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Voluntary Benefits Enrollment Opportunities

New Hire Annual Enrollment Qualifying Life Event

A new hire has 60 days from their 

hire date to enroll for Voluntary 

Benefits

Annual enrollment windows are 

defined by ADP TotalSource for  

benefits with a 6/1 effective date

An employee experiencing a 

Qualifying Life Event (QLE)* 

has 60 days to enroll or 

decline a Voluntary benefit

*Qualifying Life Events:

• marriage or creation of a domestic partnership;

• the birth, adoption or placement for adoption of a dependent child;

• divorce, legal separation, annulment or dissolution of a domestic partnership;

• the death of a dependent;

• Your dependent's ceasing to qualify as a dependent under this insurance or under other group coverage;

• a change in Your or Your dependent's residence, if it causes You or Your dependent to gain or lose eligibility for group coverage;

• a change in Your or Your dependent's employment status, such as beginning or ending employment, strike, lockout, taking or ending a leave of absence, 
changes in worksite or work schedule, if it causes You or Your dependent to gain or lose eligibility for group coverage; or

•  a significant curtailment in Your current option, a significant improvement in an option for which You are not enrolled, a significant increase or decrease in cost 

for one or more of the options under the Policyholder's plan or a new benefit option under the Policyholder's plan.
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Statement of Health Rules
The Voluntary Term Life and Voluntary Short Term Disability plans include SOH requirements for 

employee’s and dependents enrolling for coverage. 

New Hire – no medical questions for spouse and child(ren).

Voluntary Term Life 

New Hire : 
Employee - $'100,000 Guaranteed Issue- if electing amount over 
$100 ,000, the amount greater than $100,000 requ ires medical questions. 
Spouse - $20,000 Guaranteed Issue- if electing amount greater than 
$20,000, requ ires med ica l questions 

All other eligible employees outside New Hire window: 
Employee - All amounts requ ire med ical questions 
Spouse - All amounts require medica l questions 
Ch ild(ren) - No medical questions requ ired 

Voluntary STD {VSTD)* 

New Hire: 
Medica l questions are not required for 20% or 60% plans. 

All other eligible employees outside New Hire window: 
Medica l questions are requ ired for 20% or 60% plans. 
Med ica l questions are not required for current participants in the 60% plan 
requesting a decrease to the 20% plan. 

Non Paid Owners and Commission Only employees who do not draw a salary 
or hourly wage from employer are not eligible for these voluntary benefi ts 

offered through MetLife . 

NOTE: Any enrollment outside the initial new hire window is considered a late entrant. Any employee who would like to enroll in, or 
increase coverage, outside the new hire window will need to provide medical questions as evidence of health status. 

~ MetLife 
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Enhanced for 6/1/2024: 

• Family Law now includes Reproductive Assistance Law Enforcement; 

• Modification of a Support Order and more. 

• Divorce will no longer be limited to 20 hours. 

• Traffic and Criminal Matters includes Misdemeanor Defense. 

• Wills and Estate Matters includes Probate benefit.

Digital Enrollment: If EE decides to port their coverage Now employees can complete 

enrollment seamlessly through a fully digital experience.

Flexible Enrollment Period and Renewal: Employees can now enroll at any point 

after their group coverage ends and renew their coverage each year.

Enrollment in Voluntary Short Term Disability 
and Voluntary Term Life

The Statement of Health link is external to Common Benefits, so enrollees are 
encouraged to complete enrollment in other plan benefits before enrolling in 

Voluntary Term Life and Voluntary Short-Term Disability.

Enrollees will complete SOH separately for each of these benefits.

Enrollees may be required to complete a Statement of Health (SOH) with 
medical questions to assess their current health status. 
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Just a few clicks…

“Myself”

“Benefit Resource Center”

“Voluntary Benefits Program”

Employee has increased investment in 

benefits over the past 12 months

Use a PEO
Do not use a 

PEO

Accessing Common Benefits
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Navigation to Common Benefits Enrollment Site
Once users click “Learn more about these products and your eligibility to enroll” they will be directed to 

Common Benefits enrollment site via Single Sign On (SSO) to complete enrollment in Voluntary Benefits
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Enrollment Home Page

The screenshot above is presented within the new hire enrollment window and during Open Enrollment.

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

videos about each benefit. The videos are for informational purposes only.
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Enrolling due to Qualifying Life Event

The screenshot above is presented outside of the new hire enrollment window and Open Enrollment.

Users will have 60 days to enroll for coverage due to a Qualifying Life Event. 

If experiencing a Qualifying Life Event, users will be prompted to enter the Qualifying Event type and 

Event Date.
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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”. Users will be prompted to enter 

dependent demographics.
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From the Your Enrollment Tab, users can expand a section and select a plan name or click “Modify 

Enrollment” to view its details.

Choosing Voluntary Benefits
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Certificate, Plan Summary and FAQ documents are easily located within each coverage module. 

There is no need to decline a coverage, simply click “Return to the List of Benefits” if not interested in 

enrolling in this benefit and you will be directed back to the Home Page. 

Reviewing details of Voluntary Benefits
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Users can enroll in a plan by clicking on “Get A Quote”.

