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HOW TO ENROLL



YOUR portal

1.	 Under User ID: Enter your Employee ID Number 
or Social Security Number, Remember NO 
DASHES.

2.	 Under Personal ID Number (PIN): Enter the last 
4 digits of your Social Security Number and the 
last 2 digits of your birth year.

*Example Login Image
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Open enrollment

1.	 Once you log in, view your company’s open 
enrollment video.

2.	 Click “Next” to continue.
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Welcome to your enrollment for the 2019 Plan Year
Benefits effective 1/1/2019



Personal Information

1.	 Personal Information Update, Review, & Verify. 2.	 Click “Next” to continue.
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Dependents

1.	 To add a dependent, click the “+” symbol. 2.	 After clicking the “+” symbol this page will 
appear. Make sure to save after filling out your 
information.

2

1



Benefits Gurutm

1.	 Benefits GuruTM, our state-of-the art decision 
support tool, helps ensure you find the benefits 
that work best for you and your family in three 
simple steps. 					   
•	 Indicate who will be covered. 		
•	 Assign a health grade for each covered 

member.
•	 Provide their tobacco status.
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2.	 Based on your answers, Benefits GuruTM uses 
data analytics to provide personalized plan 
recommendations based on the unique needs of 
you and any covered family members. 

3.	 To further customize your results try our 
Fine Tuning tool that takes into account any 
prescriptions you may regularly take, planned 
surgical procedures you may have or chronic 
health conditions you may suffer from.



My Benefits

1.	 This is your benefits education and selection 
screen. View your educational video here.

1



My Benefits

1.	 This area will keep the status of your selections 
with:

2.	 A GREEN check mark for plans you elect		

or

A RED x mark for plans you waive

3.	 Here you can see a running total of your 
deductions per paycheck.
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Plan Details

1.	 Get Plan Details Here...

2.	 Make Plan Selections Here...
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Beneficiary Designation

1.	 After each selection, follow the instructions 
on screen to complete the applicable required 
material.

2.	 Click “Next” to continue.
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Sign and Submit

1.	 Plan Summary: Once you’ve completed all your 
elections on your benefits, you’ll be taken to 
this screen. Here you can see a recap of your 
enrollment and your total paycheck deductions. 

Just a few more items to review and 
electronically acknowledge before completing 
your enrollment.

2.	 Click “Next” to continue.
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Review/Sign Forms

1.	 Make Sure To REVIEW All Of The Forms 2.	 Click “Sign Form” as indicated
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