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USI Benefits Platform

Eagle Apps
 Loginto https://my.USl.edu - /
* Find the Benefitfocus App within A\

your Eagle Apps and click it —
shown to the right in the pink box

 That will take you to the Benefit 2
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USI Benefits Platform

Once in the platform, click on Edit
your Benefits to start your change
process.

You’ll be able to:

« Add/change/term dependents (if
applicable qualifying life event)

* Add dependent documentation (if
applicable)

« Add/change/term benefits (if
applicable qualifying life event)

« Add Beneficiaries

« Make sure to scroll all the way to the
bottom of each page to save
process.

* Review your benefits at the end to
ensure you are properly enrolled
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Benefltplace SOUTHERN TNDIANA Profile  Benefits

A note from your US| Benefits Team!

enefits Overview:

Show more

Edit your benefits > |

Welcome back, Wendy 11 ACTIVE

BENEFITS
Tuesday, September 8 at 1:49 PM CDT View benefits



[JS] None Life Event Changes

On the main page click on “Edit
your Benefits”

Then select “I do not have a
specific life event”

This allows you to adjust benefits
that are allowed to change
throughout the year.

Click next

Benefitplace

.............. —>

SOUTHERN [NDIANA

Did you recently experience a life event?

Yo

Select a Life Event

Tha lite ovant vart calocd unll Hiala dofa
The life event you select will help dete

-

You can change the following benefits without a life event:

L )
I

5 Short Term Disability

event (ex. Marriage
o not have a specific life event

u are making a change to benefit elections. W

hy

you making this

use Life

Additional Employee Life™] Additional Spot
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change? If your Qualifying Life Event was

ine which benefits can be edited

iditional Child Life

I Ad

nore

an sU days ago blease conta




—)
[JS] Life Event Changes
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Benefitplace SOUTHERN INDIANA' Profle [RETTAS

For Qualifying Life Events (QLE)
like marriage, birth, adoption,
divorce etc., select “Life change”

E Your benefits m; Life Change BENEFIT REPORTS

Employee Summary Report

Benefits you can add year-round = Learning Center 1095 tax documents

On the next page, select “New
Life Event”

A new page will display

LuUlL yUUl WUSIIGIID 7

Welcome back, Wendy n ;EIIL‘;IETS

Tuesday, September 6 at 4:00 PM CDT View benefits
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[JS] Life Event Changes

On the next page, select “New
Life Event”

Then select the reason for the
change from the drop-down
selections.

Then enter the effective date for
the life event.

Click next

Benefitplace  soiiiiirn Inpiana %

Did you recently experience a life event?

You are making a change to benefit elections. Why are you making this change? If your Qualifying Life Event was more than 30 days ago, please contact US| Benefits direct

Select a Life Event
The life event you select will help determine which benefits can be edited

@\ew life event (ex. Marriage, birth, death, loss of other coverage, etc.)

Select reason for change * Enter the date of this life event *

Birth allows changes to only these benefits:

Medical S Health FSA S Dependent Care FSA
Dental Vision T Additional Employee Life
T Additional Spouse Life ‘I- Additional Child Life Short Term Disability
Hospital Confinement Accident T Critical lliness -
Employee

- . =
I Critical lliness - Spouse

y.



[JS] Life Event Changes

On the next screen you can add Benefltplace'" S"éifl“l‘iﬁNDlANA

your new dependent if applicable.
Select benefits to update

Now that you've entered your life change information, it's time to update your benefits

Based on What Q LE you Choose You have recommendations!
th e al Iowab Ie Chang es Wl I | 9 BenefitsSAIGE provides user-friendly recommendations based on information provided by you or your employer in

the Benefitfocus Platform and should not be considered insurance or other professional advice.

populate.

. . . New Baby F\ianage New's CO\uj.el.'age, - |
CIICk “Edlt Coverage” On the - Chid O Dental  (J Vision  (J Additional Child Life
benefit you would like to change.

