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2. �Sign Up for my-benefits. Once your 
plan is effective, my-benefits is where 
you will see you coverage and usage, 
view your claims history, submit claims, 
and much more. It is also where you will 
complete your enrolment. 

To set up an account, you are required to 
choose a User ID and enter a password. 
You also must provide some security 
questions in the event that you lose your 
password. Complete all required fields and 
then click Submit.

1. �When your plan administrator has 
invited you to enrol for benefits, you will 
receive an email with the subject ‘Your 
my-benefits online enrolment - Votre 
inscription au portail mes-avantages.’ 
From that email, click the part that 
says Click here to continue to your 
enrolment.
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3.	� Once you’ve completed the Sign Up 
process, you will be prompted to return 
to the my-benefits login page to log 
in. Using the User ID and password you 
just created, sign in to my-benefits.

4.	� Once you log in, you will be prompted 
to complete Step 1 of the enrolment. 

Fill out all required fields and then click 
Step 3 to finish your part of the enrolment. 
Once you have completed Step 1 and 
Step 3 and both sections are blue and 
marked complete, click Save & Come 
Back Later to complete the process. 

(Important) If you do not press this 
button, the information you have just 
entered will not be saved. 
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5. �After your plan administrator has 
submitted your application form, you 
will receive an email with the subject 
line ‘Action Required: Your Beneficiary 
Designation eSignature Form - Action 
requise: Formulaire de signature 
électronique pour la désignation de 
votre bénéficiaire’. Click on the part that 
says Sign Beneficiary Form.

6. �The beneficiary that was listed on your 
application form will appear on the 
beneficiary form. Please ensure the 
information is correct.

Scroll down to and click on Sign to eSign 
the form. 

7. �Once the document has been eSigned, 
click Confirm.

Done! You can review and download a 
copy of the documents for your records.
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Thank you! Be sure to save your my-benefits login because once your plan is active,  
my-benefits is where you will go to manage your benefits plan and submit claims. Be sure 
to download the my-benefits app to your mobile device for an even better experience.

Need to know more? Click on the Help Centre icon to find contact 
information and frequently asked questions.


