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Online New Hire Benefits Enrollment allows fast and convenient processing of your New Hire 

Benefits Enrollment elections. You will be able to print a confirmation statement after you have 

completed your New Hire Benefits Enrollment.  

Prior to enrolling online, you should have the following information available: 

 Dependent(s) Social Security Number(s) 

 Dependent(s)_ AND Beneficiary(ies) Dates of Birth 

 Primary Care Physician’s Full Name & ID number from Health Plan’s Website (if 

applicable)– for yourself and covered dependents 

 Health Care and/or Dependent Care Flexible Spending Account annual pledge (for the 

rest of the calendar year) – If enrolling 

IMPORTANT:  

1. If you are NOT electing Medical coverage, you must complete the Commonwealth of 

Massachusetts Health Insurance Responsibility Disclosure Form (HIRD) through the 

below online process. 

2. In addition, you must enter your Basic Life beneficiary information as well as % 

allocations through the below online process. 

To enroll online through Employee Self Service, follow the simple steps below: 

1. Open Internet Explorer or Mozilla Firefox (Other browsers may not display information 

accurately). 

2. Go to http://eServe.hr.tufts.edu/and select the Employee Self Service Login. 

3. On the Employee Self-Service Login page, enter your User ID and Password. 

4. Click on Self Service under the Main Menu on the left side of the page. 

5. Click on Benefits on the right side of the page. 

6. Click on Benefits Enrollment on the right side of the page. 

7. The Benefits Enrollment page will be displayed. Click on the Select button to start your 

New Hire Benefits Enrollment process. 

 

 

 

 

 

http://eserve.hr.tufts.edu/
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The New Hire Benefits Enrollment Page will appear with a list of all the Benefits you are eligible 

to enroll in. 

Please note that certain plans may require additional information. 

If you are enrolling in a Medical plan, you will need to specify your primary care provider, and 

the primary care provider(s) for your dependent(s). 

For both the Health Care and Flexible Spending Accounts, contributions are only for the 

CURRENT calendar year.  Remember that reimbursements can only be made for expenses 

incurred on or after your date of hire. You will need to re-enroll annually in the Flexible Spending 

Accounts during the Open Enrollment process.  

 

To enroll in any 

benefit, simply 

click the yellow 

“Change” button.  

For example, to 

enroll in the 

medical plans, click 

on the “Change” 

button next to the 

word “Medical.” 
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Then, select a plan in which to 

enroll. 

 

 

 

 

 

 

 

 

 

 

Add any dependents by 

clicking on the “Add/Review 

Dependents” button. 
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Click on the “Add a 

dependent or 

beneficiary link”. 

 

 

 

 

 

 

  

 

 

Enter your dependent or beneficiary 

information on this page.  Once you 

have completed all the required fields, 

click on the “Save” button. 

 

Please note!  Once you return to the 

Medical Enrollment screen, to attach 

your dependent you must click the 

“Enroll” checkbox. 
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Once you return to the Medical 

Enrollment page, enter the ID 

number or name of your primary 

care provider as required by the 

heath plan (see below).  You can 

use the “Select a Provider” link to 

find a primary care provider. 

If the primary care provider(s) for 

your dependent(s) is different from 

your own, click on the “Dependent 

Provider List to add their primary 

care provider(s). 

Click on the “Store” button to 

continue. 

Please note the following health plan PCP ID Formats must be used when entering your Primary 

Care Provider on the above screen: 

 

 Tufts Health Plan ID = 6 digit number 

 Harvard Pilgrim Health Care ID = combination of letters and numbers 

 Fallon Community Health Plan = No ID, enter Last Name, First Name 

 

 

This page will appear, confirming 

your choices for the particular 

benefit.  If you need to make 

changes, click on “Edit”, 

otherwise, click “OK”. 

 

You will be returned to the main 

Benefits Enrollment page, where 

you can continue to make your 

other benefits selections in a 
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manner similar to the process described above. 

 

Once you have finished making all 

your selections, click “Store” at the 

bottom of the main Benefits 

Enrollment Summary page to save 

your elections. 

 

 

 

 

Before your Benefits Enrollment is 

completed, you MUST agree to the 

elections you have made.   

On this page, click on the “I 

Agree” button to acknowledge 

your elections and to agree to the 

Salary Reduction Agreement. 

 

 

 

 

 

 

Click the “OK” button.  A link will 

appear on the bottom of the screen, 

click on the “Go to the next step” 

link to view your Confirmation 

Statement. 
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A new page will appear.  Click on the 

“View Confirmation Statement” button 

to open your statement and to finalize 

your New Employee Information 

process. 

 

 

 

 

Here is an example of  a benefits  statement.  You’ll want to print your statement out for your 

files for future reference. 
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