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MEMBER BENEFTIS PORTAL 

Plan Source 
 

Step 1: Login Screen  

Enter Username: The first initial of your first name,  
up to the first six characters of your last name,  
and the last four of your SSN.  
Example: An employee named Jane Anderson,  
with the SSN xxx-xx-1234 would have the  
username “janders1234”. 
 
Default Password: Your birthdate in YYYYMMDD  
format. Example: A birthdate of August 14, 1962,  
would result in the password “19620814”. 
 
Click Login Button 

 
 

The first time you log in, you will be prompted to change your password. 

Step 2: Password Reset 

Enter a New Password 

Re-enter New Password 

 

Step 3: 

Click Get Started Button 
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Step 4: 

Screen will be prepopulated with personal information. 

Please enter your cell phone number and email address (only fields that can be changed) 

Click Save once you have verified your information is correct  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: 

Click Next: Review My Family button  
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Step 6: Review of Dependent Information 

You can Add/Edit/Remove dependents on this screen  

Click Next: Shop for Benefits  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 7: 

Click the Shop Plans button  

(Medical, Vision, or Dental)  

that you would like to elect.  
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Step 8: View Medical plans by clicking on View Plan buttons  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 9:  To elect a plan click Update Cart or to go back to view another plan click “To Available Plans” 
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Step 10: Confirm whether spouse is benefit eligible.  

 

 

 

 

 

 

 

 

 

Step 11: Click Save button 

 

 

 

 

 

 

 

 

Step 12: Follow steps 8 and 9 to elect Dental 
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Step 13: Review and Confirm  
elections 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 14: Click Checkout 

 

 

 

Step 15: Email yourself a copy of  
                    your benefits  
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