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OvOvererviewview

BenTek® provides you access to your employee benefits information 24 hours a day, 7 days a week.
The system allows you to elect benefits, add/remove dependents, view your elections, designate life
insurance beneficiaries, access benefit forms, and more.

OvOvererviewview
Overview
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CrCreating a User Accounteating a User Account

BenTek requires you to create a user profile the first time you access the website. To begin, click the
"Create an account" link below the login box.

Upon clicking the link, the first of the "Create Profile" forms will appear.

In the first field, provide your Employee ID or Social Security Number, as specified in the form.

User Accounts/Account CrUser Accounts/Account Creationeation
User Accounts/Account Creation
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 You can click on the Eye icon to have the field show you the typed in value, but for security

purposes, the value will be hidden by default.

In the second field, provide your Date of Birth.

 You can click on the Calendar icon to access a mini calendar for selecting your date of

birth.

Once the details have been provided, click "Next".

On the next page, you will create your user profile.

User Accounts/Account Creation
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If a username has not been assigned to you, enter a unique username to be used when you log into
the BenTek website. If you are assigned a username, the username will appear within the Username
field upon entering the appropriate information on the prior form.

Enter a password that meets the requirements that are listed below the fields. Each requirement will
turn green once it has been addressed. All listed requirements must be met in order to successfully
create your account.

Re-enter your password within the Confirm Password field to meet the final requirement.

Click "Next" when you are finished providing a username and password.

In the next form, you will need to provide one or more security questions.

User Accounts/Account Creation
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Select a security question from the Security Question drop-down box.

 If you would like to create a custom question, you may select the 'Write your own...' option

from within the drop-down box. Upon selecting this option, a new text field will appear

below the drop-down box. You may enter your personalized question within this field.

After selecting or writing your security question, enter the appropriate answer within the Answer
field.

 You may be required to provide up to three security questions and answers in order to

successfully create your profile.

User Accounts/Account Creation
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Enter your e-mail address within the Email Address field if you would like to use your e-mail as a
method for recovering your password.

 If you provide your e-mail address, an e-mail will be sent to you from no-no-

rreply@mybentek.comeply@mybentek.com with a link to verify your email address. You will need to verify your e-

mail address in order to use the username/password recovery feature for e-mails.

Click the "Next" button to finish creating your BenTek account profile.

 An alert will confirm that your profile has been created and you will be returned to the login

form.

User Accounts/Account Creation
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User Accounts/Account Creation
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Logging IntLogging Into BenTo BenTekek

In order to login to BenTek, you must first navigate to the BenTek site for your employer. If you do not
know the URL for your employer, please contact your benefits administrator.

After successfully creating your BenTek user account, enter your username within the User Name
field.

Next, enter your password within the Password field.

Click "Login" to access your BenTek account.

 Please be sure to make note of your username, password, and security answer for future

use when logging into BenTek.

User Accounts/Account Creation
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If at any point you need to retrieve your username or password, click on the "Forgot

Username/Password?" link located beneath the "Login" button and fill out the required

information.

User Accounts/Account Creation
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What is the EmploWhat is the Employyee Benefits Center?ee Benefits Center?

The Employee Benefits Center allows you to access all of your current group insurance elections.
Through this module, you may access Open Enrollment, New Hire Orientation, and/or Qualifying
Event to view and elect your desired coverages, add dependents to your coverages, add beneficiaries
to any available life insurance coverages, and view your Summary of Elections. You may also view
your elected coverages from the Employee Benefits Center module by clicking on the "View
Elections" option. Likewise, you may designate or remove beneficiaries by clicking on the
"Beneficiary Designations" option and you may view the coverages and plans currently available by
clicking on the "Benefits Highlights" option. Finally, you may click on the "Forms" option to access
any available benefit documentation. Please note that any available Summary of Benefits and
Coverages documentation can be found on the "Forms" page.

 The availability of the Open Enrollment, New Hire Orientation, and Qualifying Event modules

will be determined by your benefits administrator.

To access the Employee Benefits Center module, click on the "MENU" button in the upper left hand
corner of the page after logging into your account.

The home page of the Employee Benefits Center contains news and other items of importance about
your benefits. Check back regularly for updates from your benefits administrators.

EmploEmployyee Benefits Centeree Benefits Center
Employee Benefits Center
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 After logging into BenTek, please take note of the Session Time Remaining located at the

top right of every page under the "Logout" button. For security purposes, BenTek will

terminate a login session after 15 minutes of site inactivity. You may reset the timer at any

time by clicking on the refresh icon located to the right of the timer. An alert will appear with

options to either reset the timer or log out when there is 1 minute remaining.

Open EnrOpen Enrollmentollment

The Open Enrollment module allows you to make your election choices for the next benefits plan
year. Through this module you may view and elect your desired coverages, update dependent
information, update beneficiary designations (if a life coverage is elected), and view a summary of
your elections.

 The New Hire Orientation module behaves like the Open Enrollment module, but it is

intended for employees who were recently hired. If the New Hire Orientation module

appears in your Employee Benefits Center options, please continue to the New Hire

Orientation section. If both the Open Enrollment and New Hire Orientation modules are

available, you may access both modules at your discretion.

To access the Open Enrollment feature, select the Open Enrollment option from the Employee
Benefits Center module within the navigation menu located at the top left hand corner of your
screen.

Selecting the Open Enrollment module will take you to the start page for your group’s open
enrollment. This page will contain brief instructions on how to navigate through the Open Enrollment
process and it will also provide a date range in which you can access the Open Enrollment section to
make changes to your future benefit elections. Click the "Start" button to begin making elections for
the next plan year.

Employee Benefits Center
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EmploEmployyee Informationee Information

After clicking the "Start" button, BenTek will navigate to the Employee Information page. This page
displays your personal information including name, address, phone number, etc. After confirming
your information, click "Next" to navigate to the Dependents page.

 If the information displayed on the Employee Information page is incorrect, click on the

Form link provided on the page to navigate to the "Forms" page and download a Change of

Address form to submit changes to Human Resources within the enrollment period.

Employee Benefits Center
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Dependent InformationDependent Information

The Dependent Information page will allow you add, edit, and/or remove a dependent record. You will
need to create a dependent record for each dependent that you wish to add to your elected benefits.

ImporImportant Iconstant Icons

To add a dependent record, click the "Add New" button.

This button will display a form to input demographic data for the dependent.

Employee Benefits Center
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The list below includes the minimum fields required in order to add a new dependent:

1. First Name
2. Last Name
3. Social Security Number
4. Gender
5. Date of Birth
6. Student
7. Relationship

 Additional fields may be required for dependents at your employer's discretion.

When you are finished entering the dependent’s information, click the Save button.

 An alert will display to confirm that the dependent has been added.

