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Purpose: Enroll in BenExtend Insurance during Special Aflac Enrollment 
Period 
Audience: All Atrium Health Floyd Teammates eligible for benefits  

Created Date: 05/18/2023 
Latest Revision Date: 05/18/2023 

 
This job aid provides instructions for enrolling in BenExtend Insurance during the 
Special Aflac Enrollment period June 5 – 23, 2023.  
 
Note: This job aid is for all Atrium Health Floyd benefits eligible teammates. 

 
 

1. Enroll in BenExtend Bundle 

NAVIGATION ME → BENEFITS → REPORT A QUALIFYING LIFE EVENT 

Step 1: 
Click on Me tab. 

 

Step 2: 
Click on 

Benefits tile. 
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Step 3: 
Click on Report 

a Qualifying 
Life Event. 

 

Step 4: 
Scroll down and 
click on Special 
Enrollment – 

New Voluntary 
Plan.  

 
 

 

Step 5: 
Use the current 
date for “When 
did this event 

occur?”.  
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Step 6: 
Click Continue 

in top right 
corner. 

 

Step 7: 
You will receive 
a Confirmation. 

Click OK. 
 

See Tips: Step 
7a Error! 

Reference 
source not 

found.Error! 
Reference 
source not 

found.Error! 
Reference 
source not 
found.for 

instructions on 
proceeding if 
you receive a 

message other 
than this 

confirmation. 

 

Note: Steps 8-9 
are only for 

teammates who 
need to edit or 

add 
dependents/ 
beneficiaries. 

Click Continue 
to bypass these 

steps and go 
directly to Step 

10. 
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Step 8a: 
To edit an 

existing 
dependent/ 
beneficiary, 
click on the 

person’s name. 

  

Step 8b: 
Click on the 
pencil edit 

icon(s).  
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Step 8c: 
Edit each 

category as 
needed.  

 
Note: Enter 
date when 
name or 

relationship 
change 

occurred in 
appropriate 
categories.  

 

Step 8d: 
Click Submit.  

Step 9a: 
To add a 

dependent/ 
beneficiary, 
click + Add. 
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Step 9b: 
Add dependent 
information on 

the Basic 
Information 

screen. 

 

Step 9c: 
Click Submit in 
top right corner. 

 

Step 9d: 
Click Continue.  

Step 10: 
Read the 

Attestation, then 
click Accept.  
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Step 11: 
Click pencil 
edit icon to 
enroll in the 
BenExtend 

Bundle  
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Step 12: 
Select the 

checkbox next 
to the coverage 
tier you want to 

elect.  

 
 

Step 12a: 
When selecting 
a coverage tier 

other than 
Teammate 

Only, you will 
also need to 

select the 
dependent(s) to 
be covered, and 

click OK 
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Step 13: 
Click Continue. 

 

Step 14: 
Click Submit to 

finalize your 
election. 

 

 
Step 15: 

You will receive 
a Confirmation. 

 
Note: if you 

receive a 
confirmation 
that differs 

from this one, 
call the 
Benefits 

Service Center 
for assistance. 

 

 

  



 

 

10 
 

Purpose: Enroll in BenExtend Insurance during Special Aflac Enrollment 
Period 
Audience: All Atrium Health Floyd Teammates eligible for benefits  

Created Date: 05/18/2023 
Latest Revision Date: 05/18/2023 

 
2. View the Benefits Summary  

NAVIGATION ME → BENEFITS → YOUR BENEFITS 

Step 1: 
Click on Me 

tab. 

 

Step 2: 
Click on 

Benefits tile. 

 

Step 3: 
Click on Your 

Benefits. 
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Step 4: 
Click on View 

Benefits 
Summary in 
the top right 

corner. 

 
 

Step 5: 
You will see a 

Benefits 
Confirmation 
and Summary 
sheet. Review 
for accuracy 
and save or 

print.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tips 
 

Step 7a: 
If you received a message other than a confirmation that the life event was created, contact the Benefits 
Service Center. See contact numbers below. 
 
 

To contact the Benefits Service Center, call 866-228-1674 
 

 


