
VCHRP Opt-Out Certification Page User Guide 
 

To update your Medical Opt-Out Information complete the following Steps.   

Step 1:  Log into VCHRP > Employee Self Service > Click on the “Benefits” tile. 

 

 

 

 



Step 2:  Click on the “Opt-Out Certification” tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 3-6:   

3.  Click on the Instructions down arrow, to expand the instructions box.  Read through the instructions. 

4.  Review the Type of Coverage and change selection if needed.  If no changes are needed, or you are covered as a 
dependent of a County employee, proceed to Step 10.  However please note, if you are an employee covered under an 
“External Group Insurance Provider” and this is the first time you are reviewing/updating this page, you will need to 
upload the front and back of your medical insurance card or provide a signed letter on letterhead as noted in Step 6. 

5.  “Enter Details of Your Current Coverage.”  Make sure to populate all requested fields. 

6.  Upload the front and back of your medical ID card, or a signed letter on letterhead from the sponsoring employer 
group.  If providing a letter, it should include your medical plan enrollment details (your name, group information, 
insurance plan info, and effective date of coverage). 

  

 

 

 

 

 

4. Select the 
type of 
coverage 

5.  Enter any 
missing 
Details of 
your Current 
Coverage.  
Complete all 
fields. 

6.  Upload front and back of 
insurance card or signed 
letter on letterhead from 
sponsoring group showing 
plan information, using the 
“Upload Document” 
button. 

 



7.  Once you click the “Upload Document” button, a window will pop up for you to upload your medical opt-out proof 
(front and back of medical card or signed letter on letterhead from sponsoring employer group).  Click on “Choose File.”   

 

 

 

 

 

 

 

 

 

 

 

 

8.  Locate your file on your computer, wherever you saved it, and click on it.  Double click on the file you want to upload 
or click to highlight the document and then click “Open.” 

 

 

 

 

 

9.  Once your document’s name shows in the window next to the Choose File button, click “Upload.” 

 

 

 

 

 

 

 

 

 

 

 



 

10.  Review and click “I Agree and Sign” under the “I certify that I have read, understand, and agree to:” statement. 

 

 

 

11.  Once you click the “I Agree and Sign” button, you will see the date and time stamp of when you entered your 
information. 

 

 

 

 


