
• Once you get your myUSI login 
information, login to 
https://my.USI.edu

• Find the Benefitfocus App within 
your Screaming Eagle Apps and 
click it – highlighted in yellow

• If you do not see Benefitfocus, click 
view all next to tools. 

• Once you click it, it will take you to 
the Benefits Platform
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Making Changes to Benefits

Once in the platform, 
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, 
check yes.



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.
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The next screen will 
ask for your 
dependent 
information.

Click “Add 
Dependent” and 
enter the dependent 
information, then 
click next.
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Once 
dependent 
information is 
entered, then 
enroll in the 
desired 
benefits by 
clicking “Edit 
coverage”.
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Once desired 
covered is 
elected, select 
“Save changes”.

Click “Continue” 
and save or print 
the summary.
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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. 
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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” 
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Upload the document again 
to verify the relationship. 

Click “add document”, you 
may need to add the 
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 it. 

Please allow 5 business days for approval.

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