
7 If you want to sign up for one of the Flexible Spending 
Accounts, understand the plan types so you don’t enroll in 
the wrong plan option: 
Dependent Flex – For childcare and eldercare expenses 
only (i.e. daycare expenses) 
Medical Flex – For healthcare expenses for you and your 
eligible dependents (i.e. copays and deductibles) 

Click the Actions Box icon and enter the annual amount 
you want to contribute for Flexible Spending for 2026. 
The IRS requires you to re-elect the FSA plans every year. 

Instructions for Completing Open Enrollment Online 
To review your current benefit elections and make any changes to your coverage choices for 
2026, log in to Employee Self Service (ESS) through TacomaHub, UNet, or by going to 
tacoma.gov/ESS from any computer connected to the City network.  However, if you have 
VPN access, you can also log in to ESS outside a City work location. 

*If you have difficulty logging in to ESS, contact the IT Service Desk at (253) 591-2057 during their regular business hours of
7:30 a.m. to 5:30 p.m.
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Important: Review the 
Terms and Conditions 
and then click Accept. 

Select the plan type you want to change. If you do not want to 
change any plans or add dependents, proceed to step 7. 

4  Scroll down to see all    
plan options available. 
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Proceed to the Review and Save 
screen and look for the button shown 
above to SAVE your final changes. 

You MUST click this button to save 
your changes. 

5  Select your plan
option. 

*Note: If you are enrolled in the deferred compensation 
plan you may see the Review and Save screen as Step 8 of 8.

If you switch to a different 
plan option, your dependents 
don’t transfer. You MUST re- 
check each dependent you 
want enrolled in the new 

6 plan. 

 
 
 
 
 

Once your elections are saved, 
print a summary for your records. 
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Follow these easy steps to make your changes in ESS: 
 Log in through any computer connected to the City network at

tacoma.gov/ESS or via VPN access on a device outside the city 
network.

 Select the Benefits link.
 Select the COT Open Enrollment link and follow the steps below.
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Per City of Tacoma Policy 4.1 Technology  
Acceptable Use, technology users should protect 
and not share login information, passwords, and 
Multi-Factor Authentication (MFA) security 
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http://www.cityoftacoma.org/ess
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