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How to View and Enroll in Benefits for Ac�ve Employees 
Please follow the instruc�ons below to guide you through the steps for enrolling in benefits in myLoudoun (Oracle Employee Self-
Service). 

1. Log into Oracle. 
A.  Using your ac�ve directory username and password.  
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2. Click Gov Employee Self-Service 

 

 

  

Gov Employee Self Service 
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2. Click Benefits  
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3. Click View and Enroll in Benefits 

 
 

  



 

5 
 

4. Next, the Legal Disclaimer window will appear.  Please select Accept to move forward, then select Next.  

 
 
 
 

5. Next, the dependent window will appear.   If you need to add a dependent, select the Add Another Person buton to add the 
dependent’s informa�on.  
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6. Enter all of the required informa�on as indicated by the asterisk. Once the informa�on is complete, select the Apply buton.  

Do this for each new dependent being added for the first �me.  
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7. Once all of the dependents have been added, select Next.  
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8. The Select Program screen will appear.  To enroll, select Ac�ve Benefits and then click Next.  
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9. Select Update Benefits on the Benefit Enrollments screen.  
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10. The Update Benefits: Update Enrollments screen will display next. You can choose from  

the different benefit plan op�ons available. Scroll down the page to select your benefit op�ons for each plan. A�er you have 
made your selec�ons, click Next.  
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11. If you elect the Cigna Choice plan with an HSA account, select either a single or family HSA account. If you are not 

contribu�ng, select zero for the coverage amount to receive the County’s contribu�on.  When entering your coverage 
amount, enter your annual elec�on amount.  

 
 
 
 

12.  Make sure you make both a Medical and Dental/Vision elec�on unless you are waiving coverage.  
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13. You must make your Flexible Spending Account elec�ons to par�cipate in Health Care or Dependent Care Flexible Spending 
accounts for plan year 2024. When entering the coverage amount, be sure to enter your annual elec�on.  (Biweekly amount 
�mes 24). Reminder: FSA is a use-or-lose-it account. Be mindful of this as you are making your elec�ons. You must include 
the employer’s contribu�on as part of your dependent care annual elec�on amount. 
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14. A�er comple�ng your elec�ons, select the Next buton.  
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15. Please select the  check box next to the name of each dependent you chose to cover.  Select Next.  
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16. Once you have reached the Confirma�on Statement page, you have completed your enrollments.  You may print the 

confirma�on statement page by clicking the Confirma�on Statement buton.  It will pop up as a PDF that you can print or 
save.  Click the Home buton to return to the main menu.   
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