
HOW TO CHANGE BENEFITS 

The instructions below are for someone who is signing up for coverage for the first time on a 

desktop. However, the instructions are very similar for someone who is making edits to their 

enrollment using a desktop or the app. 

On App: 

Home Page > Shortcuts > Benefits (and follow the instructions below) 

On Desktop: 

Home Page > Benefits > Benefits Hub 

• The benefits page will open and you will be able to review if the coverage listed is what 

you want by clicking get started or clicking sign up for benefits if you don’t have any yet.  

• Keep in mind, you only need to log-in if you want to change coverage, add dependents, 

or waive coverage. Otherwise, everything will roll over the following year. 

 

 

 

 

 

• Then click Let’s get this started 

 

 

 

 

• ‘Things to know’ page will pop up, click Next. 

• From here you can select who you want coverage for (you, your partner, children, etc.) 

 

 

 



• You can edit current information or add as needed. Click Next. 

• Your options for medical will appear (standard, choice, HRA). It will list who is covered on 

your plan and you can click on add family if needed. 

 

 

• Select choose this plan, for the one you wish to use, or select, I’m declining medical 

coverage at the bottom of the page. Then click Next. Add a beneficiary if needed. 

 

 

 

 

 

 

 

 

 

• Your options for dental will appear. It will list who is covered on your plan and you can 

click on add family if needed. 

 

 

• From here, select, choose this plan or I’m declining dental coverage. Click Next. Add a 

beneficiary if needed. 

 

 

 

 

 



• Your options for basic life insurance will appear. It will list who is covered on your plan. 

Add a beneficiary if needed. Click Next. Keep in mind, if you don’t sign up for health 

insurance you won’t have to do anything with life insurance. 

• This year’s Dependent Care Account page will appear. You can select the amount you 

wish to contribute or select I don’t want to contribute at the bottom of the page. Click 

Next. 

 

 

 

 

 

 

 

 

• Your options for identity protection will appear (identity theft protection, identity theft 

protection value, identity theft protection premier). It will list who is covered on your 

plan and you can click on add family if needed. 

 

 

• Select choose this plan, for the one you wish to use, or select, I’m declining this at the 

bottom of the page. Then click Next. 

 

 

 

 

 

 

• The ‘finish up’ page will appear. You can review everything you have selected or not 

selected and click Submit. Then you will receive a confirmation, it will go to the 

corporate office, and they will get everything set up for you. 


