
After you receive your re-enrollment email, log in to MyGuideStone® and follow the steps below to make your 
benefit elections.

How to Use 
GuideStone’s Online Re-Enrollment Tool for Group Plans

Step 1: Log in to your account at My.GuideStone.org.

Step 2: Click “Re-enroll Now” from the banner on your homepage.  If your health, dental and/or vision coverage  
is a combination of Group Plans and Personal Plans, please follow these Steps 2 and 3 alternative instructions.

http://my.guidestone.org/
https://www.guidestone.org/-/media/Insurance/pdf/Re-enrollment-Alternative-Step-2-Instructions


Step 3: Select “Start” to enter the re-enrollment tool, which opens in a separate window.

Step 4: Select your health plan. Medicare-coordinating plans are excluded from online re-enrollment.

     •	 View your current coverage on the left, which displays your current plan and covered individuals.

     •	 To add or remove your spouse or child, check or uncheck the appropriate box next to “I wish to enroll”.  
	 As you select the box, the cost of the plan will be updated if your employer elected to show rates.

     •	 Next, select your plan for the following year. If you would like to keep your current plan, select the plan  
	 that matches your current coverage.

     •	 Once you have made your selection, click “Next” at the bottom of the page to continue. 
 
Terminating or Declining Coverage 
If you wish to terminate your coverage at 11:59 p.m. on December 31, mark the “Terminate Coverage” box at the top. Or, if 
you do not currently have coverage and wish to decline this product, mark the “Decline Coverage” box at the top. 

Then read through the pop-up window and select “Yes”. You may change your mind at any time prior to submitting 
this Online Re-enrollment Tool. 



Step 5: Select your dental plan.
     •	 View your current coverage on the left, which displays your current plan and covered individuals.
     •	 To add or remove your spouse or child, check or uncheck the appropriate box next to “I wish to enroll”.  
	 As you select the box, the cost of the plan will be updated if your employer elected to show rates.
     •	 Select your plan for the following year. If you would like to keep your current plan, select the plan that matches  
	 your current coverage.
     •	 Once you have made your selection, click “Next” at the bottom of the page to continue. 
 Terminating or Declining Coverage 
If you wish to terminate your coverage at 11:59 p.m. on December 31, mark the “Terminate Coverage” box at the top. Or, if 
you do not currently have coverage and wish to decline this product, mark the “Decline Coverage” box at the top. 

Then read through the pop-up window and select “Yes”. You may change your mind at any time prior to submitting this 
Online Re-enrollment Tool. 

Step 6: Select your vision plan
     •	 View your current coverage on the left, which displays your current plan and covered individuals. 
     •	 To add or remove your spouse or child, check or uncheck the appropriate box next to “I wish to enroll”. As you  
	 select the box, the cost of the plan will be updated if your employer elected to show rates.
     •	 Next, select your plan for the following year. If you would like to keep your same plan, please select the plan  
	 that matches your current coverage.
     •	 Once you have made your selection, click “Next” at the bottom of the page to continue. 
 Terminating or Declining Coverage 
If you wish to terminate your coverage at 11:59 p.m. on December 31, mark the “Terminate Coverage” box at the top.  
Or, if you do not currently have coverage and wish to decline this product, mark the “Decline Coverage” box at the top. 

Then read through the pop-up window and select “Yes”. You may change your mind at any time prior to submitting this 
Online Re-enrollment Tool. 



Step 7: Review your term-life, accident and disability plans.

View your Group Plans coverage volume and cost for the term life, accident and disability plans in which you are 
currently enrolled. If you have questions concerning these products, please contact your ministry’s Group Plans 
administrator, as changes to these products may not be made through this re-enrollment tool. Click “Next” at the 
bottom of the page to continue.

Step 8: Review your personal information.

If your personal information is incorrect, you may click “Next” to continue the re-enrollment process, but please contact 
your Human Resources representative or health plan administrator to update your information as soon as possible.



Step 10: Verify the coverage and covered family members you have chosen for the following year.

     •	 You can toggle the buttons under the “Enroll?” column to decide if you would like that family member to have 
	 coverage. The cost of the plan will be updated to reflect any coverage changes made on this screen if your  
	 employer elected to show rates.

     •	 If you would like to change your plan, click the “Select Plans” button in the green banner at the top. You may 
	 use this banner to navigate back to specific pages prior to submitting the tool.

     •	 When you’ve verified coverage on this page is correct. check the box next to “I have read and agree to the  
	 above Terms and Conditions.” and select “Next” to continue. 

Step 9: Verify eligible family members.

If your dependent information is incorrect, you may click “Next” to continue the re-enrollment process, but please contact 
your Human Resources representative or health plan administrator to update your information as soon as possible. 
 
Adding Dependent Children 
You may add dependent children on this page by clicking “Add Another Child” and filling in the requested information. 
 
Reminder: Dependent children age 26 and older are not eligible for medical, dental or vision coverage.
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Step 11: Review your benefits.

Review your benefits one final time and click “Submit”. Once you click “Submit”, you will no longer have access to the 
re-enrollment tool. If you need to make a change after clicking “Submit”, please contact your benefits administrator.

Step 12: Before exiting, print your re-enrollment confirmation. Once you  
exit this window, you will no longer be able to access these records or the  
re-enrollment tool.

You’re finished! We welcome your feedback. Please click the “Leave Feedback” button to share 
comments about your online re-enrollment experience.


