
New Option Inviting Employees to Sign Up for 
my-benefits® or Update Profile
Your employees’ access to my-benefits is an important 
feature of your group plan. It affords them the ability to 
conveniently keep their information up to date, access their 
booklets, view important plan information, and submit 
claims anytime, anywhere. 

We are pleased to announce the addition of a new function 
in my-benefits.ca, allowing Plan Administrators to invite 
employees to sign up for my-benefits. 

Click on the new Sign Up Invitation & Profile Review function 
in the my-benefits.ca side menu (figure 1). You can use this 
page to send an email to individual employees, or groups 
of employees, inviting them to sign up for my-benefits or, 
if they are already registered, reminding them to review 
their profile information for accuracy. Information about 
the my-benefits Sign Up Invitation & Profile Review can be 
found by clicking on the information icon (figure 2). 

A list of employees on your plan, and their emails, will be 
displayed, along with an indication as to whether they have 
signed up for my-benefits. If an employee doesn’t have 
an email address, or it’s incorrect, you can update their 
certificate to amend or include one by selecting the button 
to the right of the employee’s information (figure 3). The 
system will display the date the invitation was sent, to the 
left of the certificate number (figure 4). 
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After the Employee Receives the Email Invitation
When the employee receives their email invitation, it will include a link to the sign-up page where they 
can register for my-benefits. Once the employee has registered, they can sign in to input/update their 
security questions, email address, and user id. When all information is complete, the employee must click 
on Review Completed (figure 5) to confirm, and they will then be taken to the my-benefits landing page. 
Changes made by employees will be reflected in the information you see when accessing my-benefits for 
Plan Administrators. 

TIP: The employee must click on Review Completed (even if no changes are made),  
in order to view other parts of the site.

Beneficiaries
If the employee has not named a beneficiary, they can add one through an e-signature process, which they 
can initiate by clicking on the edit icon. 
If there is a beneficiary named (even if it is listed as “Estate”), the field will not be accessible, and the 
employee will need to submit a paper form, signed in ink, to request a change. They can click on Beneficiary 
Change Form to access a PDF they must print, complete, and submit to our office.

TIP: Employees can access their profile information by selecting the icon in the top right corner,  
returning them to the Profile page to make any necessary changes.

We’re here to help! If you need additional support, click on the ‘? Contact’ icon for our Help Centre contact 
information. 
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