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2026 Open Enrollment  
How-to Guide in PRISM 

Complete Open Enrollment Tasks in PRISM 
Log in to PRISM and go to the task box in the top right hand of your screen to complete the open 
enrollment tasks. Every employee will have 2 tasks assigned. If you wish to make changes to your 
benefits, YOU MUST COMPLETE BOTH TASKS for your Open Enrollment elections to be submitted. 

 

Task 1: ADD DEPENDENTS 
1. If you do not have any dependents to add, simply click “Submit” 
2. If you need to add dependents, or if you are unsure which dependents are already listed on 

your profile, click on “Dependents” 
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3. This will take you to your dependent screen, which will show a list of existing dependents. 
To add more, click “Add: 

 
 

4. Complete the “Add My Dependent” screen, being sure to include all the below information: 
a. Effective date (today’s date) 
b. Reason (add dependentOther) 
c. Legal Name (first and last) 
d. Gender 
e. Date of Birth 
f. Relationship (Domestic Partner, Stepchild, Child, Domestic Partner Child, or 

Spouse) 
g. National ID (Social Security Number) 
h. Attach documentation 

Dependent Documentation 
Spouse Marriage license 
Domestic Partner DP Affidavit + Proof of shared financial responsibility 
Biological Child Birth certificate 
Adopted Child / Guardianship Adoption paperwork, court order 
Stepchild Marriage license + birth certificate 
Domestic Partner’s Child 
 

DP Affidavit + Proof of shared financial responsibility + 
Birth certificate listing DP as parent 

 
5. Click “Submit” and repeat for all additional dependents you wish to add to plans. Any 

dependent task will need to be approved by a Benefits Specialist first before the 
dependent(s) will be listed on your dependent screen. Please wait until the 
dependent(s) has/have been approved before moving on to the “Change Benefits for 
Open Enrollment” task.  

https://www.maine.gov/bhr/oeh/sites/maine.gov.bhr.oeh/files/inline-files/Domestic%20Partner%20Affidavit%20%28pdf%29_0.pdf
https://www.maine.gov/bhr/oeh/sites/maine.gov.bhr.oeh/files/inline-files/Domestic%20Partner%20Affidavit%20%28pdf%29_0.pdf
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6. Once you have added all dependents OR if you have no new dependents to add, click 
“Submit” on the “Add Dependents” task: 

 
Note: You MUST complete this task in order for your Open Enrollment elections to take 
effect. 
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Task 2: CHANGE BENEFITS FOR OPEN ENROLLMENT 
 

1. Click “Let’s Get Started” on the “Change Benefits for Open Enrollment” task: 

 
 

2. Click “Enroll” or “Manage” under each Medical, Dental, and Vision plans: 

 
 

3. Click either “Waive” (to waive plan altogether) or “Select” (to enroll yourself and any 
dependents in plan), then “Confirm and Continue”: 
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4. If you are enrolling in the plan, click “Select.” On the next screen, check the box next to any 
dependent(s) you want to enroll in that plan. Uncheck the box next to any dependent(s) you 
want to remove from the plan. If there are no dependents listed or no boxes checked, you 
are enrolling in the plan as employee-only. Click “Save.” 

 
 

5. Repeat as needed for each plan. When done, click “Review and Sign” 
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6. View summary page and check that summary matches your selections: 

 
 

7. If all looks good, check the “I Accept” box at the bottom and click “Submit.” 
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8. Click on the Benefits Summary on the next screen to ensure accuracy: 

 
 

9. You can make any changes to your elections up until 5pm on May 15th. To do this, go to your 
Benefits and Pay page and click “Edit” on the “Benefit Event: Health Care Open 
Enrollment” event: 

 
 

10. Repeat Steps 2-8 and ensure changes stick. 
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Frequently Asked Questions 
The event says, “Health Care Open Enrollment”, but I want to make a change to my dental and 
vision plans too. Where can I do that? 

“Health Care Open Enrollment” is inclusive of Health (Medical), Dental, and Vision plans. You can 
make changes to any of those 3 plans within this event. 

My Open Enrollment task says, “On Hold.” What do I do? 