After you save the new dependent, the saved information will appear within the Dependents tab. To
expand a dependent’s record, click on the blue arrow located to the left of the dependent's name. An
expanded record will show all of the demographic information for the dependent.
If you wish to edit a dependent record, click on the Edit icon that appears next to the applicable
dependent. This action will expand the form, if not already expanded, and you will be able to change
information for any field. Click the save button when you are satisfied with your changes.
To remove the dependent, click the Remove icon. An alert will ask you to confirm the removal of the
dependent. Click the "Continue" button to remove the dependent and the record will be removed from
within the Dependents tab.
When you have completed all updates for your dependent records, click the "Next" button at the
bottom of the page to navigate to the Benefit Highlights page.

Employee Benefits Center
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Accessing the Open EnrAccessing the Open Enrollment Moduleollment Module

The Open Enrollment module allows you to make your election choices for the next benefits plan
year. Through this module you may view and elect your desired coverages, update dependent
information, update beneficiary designations (if a life coverage is elected), and view a summary of
your elections.

 The New Hire Orientation module behaves like the Open Enrollment module, but it is

intended for employees who were recently hired. If the New Hire Orientation module

appears in your Employee Benefits Center options, please continue to the New Hire

Orientation section. If both the Open Enrollment and New Hire Orientation modules are

available, you may access both modules at your discretion.

To access the Open Enrollment feature, select the Open Enrollment option from the Employee
Benefits Center module within the navigation menu located at the top left hand corner of your
screen.

Open EnrOpen Enrollmentollment
Open Enrollment
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Selecting the Open Enrollment module will take you to the start page for your group’s open
enrollment. This page will contain brief instructions on how to navigate through the Open Enrollment
process and it will also provide a date range in which you can access the Open Enrollment section to
make changes to your future benefit elections. Click the "Start" button to begin making elections for
the next plan year.

Open Enrollment
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ReReviewing Emploviewing Employyee Informationee Information

The Employee Information page displays your personal information including name, address, phone
number, etc. After confirming your information, click "Next" to navigate to the Dependents page.

 If the information displayed on the Employee Information page is incorrect, click on the

Form link provided on the page to navigate to the "Forms" page and download a Change of

Address form to submit changes to Human Resources within the enrollment period.

Open Enrollment
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Updating Dependent InformationUpdating Dependent Information

The Dependent Information page will allow you add, edit, and/or remove a dependent record. You will
need to create a dependent record for each dependent that you wish to add to your elected benefits.

ImporImportant Iconstant Icons

To add a dependent record, click the "Add New" button.

This button will display a form to input demographic data for the dependent.

The list below includes the minimum fields required in order to add a new dependent:

1. First Name
2. Last Name
3. Social Security Number
4. Gender
5. Date of Birth
6. Student
7. Relationship

Open Enrollment
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 Additional fields may be required for dependents at your employer's discretion.

When you are finished entering the dependent’s information, click the Save button.

 An alert will display to confirm that the dependent has been added.

After you save the new dependent, the saved information will appear within the Dependents tab. To
expand a dependent’s record, click on the blue arrow located to the left of the dependent's name. An
expanded record will show all of the demographic information for the dependent.
If you wish to edit a dependent record, click on the Edit icon that appears next to the applicable
dependent. This action will expand the form, if not already expanded, and you will be able to change
information for any field. Click the save button when you are satisfied with your changes.
To remove the dependent, click the Remove icon. An alert will ask you to confirm the removal of the
dependent. Click the "Continue" button to remove the dependent and the record will be removed from
within the Dependents tab.
When you have completed all updates for your dependent records, click the "Next" button at the
bottom of the page to navigate to the Benefit Highlights page.

Open Enrollment
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ReReviewing Benefit Highlightsviewing Benefit Highlights

The Benefit Highlights page provides details about plans and provides links to the various vendors.
This page also includes supplements from your group’s benefit booklet. Links will be provided within
each benefit description box to provide further details about the benefit coverage. After reviewing the
highlights, click the "Next" button at the bottom of the page to begin making your new plan year
elections.

Open Enrollment
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Electing CoElecting Covvereragesages

On the Benefit Elections page, you can select the benefits you want from the list of benefits your
group provides. To make an election, select the button that corresponds to the desired benefit.
Please note that you can only elect one benefit per coverage type, e.g. if you are electing a Health
coverage, you can only select one medical plan from the list of available medical benefits. If you have
already selected a medical plan and you click on a new medical plan, the previously selected plan
will no longer be selected.

You will need to repeat your selection for each benefit type that is provided until you have made
choices for all of your elections. Please note that some benefits such as flexible spending account
elections require you to input an annual benefit amount. After you enter the annual benefit amount,
BenTek will display the per pay deduction for this amount.

Open Enrollment
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If group life insurance is available, use the provided benefits slider to set the benefit amount. Please
note that the deduction per pay period for the amount specified will be calculated below the slider.
To set the desired level of coverage, click and hold the left mouse button on the slider button and
drag the button until you reach the desired coverage amount.

 Some benefits such as Supplemental Insurance do not permit elections to be made without

sitting with a benefits enroller. Please contact your benefits administrator if you wish to

make a change to a benefit that requires an enroller to be present.

If SBC documentation is available, a column for SBC documents will be available on the Benefit
Elections page. SBC stands for Summary of Benefits and Coverages. You may download the SBC
document for a plan by clicking on the document icon located within the SBC column next to the
plan. If the form is available in another language, an alert will request you to select your desired
language for the document. After making a selection, you will be able to download and view a
summary of the plan's benefits and coverages.

Open Enrollment
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Open Enrollment
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CoCovvering Dependentsering Dependents

If a coverage allows for dependents, a list of your benefit eligible dependents will appear beneath the
coverage enrollment options. If a dependent is not eligible for a specific coverage option, the words,
"Not Eligible" will appear to the right of the dependent's name. You will have the option to add your
eligible dependents by selecting the radio button located under the Covered column. You also have
the option to remove dependents from a coverage by selecting the radio button located under the
Not Covered column.

Open Enrollment
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PrProoviding a Primarviding a Primary Cary Care Numbere Number

Some coverage options include plans requiring the selection of either a primary care physician (PCP)
or primary dental provider (PDP). This requirement will enable an additional tab titled PCP/PDP.
Select this tab to search for a provider and enter the required information. Each insurance provider
assigns a number identifying the provider.
To search for this information, click the link labeled "Find PCP" or "Find PDP". This action will open a
new window to the insurance provider's website. Once you have selected your provider and located
the proper identification number, return to the Benefit Elections page to input the number in the
appropriate field. You may also assign different PCP/PDP to each of your covered dependents
following the steps explained above.

After making your elections click the "Next" button to continue to the Beneficiary Designations page.

Open Enrollment
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PrProoviding Consent tviding Consent to Designate Beneficiarieso Designate Beneficiaries

On the Beneficiary Designations page, you will be able to assign beneficiaries for your group
insurance benefits.

 All designations made using the Beneficiary Designations page are effective after all

updates and elections are submitted. The designations that are submitted through this

session will override any previous designations.

Follow the instructions provided in the signature box to begin your beneficiary designation process.

