
WWoorrkktteerrrraa  EEmmppllooyyeeee  UUsseerr  GGuuiiddee  
Open Enrollment Initial Log In 

 
Website:  https://www.workterra.net 

 

Enter User Name: 

First 6 letters of your last name followed 

by the first letter of your first name and 

your entire birthdate.  Example: Jack 

Johnson 07/01/1965 

User Name: JOHNSOJ07011965 (note: 

case sensitive must be upper case) 

Enter Company Name:  City of Redding 

Click Login or enter on your keyboard 

Password is first 6 letters of your last 

name followed by employee ID number. 

 

Read the Employee Usage Agreement and 

click Continue at the bottom of the page 

Read the Legal Agreement and click 

Continue at the bottom of the page 



 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

   

   

 

 

 

 

 

 

Select a Secret question & 

answer, enter & confirm your 

new password.  Click Save & 

Continue. 

Read the Open Enrollment Welcome text 

and select Continue at the bottom of the 

page. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirm your information on the 

Demographics page and click Save 

& Continue. 

NOTE:  This is where you will 

update your information and 

enter your current California 

Drivers License Information. 

If you need to add a spouse click Add.  

If you do not have a spouse click 

continue and proceed to step 9.   

To review existing demographic 

information, click on spouse’s name. 

Enter spouse information and 

click Save & Continue at the 

bottom of the screen. 

If you need to add a child(ren), including 

your young Adult Dependents, click Add.  

If you do not have a child, click Continue 

and proceed to step 11. 

To review existing child demographic 

information, click on child’s name. 



 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Enter your child’s information 

and click Save & Continue 

 

Note:  If your young-adult dependent was aged off the 

plan or ineligible because of student status rules, this has 

all changed as of January 1, 2011.  Young adult 

dependents up to age 26 can be added back into the 

plan.   

Enter your emergency contact 

information and click Save & 

Continue. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Health Plans: For the Medical, Dental and Vision choose plan that you want by 

clicking the radio button next to the plan name; select the dependents you want to 

cover by clicking the box next to their name. If you do not wish to enroll in the 

benefit, click the waive box and reason from the dropdown menu. Click Save & 

Continue.  Note:  Active employees cannot waive benefit coverage. 

You can learn about the benefit and compare plans by using the tools on the left 

side of the page. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirm that all the data on your 

confirmation statement is 

correct. 

If you need to make a change, 

click the back button. 

Once you have confirmed all 

data print a copy for your records 

by clicking the print button. 

Enrollment Complete 

To complete your enrollment, 

you must click Finish. 


