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Self  En ro l lm en t  Do's an d  Don 't s 
DO!

- Review  product  op t ions ahead of enrolling  
- Ensure in ternet  connect ion
- Goog le Ch rom e is t he recom m ended  b row ser
- Gather dependent  and  beneficiary in form at ion   
- Set  aside 20-30 m inutes to com plete 

DON'T!

- Hesitate to call (844 ) 623-1774  w ith  any quest ions!
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Log g in g  In  
To m ake elect ions, p lease visit  t he Em ployee Benefit s Portal: 
h t t ps://accoun t .m ybenef it spor t al.com /t eam k line                                               
Click the "Self-En roll" but ton  at  the bot tom  of the Hom e Page to be taken to 
the log in  page.                   

Use t he log in  inst ruct ions below  t o st ar t  m ak ing  you r benef it  elect ions. 

USER ID = first  in it ial + last  nam e + last  4  d ig it s of SSN (case sensit ive, no spaces)

PIN = last  four of SSN + last  2 d ig it s of b ir t h  year (no spaces or dashes)

For exam p le:  John  Sm ith  w it h  SSN of 123-45-6789 and  DOB of 01/01/1980 w ou ld  
use t he follow ing  creden t ials:

USER ID = jsm it h6789 PIN = 678980

Once you have en tered  t h is in form at ion , click  t he ?Log  In? bu t ton  to 
con t inue.

https://account.mybenefitsportal.com/teamkline 
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W elcom e Pag e
You w ill arrive at  the ?Welcom e? Page! Th is screen provides an  in t roductory video and an  
inst ruct ional video.                           

To the righ t  you can see the benefit s that  are offered  for the new  p lan  year, and  at  the 
bot tom  you 'll see your curren t  benefit  elect ions. 

Please u t i l ize t he videos and  review  you r cu rren t  benef it  elect ions. Then Click ?Nex t ? 
to beg in  your enrollm ent .
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Person al  & Con t ac t  In f o rm at ion  
The next  screen is your Personal in form at ion  screen; you are unab le to update th is 
in form at ion . Please review  for accuracy and  if changes need to be m ade contact  
Hum an Resources

Click ?Nex t ?. 
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Dep en d en t  In f o rm at ion  
The next  screen  is t he Dependents screen . You m ay update your dependen t  
in form at ion  here.

You can  add  a dependen t  by click ing  t he ?p lus? sign  on  t he righ t  side of 
screen  and  a new  screen  w ill appear w here you  can  add  t he new  
dependent . Once you have added  t he new  dependent  (if app licab le) click  
?Save? and  you w ill be b rough t  back to t he m ain  dependen t  screen  (show n 
below ). You w ill see t he dependent  t hat  w as added . Click  ?Nex t ? to m ove 
forw ard . 

If you  need  to Ed it  a dependen t?s in form at ion , select  t he pencil to t he righ t  
side of t hat  dependen t .

If your changes include t he delet ion  of a dependen t  from  the system  then  
you can  select  t he "X" on the righ t  hand  side of screen  next  to t he pencil of 
t he dependent  you  w ish  to delete. How ever, if t he dependen t  is curren t ly 
enrolled  in  benefit s, you  w ill not  be ab le to delete at  t h is t im e.
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Em p loy m en t  In f o rm at ion  
The next  screen  is a review  of your Em p loym ent  In form at ion  on ly. You are 
not  ab le to ed it  t h is in form at ion .

Click  ?Nex t ? to con t inue and  m ove forw ard  to t he actual en rollm ent  
screens for your benefit s. 
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En ro l l in g  in  Ben ef i t s 
Next  you  w ill see all of your op t ions for benefit  elect ions. Any coverage t hat  
you  are curren t ly enrolled  in  w ill show  under each  benefit .  These benefit s 
are also curren t ly enrolled  for t he new  p lan  year excep t  Med ical and  Healt h  
Savings Accoun t .

Once you  have review ed  t he Benef it  Sum m ary pag e, Click  "Next " on  t he 
t op  or bot t om  r ig h t  hand  side of  t he screen  t o be t aken  t o t he f irst  
benef it  you  are cu rren t ly not  en rolled  in  t o eit her elect  or w aive. Once 
you  have elect ed  or w aived  all benef it s, you  m ay m ake chang es t o any 
ot her p lan  by click ing  t he p lan  nam e. 

Please on ly click  on  cu rren t ly en rolled  p lans if  you  w ish  t o m ake 
chang es. 

If you w ould  like to return  to the Benefit  Sum m ary page at  anyt im e, click on  
My Benefit s tab  at  the top  of screen and select  Benefit  Sum m ary from  the 
d rop -dow n. 

Once you are sat isfied  w it h  your elect ions, click  ?Nex t ?.
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Sig n  & Su b m it  
Once you have eit her enrolled  in  or w aived  each  of t he benefit s on  your 
enrollm ent  screen  you w ill need  to Sign  and  Subm it . 

Please t ake t im e to review  your elect ions to ensure accuracy and  click  ?Next ?.

If you  need  to m ake a p roduct  change, select  t he p roduct  you  w ant  to 
change. Click  "Un lock " to select  changes and  con firm . You w ill au tom at ically 
be t aken  back to t he Sign  and  Subm it  screen . 
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Rev iew  & Sig n  Form s  
Please review  your benefit  elect ions one final t im e for accuracy. 

Your enrollm ent  is NOT COMPLETE un t il you  have signed  all docum en t s, 
en tered  your PIN , and  clicked  "Sig n  Form ".

Your PIN  is t he last  four of your social securit y num ber + t he last  2 d ig it s of 
your b irt h  year.
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CONGRATULATIONS 

You  have com p let ed  you r 
en rollm en t  once you  see t he 
"Cong rat u lat ions!" screen  below . 
Scroll t o t he bot t om  of  t he pag e t o 
dow n load  you r sig ned , Benef it  
Con f irm at ion  St at em en t .

Once you  have dow n loaded  you r 
Benef it  Con f irm at ion  St at em en t  you  
can  n ow  ?Log ou t ? of  t he syst em .  Keep  
you r benef it  con f irm at ion  st at em en t  
for you r reference and  records. 
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