Open Enrollment
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CrCreating a Beneficiareating a Beneficiary Recory Recordd

All beneficiary records will be listed under the Beneficiary Name Bank tab. Each record can be
expanded to provide more detailed information. If you have current designated beneficiaries, they will
be listed under the Primary and/or Contingent tabs within each benefit tab.
Click on "Person" button, "Minor" button, or "Trust" button within the Beneficiary Name Bank tab to
create a new beneficiary record. Click "Minor" button if the beneficiary is under eighteen years of age
or click "Trust" button if the beneficiary is not a person and you have an established trust set up.

Upon clicking the desired button, a new form will appear within the Beneficiary Name Bank tab. Fill
out all required fields. BenTek requires you to input the name of the beneficiary and his or her
relationship to you in order to save the beneficiary’s record. You are not required to input the
beneficiary’s Social Security Number to designate a person as your beneficiary. Once you have filled
out the beneficiary’s information, click the Save button to create the record. Repeat these steps to
add as many records to the Beneficiary Name Bank as you desire.

You can edit or remove any existing record using the Edit icon or Remove icon located to the right of
each record.

Open Enrollment
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Designating a BeneficiarDesignating a Beneficiaryy

After all desired records are created within the Beneficiary Name Bank, you may begin to apply the
created beneficiary records to the listed benefits. Expand a benefit record and then click on the edit
button within the Primary or Contingent tab to begin designating your beneficiaries. Please note that
you may only designate beneficiaries for one beneficiary level at a time.

Select any available record from within the Select Beneficiary drop-down box and then click "Add
Designation" to proceed with applying the beneficiary to the selected benefit's beneficiary level. You
may repeat this step to add as many beneficiaries as desired to the selected beneficiary level.

Enter a percentage amount that is no greater than 100 within the percentage field for the added
beneficiaries and then click the save button.

If you would like to change the percentage amount for a beneficiary or remove a beneficiary from a
benefit, click on the edit button for the appropriate beneficiary level. To modify the percentage
amount for a beneficiary, simply change the value within the beneficiary's percentage field and then

Open Enrollment
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click the save button. To remove a beneficiary from the benefit, click on the Remove icon located to
the right of the beneficiary's name.

 Although you may add as many beneficiaries as you desire, the total percentage for all

beneficiaries within any beneficiary level must equal 100%.

An alert will appear if you click next and the required percentage condition is not met.

To add additional levels of contingent beneficiaries, click the "Add Contingent Level" tab located
below the existing level(s). To remove a contingent level, click the remove button, designated by the
trash can, and a prompt will ask you to confirm the removal. Clicking the remove button will remove
all contingent beneficiaries for the corresponding level and promote any remaining contingent levels.

 The same requirements for primary beneficiary designation percentages will be applied to

contingent beneficiary designations; the total percentages for contingent beneficiaries

must equal 100%.

Once you are finished designating all of the primary and contingent beneficiaries for a benefit record,
you will need to repeat the designation process for all other benefits listed, including supplemental
life policies and/or retirement plans. To access the beneficiary designations for any other policy,
click the blue arrow next to the name that corresponds to the desired benefit. For example, to access
a supplemental life insurance policy, click the blue arrow next to the label Supp EE Life to expand the
benefit record. Once you are finished designating beneficiaries for all of your life insurance
coverages, click the "Next" button at the bottom of the page to continue to the Summary of Elections
page.

Open Enrollment
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 Please note that you will need to click the "Submit" button if you are designating

beneficiaries through the Year-Round Beneficiary Designations module.

Open Enrollment
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ReReviewing Summarviewing Summary of Electionsy of Elections

The Summary of Elections page lists your benefit elections along with the per pay deduction
amounts and the total payroll deductions for all of your elections.

Additionally, your dependents, and their corresponding benefits, will appear at the bottom of the
page.

When you are satisfied with your elections, click the "Submit" button to finalize your election choices.

Open Enrollment
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Open Enrollment
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Downloading Confirmation StatementDownloading Confirmation Statement

After you submit your election choices using the "Submit" button, you can optionally download a
confirmation statement with your elections for safekeeping. To download a confirmation statement,
click the "Generate Statement" button on the Elections Submitted page.

Open Enrollment
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Supplemental EnrSupplemental Enrollmentollment

You can enroll in supplemental plans directly in BenTek. To begin click on the pen and paper icon to
the left of the plan's name (indicated by the red arrow below).

Depending on the requirements for the plan, you may be asked several enrollment questions. You
will then be shown a list of enrollment options to select from, as well as any dependents that may be
covered. Use the radio buttons to select the options you want and click Next. You can also click
Back if you need to go back to the previous step or cancel.

You may be asked to Agree to any terms and click the Submit button to finalize your selection. You
will then be brought back to the original display, which will now show your updated enrollment, as
demonstrated in the image below.

Open Enrollment
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Open Enrollment
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Supplemental EnrSupplemental Enrollmentollment

You can enroll in supplemental plans directly in BenTek. To begin click on the pen and paper icon to
the left of the plan's name (indicated by the red arrow below).

Depending on the requirements for the plan, you may be asked several enrollment questions. You
will then be shown a list of enrollment options to select from, as well as any dependents that may be
covered. Use the radio buttons to select the options you want and click Next. You can also click
Back if you need to go back to the previous step or cancel.

You may be asked to Agree to any terms and click the Submit button to finalize your selection. You
will then be brought back to the original display, which will now show your updated enrollment, as
demonstrated in the image below.

Open Enrollment
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Supplemental EnrSupplemental Enrollmentollment

You can enroll in supplemental plans directly in BenTek. To begin click on the pen and paper icon to
the left of the plan's name (indicated by the red arrow below).

Depending on the requirements for the plan, you may be asked several enrollment questions. You
will then be shown a list of enrollment options to select from, as well as any dependents that may be
covered. Use the radio buttons to select the options you want and click Next. You can also click
Back if you need to go back to the previous step or cancel.

You may be asked to Agree to any terms and click the Submit button to finalize your selection. You
will then be brought back to the original display, which will now show your updated enrollment, as
demonstrated in the image below.

Open Enrollment
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Accessing the New HirAccessing the New Hire Orientation Modulee Orientation Module

The New Hire Orientation module allows eligible newly hired employees to make election choices for
the next benefits plan year. This module behaves very much like the Open Enrollment module
because it allows employees to view and elect their coverages, update dependent information,
update beneficiary designations (if a life coverage is elected), and view a summary of their elections.

 Please remember that you will only be able to access the New Hire Orientation module if it

is made available by your employer.

To access the New Hire Orientation feature, select the New Hire Orientation option from the
Employee Benefits Center module within the navigation menu located at the top of your screen.

Selecting the New Hire Orientation module will take you to the start page for the new hire orientation.
This page will contain brief instructions on how to navigate through the New Hire Orientation
process. Click the "Start" button to begin making elections for the next plan year.

