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UKG - Open Enrollment 

Instructions
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To access the UKG website, you can visit the AWP 

Benefits Site at https://awpbenefits.com/. Click on “Enroll 

NOW” at the top right-hand side of the screen, and you 

will be taken to UKG.

https://awpbenefits.com/
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If you have never logged into UKG 
before, please review the below 
information: 

• Typically, a username is last name, 
first initial – keep in mind common 
usernames may be followed by 
numbers

• A user's initial password is their 
date of birth in mmddyyyy format

• After first login, you will be 
prompted to create a new 
password. Your new password 
must have: 8-20 characters, an 
upper and lowercase letter, a 
number, and a special character.

Your password can be reset by clicking “Forgot your 

password?” or you can reach out to your manager.
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Upon logging into UKG your home screen should appear similar to the below. You’ll 
need to click the three lines to open your menu. Click on the Myself icon. Scroll down to 
find & click “Open Enrollment”.



AWP Safety    |     Presentation Name Here - Date

When Open Enrollment is “live”, your open enrollment session will appear 
here. 
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After opening the live open enrollment session, you will be presented with a screen 
similar to the below. Please read the overview provided and click the “next” button on 
the top right

Please note: the screenshots pictured in these 
instructions are showing a TEST session, rates 
and dates in this TEST session may not 
accurately reflect current information.
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You can add dependents and beneficiaries on this page by clicking on the “add” button at the top of the screen. You 
will need dependent/beneficiary personal information such as SSN, date of birth, etc. Once you have added your 
dependents and beneficiaries, you may click “next”. If you’d like to edit any of your current dependents/beneficiaries, 
you may simply click on their name, and click “edit”.
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Previous plan elections (i.e., current plan) will show in the top right-hand 
corner of each page in the open enrollment session. This will allow you to 
compare your current elections to your new options. Click “next”. 

TEST SESSION: CARRIERS, RATES AND DATES 
MAY NOT ACCURATELY REFLECT CURRENT 
INFO
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Continue to navigate through your open enrollment session, by clicking “next” on each page after making your 
elections. 

Please note: the system will not let you decline the company paid benefits (such as Group Term Life Insurance), 
and you must enroll beneficiaries on this page, or you will not be able to submit your open enrollment. 
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Important: The final section your open enrollment session is the confirmation page. 
This will compare your previous elections to your current elections. This page can be 
printed for record. If you are satisfied with your elections, be sure to click “submit”.
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