
 

STEP 1 
Go to www.askallegiance.com  
Click on Login - Members 

 

 

 

 

 

 

 

 

 



STEP 2 

The Allegiance site has been upgraded since last year.  

If you have logged into the site since the beginning of 2016 and created a username/password, you can 

enter them and click Login. Then proceed to Step 6 

If not, you will need to create a new Username and Password that meet the new security standards. To 

get started, click on New User 

 

 

 

 

 

 

 

 



STEP 3 

You will need your 12 digit participant ID number (refer to you Allegiance ID card) 

If you do not have an ID card you can contact Allegiance Customer Service at 800-877-1122, option 2, 

option 1 for assistance 

Enter any email you would like to use (will need to retype it in the next field) 

Enter your last name, then first name 

Enter your date of birth in MM/DD/YYYY format – be sure to type the “/” marks and use the full 2 digits 

for Month and Date and the full 4 digits for the Year 

Enter your zip code for your home mailing address and click Submit 

 

 

 

 

 



STEP 4 

Your User Name can contain any combination of letters and/or numbers and will be case-sensitive and 

needs to be between 8-20 characters in length 

Your Password MUST contain at least 1 upper-case letter, 1 lower-case letter, 1 number and one special 

character and needs to be between 8-20 characters in length 

 

 

 

 

 

 

 

 

 

 



STEP 5 

Once you create a valid User Name and Password you will need to login  

 

 

 

STEP 6 

Click on the red box that says “Health” 
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STEP 7 

Click on the Enrollment tab 

 

STEP 8 

Click on Enrollment Wizard 

 

 

 

 

 

 



STEP 9 

Mark Open Enrollment and click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 10 

Review your information. Add any missing fields or update any incorrect information 

 



If you will be enrolling dependents (including spouse) in the health plan, mark Yes. If not, mark No, then 

click Next 

 

 



STEP 11 

Review the Dependent Summary  
Click Add Another Dependent to add a new dependent not already listed  
 
To remove a dependent listed as Active, click the red X on the right under Delete  
 
To enroll a dependent listed as Terminated, click on the dependent’s name, which will open 
that dependent’s record. Mark Yes, the dependent is eligible for coverage and click Next. The 
dependent will then display as Active in the Dependent Summary  
 
When all the dependents are listed correctly, click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 12 

Mark Elect or Decline and if elected then mark the Elect box for each dependent that should be 

enrolled in medical 

Click Next 

 

 

 

 

 

 

 



STEP 13 

If you elected medical then dental will automatically be elected and the same dependents will 
be enrolled. You do have the option to decline coverage, but there is no difference in cost by 
doing so.  
 
You must elect medical to be eligible for dental.  
 
Click Next 

 

 



STEP 14 

If you elected medical then vision will automatically be elected and the same dependents will 
be enrolled. You do have the option to decline coverage, but there is no difference in cost by 
doing so.  
 
You must elect medical to be eligible for vision.  
 

Click Next 

 

 

 

 

 



STEP 15 

Mark Elect or Decline for a medical flex account  
If electing, enter the amount to contribute each paycheck. Click Calculate to see the annual total 

 

To sign up for Direct Deposit or Joint processing click on the  next to MEDICAL SPENDING 

ACCOUNT 

 



Clicking will open the following new window. Click on the options to sign up for Direct Deposit and 

Joint Processing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 16 

Mark Elect or Decline for a day care flex account  
If electing, enter the amount to contribute each paycheck. Click Calculate to see the annual 
total  
 
To sign up for Direct Deposit click on the below the Elect button  
NOTE: If you elected a medical flex account and completed the Direct Deposit form, you do not 

need to do it again for day care. Direct Deposit will apply to both accounts. 

 



STEP 17 

Review the Enrollment Summary  
If you need to make any adjustments, use the Back button at the BOTTOM of the screen to move 

back through the screens. Do not use the browser back button or your elections could be lost.

 

Once you have confirmed your elections are correct click Submit 



STEP 18  

That will generate the confirmation statement with your enrollment Confirmation Number  
This means the record was submitted successfully to your employer  
 

Scroll to the bottom of the page and use the Print button to keep a copy of your elections for your 

records.

 



STEP 19 

You will be directed back to the first screen and your enrollment is complete 

 


