
Step 1: Open your internet browser and type the address to the VSP-Administered Open 
Enrollment site for the State of Wisconsin. 
 
www.vsp.com/go/stateofwiemployees
 
 

 

http://www.vsp.com/go/stateofwiemployees


Step 2: View VSP benefits specific to the State of Wisconsin plan for 2010.  The main 
benefits description is in the middle column of the page, scrolling down.  The link to Find 
a VSP Doctor and VSP Contact Info are at the top left – just call for any questions.  
When you are ready to enroll, simply click the “Enroll Now” button, in the middle 
column near the top, to continue on to the enrollment page. 
 

 



Step 3: You may receive a Security Information pop-up.  Please select “Yes” to continue 
on to the enrollment page. 

 



Step 4: You are now able to enter your personal information and enroll yourself and your 
dependents for VSP benefits in 2010.  In order to validate your identity, there are 4 items 
that will be asked of you. 
 

1. First Name.  Enter your first name exactly as it appears in the address line on your VSP enrollment 
brochure.   

 
o University employees may have their middle initial loaded as part of the first name.  If your 

middle initial appears on the VSP brochure, please enter that as part of your first name when 
enrolling online, with a space in between. 

 
2. Last Name.  Enter your last name exactly as it appears in the address line on your VSP enrollment 

brochure. 
 

3. Enrollment Code or Last four digits of Member ID.  The Enrollment Code is a 6-digit number 
created to assist with the enrollment process.  You can find this number near the top left of the 
back page of your VSP enrollment brochure.  If you do not have your brochure and do not know 
your Enrollment Code, you may enter the last four digits of your Member ID.  Your Member ID 
varies according to the State agency where you work.  If your Member ID is less than four digits, 
you must add zeroes to the front to make four digits to complete this form. 

 
o Central Payroll – Your Member ID is a hybrid number created by Central Payroll 

administration.  The last four digits are the same as the last four digits of your SSN. 
o University System – Your Member ID is your “Person ID” located on your earnings 

statement. 
o University Hospital and Clinics – Your Member ID is your SSN. 
o Legislature – Your Member ID is an Employee ID number, which may be less than four 

digits.  Remember to add zeroes to make it four digits for this form. 
o WHEDA – Your Member ID is an Employee ID number, which may be less than four digits.  

Remember to add zeroes to make it four digits for this form. 
 

4. Date of Birth.  Enter your month, date, and year of birth. 
 

 
 
 
 



Step 5: Once you have entered the personal information requested, you will see more of 
your personal information populated on the screen, including your mailing address.  
Please validate this information and make changes as necessary.  You will have the 
option to add any dependents to your VSP enrollment record.  You will be asked to read 
and acknowledge the terms and conditions of your VSP enrollment, which can also be 
found on the back page of your VSP enrollment brochure.  Once the terms have been 
accepted, you can select “Continue” to move on to the final confirmation page. 
 



Step 6: A final validation of the information is requested.  If everything appears 
accurately, please click the button to “Confirm Enrollment.” 
 



Step 7: Your enrollment is successful.  You will receive an enrollment confirmation code, 
and if an email address was entered you will also receive an emailed confirmation.  If you 
wish to disenroll or make any other changes during the Open Enrollment period, you can 
log back in to do so and you will receive a confirmation code each time. 
 

 
 
If you encounter any unexpected issues during this process, please contact VSP 
Customer Service for assistance.  The number is 1-800-400-4569. 
 
 


