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UNDERSTANDING the PAGES - OVERVIEW
When you bring up your benefit elections (by selecting the ‘Benefits Summary’ panel or the individual plan panels), 
you are looking at your CURRENT plan elections.   
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THE BENEFIT OPTIONS – General information
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(  Information found in the folder includes:
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( An overview of your current benefit elections and retirement/leave plans
( Information on your current or previous Health Insurance Dependents or Life Insurance Beneficiaries

( Information on your current or previous Life Insurance and Long-term Disability (LTD).
HOW to READ THE PANELS

Insurance Plan Description/Name:   Shown on the Benefits Summary Page and the detailed Plan pages
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Coverage or Participation:   Shown on the Benefits Summary Page and the detailed Plan pages
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Indicates the amount or type of coverage you currently have.  
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LIFE INSURANCES
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Click on the Benefit Type link to see detailed information on your benefit.





Most benefit data is ‘view’ only.  Changes must be made via Enrollment forms and forms returned to HR.





 (  





The exception is Life Insurance Beneficiaries. Beneficiaries may be updated online at any time.





 ( Primary Beneficiary and Allocation


Your primary beneficiary(-ies) are the recipients of any life insurance benefits upon your (the policy owner) death.  


You may have one or more primary beneficiaries.


Your primary allocation determines how the benefits are split up among the primary beneficiaries.  


Each beneficiary must have an allocation


Allocations must be whole numbers (e.g. 34%, 33%, 33%)


Allocations must total 100 (e.g. 34 + 33 + 33 = 100  or 50 + 50 = 100)





( Secondary Beneficiary and Allocation


Your secondary (or contingent) beneficiaries will only get the death benefit if both the policy owner and the primary beneficiary (-ies) has/have died.


Your allocations for secondary beneficiaries follow the same rules as for primary allocations (see above).








To ADD a Beneficiary





Ignore  ~ this is for HR internal use 





The insurance type





Indicates the number of pays the employee receives during the year.








Benefit Self Service Choices  








(  Panels will come up as of ‘today’s’ date and will show the benefit plans for which you are currently enrolled





(To see previous or future enrollments, enter a new date and click the ‘Go’ button





Current Date





Future Date
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Total = 100%





Total = 100%





STEP 1:  


Make sure you are on the Life Insurance panel for which you want to add a beneficiary  





STEP 2:  


Click the ‘Edit’ button  





Detail page





Summary page





STEP 3:  


If the beneficiary you want to add is not showing in the list, click the ‘Add a New Beneficiary’ button  





New screen appears which will show all active and non-active beneficiaries





List of current and non-current beneficiaries





Current  





Current  





Non Current  





Non-current beneficiaries do not have a percentage/allocation listed





STEP 4:  


Complete the Personal Information for your new beneficiary  


Fields with an asterisk ‘*’ must have information entered     





STEP 4 (continued)


If the address for the beneficiary is not the same as your address,  unclick the ‘Same Address’ box


Enter the beneficiary’s address at new screen  


Clicking ‘Save’ after entering the address will return you to the Beneficiary screen


Click ‘Save’ one more time to return to the ‘Change Current Beneficiaries and Allocations’ screen











Removing  the checkmark from the ‘Same Address’ box will give you this screen 








Click ‘Edit Address’ to enter the beneficiary’s address








Enter allocations in boxes





STEP 5


(Re) Enter the allocation/percent for ALL of your  beneficiaries


Both Primary AND Secondary allocations


Allocation totals must equal 100


Click the ‘Update Totals’ button to see total for each beneficiary type


When all information is entered, click the ‘Save’ button








Indicates your currently covered dependents








STEP 6


You should see the “Save successful’ message after you click the ‘Save’ button.


Changes that are immediately effective will be seen on the panels.


Future dated changes will appear on the effective date.  You may also enter the future date in the ‘view date’ box to see future changes.
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