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This job aid covers generic events. Contact your 
Talent or Benefits Representative if you have any 
questions. 

Report a Coverage Change Event 

From the Benefits worklet: 

1. Click Benefits. 

2. Select the required Benefit Event Type option.  

3. Click the Calendar icon  to select the date of the Benefit event. 

4. Attach required documents, if applicable. 
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5. Click Submit > Done. A task will route to your Inbox, if 
applicable. 

6. To take action on the task, click your Profile Icon > Inbox.  

7. Select the Benefit Event task.  

8. Review the displayed information 

9. Click Continue through all screens, review the displayed 
information, and make any required changes. 

10. Select the I Agree  checkbox to provide an electronic signature 
to confirm benefit changes. 

11. Click Submit. 

12. Click Done to complete the task or click Print to launch a 
printable version of the summary of benefits. 

 

View or Change Existing Benefit Elections 

From the Benefits worklet: 

1. Click Benefit Elections. 

2. Review your benefit elections and costs. 

 

 

3. Click Related Actions  to the right of your name. 

4. Select Benefits > Change Benefits. 

5. Complete all required fields. 
Note: A red asterisk indicates required fields.  

6. Click Submit. 

 

View Dependents’ Benefit Elections 

From the Benefits worklet: 

1. Click Dependents. 

2. Review your existing dependents and their benefit plan coverage. 
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Manage Dependents 

From the Benefits worklet: 

1. Click Dependents. 

2. Click Add. 

3. Complete all required field for the new dependent. 
Note: A red asterisk indicates required fields. 

4. Click Add to add new information.  

5. Click Submit. 

6. Click Done. 

 

Manage Beneficiaries  

From the Benefits worklet: 

1. Click Beneficiaries. 

2. View existing beneficiaries for enrollment benefit plans, or click 
Edit to modify the existing information. 

3. Click Add to add a new beneficiary. The Add My Beneficiary page 
displays. 

4. Select Existing Dependent or Emergency Contact, New 
Person as Beneficiary, or New Trust as Beneficiary option. 

If You Select the  Then… 

Existing Dependent or 
Emergency Contact option, 

Click  to select the new 
beneficiary from the list of 
current dependents. 

Click OK to validate/update the 
beneficiary’s information. 

If You Select the  Then… 

New Person as Beneficiary 
option 

Click OK and complete all 
required Beneficiary Personal 
Information. 

New Trust as Beneficiary option 
Click OK and complete all 
required Beneficiary Trust 
Information. 

5. Click Submit. 

6. Click Done. 

 

 

When adding a new dependent, you may need to 
update your Benefit and Federal Tax elections, as well 
as your Benefit elections. Click the Skip button to do 
this later. 

 

Print Benefits Statement  

From the Home page:  

1. Click the Profile Icon > View Profile. 

2. Click . 

3. Select Benefits > View My Benefit Statement. 

4. Click  to select the required Benefit Event to view and print. 

5. Review the displayed information, and click Print.  
Note: The selected Benefit Event displays as an Adobe PDF 
document, which you can save or print. 


