.   

Once all changes are made, 
you must click “Confirm 
Elections*” to submit your 
changes.  If you do not, the 
transactions will not be 
saved. 



Congratulations! You have just 
completed Online Open 
Enrollment and will receive a 
confirmation email.  You may 
make changes until the Open 
Enrollment end date by 
clicking on Reopen Open 
Enrollment. 



Getting Help 
 

If you have any questions, you can contact us via e-mail at 
OpenEnrollment@hofstra.edu 

 
If you cannot confirm elections and receive one of the errors below, perform the 
associated action 
 
Error: Correct the problems listed in the Benefits Status column before 
 continuing 
Action: You will see a Restart Button 
 If you have already confirmed elections, you do not need to do anything 
 If you have not yet confirmed elections, you must restart the affected group 
 and renter your elections 
  
Error: You cannot confirm elections if you didn't choose basic health plan or 
 health waiver.  
Action: You cannot confirm elections if you didn’t choose basic health plan or health 
 waiver.  You must click on the Health Group and elect a Health Plan or Health 
 Waiver 
  
Error: You cannot confirm elections if you didn’t choose basic retirement plan 
Action:   You must click on the Retirement Group and elect a Basic: Retirement Plan 
  

mailto:OpenEnrollment@hofstra.edu�
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