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City of Nashua  

Enrollment Instructions

Alight Worklife™ is our online enrollment tool.  The site is 

accessible 24 hours a day, 7 days a week.  The following tips will 

help you prepare and complete the online enrollment process. 

What You’ll Need to Enroll:  

Social Security Number and Date of Birth for any spouse or dependents you plan to cover  

Social Security Number and Date of Birth for any beneficiaries  

Steps to Complete Your Enrollment:  

Log on to worklife.alight.com/cityofnashua 

Username: Employee ID 

Password: DOB (YYYYMMDD) 
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City of Nashua  

Enrollment Instructions
  

You have 30 days from your date of hire  

to complete your New Hire benefits.   

Under “To Dos” you will see “Enroll in your new benefits” containing the due date to complete your 

New Hire enrollment.  Click on the To Do button to begin your enrollment. 
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City of Nashua  

Enrollment Instructions
  

You will see an overview of your benefits to elect with an ! Next to each one. 
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City of Nashua  

Enrollment Instructions
  

For medical, dental and vision benefits, select who is being covered and your plan option. 

 

Click continue after making selections 
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City of Nashua  

Enrollment Instructions
If you elected the HDHP with HSA, you will need to indicate that you are eligible: 

Continue button will appear after answering eligibility questions 

Continue button will appear after viewing the HSA terms document, acknowledging two statements 

and clicking ACCEPT at bottom  
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City of Nashua  

Enrollment Instructions
  

If you elected the HDHP with HSA, you will enter  the amount you want to contr ibute to the HSA  

Enter the total amount that you want deducted over the year (annual)   OR  

enter the amount you want deducted per paycheck (pay period).   

 

If you want to make a single, one time contribution, enter the amount in the appropriate box. 

 

Click continue. 
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City of Nashua  

Enrollment Instructions
  

If you elected the HMO or PPO plan, you are REQUIRED to have a PCP on file for  claims to be paid. 

To search for your PCP number, follow 

the link to Anthem.com/find-care/ and 

enter “X3A” in the Member ID to then 

search for your provider.  

 

Click continue after entering your PCP 

number.  If you don’t have a PCP, you 

can enter 0000.   



8 

 

City of Nashua  

Enrollment Instructions
  

If you are enrolling a spouse or dependent in coverage, you must add them as a person in Alight.   

NOTE: You must also provide verification 

documents for your spouse and/or dependents 

or they will not be included in benefits.   
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City of Nashua  

Enrollment Instructions
  

Employee: Review your  personal information and make updates if necessary 

Spouse / Dependent: Select Add a Spouse or  Add a Child to add your  spouse and/or  

dependents’ information if you are enrolling them in a benefit plan.  Click Save when you are 

finished. 

Beneficiary:  If you are eligible for  Basic Life/AD&D or  Supplemental Term Life/AD&D 

coverage, select Add a Beneficiary.  Click Save when you are finished. Multiple Beneficiaries can 

be added. During enrollment, you may designate your beneficiary as primary or secondary by 

selecting the applicable box.  
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City of Nashua  

Enrollment Instructions

Continue to make benefit elections until all have a green thumbs up mark next to 

If life insurance is being offered as one of your benefits, you MUST assign a pri-

mary beneficiary.  You will not be able to click continue until you have selected 

the beneficiary, indicated if they are primary or a secondary beneficiary, and listed 

the percentage they will receive.   
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City of Nashua  

Enrollment Instructions

Once all benefits are completed, click continue 

Review benefit selections and if all are complete, add you initials and click COMPLETE ENROLLMENT.  

If you need to make changes, click return to benefit summary 

IMPORTANT: If dependent verification documents are not       

uploaded within 30 days of your date of hire,                                       

your dependents will not be included in insurance. 
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City of Nashua  

Enrollment Instructions
  

IMPORTANT: If dependent verification documents are not       

uploaded within 30 days of your date of hire,                                       

your dependents will not be included in insurance. 

To upload dependent verification documents, click Return to Home and then click the button 

for Dependent Verification 
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City of Nashua  

Enrollment Instructions
  

Choose the file to upload and enter 

your name and a description of the 

document that you’re uploading.  For 

example, John Smith as the name and 

Marriage License as the description.  

 

Click Save. 

Click Add Document 
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Relationship Eligibility Requirements Documentation to Submit 

Legal Spouse Legal spouse of the Employee 

  

The following document: 

Employee’s filed federal income tax return Form 1040 for 

the current or previous year– the first page only (social 

security numbers and financial information should be 

blacked out). 

OR 

Marriage Certificate 

Children                 

UNDER age 26 

Natural child(ren); 

Stepchild(ren); 

Legally adopted child(ren) or child(ren) placed in your 

home for final adoption; 

Child(ren) under legal guardianship; 

Child(ren) covered under a Qualified Medical Child 

Support Order. 

ONE of the following documents: 

Birth certificate listing parents or adoption paperwork; issued 

by a State or County; or 

Employees most recent filed federal income tax return Form 

1040 – the first page only listing the dependent children 

(social security numbers and financial information 

should be blacked out); or 

Qualified Medical Child Support Order (QMCSO) which re-

quires child support for benefit coverage; or 

Court paperwork for legal guardianship. 

Disabled Children    

Age 26 and OLD-

ER 

An unmarried child of any age who cannot work to 

support themselves due to a mental or physical 

impairment. 

BOTH of the following documents: 

The required documentation for a child UNDER age 26 listed 

above; AND 

Any documentation verifying a permanent disability that 

began before the child attained age 26. 

City of Nashua  

Enrollment Instructions
Click Add Document for each additional document you have to upload.  