You may have another task awaiting your action in PRISM that needs to be completed before being 
able to complete your Open Enrollment task. Please check your “My Tasks” box and complete any 
outstanding items, then try and proceed with the Open Enrollment task. If you are still blocked, 
contact info.benefits@maine.gov. 

My dependents are already on my plans; do I need to add them again? 

If your dependents are already listed on your profile, DO NOT add them a second time. They will 
already appear on the list of available dependents. 

If I don’t need to add any dependents, do I still complete the “Add Dependents” task? 

Yes! If you do not click “Submit” on the “Add Dependents” task, your elections will not be 
submitted. Please complete BOTH assigned Open Enrollment tasks. 

I submitted an event to add a dependent, but I don’t see them as an option to add to my plans. 
What do I do? 

A Benefits Specialist must first review and approve the dependent before they will appear on your 
list of dependents. Please give our team 24 hours to approve dependent events.  

What documentation do I need to add a dependent? 

Please submit the appropriate documentation that proves the relationship between yourself and 
the dependent: 

Dependent Documentation 
Spouse Marriage license 
Domestic Partner DP Affidavit + Proof of shared financial responsibility 
Biological Child Birth certificate 
Adopted Child / Guardianship Adoption paperwork, court order 
Stepchild Marriage license + birth certificate 
Domestic Partner’s Child* 
 

DP Affidavit + Proof of shared financial responsibility + 
Birth certificate listing DP as parent 

*Domestic Partner MUST be on the plan to add a Domestic Partner’s child to the plan 

If I don’t want to make any changes to my elections, do I still need to complete the Open 
Enrollment tasks? 

You do not need to complete the tasks if you do not want to make any changes. Your existing plan 
coverages will carry over into the next plan year. The Open Enrollment tasks will be removed from 

mailto:info.benefits@maine.gov
https://www.maine.gov/bhr/oeh/sites/maine.gov.bhr.oeh/files/inline-files/Domestic%20Partner%20Affidavit%20%28pdf%29_0.pdf
https://www.maine.gov/bhr/oeh/sites/maine.gov.bhr.oeh/files/inline-files/Domestic%20Partner%20Affidavit%20%28pdf%29_0.pdf
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your task box after Open Enrollment closes. However, there is no harm in completing the task 
anyway. It’s good practice to review what your current elections are to ensure accuracy. 

Why do my medical insurance deductions look different from last year? 

Our health insurance plan rates increased by 3% for the 2026-2027 plan year; new deductions will 
be increased accordingly. Please see our website for a full listing of premium changes.  

Do the listed rates include the Health Premium Credit? 

No, the listed rates will not show the Health Premium Credit. That data will not be loaded into the 
system until after Open Enrollment is closed. Please check back on July 1 to see your Health 
Premium Credit data listed on your account. 

Do the listed rates take into account my annual raise that took me over the $50k or $100k 
threshold into the new deduction tier? 

No. Annual salary adjustments for 2026-2027 health insurance deduction calculation purposes are 
not yet loaded into PRISM. Please check back on July 1 to see your final 2026-2027 health 
insurance deduction rate. 

I’m a part-time employee and I changed my coverage. Why does it show that I have $0 
deductions? 

This is a known issue with how part-time rates are configured in PRISM. Please check back on July 1 
to see your final 2026-2027 health and/or dental insurance deductions rates. 

Are there any changes to our insurance plans this year? 

Please see our website for a full list of plan changes for 2026-2027. 

How do I complete my Open Enrollment tasks while out on leave? 

You will be able to complete your Open Enrollment elections once you return from leave. When you 
return, you will be issued a “Return from Leave” task that you should complete first. Then you will 
be prompted to complete the Open Enrollment task. If you have any questions or issues, please 
contact info.benefits@maine.gov.  

Can I complete my Annual Open Enrollment application through PRISM without a state-issued 
computer?  

Yes. Anyone can access PRISM via a mobile device by downloading the Workday app, either from 
the Apple Store or the Google Play store. Enter the company code – “maine” – and then you can 
login using your state-issued credentials. Two-factor authorization is required. 

 

Last Updated: May 1st, 2026  

https://www.maine.gov/bhr/oeh/benefits/som-health-plan/premium-rates
https://www.maine.gov/bhr/oeh/benefits/Open_Enrollment
mailto:info.benefits@maine.gov
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