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Entering a Beneficiary
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The beneficiaries for Employer sponsored Life & Accidental Death & 

Dismemberment (ADD) are entered and stored in MyTotalSource. Enrollees 

are instructed to enter beneficiaries for this coverage prior to leaving 

MyTotalSource and should complete it before proceeding to Voluntary Benefits 

Enrollments.
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Just a few clicks… 

➢ Myself

➢ Benefits

➢ Benefit Enrollment

5

Sign into ADP MyTotalSource
www.mytotalsource.com 
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Navigate to TotalSource Benefits Home 
Page 

First time enrollees can “Get Started.” Existing members can click 

“Review your current benefit plans & elections”.
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Add Family Members

This step adds the family member to the enrollment platform only. Assigning 

dependents and beneficiary(ies) to each coverage is a subsequent step.

Easy to use 

Benefits 

Enrollment 

Wizard

Add, delete, 

modify 

dependents.
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8To edit go to: Insert > Header and Footer

Attach Beneficiary to MetLife Coverages
Basic Life and Accidental Death & Dismemberment

User will click, 

Add a 

Beneficiary, 

then chose the 

Beneficiary 

Type and 

allocate a 

percentage 



Return to the MyTotalSource Benefits Home 
Page to Enroll in Voluntary Benefits 

9To edit go to: Insert > Header and Footer
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Voluntary Benefits Enrollment 
Opportunities

New Hire
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Annual Enrollment

Qualifying Life Event 

A new  hire has 60 days from their hire date to enroll 

for Voluntary Benefits

Annual enrollment windows are chosen by ADP 

TotalSource and typically fall outside of the enrollment 

windows for Employer sponsored benefits 

An employee experiencing a *Qualified Life Event 

has 60 day to enroll or decline a voluntary benefit

Qualifying Life Events: Marriage, Divorce, Birth/Adoption of a child, 

death of a dependent, a change in a dependent's employment status. 



All coverages are available for Employees 
and their Families
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Enrolling in Voluntary Benefits
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Enrollment in Voluntary Benefits occurs on the Common Benefit Enrollment 

Site. Enrollees are directed to the enrollment site via Single Sign On (SSO). 

Enrollees should complete enrollment in all employer-sponsored benefits before 

entering the Common Benefits site. 
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Just a few clicks…

➢ Myself

➢ Benefit Resource Center

➢ Voluntary Benefits Program 

13

Enrollment Path
Accessing Common Benefits
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➢ Voluntary Benefits Program 
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Enrollment Path
Accessing Common Benefits - Continued 

At the bottom of the page, 

click on Learn more about 

these products and your 

eligibility to enroll.

Note: This is the final 

page on the ADPTS 

MyTotalsource site.



Confidential – for internal use only

From the Home Page, enrollees can view a video tutorial of the enrollment platform as well as 

informational videos about each benefit.

Enrollees must first enter dependent information to allow enrollment for coverage of their 

dependents.

15

Entering the Common Benefits 
Enrollment website 

Note: The videos do not lead to enrollment and is for informational purposes only.
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Adding a Dependent

Adding dependents must occur before enrolling for dependent 

type coverage(s). 

From the Home Page, Click Dependent(s), then Add 

Dependent. In new screen enrollee can then enter dependent.
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Choose a Voluntary Benefit

From the Home Page, Click Benefits

To enroll, click on the Plan Name, or click Review.
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Reviewing Details of Voluntary Benefit

Helpful Tools:

- The Plan Summary and FAQ 

document is easily located within each 

coverage module

- There is no need to decline a 

coverage, simply Return to the List 

of Benefits if not interested in 

enrolling in this benefit.

- The “Return to List of Benefits” will 

navigate back to the Home page.
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Enrolling in a Voluntary Benefit

Benefits that do not require a Statement of Health (SOH) include:

Critical Illness, Group Accident, Accidental Death & Dismemberment, and 

MetLife Legal Plans.

