
When Life Changes
When your life changes — you get married, divorced, or 
have a baby — your benefits need to change, too. This is 
known as a qualifying life event. And it’s the only time you 
can make changes to your benefits during the year other 
than during Open Enrollment.

LIFE EVENT USER GUIDE
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PLANSOURCE ENROLLMENT USER GUIDE

When You’re Ready to Enroll
Whether you’re a new hire or it’s Open Enrollment, enrolling in your 
benefits is not something you do every day. When you’re ready to select 
coverage for yourself and your family, use this guide to help you through 
the process. 
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Log In to PlanSource



Log In to PlanSource
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1. Go to 
benefits.plansource.com.

FORGET YOUR PASSWORD? 

Select NEED HELP? under 
the Login button to reset it. A 
password reset link will be sent 
to the email address you have 
entered in PlanSource. 

http://benefits.plansource.com


Log In to PlanSource
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2. Enter your username. 

The first letter of your first 
name + the first 6 letters 
of your last name + the last 
four numbers of your Social 
Security number

EXAMPLE

Nora Hallahan

USERNAME:

nhallah3299
first 
initial

first 6 
letters of 
last name

last 4 
digits 
of SSN
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Log In to PlanSource

3. Once logged in, select 
Get Started.
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Verify Your Personal Information
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Verify Your Personal Information

1. Edit as needed. 

2. Once you verify the 
information is accurate, 
navigate to the bottom of 
the page and select Next: 
Review My Family.

IS YOUR ADDRESS CORRECT?

Your Anthem medical ID card will 
be mailed to the address shown 
here. Be sure to make any updates 
if your mailing address is not 
correct or complete. 

If there are errors that you’re 
unable to change directly on the 
site, email corrections to your 
GME office (or HR at UCSF).
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Add Family Members
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Add Family Members

1. Select Add Family Member 
for each dependent you 
want to cover with your 
UC benefits. 
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Add Family Members

2. Add each family member’s 
personal information and 
then choose Save.
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Add Family Members

3. You should see all 
dependents listed — any 
existing dependents plus 
those you just added. 
Confirm the information 
shown and then select 
Next: Shop for Benefits.
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Choose Benefits and Beneficiaries
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Choose Benefits

MEDICAL

1. You can choose coverage 
through the Anthem plans. 

2. Select Shop Plans to see the 
coverage.
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New York Life Life/AD&D Insurance FLX-968370 

New York Life Short Term Disability LK-752332

New York Life Long Term Disability LK-965664
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Choose Benefits

3. When you’re ready to choose 
coverage, select View Plan. 
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Choose Benefits

4. All dependents you have 
added should be listed. 
You must select each  
family member you wish 
to be covered under the 
plan, including yourself. 

5. Select Update Cart.

KEEP IN MIND

The dependents you choose 
to cover under your medical 
plan will be the dependents 
that are covered for dental and 
vision plans as well. If this is not 
applicable to your situation, email 
ucresidentbenefits@ucop.edu.
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Choose Benefits

FAMILY FORMING

1. If you enroll in a medical 
plan, you have access to our 
family-forming benefits. 

2. You must view the Carrot 
Fertility & Family-Forming 
Plan Disclaimer in order to 
use this benefit.

3. Select Start Survey to view 
and accept the disclaimer.
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Choose Benefits

FAMILY FORMING

4. After you have acknowledge 
you have read the disclaimer, 
you can choose to elect 
Carrot.

5. Select Shop Plans. 

6. Then select Update Cart. 
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Choose Benefits

DENTAL AND VISION

1. There is only one dental plan 
and one vision plan, so you 
don’t need to shop for plans. 

2. Your dependents will 
automatically be input based 
on your medical coverage 
selections.

3. Select Update Cart.
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Choose Benefits

EMPLOYEE LIFE/AD&D

1. There is only one employee 
life/AD&D insurance policy.

2. Select Update Cart to 
save changes.
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New York Life Life/AD&D 
Insurance FLX-968370

New York Life Life/AD&D Insurance FLX-968370 

Basic Employee Life & AD&D: New York Life Life/AD&D Insurance FLX-968370 
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Choose Benefits

LONG-TERM AND 
SHORT-TERM DISABILITY

1. There is only one Long-Term 
Disability plan and one 
Short-Term Disability plan. 

2. Select Update Cart to 
save changes.
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New York Life Short Term 
Disability LK-752332

New York Life Long Term 
Disability LK-965664

New York Life Short Term Disability LK-752332

Basic Short Term Disability: New York Life Short Term Disability LK-752332

Basic Long Term Disability: New York Life Long Term Disability LK-965664

New York Life Long Term Disability LK-965664
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Choose Benefits

REVIEW BENEFITS

1. Review your selections 
by selecting the + or – 
symbol. If you’d like to make 
changes, select View or 
Change.

2. When you’re done selecting 
coverage, select Next: 
Review Beneficiaries.
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New York Life Life/AD&D Insurance FLX-968370 



Choose Beneficiaries

DESIGNATING BENEFICIARIES

1. Use the + or – symbol next to 
the benefit to which you’re 
assigning a beneficiary. 

2. Select + Add Beneficiary. 
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PLEASE NOTE 

Your basic employee life and 
accident insurance benefits require 
you to designate at least a primary 
beneficiary. 

If you have more than one, 
toggle to Yes to add secondary 
beneficiaries. 
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Choose Beneficiaries

3. You can select an existing 
beneficiary from the 
drop-down menu or 
create a new one. 

Select Add at the bottom of 
the page.
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Choose Beneficiaries

4. Review all your beneficiaries’ 
information, including the 
percentage you wish to 
allocate to each beneficiary, 
then select Review and 
Checkout.

KEEP IN MIND

The allocations of your primary 
beneficiaries must add up to 
exactly 100%.
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Review and Check Out
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Review and Check Out

1. Review your choices, 
dependent coverage and 
beneficiary information. 

2. If everything is correct, 
select Checkout. 

TAKE YOUR TIME!

Once you check out, you cannot 
change any selections until 
Open Enrollment or in the 
case of a qualifying life event. 
For more information, go to 
ucresidentbenefits.com > 
Enrolling > Changing Your Benefits.
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http://ucresidentbenefits.com
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Review and Check Out

3. Save a copy of your benefits 
confirmation statement by 
selecting Send by Email. 
You can also download, 
print or email a copy of 
your new elections. 
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Questions?
Visit PlanSource or contact your GME office or HR at UCSF. 

http://benefits.plansource.com
mailto:ucresidentbenefits%40ucop.edu?subject=

