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The Benefit Elections page is used to 
select your benefit coverage.  Scroll 
through and select from the available 
options.  If dependent coverage is 
selected, you will be able to enter 
dependent information in the next 
section.  Once completed with all 
available options, click on the Next 
button to continue. Note: the Dental 
DHMO plan requires you to select a 
Primary Care Dentist. After selecting a 
Primary Care Dentist, enter the office 
number listed in the directory in the 
Dental section. 

The Dependent Information page is used 
to add dependents to selected coverage 
options.  If no dependents are needed, 
click the Next button.  To add 
dependents, click Add New Dependent.   

Type all required information into the 
designated fields and click the Save 
button. To confirm coverage, make sure 
the boxes next to  medical, dental, and 
vision are checked for each dependent. If 
additional dependents are needed, click 
on the Add New Dependent button again 
and repeat the previous steps. Review 
dependent social security numbers to be 
sure they have been provided for each 
dependent & are accurate.  Once 
completed adding dependents, click the 
Next button to continue. 
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Finally, the Review and Print Elections 
page will be displayed.  Review all 
selected options carefully.  Click on the 
SUBMIT button to save changes. 

If a change is needed, click on the Back 
button.  Click on the Print button to 
print the page.  Please keep a copy for 
your records.  Once completed, click on 
the Logout button and close the 
browser to exit.  

The Beneficiary Designation Form is 
used to designate beneficiaries for all 
life insurance policies. If you do not 
want to designate beneficiaries at this 
time, click the Next button.  

To designate beneficiaries, type your 
name in the text box that says “Enter 
Name” and click the I Agree button.  Be 
sure to enter your name as it appears in 
the upper right-hand portion of the 
screen. 

Once you have agreed to the terms and 
c o n d i t i o n s o f t h e b e n e f i c i a r y 
designation form, click on the Add New 
Primary Beneficiary button to add a 
beneficiary to a particular life insurance 
policy.  To add a contingent beneficiary 
to a policy, click on the Add Level 1 
Contingent Beneficiary button. 
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