New HirNew Hire Orientatione Orientation
New Hire Orientation
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New Hire Orientation
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ReReviewing Emploviewing Employyee Informationee Information

The Employee Information page displays your personal information including name, address, phone
number, etc. After confirming your information, click "Next" to navigate to the Dependents page.

 If the information displayed on the Employee Information page is incorrect, click on the

Form link provided on the page to navigate to the "Forms" page and download a Change of

Address form to submit changes to Human Resources within the enrollment period.

New Hire Orientation
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Updating Dependent InformationUpdating Dependent Information

The Dependent Information page will allow you add, edit, and/or remove a dependent record. You will
need to create a dependent record for each dependent that you wish to add to your elected benefits.

ImporImportant Iconstant Icons

To add a dependent record, click the "Add New" button.

This button will display a form to input demographic data for the dependent.

The list below includes the minimum fields required in order to add a new dependent:

1. First Name
2. Last Name
3. Social Security Number
4. Gender
5. Date of Birth
6. Student
7. Relationship

New Hire Orientation
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 Additional fields may be required for dependents at your employer's discretion.

When you are finished entering the dependent’s information, click the Save button.

 An alert will display to confirm that the dependent has been added.

After you save the new dependent, the saved information will appear within the Dependents tab. To
expand a dependent’s record, click on the blue arrow located to the left of the dependent's name. An
expanded record will show all of the demographic information for the dependent.
If you wish to edit a dependent record, click on the Edit icon that appears next to the applicable
dependent. This action will expand the form, if not already expanded, and you will be able to change
information for any field. Click the save button when you are satisfied with your changes.
To remove the dependent, click the Remove icon. An alert will ask you to confirm the removal of the
dependent. Click the "Continue" button to remove the dependent and the record will be removed from
within the Dependents tab.
When you have completed all updates for your dependent records, click the "Next" button at the
bottom of the page to navigate to the Benefit Highlights page.
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ReReviewing Benefit Highlightsviewing Benefit Highlights

The Benefit Highlights page provides details about plans and provides links to the various vendors.
This page also includes supplements from your group’s benefit booklet. Links will be provided within
each benefit description box to provide further details about the benefit coverage. After reviewing the
highlights, click the "Next" button at the bottom of the page to begin making your new plan year
elections.
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Electing CoElecting Covvereragesages

On the Benefit Elections page, you can select the benefits you want from the list of benefits your
group provides. To make an election, select the button that corresponds to the desired benefit.
Please note that you can only elect one benefit per coverage type, e.g. if you are electing a Health
coverage, you can only select one medical plan from the list of available medical benefits. If you have
already selected a medical plan and you click on a new medical plan, the previously selected plan
will no longer be selected.

You will need to repeat your selection for each benefit type that is provided until you have made
choices for all of your elections. Please note that some benefits such as flexible spending account
elections require you to input an annual benefit amount. After you enter the annual benefit amount,
BenTek will display the per pay deduction for this amount.
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If group life insurance is available, use the provided benefits slider to set the benefit amount. Please
note that the deduction per pay period for the amount specified will be calculated below the slider.
To set the desired level of coverage, click and hold the left mouse button on the slider button and
drag the button until you reach the desired coverage amount.

 Some benefits such as Supplemental Insurance do not permit elections to be made without

sitting with a benefits enroller. Please contact your benefits administrator if you wish to

make a change to a benefit that requires an enroller to be present.

If SBC documentation is available, a column for SBC documents will be available on the Benefit
Elections page. SBC stands for Summary of Benefits and Coverages. You may download the SBC
document for a plan by clicking on the document icon located within the SBC column next to the
plan. If the form is available in another language, an alert will request you to select your desired
language for the document. After making a selection, you will be able to download and view a
summary of the plan's benefits and coverages.
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CoCovvering Dependentsering Dependents

If a coverage allows for dependents, a list of your benefit eligible dependents will appear beneath the
coverage enrollment options. If a dependent is not eligible for a specific coverage option, the words,
"Not Eligible" will appear to the right of the dependent's name. You will have the option to add your
eligible dependents by selecting the radio button located under the Covered column. You also have
the option to remove dependents from a coverage by selecting the radio button located under the
Not Covered column.
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PrProoviding a Primarviding a Primary Cary Care Numbere Number

Some coverage options include plans requiring the selection of either a primary care physician (PCP)
or primary dental provider (PDP). This requirement will enable an additional tab titled PCP/PDP.
Select this tab to search for a provider and enter the required information. Each insurance provider
assigns a number identifying the provider.
To search for this information, click the link labeled "Find PCP" or "Find PDP". This action will open a
new window to the insurance provider's website. Once you have selected your provider and located
the proper identification number, return to the Benefit Elections page to input the number in the
appropriate field. You may also assign different PCP/PDP to each of your covered dependents
following the steps explained above.

After making your elections click the "Next" button to continue to the Beneficiary Designations page.

New Hire Orientation

PPage 54age 54



PrProoviding Consent tviding Consent to Designate Beneficiarieso Designate Beneficiaries

On the Beneficiary Designations page, you will be able to assign beneficiaries for your group
insurance benefits.

 All designations made using the Beneficiary Designations page are effective after all

updates and elections are submitted. The designations that are submitted through this

session will override any previous designations.

Follow the instructions provided in the signature box to begin your beneficiary designation process.
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CrCreating a Beneficiareating a Beneficiary Recory Recordd

All beneficiary records will be listed under the Beneficiary Name Bank tab. Each record can be
expanded to provide more detailed information. If you have current designated beneficiaries, they will
be listed under the Primary and/or Contingent tabs within each benefit tab.
Click on "Person" button, "Minor" button, or "Trust" button within the Beneficiary Name Bank tab to
create a new beneficiary record. Click "Minor" button if the beneficiary is under eighteen years of age
or click "Trust" button if the beneficiary is not a person and you have an established trust set up.

Upon clicking the desired button, a new form will appear within the Beneficiary Name Bank tab. Fill
out all required fields. BenTek requires you to input the name of the beneficiary and his or her
relationship to you in order to save the beneficiary’s record. You are not required to input the
beneficiary’s Social Security Number to designate a person as your beneficiary. Once you have filled
out the beneficiary’s information, click the Save button to create the record. Repeat these steps to
add as many records to the Beneficiary Name Bank as you desire.

You can edit or remove any existing record using the Edit icon or Remove icon located to the right of
each record.
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Designating a BeneficiarDesignating a Beneficiaryy

After all desired records are created within the Beneficiary Name Bank, you may begin to apply the
created beneficiary records to the listed benefits. Expand a benefit record and then click on the edit
button within the Primary or Contingent tab to begin designating your beneficiaries. Please note that
you may only designate beneficiaries for one beneficiary level at a time.

Select any available record from within the Select Beneficiary drop-down box and then click "Add
Designation" to proceed with applying the beneficiary to the selected benefit's beneficiary level. You
may repeat this step to add as many beneficiaries as desired to the selected beneficiary level.

Enter a percentage amount that is no greater than 100 within the percentage field for the added
beneficiaries and then click the save button.