Note: Both Critical Illness and Accident Coverages have a death benefit.  A 

beneficiary is required and must be entered in MetLife’s MyBenefits system.

To enroll in the plan 

you elected, click on 

“Get a Quote”.
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Enrolling in a Voluntary Benefit

Choose the Benefit Level: High or Low, Single or Family 
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Submitting Voluntary Benefit Election 

Once enrollee clicks “Accept” then “Submit” they are taken back 

to the Landing Page to continue enrolling in other benefits.
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Enrollment in other voluntary 
benefits take similar paths.

Because some benefits require an assessment of your current 

health status, a Statement of Health (SOH) with medical questions 

may be required. 

The Statement of Health link is external to Common Benefits, so 

enrollees are encouraged to complete enrollment in other benefits 

before enrolling in Voluntary Term Life and Voluntary Short-Term 

Disability as these may require an SOH.

Note: Users need to complete a separate SOH for each of the 

benefits that require it.



Voluntary Term Life & Short-Term 
Disability

23

These benefits require a Statement of Health when:

• New hire: Amount of coverage over Guaranteed Issue

• Employee enrolls in coverage for any amount outside of New Hire window
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Enrolling in more than one Voluntary 
Benefit
Enrollee will need to go back to the Landing Page & click Benefits.

To enroll, click on the Plan Name, or click Review.
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Voluntary Term Life
Coverage Selection

Choose coverage for you and your dependent(s).  

Guaranteed Coverage Amounts applies to new hires only as follows:

- Employee Coverage: $100,000 - Spouse Coverage: $20,000
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Voluntary Term Life
Add a Beneficiary(ies)

Click on Edit Beneficiary 
• Multiple Primary and Contingent Beneficiaries can be added

• Total Percentage must equal 100%
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Voluntary Term Life
Enrollment Summary 

Review coverage & Click Continue
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Voluntary Life
Sign and Submit

Click Accept & then Submit

Note:

When enrolling for an 

amount above the 

Guarantee Issue Amount or 

as a late entrant, there are 

a few additional steps.
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Voluntary Term Life
Complete the Statement of Health Application

Note: Once the enrollee clicks this link, they are leaving the Common Benefits 

website and arriving at the MetLife Statement of Health website. 

The Common Benefits enrollment site, will be updated once the SOH 

application is reviewed.



Completing the Statement of Health (SOH) 
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The Statement of Health application is directly with MetLife. Enrollees are 

directed to and automatically logged-in to MetLife Statement of Health site via 

Single Sign On (SSO)

Users will only have access to the Statement of Health application and not any other 

MetLife benefit by using this link.  
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Statement of Health (SOH)

All benefits requiring SOH will appear on the 

Landing Page.

• After Clicking “Complete Online Now”,

enrollees can complete the SOH application.

• Enrollees will be asked to provide an email 

address for dependents over the age of 18.  

• MetLife will then email the dependent directly 

with steps for completing the SOH 

application. 
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Statement of Health (SOH) 

Demographics and Coverage information is 

pulled in from the Common Benefits 

enrollment site. 

Enrollees will be asked to add any 

information that isn’t prefilled.
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Statement of Health (SOH)

Enrollee will need to complete all required information 
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Statement of Health (SOH)
Submit Electronically or Print, Sign and Mail

Once the enrollee 

clicks Submit, a 

status of the SOH 

is provided. If a 

paramedical 

exam is required, 

an option appears 

to schedule the 

exam.  



Confidential – for internal use only

35

Statement of Health (SOH) 
Scheduling a Paramedical Exam

The paramedical exam can be 

conducted by an approved 

MetLife vendor, or by the 

employee’s personal physician
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Enrolling Due to Qualified Life Event 
If enrollee is experiencing a Qualifying Life Event*, they are prompted to enter the 

Event type as well as the Event Date. Enrollees have 60 days to enroll for 

coverage due to qualifying life event. Events cannot be future-dated. 

*Qualifying Life Events are Marriage, Divorce, Birth/Adoption of a child, 

death of a dependent, a change in a dependent's employment status.


