
Open Enrollment

Employees enroll in USI Benefits online through the 
BenefitFocus Platform

This Guide will help you through the process!



• Once you get your myUSI login 
information, login to 
https://my.USI.edu

• Find the Benefitfocus App within your 
Screaming Eagle Apps and click it –
highlighted in yellow

• If you do not see Benefitfocus, use the 
search bar and type Benefitfocus to 
find it. 

• Once you click it, it will take you to the 
Benefits Platform

Benefits Platform 



Getting Started

Once in the platform, you will see a pop-up box with some to-do items, clicking on the open-
enrollment task will begin your open enrollment!



Checking your personal data

The next few pages will want to verify personal information and dependents.
• About You

• Verify your information is correct, if something is not correct contact benefits@usi.edu
• Continue to next step

• Communication Preferences
• Keep in mind if you enter a personal email or phone number it may be used for 

communication. 
• Continue to next step

• Dependents
• You may add or edit dependents here
• Dependents eligible for benefits are spouse, child (including stepchildren) or disabled 

child

mailto:benefits@usi.edu


Review the Employer Benefits

The enrollment process will 
take you through three tabs:
Company Paid Benefits
• EAP 
• Basic Life
• Long Term Disability (after 

3 years)

• After reviewing, click 
“Proceed to core benefits”



Core Benefits

Core Benefits
• Medical
• FSA
• HSA
• Dental
• Vision

• After reviewing and 
making changes, click 
“Proceed to Additional 
Benefits”



Core Benefits

• If it does not allow you to 
move to the next page, 
ensure you have enrolled 
or declined the FSA 
and/or HSA benefits. 



Additional Benefits

Additional Benefits
• Voluntary Life
• Short Term Disability
• Voluntary Accident
• Voluntary Hospital
• Voluntary Critical 

Illness

• After reviewing and 
making changes, click 
“Confirm you benefits”



Benefit Summary Report

Benefit Summary Report

• Click “Benefits 
Summary Report”



Benefit Summary Report

Benefit Summary Report

• The report will open in 
another window and 
you can print or save 
the report.



Survey

Complete or Skip 
the Survey



Enrollment competed

• You are done!
• Complete any 

open to do items
• If you do not 

have any to do 
items, log out!



Benefits App

Find the 
app in 
the app 
store

Enter the 
company 
code “USI” 
and login 
with your 
myUSI 
login 
credentials

Make your 
changes, 
upload 
documents 
or view 
current 
benefits!


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