If you would like to change the percentage amount for a beneficiary or remove a beneficiary from a
benefit, click on the edit button for the appropriate beneficiary level. To modify the percentage
amount for a beneficiary, simply change the value within the beneficiary's percentage field and then
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click the save button. To remove a beneficiary from the benefit, click on the Remove icon located to
the right of the beneficiary's name.

 Although you may add as many beneficiaries as you desire, the total percentage for all

beneficiaries within any beneficiary level must equal 100%.

An alert will appear if you click next and the required percentage condition is not met.

To add additional levels of contingent beneficiaries, click the "Add Contingent Level" tab located
below the existing level(s). To remove a contingent level, click the remove button, designated by the
trash can, and a prompt will ask you to confirm the removal. Clicking the remove button will remove
all contingent beneficiaries for the corresponding level and promote any remaining contingent levels.

 The same requirements for primary beneficiary designation percentages will be applied to

contingent beneficiary designations; the total percentages for contingent beneficiaries

must equal 100%.

Once you are finished designating all of the primary and contingent beneficiaries for a benefit record,
you will need to repeat the designation process for all other benefits listed, including supplemental
life policies and/or retirement plans. To access the beneficiary designations for any other policy,
click the blue arrow next to the name that corresponds to the desired benefit. For example, to access
a supplemental life insurance policy, click the blue arrow next to the label Supp EE Life to expand the
benefit record. Once you are finished designating beneficiaries for all of your life insurance
coverages, click the "Next" button at the bottom of the page to continue to the Summary of Elections
page.
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 Please note that you will need to click the "Submit" button if you are designating

beneficiaries through the Year-Round Beneficiary Designations module.
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ReReviewing Summarviewing Summary of Electionsy of Elections

The Summary of Elections page lists your benefit elections along with the per pay deduction
amounts and the total payroll deductions for all of your elections.

Additionally, your dependents, and their corresponding benefits, will appear at the bottom of the
page.

When you are satisfied with your elections, click the "Submit" button to finalize your election choices.
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Downloading Confirmation StatementDownloading Confirmation Statement

After you submit your election choices using the "Submit" button, you can optionally download a
confirmation statement with your elections for safekeeping. To download a confirmation statement,
click the "Generate Statement" button on the Elections Submitted page.
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Supplemental EnrSupplemental Enrollmentollment

You can enroll in supplemental plans directly in BenTek. To begin click on the pen and paper icon to
the left of the plan's name (indicated by the red arrow below).

Depending on the requirements for the plan, you may be asked several enrollment questions. You
will then be shown a list of enrollment options to select from, as well as any dependents that may be
covered. Use the radio buttons to select the options you want and click Next. You can also click
Back if you need to go back to the previous step or cancel.

You may be asked to Agree to any terms and click the Submit button to finalize your selection. You
will then be brought back to the original display, which will now show your updated enrollment, as
demonstrated in the image below.
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Supplemental EnrSupplemental Enrollmentollment

You can enroll in supplemental plans directly in BenTek. To begin click on the pen and paper icon to
the left of the plan's name (indicated by the red arrow below).

Depending on the requirements for the plan, you may be asked several enrollment questions. You
will then be shown a list of enrollment options to select from, as well as any dependents that may be
covered. Use the radio buttons to select the options you want and click Next. You can also click
Back if you need to go back to the previous step or cancel.

You may be asked to Agree to any terms and click the Submit button to finalize your selection. You
will then be brought back to the original display, which will now show your updated enrollment, as
demonstrated in the image below.
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Accessing the Qualifying EAccessing the Qualifying Evvent Moduleent Module

Any time during the year, you can login to BenTek and report a qualifying event. A qualifying event is
a life status change that allows you to make any applicable new benefit election or change a current
benefit election. Common examples of qualifying events include marriage, divorce, birth of a child, or
when a spouse loses coverage with another employer.
To access the Qualifying Event feature, select the Qualifying Event option from the Employee
Benefits Center module within the navigation menu located at the top of your screen.

Selecting Qualifying Event will bring you to the Qualifying Event (QE) Pending List. This page displays
the status of any previously reported qualifying event and corresponding requested election
changes. Your requested benefit election changes will be pended until your group’s Benefits
Administrator receives supporting documentation confirming the life status change (i.e. marriage
license, divorce decree, birth certificate, etc.).

Qualifying EQualifying Evventent
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 Please note that you may only report one qualifying event at a time.

If you have no pending qualifying events, click the Plus icon to proceed to the next step.

 You can return to the Qualifying Event module at any time to check the status of any

requested benefit election change pursuant to your reporting of a qualifying event. You can

review your pending benefit elections by clicking on the Edit icon.
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Updating Dependent InformationUpdating Dependent Information

The Dependent Information page will allow you add, edit, and/or remove a dependent record. You will
need to create a dependent record for each dependent that you wish to add to your elected benefits.

ImporImportant Iconstant Icons

To add a dependent record, click the "Add New" button.

This button will display a form to input demographic data for the dependent.

The list below includes the minimum fields required in order to add a new dependent:

1. First Name
2. Last Name
3. Social Security Number
4. Gender
5. Date of Birth
6. Student
7. Relationship
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 Additional fields may be required for dependents at your employer's discretion.

When you are finished entering the dependent’s information, click the Save button.

 An alert will display to confirm that the dependent has been added.

After you save the new dependent, the saved information will appear within the Dependents tab. To
expand a dependent’s record, click on the blue arrow located to the left of the dependent's name. An
expanded record will show all of the demographic information for the dependent.
If you wish to edit a dependent record, click on the Edit icon that appears next to the applicable
dependent. This action will expand the form, if not already expanded, and you will be able to change
information for any field. Click the save button when you are satisfied with your changes.
To remove the dependent, click the Remove icon. An alert will ask you to confirm the removal of the
dependent. Click the "Continue" button to remove the dependent and the record will be removed from
within the Dependents tab.
When you have completed all updates for your dependent records, click the "Next" button at the
bottom of the page to navigate to the Benefit Highlights page.
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ReReviewing Benefit Highlightsviewing Benefit Highlights

The Benefit Highlights page provides details about plans and provides links to the various vendors.
This page also includes supplements from your group’s benefit booklet. Links will be provided within
each benefit description box to provide further details about the benefit coverage. After reviewing the
highlights, click the "Next" button at the bottom of the page to begin making your new plan year
elections.
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Electing CoElecting Covvereragesages

On the Benefit Elections page, you can select the benefits you want from the list of benefits your
group provides. To make an election, select the button that corresponds to the desired benefit.
Please note that you can only elect one benefit per coverage type, e.g. if you are electing a Health
coverage, you can only select one medical plan from the list of available medical benefits. If you have
already selected a medical plan and you click on a new medical plan, the previously selected plan
will no longer be selected.

