MyBenetits
Registration User Guide

Updated: February 2024

B MetlLife




= L
MyBenefits for Employees Overview

MyBenefits Registration and Log-In

To get started, users will navigate to mybenefits.metlife.com/ADPTotalSource or
mybenefits.metlife.com. If using mybenefits.metlife.com, the user will type ADP TotalSource in
the Access MyBenefits screen in the upper right-hand corner. A drop- down menu of
organizations will appear with options if more than one match is found. Click Next to locate your

group/company name.

Access MyBenefits

Type and select your organization

Employer or Association

Remember my selection
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Pre-Registration

After clicking Next, the user will be brought to the View your benefits page. The new
user will click Register and existing users click Login.

View your ADP TotalSource benefits

Log in to view your policies

,. v
Looking for a different Employer or association LOGIN

T

REGISTER ' g

y &

Who can register?

To register, click the blue register button.
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New User Registration

Enter your First Name, Last Name, and

Email address. W MetLire
. . — Register to view your
Select Phone Type (mobile or landline) and SLiemin  Metdife policies online
then enter a phone number.
[ ]
i i ell us your BI;JGLF"'[‘
Enter Date of Birth, Zip Code and State of Pere) | |
i ersonal
Residence. Information [ | E
to get started Teern
Vi .

After entering this information, you may be
asked to enter your Social Security Number
upon entering the information.

Click Next.
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Identity Verification

Identity verification is an important and
necessary step to keep your identity safe.
Please be sure all information is accurate

We will send you a verification code. How would
you like to receive the code?

and complete or the registration process it el e
able to complete o
may not be completed. Identity cosiliiliane n
. ; . . . Verification
A verification code is required to confirm | Lo |
identify. Select preferred method to
receive the code.
We have found you in our records. A text message
;.':.'.'.‘.::..n with a code has been sent to; (**¥) ***.7890
Enter your code within: 1423 . . .
e |00 Retrieve the code, then enter it in the
l;mp' tegeon text field. The code will expire after
tdentity . .
beer?fti'ctayti & 0. - | I3 H 15 minutes. If the code expires, a
| new code can be requested.

Click Next.

Username
& Password
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Create Username and Password

Email address will be a suggested
username in the first text field. We
recommend email address as

username, but it may be changed.

Create your Username end Taleno e

Persons
Sosmoth WP e el st e whe i

e

Complete

R I L R ]

regiswadon by o
Enter and confirm desired password T — o E
in the next two text fields. The Credentials - °
password must: Q ot e e
- Contain 8-20 characters . R —p———
- Contain a lowercase letter - D e s amtin
- Contain an uppercase letter s et e
« Contain a number
* Not contain special characters —
other than a hyphen or e
underscore < I
Click Submit.
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eConsent and Terms of Use

If you'd like MetLife to remember your device, so that you don’t have to verify your identity
every time you login to your online account, select the Remember this Device checkbox.
Your device will be remembered for a maximum of six months.

Choose whether you'd like to receive paperless documents by selecting one of the radio
buttons at the bottom of the page.

You may view the eConsent Policy by clicking on the relevant links.
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Existing Users

Existing Users already registered will click Log In and be brought to the Log in to

Your Account screen.

Once the user has entered their Username and Password, they will click the blue

“Log In” button.

A MetLife

Log in to your account

User
(3487105

]

°

Forgot Username? | Forgot Password?

D | want to update my phone/email

First-time user? Register Now

Ican’tlog in

At MetLife, protecting your information is a top priority.

You may have seen recent news coverage of customers of financial services
companies falling victim to social engineering scams. Scammers impersonate a
trusted company to convince their targets into revealing or handing over sensitive
information such as insurance, banking or login credentials. This scamming can
happen via text, email or websites set up to look like the trusted company.

Read More —
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For Your Security

Users who have not accessed their ‘

benefits in the last six months and / For your security
or are using a different device will
be prompted to enter a Secure
Authorization code that will be sent
to their email address / mobile
number to be entered on the
registration page.

Enter the code that was sent to
XXX-Xxx-3173

Please enter your code below.

Verification Code

Enter the code which will be valid
for 15 minutes and click Next.

Code is valid for 14:54 minutes.

m E Remember this device

Resend Validation Code | Contact Support
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Welcome Back
Once logged into the portal, the user will be greeted with the Welcome to
MyBenefits page. In the top navigation bar, the MyBenefits page provides links
that allow navigation to pages offering claims information, documents and forms:
« My Accounts
» Claim Center — access to claim information for all current policies

* Documents and Forms — any documents shared with the user will be

available here

B MetLife | i = o a

Welcome back.

My Accounts > Claim Center > Documents & Forms >

tatus updates for all v see your Explanation of Benefits (EOB) to lear

Update Email & Communica tion View 1D Cards Find a Provider
Phone Preferenc es
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Navigation

The middle section of the page provides
additional ways to access claims and
account information including: N Metife | io= s e
Where can we take you? With links to:
* View my accounts Welcome back.
* View the Claims Center
* Access my Documents &
Forms T bt PR Smon G g “" o boksting
« Access My Profile |
« Contact Us
* Messaging Center .
* Frequently Asked Questions C ° of

My Accounts > Claim Center > Documents & Forms >
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My Accounts

Provides access to find coverages within individual product cards, including Disability
claim details. The user can hover over “My Accounts” in the blue navigation bar and
click links to other products available.

Product Summary Cards

Life Insurance

Short Term Disability

Long Term Disability

Critical lliness Insurance
Accident Insurance

Hospital Indemnity Insurance
MetLife Legal Plans

Policy, coverage and claim
information all at your fingertips.

