
 
 

OPEN ENROLLMENT PORTAL USER GUIDE 
 
1. Connect to LCRA’s network and visit the Inside LCRA homepage. 
 
2. Click on ‘Benefits Open Enrollment’ under My Favorites.

 
 
 
3. In Employee Self Service, click on the Open Enrollment tile: 

 

https://inside.lcra.org/Pages/default.aspx


4. Start with the ‘Welcome’ tab and follow each enrollment step listed on the left-hand side. 
 
Helpful Tip: When moving the portal, use the navigation buttons (Previous, Next, Cancel, Done) rather 
than using your internet browser’s back and forward buttons. 

  
 

 
 
5. Once you get to the Benefits Enrollment tab, you must elect or waive each benefits option. Start 

with the Tobacco Affidavit tile and follow the list in order. 
 
Helpful Tip: Review the Benefits Enrollment – Quick Steps. 

 
 
 



6. Once you have elected or waived a benefit, the status will change from Pending Review to 
Election Updated.  
 
Helpful Tip: This may not be applicable for Supplemental Life and/or Supplement AD&D plans.  

 
 
 

 
7. If you are enrolling a dependent(s) on a plan, you must check the box next to their name. If you 

do not see their name, click on the Add/Update Dependent button. 
 
Important Reminder: If you are adding a new dependent, you must email your dependent verification 
documents to the LCRA Benefits Team at lcra.benefits@lcra.org.

 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:lcra.benefits@lcra.org


8. Once you have completed making your selections, you must click on the Submit button. 
 
Important Reminder: If you do not click on Submit or complete Open Enrollment by the deadline, any 
elections made will be lost and your coverage(s) will end as of Dec. 31. 

 
 
9. Once Submitted, review the Benefits Alerts Message. If all was successful, click on View to 

download and print your Benefits Statement.  
 
Important Reminder: If you receive an error message, please read it carefully and make the needed 
corrections. Once the correction is made, you need to click on Submit again to capture your changes. Any 
errors on Submit will not finalize your elections.  

 



 
10. Review and save a copy of your Benefits Statement. 

 
Important Reminder: If you need to make a change, revisit the Open Enrollment tile in Employee Self Service. 
You have until the Open Enrollment period ends to re-submit any changes.  

 


