
Initial Enrollment in My UT Benefits 
You will get an email with the subject “Enrollment opportunity- ACTION REQUIRED” with information about enrolling and a 
link to the enrollment system.  

If you can’t find that email, you can login here. You have 31 days from your date of hire to complete benefits enrollment. After 
that time, you may only make changes due to a life event (marriage, birth, adoption, etc.) or during Annual Enrollment held 
July 15 – 31 for a September 1 effective date. 

(Please use Google Chrome to ensure the best enrollment experience.) 
 
If you need assistance navigating the system, contact the My UT Benefits support line at 1-844-870-0044, 8 a.m. to 5 p.m. CT. 

If you have questions about benefits or premiums, contact your HR/Benefits office. 

 

From the secure login page, select your institution from the dropdown list. 
TIP: If you work in a location with several UT institutions, please be sure to select your actual employer. (For example, UT 
Southwestern or UT Dallas.) 

 

Next, login with the same username and password you use to log in to your computer at work.  
(NOTE: The image below is an example only. Your campus information will show here.) 

 

Once at the My UT Benefits Communication Portal, under Enroll Now, Click MY UT BENEFITS. 

 

https://bfi.secure3-enroll.com/sso/saml/MyUTBenefits
https://www.utsystem.edu/offices/employee-benefits/who-contact


 

Get Started. 

 

Add dependents. 

 

Add any dependent data. 

 

Be sure to Save at the bottom of the page. 

 



Complete the tobacco survey for added dependents age 16 or older. 

 

Save selections, then move on to add benefits. The system will guide you through your various benefits and provide plan 
details as well as cost. 

 

Make sure you select Save changes at the bottom of the page when you’re done. 

You will receive a Success message with more options. 

 

Once you click “Continue” you will be taken to a survey which is optional.  



Evidence of Eligibility 
When you add dependents, you will be directed to the Document Manager to add documentation to provide evidence of 
eligibility (EOE).  

 

Choose a file, complete the Document name and Category. 

 

Associate the Document 

 



 

Select the file from the dropdown 

 

 

 Click “Associate this Document” 

 

Be sure to Save. 
 

 

 Once you save, you will be taken back to the home page where 
you will see a success message: 

 
 

Your HR/Benefits office will review your documents and contact 
you if additional information is required. If there is a problem with 

your documentation, your HR/Benefits office will notify you. 
Please watch for emails from the HR/Benefits office for any 

requested information. Coverage will not be effective until the 
documentation is approved. 

 

 

 

 

 

 

TIP: If you need to exit the system and add a document 
at a later time, you can log back into My UT Benefits, and 
go to My Documents, Document Center. 
 

 

Employee 



 

Evidence of Insurability 
If you applied for coverage that requires Evidence of Insurability (EOI), you will be taken to My Health 
Statement. If you need to come back to complete EOI later, you can access the Health Statement Manager on 
your Home screen in My Health Statement.  

 

         

 

 

Once your EOI is submitted, it will be reviewed by the insurer for coverage approval. Coverage will only take effect once it is 
approved. For employee voluntary life insurance, up to 3x your salary amount is automatically approved if you are within 31 
days of your hire date. Any additional amount does not take affect until it is approved by the insurer.  

 

My Health Statement will take you to the Blue Cross and Blue Shield Evidence of 
Insurability (EOI) system in a new window. 
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