Documents and forms

A MetLife

HOME MY ACCOUNTS CLAIM CENTER DOCUMENTS & FORMS

My Accounts

Welcome to MyBenefits where you can view your policy activity and information

Don’t see all of your policies?

A Disability
You are curre

>

You have no claims to display.

15 s = (TW
.
- v
ntly participating in: = &
STD, LTD, PFL . :
Don't see all of your . o
policies? % »
| IWamTo v l
~
1
s

muitiple empioyers (as an emplo
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Disability: File A Claim or PFL Absence

When clicking the “FILE A CLAIM” link from the My Accounts page/Absence
Management card, the user will be brought to the beginning of the process for filing a

disability/absence claim with MetLife.

| MetLife | ADP TotalSource

HOME

© Absence
Absence and Disability

Welcome

BENEFITS & COVERAGES CLAIM CENTER

Manage Claims

Start to file a claim

Gather as much information as possible before you start. You can
stil submit your claim if other information fs missing. but you can't
save your responses here. We recommend keeping a record as you
0. Please note. anly questions marked ‘Mandatory’ must be
completed to inkiate the claim. After you submit your claim, you
can add comments or append documents in the claim center.
You'll need

Contact information
For you, your supervisor, and your doctor.

Absence information

The reason you are unable to work and the dates you will be
absent, If you're filing for disabiity benefits, also include your
diagnosis, medical evidence and details from your doctor.

1CD & comorbid codes

“ICD" stands for International Classfication of Disease. You can
usualy get these from your biling statement of your doctor.

Benefit and payment options, other information
Your salary, other income you may be receiving. plus any additional
Information that may assist us with your claim, Iike your job duties
and the date you plan to return to work.

Other information
Depending on the type of disability claim or other absence you are
requesting, we may need information about your salary, other
income you may be receiving, plus any additional information that
may assist us with your claim - such a5 your job duties and the date

you pian to work

Cancel

DOCUMENTS & FORMS

»
(]
L]

Learn more about the claims
process

tion: 3 minutes

Get help with your cl

Questions? Contact us:
1 TAM9

About Preferred Questions

Although pr
answering them can help expedite your claim
and payment.

rred questions are optional,

* Privacy Policy * Termsof Use * ContactUs * Important Information

A Disability

Your claim is filed.

Your claim number is Be sure to keep it for your records.

HERE'S WHAT HAPPENS NEXT

nonledgerment letter will b

n the Corespongence Center with

ur emgloyer i aware of your

MetLife may nes

reach

fthe

MetlLife

Sign up for email updates

Privacy Policy + TermsofUse * ContactUs * Important information

alert you when

e for you Lo v
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Life: View Enrolled Group Life Coverage Details

B MetLife | ADP TotalSource

My Group Benefits v Forms Customer Support

“"

Contact Us

Contact MetLife to submit claims or with
questions about existing claims by
following the prompts for your specific
coverage - (877) ADPTSO1.

20 ) Group Legal Services

_

B MetLife Welcome : 2 ) a

Home MY ACCOUNTS CLAIM CENTER  DOCUMENTS & FORMS

My Accounts Users can view their
I Welcome to my benefits where you can view your policy activity and information. e n ro I I e d L ife C Ove rag e S

PYTPT—— | o within the Group Life
e - Insurance product card

You have no claims to display.

navigation.

Amanda Abbott Basi/ADD $70,00¢

Tom Abbott
epengent

Mike Abbott
pendent

VIEW POLICY
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Accident, Hospital and Critical Illness
policy details

Users can navigate to MyAccounts page and choose to view their certificate details for the
enrolled coverages.

Certificate Detail

Accident ST e

1211211969 Dependeonts.
PATRICIA ABBOTT

and Health A' v |
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Accident, Hospital and Critical Illness
policy details

The correspondence section shows a line-by-line record of all documentation with the date,
certificate number and a brief description of additional options like updating a beneficiary or
finding details pertaining to the enrolled coverage.

HOME MY ACCOUNTS CLAIM CENTER DOCUMENTS & FORMS

Correspondence
Date ¢ Certificate (Number) ¢ Document (Description)
2/28/2023 A0001234 Beneficiary Update Confirmation NEW
2/28/2023 A0001234 Address Update Confirmation NEw
202812023 A A0001234 Insured Certificate NEw

o e

Torms of Use | Privacy Policy/HIPAA Notices | Contact Us | Important Information
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Accident, Hospital and Critical Illness
policy details

In the event that the user does not want to submit a claim online, the claim form can be
downloaded and submitted via email. Another option for claim submission is to contact MetLife
at 877-ADPTSO01.

N MetLife Welcome Tom Abbott i = e a

HOME MY ACCOUNTS CLAIM CENTER DOCUMENTS & FORMS

Forms

Claims Forms

T f\@‘. i

Policy Forms
Beneficiary Change Form

Direct Deposit Forms

Privacy Policy * TermsofUse * ContactUs * Impertant Information
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If Assistance is Needed

Technical errors may be encountered when attempting to retrieve or update data. In these
situations, the following message is displayed, containing the error code number of the
appropriate error:

“A system error has occurred. Please call the Call Center and quote the error
number.”

If you experience any errors, attempt to repeat the action you just attempted. If you are still
unable to proceed, call the call center at 1-877-OMETWEB. Record the error number and
retain a screenshot to assist when investigating the issue.

The Technical Support Call Center is available Monday through Friday, 8 AM — 11 PM ET.
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