%ﬂ
[JS]  Benefits Online!

Eagle A
 Loginto https://my.USl.edu - éps /
e Find the Benefitfocus App within

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

 That will take you to the
communication portal
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USI Communication Portal

UNIVERSITY OF =)
SOUTHERN [NDIANA

Home ‘ Health Benefits O

Welcome Wendy!
2021 Open Enroll . o .
Guide - Reti Welcome to the USI online benefits platform. This site gives you Click to enter
Hide - Retiree easy access to information about your employee benefits and )
/ 2021 Open Enroll access to make changes to your benefits. the benefits
Guide - Active platform
Links to _ _ !
provider Provider Links Visit www.US|.edu/HR/benefits/open-enroliment for information /
] Medical - Anthem regarding the 2021 open enrdkment period. Employees can make _
websites changes in benefits between 102/2020 and 11/05/2020. Click Here!
and benefit Prescription - CVS
QUIdeS Caremark Thls area Wl” house Sign up er make changes to your 2021 coverage.
Dental - HRI Dental Please see the followint sommunication from the

Limalble Aomdimomm snecific henefit:

USI Benefits Team
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USI The Benefits Platform

i ; i : SOUFTHERN T Nendy Rosalie Seitz
Once in the platform, click on Edit Benefitfocus SOUTIERNTNDINS () Wendy Rosale Seitzv
Process.
| /ﬁ\ Home
@ Profile :
, : - A note from your US| Benefits Team!
You'll be able to: _ y
. ¥ Benefits Beneflts Overview:
) Ad d/Change/term dependents (|f P . Welcome! The University of Southern Indiana provides employees with a comprehensive benefit
. . . . phedy Shop & Offers package consisting of medical, dental, vision and other benefits coverage designed to meet the needs
appllcable quallfylng ||fe event) R ‘ . ofycfu.anc? your f.amily.CIic.k on 'Get Started' to begin enrolling in your benefits for the 2020
. . 0 Dependents Participation Period, ensuring to fully complete the enrollment.

[ J

Add dependent documentation (if @ e Profernces pependents.

ap pl ICabIe) If you are adding dependents for the first time, official documents must be submitted during the

Manage Account enrollment process. The system will ask for a copy of the requested documentation as dependents are

° 1 1 enrolled. Eligible dependents include:

Add/change/term benefits (if o eaon

H 1 1 1 * Your legal spouse.
appl ICabIe q ual Ifyl ng | Ife event) Life Change * Your unmarried, dependent children of any age if they are incapable of self-support due to mental or
1A 1 physical handicap which occurred before the limiting age.
¢ Ad d Be n efl Clarl eS My Documents * Your married/unmarried children from birth to 26 for medical coverage.
 Make sure to scroll all the way to the .o Life Events
The only way to change your plan after Open Enroliment or New Hire Enroliment is if you have a
bOttom Of eaCh page tO save Document Center Qualifying Life Event such as marriage, birth of a child, death, divorce, etc.

Employee Summary Report
process' Edit your benefits »
° Quick Links

Review your benefits at the end to
ensure you are properly enrolled
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............ —y

o Benefitfocus sty (&
For Qualifying Life Events (QLE)
ke marriage, bith, adopion, I
divorce etc., select “Life or family
change’ Select reason for changing your benefits

You are making a change to benefit elections. Why are you making this change?

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

What is the reason for changing coverage? =
O Loss of dependent child status (COBRA) - 02/01/2021

O I do not have any life or family change events

New life event

Then enter the effective date for _
the Ilfe event Select reason for change *

Marriage v
. Enter the date of this life event
Click next .
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USI The Benefits Platform

On the next screen you can add You may want to update these benefits
your new dependent if applicable.

Update your Medical coverage

You have declined this benefit.

Based on what QLE you choose

the allowable Changes WI” «» You are required to have a marriage certificate on file for this event. Please provide the county and state of marriage.
populate.
]
Click “Edit coverage” on the Success! You have updated these benefits.
benefit you would like to change. $  Update your He
You have declined t © ® o)
Make your Changes and then « You are required to hav ? ?
choose “Save ChangeS" Vision Critical lliness - Critical llness -
Employee Spouse
View the benefits added and

select continue. S Update your De

You have declined t .
Continue
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For Qualifying Life Events, there will need to be
documentation provided. For example, for
marriage, a marriage certificate or for a birth a birth
certificate.

Click on Upload a Document and upload the
document for the QLE.

If enrolling in multiple benefits for the same reason,
click on associate a document for the other benefit
document requirements.

Once uploaded click save.

Once documentation is uploaded and approved
your dependent will be enrolled.

Benefitfocus

a5 "Pending Approval” unlil il is ap

1 Document Required, 0 Pending Approval, 0 Approved, 0 Denied, 0 Disabled, 0 Expired, 0 All Documents

Begin typing search query @ Search

per page 10 ~
Fiiter by type Al

Sort By: Date Created | Date Uploaded

Document is awaiting upload
Sub Rosa

Fllter by status Al Requests

"8 02/09/2021

& Seitz, Wendy

Required Documentation

SOUTiERN NDIANA &, Wendy Seitz v

ted with a "Document Required” request and ca
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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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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

~ >

=] =
o
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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