
2024 Annual Enrollment
Tutorial



Get to the Garnet Gateway by typing in bates.edu/g in 
your web browser

Sign into the Garnet Gateway with 
your user ID (your Bates ID number) 
and your previously selected pin



Under “To Do” click on Annual Benefits Enrollment



The first time you enter the Annual Enrollment process 
you will open the Annual Enrollment process by clicking 
on the Start Open Enrollment button.
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Getting Started
• Before you start making your elections, it is 

suggested that you spend a little time looking at 
the tools that have been made available to help 
you through the process. 

1. Review Benefits for next year: Once you have 
made your elections you will want to check 
here to make sure they are what you elected.

2. Detailed instructions will explain the various 
healthcare choices you have available.

3. Frequently Asked Questions (FAQ) will help to 
answer some of the questions you may have on 
the online enrollment process.

4. Online Tutorial… You can look at the online 
tutorial as many times as you need to.

5. If you still have questions at the end of this 
process, contact the Benefits Team at 
benefits@bates.edu

• You are now ready to start making your elections.
• Once you start Annual Enrollment you will notice 

that your current medical, dental and vision 
elections are carried forward.

• For the reimbursement accounts you must make a 
new election each year. Your current 
reimbursement account elections do not carry 
forward.



Please make your medical elections first. Your medical 
election will affect what medical reimbursement account 
options you have available to you. Note- the Health 
Insurance Contribution Credit is only available if you 
choose the PPO or Whole Health (ACO) options.



Select the medical plan you want then choose the level of 
coverage by clicking on the My Choice button next to the 
level of coverage you want. Then click Add Choice



If you choose the PPO or the Whole Health (ACO) you may also 
choose the Health Insurance Contribution Credit. If you qualify, 
choose My Choice. You will have to send in a copy of your 2022 
tax form along with the Health Insurance Contribution Credit 
Form. Note- this year you may submit your HICC Form to HR 
directly from Adobe Sign. If you choose to you can also attach a 
copy of your 2022 tax return through this secure connection.



If you choose the PPO or the Whole Health (ACO) you may also 
choose the Hospital Indemnity Plan (HIP). The premium will be 
deducted from your check on an after-tax basis. The HIP plan 
provides $1,000 benefits should any covered member of your 
family be admitted to stay overnight in the hospital. You will 
receive an additional $100 for any additional day admitted to 
the hospital, $200 a day in the ICU, or $50 a day in a 
rehabilitation after a following hospital stay. If you do not want 
the HIP you must Opt Out of the HIP plan.
If you elect the [HSA] Aetna Consumer Choice Plan then the 
College will cover the cost and automatically enroll you in this 
plan.



If you add or remove a dependent from either your 
medical or dental plan coverage you need to complete the 
Enrollment/Coverage Change Form and return it to 
Human Resources. This can also be submitted directly to 
HR through the secure Adobe Sign connection. To add a 
dependent, you must also send documentation that they 
are an eligible dependent.



Once you have made your medical elections you can 
either (1) go to the reimbursement account menu to make 
your elections, (2) make your dental and vision plan 
elections, of if done (3) go to the Complete Annual 
Enrollment Menu to hit the Complete button.



The Dependent Care and Healthcare Flexible Spending 
Accounts must be reentered each year. Your elections 
from last year are not carried over. Note that you will 
automatically receive a Debit Card at no cost if you sign 
up for either the regular Healthcare Flexible Spending 
Account or the Limited Purpose Flexible Spending 
Account.



If you elect the Dependent Care Account you can either 
elect a per pay period amount or the annual enrollment 
and the other one will calculate. The maximum that be 
contributed is $5,000 which includes the Bates Subsidy 
(example- you have one child an you receive a $520 a 
year subsidy from the College, the most you can 
contribute is $4,480).



You would choose a limited Purpose Flexible Spending 
Account with Debit Card if you or your spouse are having 
contributions made to a Health Savings Account.



Once you have completed your elections, you will want to 
click on the (4) Complete Annual Enrollment Link.



To submit your elections, you must hit the Complete 
button.

November 6, 2023
November 21, 2023
January 1, 2024



To review your elections, you may click on the “Review 
Benefits for Next Year” link. Note that Firefox and Chrome 
work better than Internet explorer in immediately viewing 
you updated elections. If they do not appear updated, got 
to the Employee Menu on the Garnet Gateway and click 
on Benefit Statement link and choose 2024 from the drop-
down menu.



After you have completed your Annual Enrollment, if you 
need to make changes, you can click on the Reopen 
Open Enrollment button at anytime before Annual 
Enrollment ends at midnight on Tuesday, November 21st. 
Be sure to follow these preceding procedures and click on 
the complete button again to finalize and submit your new 
elections.
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