You will need to repeat your selection for each benefit type that is provided until you have made
choices for all of your elections. Please note that some benefits such as flexible spending account
elections require you to input an annual benefit amount. After you enter the annual benefit amount,
BenTek will display the per pay deduction for this amount.
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If group life insurance is available, use the provided benefits slider to set the benefit amount. Please
note that the deduction per pay period for the amount specified will be calculated below the slider.
To set the desired level of coverage, click and hold the left mouse button on the slider button and
drag the button until you reach the desired coverage amount.

 Some benefits such as Supplemental Insurance do not permit elections to be made without

sitting with a benefits enroller. Please contact your benefits administrator if you wish to

make a change to a benefit that requires an enroller to be present.

If SBC documentation is available, a column for SBC documents will be available on the Benefit
Elections page. SBC stands for Summary of Benefits and Coverages. You may download the SBC
document for a plan by clicking on the document icon located within the SBC column next to the
plan. If the form is available in another language, an alert will request you to select your desired
language for the document. After making a selection, you will be able to download and view a
summary of the plan's benefits and coverages.
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CoCovvering Dependentsering Dependents

If a coverage allows for dependents, a list of your benefit eligible dependents will appear beneath the
coverage enrollment options. If a dependent is not eligible for a specific coverage option, the words,
"Not Eligible" will appear to the right of the dependent's name. You will have the option to add your
eligible dependents by selecting the radio button located under the Covered column. You also have
the option to remove dependents from a coverage by selecting the radio button located under the
Not Covered column.
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PrProoviding a Primarviding a Primary Cary Care Numbere Number

Some coverage options include plans requiring the selection of either a primary care physician (PCP)
or primary dental provider (PDP). This requirement will enable an additional tab titled PCP/PDP.
Select this tab to search for a provider and enter the required information. Each insurance provider
assigns a number identifying the provider.
To search for this information, click the link labeled "Find PCP" or "Find PDP". This action will open a
new window to the insurance provider's website. Once you have selected your provider and located
the proper identification number, return to the Benefit Elections page to input the number in the
appropriate field. You may also assign different PCP/PDP to each of your covered dependents
following the steps explained above.

After making your elections click the "Next" button to continue to the Beneficiary Designations page.
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PrProoviding Consent tviding Consent to Designate Beneficiarieso Designate Beneficiaries

On the Beneficiary Designations page, you will be able to assign beneficiaries for your group
insurance benefits.

 All designations made using the Beneficiary Designations page are effective after all

updates and elections are submitted. The designations that are submitted through this

session will override any previous designations.

Follow the instructions provided in the signature box to begin your beneficiary designation process.
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CrCreating a Beneficiareating a Beneficiary Recory Recordd

All beneficiary records will be listed under the Beneficiary Name Bank tab. Each record can be
expanded to provide more detailed information. If you have current designated beneficiaries, they will
be listed under the Primary and/or Contingent tabs within each benefit tab.
Click on "Person" button, "Minor" button, or "Trust" button within the Beneficiary Name Bank tab to
create a new beneficiary record. Click "Minor" button if the beneficiary is under eighteen years of age
or click "Trust" button if the beneficiary is not a person and you have an established trust set up.

Upon clicking the desired button, a new form will appear within the Beneficiary Name Bank tab. Fill
out all required fields. BenTek requires you to input the name of the beneficiary and his or her
relationship to you in order to save the beneficiary’s record. You are not required to input the
beneficiary’s Social Security Number to designate a person as your beneficiary. Once you have filled
out the beneficiary’s information, click the Save button to create the record. Repeat these steps to
add as many records to the Beneficiary Name Bank as you desire.

You can edit or remove any existing record using the Edit icon or Remove icon located to the right of
each record.
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Designating a BeneficiarDesignating a Beneficiaryy

After all desired records are created within the Beneficiary Name Bank, you may begin to apply the
created beneficiary records to the listed benefits. Expand a benefit record and then click on the edit
button within the Primary or Contingent tab to begin designating your beneficiaries. Please note that
you may only designate beneficiaries for one beneficiary level at a time.

Select any available record from within the Select Beneficiary drop-down box and then click "Add
Designation" to proceed with applying the beneficiary to the selected benefit's beneficiary level. You
may repeat this step to add as many beneficiaries as desired to the selected beneficiary level.

Enter a percentage amount that is no greater than 100 within the percentage field for the added
beneficiaries and then click the save button.

If you would like to change the percentage amount for a beneficiary or remove a beneficiary from a
benefit, click on the edit button for the appropriate beneficiary level. To modify the percentage
amount for a beneficiary, simply change the value within the beneficiary's percentage field and then
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click the save button. To remove a beneficiary from the benefit, click on the Remove icon located to
the right of the beneficiary's name.

 Although you may add as many beneficiaries as you desire, the total percentage for all

beneficiaries within any beneficiary level must equal 100%.

An alert will appear if you click next and the required percentage condition is not met.

To add additional levels of contingent beneficiaries, click the "Add Contingent Level" tab located
below the existing level(s). To remove a contingent level, click the remove button, designated by the
trash can, and a prompt will ask you to confirm the removal. Clicking the remove button will remove
all contingent beneficiaries for the corresponding level and promote any remaining contingent levels.

 The same requirements for primary beneficiary designation percentages will be applied to

contingent beneficiary designations; the total percentages for contingent beneficiaries

must equal 100%.

Once you are finished designating all of the primary and contingent beneficiaries for a benefit record,
you will need to repeat the designation process for all other benefits listed, including supplemental
life policies and/or retirement plans. To access the beneficiary designations for any other policy,
click the blue arrow next to the name that corresponds to the desired benefit. For example, to access
a supplemental life insurance policy, click the blue arrow next to the label Supp EE Life to expand the
benefit record. Once you are finished designating beneficiaries for all of your life insurance
coverages, click the "Next" button at the bottom of the page to continue to the Summary of Elections
page.
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 Please note that you will need to click the "Submit" button if you are designating

beneficiaries through the Year-Round Beneficiary Designations module.
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ReReviewing Summarviewing Summary of Electionsy of Elections

The Summary of Elections page lists your benefit elections along with the per pay deduction
amounts and the total payroll deductions for all of your elections.

Additionally, your dependents, and their corresponding benefits, will appear at the bottom of the
page.

When you are satisfied with your elections, click the "Submit" button to finalize your election choices.
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ReporReporting a Qualifying Eting a Qualifying Evventent

The Report a New Event page provides specific instructions regarding what is required from you
when you report a qualifying event. After you select your qualifying event from the options provided
in the Report a New Event box, enter the date when the event occurred. Once entered, you will be
notified of the deadline to submit your supporting documentation to your Benefits Administrator.

Click the "Start QE" button to begin the process of making election changes.
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Documentation RequirDocumentation Requireded

After you submit your Qualifying Event election choices using the "Submit" button, you will be
directed to the Elections Submitted page. The page will inform you of what you need to do next to
proceed with the Qualifying Event. This may include submitting specified documentation to your HR
Department or meeting with your HR representative. You will receive a notice after the required
documents/meetings are met with an update on the status of your Qualifying Event.
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How do I View My CurrHow do I View My Current and Fent and Futuruture Electionse Elections

Any time during the year, you can login to BenTek to view your current and future benefit elections
using the View Elections feature.

