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* Once you get your myUSI login - > o CHNINS
information, login to ST s <
https://my.USl.edu m

» Find the Benefitfocus App within = == Y
your Screaming Eagle Apps and & o US
click it — highlighted in yellow -

« If you do not see Benefitfocus, click s

B BenefitFocus

view all next to tools. Widgets

Blackboard

* Once you click it, it will take youto 8 o
the Benefits Platform
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Once in the platform, Benefitplace  wiiiiimTuona
click on “Edit your

benefits” to start your

change process.

The next screen will

ask if you have

recently experienced a

life event. If you have, —

1M BeNEFITS

Tuesday, September 8 at 1:49 PM CDT i benefits

check yes.
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Employees can make changes to benefits due to a life Qualifying
Life Event (QLE) within 30 days of the event.

Select the event, In the case below it is birth, then enter the date of

the event.
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 directly.

Select a Life Event

The life event you select will help determine which benefits can be edited.

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

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

Birth *| | 08/01/2024 i
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The next screen will
ask for your

dependent Take a moment to review your family

I nfo rl I Iatl O n . Below is a summary of everyone that you have entered as a member of your family. Take a moment to review. If
anyone is missing, you may create them in the system. Keeping an accurate record of your family is important,
because it allows us to better suggest benefits and plans that may be right for you

Click “ Add

Dependent” and e N
enter the dependent
iInformation, then
click next.

nnnnnnnnnnnnn “-—-'"-‘3

Benefitplace  soivriizrn Inpmana X
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Once

|. Test Ba bY Please go to specific editable benefit if you wish to cover this dependent.

dependent - cnic

iInformation is
entered, then
enroll in the .
_ Update your Medical coverage
deS| red You have declined this benefit.
" s Ifth fth b is diffe ffl th | , OR th I ' ital status is single, ired fo h
benefits by pirth certfcate on il for thisevert. When sither of hese appy. pease provide the counly and sate of the birth certficate,
-y ; :
clicking “ Edit

coverage”.

You may want to update these benefits
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«  You have benefits that are in a pending status or require further documentation.

Once desired
>
. « Documentation is required for one or more changes to take effect. You'll be able to upload the appropriate documentation once you return to
Cove re d I S the homepage.
elected, select

Success! You have updated these benefits.
“*Save changes”.

Q

Click “Continue” Madical
and save or print

the summary. e
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Once back at the home screen, click on the “To Do” Items to
upload the required documents, like birth certificate or marriage
license.

£ AN
'[ \"  Your to-dos
1

= You have tasks that require document uploads >

Close
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Click “add
document”, you
may need to add
the document
more than once.

Upload the
document, name
it and click “save
document”

l® Add document

Add document to verify the life event Birth.

Why it's needed Important info

Upload the file(s) associated with your document and add the document name and document type.

Document file(s) and basic information

DOC

Test baby birth ce...

Test Baby Birth Cert

Type of document
Birth Certificate Vv
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Upload the document again * Docen i
to verify the relationship. -

Add document to verify the Add document to verify Test
life event Birth. (child) is your dependent.
: 1 "
Click “add document”, you v Document added 8/06/2024
m ay n eed to ad d th e Why it's needed  Important info

document more than once. , ] _

Upload the document, name
it and click “save
document”
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The change will remain pending until the benefits team reviews the
document and approves lit.

Please allow 5 business days for approval.

Please allow 10 business days for the change to show in any
provider portals.



	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

