
2025 Open 

Enrollment 

Instructions



2025 Open Enrollment will begin November 25th

and close December 4th.

• We have new health insurance premiums for 2025 that were 

adjusted based upon national and state benchmarks.

• All changes require paperwork that MUST be completed and 

returned to the HR office by December 5th. 

• 2025 Flexible Spending limits increased to an annual maximum 

amount of $3,300 and the roll-over increased to $660.

• If you are currently enrolled in flexible spending and wish to 

continue in 2025, you MUST complete a new application.

• After you review these instructions if you have any questions or 

issues, you may contact us at hr@lindsey.edu or 270-384-8203.

• Dental insurance had a 5% increase.



Sign into your MyLWC PORTAL account, 

click MENU then EMPLOYEE SELF SERVICE.
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Select BENEFITS
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Select OPEN ENROLLMENT



To begin the Open Enrollment 

process, click on START OPEN 

ENROLLMENT link
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Select a choice from each Benefit Group 
to add/change/terminate coverage

Select the CALCULATE COST link to review your 
current benefits and any updated premiums for 2025

If you accept the new premiums and DO NOT want to make any 

changes, select the COMPLETE button to complete
the Open Enrollment process.



Select the benefit to view different plans, 
options/premium amounts for a benefit plan

and view current option you are enrolled in under
“Health Group”.
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If you are making changes to your benefit plan,
select your new choice

and click the SUBMIT CHANGE button.

If you want to terminate the benefit 
selected, click STOP BENEFIT button.

This will terminate your benefit enrollment.

After you SUBMIT CHANGE or STOP BENEFIT, please complete all 

necessary paperwork.  The next two pages will show you how to 

locate the forms.
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Go to the 4 Square menu, Click on 

Banner, Employee and then OPEN 

ENROLLMENT FORMS.
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Find the benefit that you are 

changing and Click on the “BLUE 

HIGHLIGHTED LINK” that applies to 

you.  

You MUST complete paperwork 

for any change that you make.  

All paperwork MUST be turned 

in by December 5th.



If you do not want to make any changes to 

this group, click on OPEN ENROLLMENT 

GROUP to return to the benefit group 

selection page.
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Once you have made all of your 

selections, click on CALCULATE 

COST to review.

If you accept all benefits as 

listed,  Click COMPLETE.
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After you click COMPLETE, 

you will see the REOPEN 

OPEN ENROLLMENT

button.

This means that you have 

successfully completed 

open enrollment.

DO NOT CLICK ON THE REOPEN OPEN 

ENROLLMENT link unless you need to 

make further changes. This will erase all 

changes that you selected.
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