To access this feature, select View Elections from the Menu under the Employee Benefits Center
module.

On the View Elections page, you will notice two tabs: Current Elections and Future Elections. The first
tab displayed shows all of your current benefit elections broken out by Pre-and Post-tax benefits (if
applicable), i.e. benefits deducted from your paycheck before or after taxes are calculated. The View
Elections page also shows a summary of all of your deductions including the total per-pay deduction
amount and your total annual deduction amount. Additionally, your dependents, and their
corresponding benefits, will appear at the bottom of the page.

View ElectionsView Elections
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By clicking on the Future Elections tab, you can see what elections will be effective on a future date
including open enrollment benefit elections and new hire orientation elections. If you have any
questions about your benefits, please contact your benefits administrator.

You may also download a summary of your elections by clicking on the PDF icon located within the
Current Elections and Future Elections tabs.
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Uploading & Submitting Documents in theUploading & Submitting Documents in the
Document CenterDocument Center

The Document Upload Center allows you to submit documentation to the Benefits Administrator for
review. Whether the documents are for Open Enrollment changes, New Hire Orientation elections, or
a Qualifying Event change, you can easily submit documentation in this module.

After reaching the Document Upload Center from the menu, the first box you'll see is the "Reason to
Upload Documents." Simply make a selection from the "Reasons" drop down to begin the process. If
you select "Other," then you must type a brief explanation as to why you're submitting the
documentation.

Document CenterDocument Center
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Once a reason is selected, a box will appear that allows you to upload your documentation. The list
of documents are a suggestion of possible documents you may need to upload, based on the reason
entered. You only need to upload documents relevant to your elections. If you are unsure what
documents are required, contact your benefits administrator.

Upload up to three files at a time by clicking the "Choose File" button. A file loading dialog box will
appear. When the files are selected, the greyed out "Upload" button will now be enabled. Clicking this
button will load the files. You may delete a file if uploaded in error, or continue loading additional
files. Once you've loaded all of the documents necessary, click the "Submit" button to complete the
process.
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How THow To Update An Existing Submissiono Update An Existing Submission

After a submission has been made, there's a time period that occurs in which an administrator must
review each document. Before an administrator has approved or denied a document, every
document loaded will be listed with a file status of pending. No action is required of you unless a
document has been denied.

 New documents can be loaded by simply clicking the "Choose File" button. A typical file

dialog will appear, allowing you to select up to three files to be loaded at a time.

Once an administrator approves a document or denies a document, the file status next to each file
will be listed as "Approved" or "Denied". If a document was approved, then there's nothing else for
you to do. If a document was denied, then you can click the comment bubble icon to see the reason
the administrator denied your document.
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There's another icon that will display all history related to the file - including when it was loaded,
overwritten, approved, denied, etc... This is useful to track when updates were made to a file.
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Viewing A Completed SubmissionViewing A Completed Submission

Once an administrator has completed reviewing all of the documents and approved or denied them
all, you can view historical submissions at the bottom of the page. By default, each completed
submission is collapsed. Simply clicking on the submission will expand it so you can see all of the
details.

Each document will be listed as "Approved" or "Denied". If a document was approved, then there's
just a history icon that can be clicked. This will show all of the updates made to the file since the
initial submission.
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If a document was denied, then there is a comment bubble with the reason why the document was
denied. Clicking either icon will display the reason why the document was denied.
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YYear-Round Benefit Highlightsear-Round Benefit Highlights

Another year-round feature that you can access from the menu under the Employee Benefits Center
module is the Benefit Highlights for any upcoming plan-year.

You can access the Year-Round Benefit Highlights screen by selecting MENU, then Employee
Benefits Center, and then select Benefit Highlights.

The page displays the same information you would find within the Open Enrollment, New Hire
Orientation, or Qualifying Event module; however, you do not need to have access to one of these
modules to view the available benefits.

Benefit HighlightsBenefit Highlights
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Downloading Benefit FDownloading Benefit Formsorms

BenTek stores forms used throughout the system in one central area for easy employee access.

To access the benefit forms, select Forms in the Employee Benefits Center module in the menu.

Here you can view and download the available benefit forms by clicking on the form name. Some
forms may be available to view in other languages.

To view forms in your preferred language (if available), click on the arrow next to the drop-down box
located at the top of the web page and select the language you desire.

FFormsorms
Forms
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The page will refresh and show the forms that are available in the selected language.

Forms
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YYear-Round Beneficiarear-Round Beneficiary Designationsy Designations

BenTek allows you to designate beneficiaries for all applicable group benefits.

To access the Beneficiary Designations form, select Beneficiary Designations from the Employee
Benefits Center module in the menu.

 Please note that all designations made via the online Beneficiary Designations process are

effective immediately and override any previous designations. You must click the "Submit"

button at the bottom of the Beneficiary Designations form for your beneficiary designations

to be saved.

You must click the "Submit" button on the Beneficiary Designations form for your beneficiary
designations to be saved.

BeneficiarBeneficiary Designationsy Designations
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After clicking "Submit", you will be given the option to download a summary PDF file for your
designations.
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PrProoviding Consent tviding Consent to Designate Beneficiarieso Designate Beneficiaries

On the Beneficiary Designations page, you will be able to assign beneficiaries for your group
insurance benefits.

 All designations made using the Beneficiary Designations page are effective after all

updates and elections are submitted. The designations that are submitted through this

session will override any previous designations.

Follow the instructions provided in the signature box to begin your beneficiary designation process.

Beneficiary Designations
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CrCreating a Beneficiareating a Beneficiary Recory Recordd

All beneficiary records will be listed under the Beneficiary Name Bank tab. Each record can be
expanded to provide more detailed information. If you have current designated beneficiaries, they will
be listed under the Primary and/or Contingent tabs within each benefit tab.
Click on "Person" button, "Minor" button, or "Trust" button within the Beneficiary Name Bank tab to
create a new beneficiary record. Click "Minor" button if the beneficiary is under eighteen years of age
or click "Trust" button if the beneficiary is not a person and you have an established trust set up.

Upon clicking the desired button, a new form will appear within the Beneficiary Name Bank tab. Fill
out all required fields. BenTek requires you to input the name of the beneficiary and his or her
relationship to you in order to save the beneficiary’s record. You are not required to input the
beneficiary’s Social Security Number to designate a person as your beneficiary. Once you have filled
out the beneficiary’s information, click the Save button to create the record. Repeat these steps to
add as many records to the Beneficiary Name Bank as you desire.

You can edit or remove any existing record using the Edit icon or Remove icon located to the right of
each record.
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Designating a BeneficiarDesignating a Beneficiaryy

After all desired records are created within the Beneficiary Name Bank, you may begin to apply the
created beneficiary records to the listed benefits. Expand a benefit record and then click on the edit
button within the Primary or Contingent tab to begin designating your beneficiaries. Please note that
you may only designate beneficiaries for one beneficiary level at a time.

