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Introduction to YOUR PeopleSoft Benefits Enrollment 

 

 Welcome! 
 

We are excited to introduce our new PeopleSoft on-line benefits enrollment allowing a 
user-friendly online experience to manage your open enrollment changes.   The 
Peoplesoft benefit system is a gateway to your health, dental, vision, flexible spending 
accounts, basic & supplemental life insurance, and long-term disability benefits. You may 
access your current benefit elections (excluding your short-term disability, voluntary 
benefits including accident, cancer, specified events & whole life policies, and your 
retirement benefits) 24 hours per day 7 days a week.  You may also update your basic & 
supplemental life insurance beneficiaries and make changes to your benefit elections 
during annual enrollment.   The PeopleSoft benefits portal is easily accessible at work or 
at home by accessing 
 

Who can use the PeopleSoft benefits portal? 
 

Benefits-eligible associates (Full Time and Part Time A) of Scotland Health Care 
System. 
 

When can I make my annual enrollment changes? 
 

You may make benefit changes from October 22nd to November 7th, 2019.  Changes can 
be made 24 hours per day during this window. 
 

How do I access the PeopleSoft benefits portal? 
 

At work, right click on your Citrix Receiver in your bottom task bar, select Open, click  
Your HR icon. Log-in using your Atrium User ID and Password.  From home you 
may access through the Atrium web page at www.Atriumhealth.org.  You will 
then scroll to the bottom of the page and click on Atrium Health Connect under 
the For Employees section.  First time users will need to start by going through 

the GoRemote: Setup process.  Previous users can start at the GoRemote: Log In page.   
 
Once in Your HR Link you will click on the Employee tab on the right side and then click 
on My SCTL Open Enrollment on the far right. 

  

http://www.atriumhealth.org/
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Who do I contact if I need help with PeopleSoft Benefits 

Portal? 
 
You may contact Scotland’s Human Resources Department for assistance at Human 
Resources@scotlandhealth.org. 

 

 Take a tour! 
 

Accessing PeopleSoft at Work 
  

1. Right click on the Citrix Receiver button on your bottom task bar and then click Open, 
followed by the Your HR icon. 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. Log into YourHR Link with your Atrium User ID and Password. 
 
 

 

 

 

 

 

 

Your HR Icon 

Citrix Receiver 
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Accessing PeopleSoft from Home 

 
1. Go to the Atrium home page at www.AtriumHealth.org.  Scroll to the bottom and under For 

Employees click on Atrium Health Connect. 
 
 

 
 
 
2. If you have not already done so, register through GoRemote: Set-up or if previously 

registered go directly to GoRemote: Log In 
 

 

 

 

http://www.atriumhealth.org/
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3.  Click on the Your HR Icon on the Citrix Receiver. 
 

 
 

 

Annual Enrollment Updates in Your HR Link 
 

1. Annual Enrollment changes can be made in Your HR Link by clicking on the Employee 
tab and then clicking My SCTL Open Enrollment on the far right side.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Your HR Icon 

 

Employee Tab 
Open Enrollment 

Link 
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2. Following are screenshots of the open enrollment pages for you to review.  Please note: 

a. You must re-enroll annually in the Flexible Spending Accounts (FSA) and Health Savings 

Account (HSA).  FSA and HSA deductions will stop 12/31/2019 if you do not enroll.   

b. You must enter a social security number to add a dependent to your insurance 

coverage. 

c. We will offer separate benefit premiums for tobacco users & non-tobacco users in 2020.  

You must elect whether you are a tobacco user when you enroll in your benefits and 

certify this statement is accurate when you submit your elections. 

d. You may make changes during annual enrollment after you initially submit your 

elections if you change your mind.  All changes must be submitted by 11/7/2019. 

e. Beneficiary information has been transferred from ADP into PeopleSoft.  You will have 

the opportunity during open enrollment to add or make changes to beneficiary 

information.  Remember if you have multiple beneficiaries you will need to make sure 

total allocations equal 100%. 

Screenshot Examples: 

 

 



Page 6 of 30 
 

  



Page 7 of 30 
 



Page 8 of 30 
 



Page 9 of 30 
 

 

 



Page 10 of 30 
 

 

 

 

Dependent Required Fields: 
First Name 
Last Name 
Date of Birth 
Gender 
Social Security # 
Relationship to Employee 
Address – update if different 
from teammate address 
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If an election is made you will receive this screen. 

 

 

 

Primary Allocations and/or Secondary Allocations must = 100 or you will receive an error. 
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If you have already entered benefits this is the message you will receive: 
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If the wrong FSA Health or Limited Purpose FSA is selected you will receive one of many 

different Error and Warning messages. This is one example.

 

 