Make yOUI’ Changes and then You may want to update these benefits

choose “Save changes”

View the benefits added and
select continue.
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[JS] Providing Documentation

For Qualifying Life Events documentation must be ™

provided to prove the event and the relationship. i

For the example, of birth of a new baby, the birth Hi Wendy! You have 2 requests for documents.
certificate proves the relationship and the event. So

it would be uploaded to both requests. Document needed Document needed

Click on Add Document and upload the document Add document fo verify Add document fo verify

for the QLE. Complete the fields and click save the life event Birth. New (child) is your

document. dependent.

Why it's needed Important info Why it's needed Important info

Add document Add document

Once documentation is uploaded and approved
your dependent will be enrolled.
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[JS] Update your Benefciary

Benefitplace  &ifiitra fNDIANA

TO u p d at e yo u r i Your benefits m; Life Change BENEFIT REPORTS
b e n ef I C I al' y Employee Summary Report

Benefits you can add year-round 1 Learning Center 1095 tax documents

e Go tothe “Benefits” tab
e Click on “Your Benefits”
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Welcome back, Wendy 1 ACTIVE

BENEFITS
Tuesday, September 6 at 4:16 PM CDT View benefits
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[JS] Update your Beneficiary

Scroll to the Benefit you want ‘I‘ Your Additional Employee Life coverage

to.edit ] . 2022 - SUPPLIFE - The Standard - Additional Employee Life Insurance
Click "edit" on the beneficiary

. He 1 , Offered By: The Standard
line (NOT “Edit coverage”) _
. Coverage Amount: $100,000.00
III\/Iake"ChangeS, then C“Ck Effective Date: 08/01/2016
next Persons Covered: Wendy Rosalie Seitz

CheCk Cha ﬂges and C“Ck Hsave" Beneficiaries: First Name Last Name
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[JS] Benefits App

Find the app in the
app store search for
Benefitfocus or
Benefitplace

3:389 wl F @)

Q. benefitfocus €@ Cancel

Benefitfocus
Business OPEN
Fo e e

Use code USI for
company ID

9:03 9 )
Benefitplace
Welcome!

To get started, enter the company ID provided to you
by your HR Administrator

Company ID
usl

Don't know your company ID?

2:089

4 Search

Click on continue, reset  Benefitplace

then use your MyUSI
credentials to log-in!

Connecting to

Sign-in with your University of Southern Indiana account to
access BenefitFocus

............ —==>
SOUTHERN INDIANA

Sign In

Username

Password

Success!

[] Remember me

Need help sighing in?

We have successfully found your company ID and
associated it with your account!

. .
Continue to login Powered by Okta Privacy Policy
——
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[JS] Benefits App

2:249

4 Search

Make Benefitplace
Hi Wendy

hope you're having a great afternoon!

Benefitplace

changes,
upload
documents or
view current
benefits!

Benefits & accounts

Plan usage, details and ID cards

Click on
Benefits to
. 6 see a list of
accouNTs & OfERs your benefits
Planigsage, dakalls and PiRduEts taiiavad J0stTor oL and your

premiums.

WELL-BEING TO-DOS
CHECKLIST & REMINDERS

ACTIONS YOU CAN TAKE

2 Update your benefits

~ >
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Benefits Account

2219
rch

« Sear

Benefitplace

Your account

Access to your important utilities, family details and
enrollments all in one place

YOUR UTILITIES

Documents
Upload new documents or edit and view
your pending and approved documents

Settings
Manage app notifications, login settings
and password

YOU & YOURS

Click on
Profile and
you will find
the place to
upload
documents
for Qualifying
Life Events
or add
dependents.

Personal details
X Update your contact and other personal
information

Dependents
Add or edit your dependents

ACTIONS YOU CAN TAKE

/ Update your benefits [

:::::



Questions?

For individual appointments to discuss benefit questions call
812-464-1815 and ask for Stephanie or Wendy
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