
 
 

Benefits Enrollment in People First 
 
1. Go to the People First (PF) website at https://peoplefirst.myflorida.com 
 

  
 

2. Sign on with your PFID (not the same as your employee ID from the University) and password.  If you do not have the 
PFID or password, you may use the links “Forgot Password” or “Forgot Login ID” or call People First at 866-663-4735. 

 
 

-Important Note: Your new hire information must first be entered in the University HR/payroll system before PF can 
assign a PFID. 
 
3.  You will need to create a password the first time you log in or if it has been more than 90 days since your last 
password reset.  
 

 

https://peoplefirst.myflorida.com/


 
4.  If you have not already done so, select your security questions, enter an answer for each question, and select 
“Save and Log In.” 
 

 
 
5.  From the main menu, choose “Contact Information” on the Quick Links panel on the left side of the screen (yours 
may look a little different depending on the benefits you have). 
 

 
 
 

  



6.  You can verify all information on this screen is correct, but note that the “Notification Email” must be manually 
provided in order for you to receive some communications from People First.  You will be able to edit the phone 
numbers and email addresses within these screens. 
Choose “Notification Email” if you have not recently provided one or to verify that this information is accurate. 
 

 
 
 
7.  Once you have selected “Notification Email,” you will see one or more options in the top right, including the “New” 
button to add a record.  Read over the information about the 1095-C form and enter your information as you prefer. 

 
 

 
8.  Return to the main menu and select “Insurance Benefits,” then “Change My Benefits.” 
 

 
 



9.  For New Hire and Open Enrollment events, these should automatically show up on the screen with appropriate dates 
populated.  If you have any questions, please contact Human Resources.  Select the event and choose “Save and 
Continue.”  

 

10.  Any dependents must be added/verified prior to choosing plans. The registration of dependents is separate from 
enrollment, so make sure you continue to confirm which dependents are on each plan as you continue through the 
process.  Once you have finished adding dependents, select “Save and Continue.”  If you need further guidance on this 
or any step of enrollment, please contact Human Resources. 

 

  



11.  The next step will allow you to access information about any of the plans (with the links on the left) or add/change 
plans (with the icons on the right).  Select the plans and follow all the steps to be certain you have enrolled at the 
coverage level and effective date that is best for you.   

 

12. Be sure the Dependent Summary correctly displays which dependent you wish to be covered on which plan.  

 

13.  On the Plan Summary screen, check that all plans desired are showing with correct coverage level and number of 
dependents as applicable. 

 

  



14.  Follow the steps, which will include certifying by entering your password, to complete your enrollment.  The 
Confirmation Statement screen will take a bit longer to load than other screens, but this document is very important to 
show your coverage has been fully processed.  You should retain a copy for your own records.  You also must provide 
the Confirmation Statement to Human Resources (either email or hard copy) to be certain your coverages are set up 
correctly. 

 

 

Questions? Call or email Human Resources: 

Phone 850.474.2694 
Fax 850.857.6030 
11000 University Parkway 
Pensacola, FL 32514 
hr@uwf.edu  
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