
2022 Diocese of Gary Online Benefit Enrollment Guide 

Full-Time, Benefits Eligible Employees 
 

Welcome to the Diocese of Gary! This is a guide to help you navigate enrolling in benefits online through ADP self-

service. You have 31 days from your date of hire, qualifying life event, or full-time start date to enroll in or waive 

benefits. Please note that you will not be able to change your benefit selections until the next Open Enrollment period. 

 

Please refer to the Employee Benefit Guide for plan information and rates. 

 

 

 
 

 

 

1. Navigate to www.workforcenow.adp.com to 

log in to your ADP account.  

 

If you have not set up your ADP account, 

reach out to Rachel Green (219)769-9292 

x277 or your local payroll practitioner.  

 

If you need assistance logging in, such as a 

forgotten password, please contact our ADP 

expert at the Pastoral Center, Laura Frisk 

(219) 769-9292 x255 or email 

lfrisk@dcgary.org 

 

 

2. During your enrollment 

window, a splash page will 

pop up each time you log 

in, reminding you to 

complete the enrollment. 

Select “Enroll Now”. 

http://www.workforcenow.adp.com/


 

  

 

 

 

3. Under the 

“New Hire” 

box, select 

“Manage 

Enrollment” to 

begin. 

 

4. Benefit 

options will be 

shown, “Action 

Required” will 

be flagged until 

you enroll in or 

waive that 

benefit. Select 

“View Available 

Plans” to enroll 

or waive each 

benefit. 

5. The example 

to the left is for 

Employee 

Medical. You 

can add 

dependents by 

selecting 

“Manage 

Dependents” in 

the upper right 

hand side. 

Select “Preview 

and Enroll”. 



 

 

 

 

 

 

 

 

 

 

 

 

 

6. You will be shown a 

preview of what you selected. 

Confirm, or go back to make 

changes. 

7. For life insurance 

(Both the Basic Life 

Plan as well as the 

Voluntary Term 

Life), you will need 

to designate 

beneficiaries. 

Select “Manage 

Beneficiaries” as 

highlighted to add 

a new beneficiary. 

** If you enroll in 

the medical plan, 

you are 

automatically 

enrolled in the 

Basic Life Plan. 

Select the $0.00 

Employee Cost 

option.** 



 

 

 

 

 

 

If you have additional questions or concerns, please reach out to the Benefits Coordinator for the Diocese of Gary. We 

would be happy to assist you! 

 

Rachel Green 

(219) 769-9292 x277 

rgreen@dcgary.org 

 

8. Once you 

have completed 

all enrollments, 

it will show 

your enrolled 

plans with a 

green check in 

the upper 

righthand side 

of the box. 

Waived plans 

will be listed 

under “Eligible 

Benefits” with a 

red “Waived” in 

the upper 

righthand 

corner.  

 

When you are 

happy with 

your 

enrollments, 

select “Submit 

Enrollment” at 

the bottom of 

the page. 


