Open Enrollment Instructions
1. Log into Dayforce using your Employee role (actual name of role may vary)
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2. In the top-left, open the Menu (three lines) and select the Benefits module
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3. Select Start Enrollment next to the Open Enrollment 2026 event.
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4. An introduction message and the list of benefits offered is displayed immediately. To begin the enrollment, choose Start
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5. Confirm your personal information. If any information is incorrect, follow the instructions at the top to submit the appropriate form.








6. Complete all dependent information then hit continue in the bottom-right to begin making your selections:
a. Add a dependent by selecting Add Dependent then completing the requested information.
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b. Update existing dependent information by selecting Edit next to an existing dependent. 
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c. Remove a dependent, by choosing Edit then find the Remove button in the bottom-left of the form screen.
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7. Choose which dependents you would like covered for each applicable plan and hit Confirm to see available plan options. Continue making selections for each plan type as you move through the process.
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8. Auto-enrolled options do not require any further action - hit Continue after reviewing.
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9. Plans needing a beneficiary will allow the option to add beneficiaries in addition to your existing dependents (if applicable). If a new beneficiary is not needed, Continue forward. 
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10. Once all options have been reviewed/elected/waived, a Review page will display with all details. If you are satisfied with the Review page, select the Submit button at the very bottom.
[image: A screenshot of a computer

AI-generated content may be incorrect.]



11. Select the Print button to save a copy of your enrollments summary page for your records.
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12. Continue scrolling down on the Next Steps page to find instructions regarding Medical enrollment through Take Command.
13. Navigate to the Dayforce Hub screen or completely close out of browser.
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Enrolling in Benefits Questions?

When available, your enrollments will be displayed at the top of this page.
For your medical coverage you must reach out to TakeCommand and your current medical carrier to make

changes: [LINK HERE].

CCP Benefits: benefits@ccpartners.com
TakeCommand (Medical):
CCPartners.Care@takecommandhealth.com

Viewing your Elections
Your current and historic benefit elections can be found using the ‘Current Elections’ and ‘History'tabs at the top of the

page.

ks

Generating an Enrollment due to a Life Event? TakeCommand Enlmen





image5.png
Open Enroliment 2026

Introduc

Welcome to your Open Enroliment 2026!

We are excited to provide all full-time Team Members the opportunity to elect CCP benefits for the 2026 plan year. This is your annual opportunity to add, drop,
or change benefit coverage for yourself and/or dependents.

2026 Open Enroliment runs from November 12th through November 26th, 2025. This enrollment is an ACTIVE Open Enroliment meaning that you must elect or
waive coverage for the 2026 benefit plan year within Dayforce and Take Command. If you do not complete your enrollment, you wil not have benefits in 2026.

Once you confirm your elections, they will be locked and you will not be able to change them until the next open enrollment period unless you have an IRS
qualifying life event.

Please note, all things CCP Benefits can be found by going to our benefits site www.ccptmbenefits.com.
1f you require assistance with Medical only, please email CCPartners.Care@takecommandhealth.com

All other benefit inquiries, please email Benefits@ccpartners.com
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Dependent Information

A dependent is an individual who is eligible for coverage under the benefits you elect.

- Spouse - legal spouse; married.
+ Domestic Partner - unmarried, civil unions, or common law marriage (requires affidavit subi
-+ Children - biological, adopted, stepchildren, or foster children under the age of 26.

Please add all dependents that should be covered under any of your benefit plans for the year.
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No Dependents Added

+ Add Dependent
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Dependent Information

A dependent is an individual who is eligible for coverage under the benefits you elect.

- Spouse - legal spouse; married.
- Domestic Partner - unmarried, civil unions, or common law marriage (requires affidavit submission)
-+ Children - biological, adopted, stepchildren, or foster children under the age of 26.

Please add all dependents that should be covered under any of your benefit plans for the year.
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+ Add Dependent




image9.png
Edit Dependent

First Name*

Test

Middle Name

Last Name*

Spouse

Gender*

Relationship*

Male x| v ‘ ‘Husband

Date of Birth*

SSN/SIN®

8/25/1998 x | [ ‘

678883333

O student
[ pisabled

Primary Address

Primary Residence

101 Test street
Breaux Bridge, LA 70517
usa

Other Address

Phone Number





image10.png
Covered Dependents
Select the dependents who you would like to cover. You will then be able to select a plan of
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Beneficiary Information

**++A beneficiary is a person who you designate to receive the benefits from your insurance/retirement plans. Please add any beneficiary who is NOT
already specified as a dependent.
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Next Steps

Submitted!

Congratulations! Your enrollment has been submitted.

After leaving this page, you will no longer be able to see these next steps. Please print if you would like to retain a copy.
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