
OPEN ENROLLMENT EMPLOYEE SELF-SERVICE INSTRUCTIONS 
 

 
Go to the KiewitNetwork (https://kiewitnetwork.kiewit.com/) > click on Career & Life > Employee Self-Service 
> ESS English, French, Spanish. 

 

 
 

Once in ESS, click on Benefits and Enroll for your benefits and then Open Enrollment.  
 

 

 

 

After accepting the terms and conditions follow the steps below: 

 

 
 
 



STEP 1 

Verify all your information is correct. If not, click on Edit Personal Profile top left corner and make changes. If 
everything is correct, click on Next  located bottom right of page. 

 
 

STEP 2 

Your current dependents/beneficiaries will be displayed (if applicable). To add new dependents, click on  
Add/Edit Dependents and Beneficiaries and a new window will pop up.  
 

 
 
 

 

You will NOT delete any dependent/beneficiaries on this step. You will only add any new 
dependent/beneficiary information on this step. To ADD new dependent/beneficiary information click on 



the Add button. If you don’t see the Add button, make the screen bigger. If you don’t need to add any 
dependent/beneficiary, skip this step.  

 

 

Add the dependent information and click on Save and Back 

 

 

When you are done adding dependents, click Close.  

 

Please Note: In this step, you have only added information about the new dependent. Once you have added 
a new dependent, you must continue through the enrollment steps to add them to the appropriate benefit 
plans.  

 

 

 

 

 

 

 

 



STEP 3 

Review what Benefits you are currently enrolled in under Benefits Summary, there is no action required 
on this step, only to review and click Next. 

 

 

STEP 4 

Make changes to your medical, dental and vision plans by clicking the Pencil icon under actions.   When 
you have chosen your plans and what dependents to cover if applicable, review your elections and click 
Next. 

 

 

 
 

 

 



STEP 5 
To add or update beneficiaries for Basic Life and AD&D, click on the Pencil icons.  
 

 
 
Once you click on the Pencil icon a new window will pop up where you can designate your beneficiaries 
and/or add the coverage.  Once you have made the changes, click Add to continue. 

 

To add any of the Voluntary protection plans you will click on the Paper icon.    To make changes to an 
existing election, click on the Pencil.  

For the critical illness plan, you have three coverage options: EE Critical ILL (employee-only coverage), Spouse 
Crt Ill (spouse coverage) and Dep Critical Il (dependent coverage). 

 

 

 



When clicking on EE Critical Ill and/or Spouse Crt Ill, you will get a pop up where you must select which 
coverage plan option you wish to enroll in AND whether you use Tobacco .  You will need to be sure you are 
selecting the correct plan.   

    

If you wish to have coverage on your dependents, click which coverage option.   

 

 

If you wish to enroll in the voluntary accident or hospital indemnity protection plans, you have four options: 
employee-only, employee plus spouse, employee plus children or family. 

 

 

Be sure you are designating beneficiaries for any of the employee protection plans you choose. You are 
automatically the beneficiary on your spouse / dependent plans. 

 



STEP 6 

If you elected the health savings medical plan option in Step 4, you can elect your weekly contribution by 
clicking on Paper icon or if you are already enrolled you can click on the Pencil icon to change your weekly 
contribution.  

 

Once you have made the changes, click Add to continue and then Next. 

 

STEP 7 

If you want to enroll in a flexible spending account for the new plan year, click on the Paper icon and enter 
your annual contribution.  
 

 
 

Once you have added your annual election amount, click Add to continue. 

 

Once you have made the changes, click Next to continue. 



STEP 8 
Review all your changes and click Save bottom right page.  If you do not click save your elections will NOT save. 

 
 
Once you click on Save if you elected the Health Savings Plan you will see a pop up and you will need to 
click on Yes to authorize the opening of the HSA with the vendor.  
 

 
 

 
 
 



 
 
To see an overview and print your benefit selections, click Benefit Elections Summary. 
 

 
 

 
 
 
 