Select any available record from within the Select Beneficiary drop-down box and then click "Add
Designation" to proceed with applying the beneficiary to the selected benefit's beneficiary level. You
may repeat this step to add as many beneficiaries as desired to the selected beneficiary level.

Enter a percentage amount that is no greater than 100 within the percentage field for the added
beneficiaries and then click the save button.

If you would like to change the percentage amount for a beneficiary or remove a beneficiary from a
benefit, click on the edit button for the appropriate beneficiary level. To modify the percentage
amount for a beneficiary, simply change the value within the beneficiary's percentage field and then

Beneficiary Designations
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click the save button. To remove a beneficiary from the benefit, click on the Remove icon located to
the right of the beneficiary's name.

 Although you may add as many beneficiaries as you desire, the total percentage for all

beneficiaries within any beneficiary level must equal 100%.

An alert will appear if you click next and the required percentage condition is not met.

To add additional levels of contingent beneficiaries, click the "Add Contingent Level" tab located
below the existing level(s). To remove a contingent level, click the remove button, designated by the
trash can, and a prompt will ask you to confirm the removal. Clicking the remove button will remove
all contingent beneficiaries for the corresponding level and promote any remaining contingent levels.

 The same requirements for primary beneficiary designation percentages will be applied to

contingent beneficiary designations; the total percentages for contingent beneficiaries

must equal 100%.

Once you are finished designating all of the primary and contingent beneficiaries for a benefit record,
you will need to repeat the designation process for all other benefits listed, including supplemental
life policies and/or retirement plans. To access the beneficiary designations for any other policy,
click the blue arrow next to the name that corresponds to the desired benefit. For example, to access
a supplemental life insurance policy, click the blue arrow next to the label Supp EE Life to expand the
benefit record. Once you are finished designating beneficiaries for all of your life insurance
coverages, click the "Next" button at the bottom of the page to continue to the Summary of Elections
page.
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 Please note that you will need to click the "Submit" button if you are designating

beneficiaries through the Year-Round Beneficiary Designations module.
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How tHow to Get Help in BenTo Get Help in BenTekek

BenTek provides several tools to assist you while you are navigating the system. These tools will
allow you to:

• UPDATE your account
• CONTACT BenTek customer support
• VIEW the BenTek User Guide and copyright information for BenTek

Click on the Help module within the BenTek menu to access these features.

HelpHelp
Help
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How tHow to Manage My Accounto Manage My Account

The My Account option of BenTek is your one place to go to update your user name, email, password
and security question.

You can access your account by selecting My Account from the Help menu.

Alternatively, you can click on your name in the top-right corner.

The form opens upon the account information section first.

Click the Edit button to change your username, if applicable, or email address.
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Once done, click the Save button to save your updated account information.

 To abandon the changes, click the Cancel button located to the right of the Save button.

Click on one of the other blue arrows to expand the corresponding sections.
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How do I Change My PHow do I Change My Passworasswordd

The Change Password section allows users to reset their BenTek account profile password.

To access the Change Password feature, first access the My Account page, and then click on the
Edit icon next to the Change Password section.

In the first field, enter your current password.

Next, you will need to type in a new password in the second field.

 The password must meet all of the requirements detailed below the entry fields. As each

criteria is meet, it will turn green.

After you type your password once, you will need to enter it again, to confirm, in the third field.
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Finally, click the Save button to save your new password.
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How do I Change My Security AnswerHow do I Change My Security Answer

The Change Security Answer feature allows users to change their BenTek account security question
and answer.

To access the Change Password feature, first access the My Account page, and then click on the
Edit icon next to the Change Security Question(s) section.

Use the Security Question drop-down to select the desired question.

 If you wish to make your own security question, select the "Write your own..." option. An

additional text field will appear for you to enter your own question.

Provide an updated answer within the Answer text field.

 The answer can have numbers, uppercase or lowercase characters, and/or symbols, but

please make note of your answer because it will be used to confirm your identity if you

forget your password.

Click the Save button to finalize your changes.
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How do I Contact SupporHow do I Contact Supportt

If you require technical assistance or are having difficulty making a benefit election, you can use the
Contact Support feature to notify the BenTek support team.

To access the Contact Support module, select Contact Support from the Help module in the BenTek
menu.

When contacting support, you will be prompted to enter your email address, your phone number, a
relevant topic for your message, and a detailed description regarding why you are contacting
technical support.

Once you have entered your information, click the "Send" button to send your support request to the
BenTek support staff.
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A BenTek support person will contact you shortly to address your request. Technical questions can
also be addressed via telephone at 1-888-5-BenT1-888-5-BenTek (523-6835)ek (523-6835), Monday through Friday, during
regular business hours (8:30am - 5:00pm EST).
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Accessing the User GuideAccessing the User Guide

The BenTek User Guide can be accessed at any time through the BenTek menu.

Select User Guide within the Help module to view the guide.

The guide will be presented online in PDF format. Please contact your benefits administrator if you
experience any issues when attempting to view the user guide online.

 You may also find access to the BenTek user guide on the login page. Please note that the

number of documentation provided on the login page is limited and the user guide may not

be available on your employer's login page. At your discretion, you may print out the user

guide or save a PDF copy to your computer.
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Accessing BenTAccessing BenTek Legal Informationek Legal Information

The About page displays the current version of BenTek along with copyright, trademark, and other
legal information.

Select About within the Help module to view the information.
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How THow To Find Notification Settingso Find Notification Settings

Once logged in, find your name in the upper right corner of the page. Click your name to go to the My
Account page. Then click the Notification Settings option in the side bar.

You will be presented with a list of notifications under My Email Notifications that you can opt-in or
opt-out of at any point in time.

NotificationsNotifications
Notifications
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SaSaving Notification Settingsving Notification Settings

At the bottom of My Email Notifications, there are three buttons: Subscribe All, Apply, and
Unsubscribe All.

Click Subscribe All to opt-in to all of the notifications. The radio buttons will all turn to Yes and you'll
receive a popup stating that you've successfully subscribed.
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Instead of clicking Subscribe All, you can choose the specific notifications that you'd like to opt-in.
Click the Yes or No radio buttons next to each notification to set your preferences. Then click the
Apply button. You'll receive a popup stating you successfully updated your notification preferences.

To opt-out of all notifications, click the Unsubscribe All button. The radio buttons will all turn to No
and you'll receive a popup stating that you've successfully unsubscribed.

Notifications
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BrBrowser Requirowser Requirementsements

BenTek and BenTek videos are currently supported by the following browsers: Chrome version 44
and higher, Mozilla Firefox version 40 and higher, Microsoft Internet Explorer Version 10 or higher,
Microsoft Edge 12 and higher, and Safari 9 and higher.

BrBrowser Requirowser Requirementsements
Browser Requirements
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