Enrolling in a Voluntary Benefit
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Users will need to review the Actively at Work section.

Select “Yes” or “No” and click “Continue”.

Eligibility Questions
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Users will need to review the Confinement section.

Select “Yes” or “No” and click “Continue”.

If Selecting Voluntary Term Life Coverage
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The quote screen will be presented so that the enrollee may make an election.

Enrolling in a Voluntary Benefit
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Users may be prompted to provided missing or incomplete information to elect coverage. Enrollee to 

validate or enter information before continuing. 

Selecting Voluntary Benefit Plans Beneficiaries
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Users will need to click “Edit Beneficiaries”. Multiple Primary and Contingent Beneficiaries can be added. 

The percentage must total 100%.

Selecting Beneficiaries
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Please review your beneficiaries (if you previously assigned beneficiaries)  

Selecting Beneficiaries

Primary Beneficiaries for test-MetTest T. test-AAAATest 

Designated Beneficiaries 

1 [ Name ________________________ _j _________ _:R.::e.::••.::' '.:.o".::'.::".::'P ___________ P_«_c_en_t•...:g:...e ______________ _, 

Estate Estate 100% 

IMf,@MifS 
Relat ionship 

Grapes AAATEST Child Select As Beneficiary 

Mango AAAATest Child Select As Beneficiary 

Pomegranate MM.Test Child Select As Beneficiary 

Banana AAATest Child Select As Beneficiary 

test-Kiwi test-Spouse Spouse Select As Beneficiary 

Cherry AAAATest Child Select As Benefioary 

E·iMI 

~ MetLife 

Cancel 
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If no beneficiary is designated, the default beneficiary will be your estate

Selecting Beneficiaries

Benefi ci a ry(i es) 

v test-MetTest T. test..AAAATest (Self) 

Primary Beneficiaries Contingent Beneficiaries 

Name Relationship Percentage 

Estate Estate 100.00% - No assigned benef iciaries. -

ifnf •i,jiHbi 
IIH·SMHI 

Bi=MM IMii:Hid Cancel 

~ MetLife 
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Enrollees will need to review the Applicant’s and Agreements. click “Accept” then “Submit”.  The enrollee  

will be taken back to the Home Page to continue enrolling in other benefits.

Submitting Voluntary Benefit Elections

Note: A disclaimer displays for Accident Insurance, Critical Illness Insurance, and Hospital Indemnity 

Insurance coverages only.
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To enroll, click on the Plan Name, or click Modify Enrollment.

Enrolling in Additional Voluntary Benefits
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Please review your coverage selections

Voluntary Enrollment Summary

New Hire Guaranteed Issue amount:

Employee Coverage: $100,000

Spouse Coverage: $20,000
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When electing an amount above the Guarantee Issue amount or as a late entrant, there are a few 

additional steps.

Completing a Statement of Health

Users 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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All benefits requiring SOH will appear on the Home Page.

Statement of Health

After Clicking “Complete 

Online Now”, enrollees can 

complete the SOH questions.

For a SOH application for 

dependents over the age of 18, 

enrollees will provide an Email 

address. MetLife will then 

email the dependent that 

allows access to the website to 

register, login and complete 

their SOH online electronically.
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Demographics and Coverage information is pre-populated from the Common Benefits enrollment site.  

Users will be asked to add any information that isn’t pre-filled to complete all the required information.

Completing a Statement of Health Questions
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Demographics and Coverage information is pre-populated from the Common Benefits enrollment site.  

Users will be asked to add any information that isn’t pre-filled to complete all the required information.

Completing a Statement of Health Questions
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Demographics and Coverage information is pre-populated from the Common Benefits enrollment site.  

Users will be asked to add any information that isn’t pre-filled to complete all the required information.

Completing a Statement of Health Questions
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Users have the option to submit an electronic signature or print a copy of their Statement of Health form 

to be signed and mailed to the address displayed on the form. 

Once the enrollee clicks Submit, a decision on the Statement of Health based on answers provided may 

be automatically generated and status message will be displayed.  

The Common Benefits site will be updated once the Statement of Health application is reviewed.

Submission of Statement of Health
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If a paramedical exam applies, the applicant is able to schedule right away. 

Paramedical exam can be conducted by an approved MetLife vendor, or by the employee’s personal 

physician.

For any questions on status of enrollment contact 800-638-6420, prompt 1.

Scheduling a Paramedical Exam

Only applicants who reside in a US state, the District of Columbia, or Guam, Northern Mariana Islands, Puerto Rico or US Virgin Islands are allowed to complete their SOH form online. Otherwise, applicants will be provided with 
a paper SOH form. Note: Individuals residing outside of the US or in a US territory that is not listed above must be on US payroll and be approved by MetLife before being provided with an SOH form. 
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Where to find Voluntary Benefits documents in 
Common Benefits
The Company Documents section of the self-service website is located through the “Menu” option at the 

top of the page. 

Click “Menu”
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Where to find Voluntary Benefits documents in 
Common Benefits
Click “Company Documents”
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Where to find Voluntary Benefits documents in 
Common Benefits
After you click “Company Documents,” you will see a list of available documents, each as a clickable 

link. 
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