
https://www.hood.edu/offices-services/human-resources/resources-employees-supervisors/employee-portal

Welcome to your Employee Portal

Your resource for
• Your personal profile
• Benefits information
• Pay statements
• PTO requests
• And more…

Navigate here for instructions, FAQs and portal link 

https://www.hood.edu/offices-services/human-resources/resources-employees-supervisors/employee-portal


• Login to the Employee Portal (Hood.edu/ Faculty & Staff/Employee Portal)

• Your employee data will not be moved into the Portal until after you have completed the New Hire Onboarding process. This could take up to 3 to 5 days after your hire date

Employee Portal username: Hood email address

Default Password: date of birth and last four digits of SSN (MMDDYYYYSSSS)

• Once you are in the portal, navigate to Menu/Myself/Life Events.  Use the following slides as a guide.

• You must make an election (decline or elect) for each benefit type and identify which dependents you are covering

• After reviewing your elections, press Submit to send your elections to the Benefits Manager for review and approval

• Remember to send your completed Life Insurance Beneficiary Form and Agreement for 403(b) Salary Reduction Form to aharris@hood.edu. 

• Once your enrollment is complete, the Benefits Manager will report your elections to the applicable vendors

• UMR (medical/FSA) will send you a welcome letter and your ID Card within 7 -10 days after they receive your enrollment data

• UHC Dental and Vision will not send a card.  You must go to uhcdental.com and myuhcvision.com to set up your account and access your electronic ID cards.

• If you elect an H.S.A. Account, you must open your account at Optum Bank in order for us to be able to deposit your contributions - there will be a link to complete this action in the 
online enrollment process

• You can create your TIAA-CREF account after you have received your first pay check.  If you try before that, TIAA-CREF won’t recognize you as an active employee.

How to Enroll/Waive Benefits Coverage in the Portal
Enrollment must be completed within 30 days of your eligibility date (hire or change of status date)

mailto:aharris@hood.edu






READ THIS



SSN, Date of Birth and Sex are mandatory fields 
in order to successfully add as dependent to 
coverage.



New hires are eligible for 
“Wellness” rates under the 
medical plan during the first plan 
year in which they are eligible.  

New hires will be responsible for 
completing the wellness tasks for 
the new plan year in order to earn 
the new wellness rates for the 
upcoming plan year.



Qualifies for Hood 
contribution

Does not 
qualify for 
Hood 
contribution

Pre-tax deduction

Pre-tax deduction

After-tax deduction

After-tax deduction

Retirement Elections
Confirm your portal elections match the Agreement for Salary Reduction Form

A. B.

C.
D.



Short Term Disability, Critical 
Illness, and Voluntary Life 
amounts over the guaranteed 
issue amounts require an 
evidence of insurability 
questionnaire.

Short Term Disability Pre-Existing Condition 
Limitation - A pre-existing condition is any sickness or 
injury, whether specifically diagnosed or not, for which 
you received medical treatment, consultation, care, or 
services, including diagnostic procedures, or for which 
you took prescription drugs or medicines during the look 
back period (3 months) before the individual effective 
date of coverage (or the effective date of an increase in 
coverage). Benefits (or an increased benefit) would not 
be payable due to a pre-existing condition unless the 
Total Disability occurs after (12 months) from the 
effective date of coverage (or effective date of an 
increase). 
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