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Open Enrollment Quick Guide 

A Quick Guide to Completing Open Enrollment 
 
Follow these simple steps to navigate the Open Enrollment 
process..... 
 
Step 1 

Click the "MENU" button, select Open Enrollment, and click "Start" to begin 

 
 
Step 2 

Confirm your demographic information. 
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Step 3 

If applicable, add, edit, or remove dependent records. 

 
 
Step 4 

Scroll down to review available benefit information. 
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Step 5 

Select the benefit elections for you and your dependents, making sure applicable dependents are 
marked as Covered. Also notice the Benefits Enrollment Cart in the bottom right hand corner of the 
Election page. The Cart updates your per pay check deductions as you make elections. Use the 
links in the Cart for faster navigation of the page. 
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Step 5-1 

If applicable, click the Edit icon within the Aflac coverage box to enroll in the available voluntary 
product options. For non GMO Aflac products you will find instructions to contact the Aflac agent for 
enrollment. 

 
 

Step 6 

To designate beneficiaries, enter the name exactly as it appears in the upper right hand corner of the 
page, and click "I Agree." Add at least one person to the Beneficiary Name Bank, entering all fields 
indicated with a "*", which are required. Lastly, designate the beneficiaries, by editing the primary 
level of each benefit. A contingent level is optional and may also be designated. 
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Step 7 

Review Summary of Elections and Click "Submit" to finalize elections. 

 
 

Congratulations! 

You have completed the Open Enrollment process! You may return to the Open Enrollment module as 
many times as you wish during the Open Enrollment period. 
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Technical Support 
Telephone: 1-888-5-BenTek (523-6835) or Email: support@mybentek.com 
Support Hours of Operation: 8:30 a.m. to 8:00 p.m. EST, Monday - Friday 

mailto:support@mybentek.com
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