


IMPORTANT THINGS TOKNOW

Only Full Time employees working a minimum of 30 hours 
per week and their eligible dependents are qualified to 
receive benefits.

ÅYou have 31 daysfrom your Date of Hire to enroll in benefits.

ÅThe only other times you can enroll are during Open Enrollment or within 
31 daysof a Qualifying Life Event occurring.

ÅYou will need supporting documentation showing proof of relationship to  
all dependents being listed on the insurance plans.

ÅDocumentation is to be uploaded in a separate area outside the  
enrollment (please see end of slideshow).



ACCESSINGDAYFORCE

Recommended Browser types: Google Chrome

To log in, ǳǎŜ ŜƳǇƭƻȅŜŜΩǎ Dayforcecredentials:
ÅCompany: ATI
ÅUser Name: Employee Clock number 
ÅPassword: Dayforce password



ACCESSING ENROLLMENT

**If the enrollment is not listed, please reach out to the  
Benefits Service Center at benefits@atipt.comand we will be  
happy to assist.**

Once logged in, click on Menu

Click the icon at the top left of the 
screen

ÅClick on Benefits

ÅUnder the ôOverviewõ tab, you will see  
the available enrollments ðyou should  
see the appropriate enrollment listed

ÅClick on òStart Enrollmentó next to the  
applicable enrollment

mailto:benefits@atipt.com
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üOnce in the enrollment, you will come to  the 
Introduction portion where a brief  outline is
given.

üClickNext.



DEPENDENTS & BENEFICIARIES

On this first page you will see two 
sections:

ü Current DependentInformation
Å Add any new dependents by clicking  

the add button and entering their  
information.

Å All dependents being covered by  
health or life insurance must be  
added here in order for correct plan  
coverage levels to populate.

ü Current BeneficiaryInformation
Å Add any new beneficiaries by clicking  

the add button and entering their  
information.

Å At least one beneficiary must be  
listed for each life insurance policy

**If an employee is adding any dependents, they will need to submit Dependent  Documentationby 
Dec. 15th during open enrollment or within 31 days of the benefit effective date for new hires
Please see end of slideshow for how to upload DependentDocumentation**



SPOUSALSURCHARGE
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ü If the employeeischoosing to cover their spouse and the
spouse is offered health coverage through their employer, 
the Spousal Surcharge will  apply. This question is in the 
Current Dependent Information section of the
enrollment.

ütƭŜŀǎŜ ǎŜƭŜŎǘ ΨbƻΩif:
Á They are not covering a spouse on

the medicalplan
Á Theirspouse is unemployed
Á Theirspouse is not offeredhealth  

insurance through their employer

ü PleaseselectΨ¸ŜǎΩif:
Á Theyare coveringtheir spouseand

they are offered benefits through
their employer but choosingto be
coveredby ATI



MEDICAL
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ü SŜƭŜŎǘ ǘƘŜ ΨaŜŘƛŎŀƭ ²ŀƛǾŜΩoption if they wish to 
waive medical coverage through ATI

ü Please note- If a electing a medical plan that states  
ά{ǇƻǳǎŜ Coverage 9ƭǎŜǿƘŜǊŜέΣ the Spousal Surcharge is
already  calculated into the rate.

**The amount in Blue is what will be deducted per paycheck**




