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Welcome to the 2017 Open Enrollment. 

This guide is designed to help walk you 
through each of the steps during your 
time in the Open Enrollment portal. If 
you have any questions that may not be 
listed in this document, please contact 
the Teachers Health Trust Member 
Services team at:

E: serviceteam@teachershealthtrust.org

P: (702) 794 0272

Login Page

Step 1:
Each participant will need to create 
a new login, click here to start that 
process.

Step 2: 
Once you have create your login, click 
here to enter the portal.
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Personal Information

Step 3:
Verify that your personal information is 
correct.

If you need to change any of the 
information listed, click the “Edit My 
Information” button located here.

Step 4:
Once your information is verified, 
click the “proceed to next step” 
button located here.
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My Dependents

Step 5:
Verify that your dependent information 
is correct.

If you need to change any of the 
information listed, click the “Edit My 
Information” button located here.

Step 6:
Once your information is verified, 
click the “proceed to next step” 
button located here.
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Patient Centered Medical 
Home (PCMH) Information

Step 7:
Verify that your PCMH information is 
correct.

Please Note: If you choose to change 
your PCMH provider, your change will 
become effective on January 1, 2017.

If you need to change any of the 
information listed, click the “Edit” button 
located here.

Step 8:
Once your information is verified, 
click the “proceed to next step” 
button located here.
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Coordination of Benefits

Step 9:
If you have additional benefits (i.e. 
yourself or dependents have additional 
insurance coverage through an 
additional plan), you must re-submit 
verification of coverage to the Trust.

If you need to change any of the 
information listed, click the “Edit” button 
located here.

Step 10:
Once your information is verified, 
click the “proceed to next step” 
button located here.
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Life Insurance

Step 11:
Please note: It is important that you 
verify your life insurance beneficiary. 
You can add up to three beneficiaries. 

If you need to change any of the 
information listed, click the “Edit” button 
located here.

Step 12:
Once your information is verified, 
click the “proceed to next step” 
button located here.
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Review Your Choices

Step 13:
Review your personal information, 
verifying that the information in the 
sections filled out previously are 
correct.

This is the final opportunity to look at 
the additions, deletes, or edits. Be sure 
to make note of the documentation 
you will need to send to the Trust by 
December 16th, 2016.

                Continued on next page



Review Your Choices (cont.)

Step 13:
Review your personal information, 
verifying that the information in the 
sections filled out previous are correct.

This is the final opportunity to look at 
the additions, deletes, or edits. Be sure 
to make note of the documentation 
you will need to send to the Trust by 
December 16th, 2016

                Continued on next page
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Review Your Choices (cont.)

Step 13:
Review your personal information, 
verifying that the information in the 
sections filled out previously are 
correct.

This is the final opportunity to look at 
the additions, deletes, or edits. Be sure 
to make note of the documentation 
you will need to send to the Trust by 
December 16th, 2016

Step 14:
Once your information is verified, 
click the “proceed to next step” 
button located here.
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Disclaimer Agreement

Step 15:
Read and review the Terms and 
Conditions. Once you have read 
through and agreed, please click the 
Submit My Open Enrollment Form For 
Processing.

Please Note:
You must click the “Submit My Open 
Enrollment Form For Processing” to 
finalize your Open Enrollment.



Thank you for completing the 2017 Open Enrollment. Remember to send your documents to the 
Trust by December 16, 2017. You can submit documentation via:

E: ServiceTeam@TeachersHealthTrust.org
F: 1-702-794-2093

Be sure to have your participant ID on each piece you send.

Thank you.


