SOES Administrator Application Training

For optimal performance, we recommend you use

the Internet Explorer browser.
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SOES Administrator Application
The SOES Administrator Application will be used to:
* Run reports from SOES.
* Obtain a copy of the latest certificate of coverage for a member.
* Make changes to a member’s coverage based on certain external personnel-driven events.

* Enter medical underwriting decisions made by the Office of Servicemembers’ Group Life Insurance.
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SOES User Roles

Role Description

HR Run SGLI/FSGLI reports and/or view information on a specific
Administrator | Servicemember; cannot make changes to SGLI/FSGLI coverage or
beneficiaries.

Service View and printa Servicemember’s Certificate of Coverage PDF
Casualty only; cannot make changes to SGLI/FSGLI coverage or

Office beneficiaries.

Authorized Increase a Servicemember's coverage to the maximum amount due
User acting to change in duty status or to cancel coverage due to ineligibility
due to (such as AWOL more than 30 days).

external event

Muw VA Insurance personnel will enter decisions made by OSGLI on
Administrator | applications for increased coverage.

Continue
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SOES Administrator Application

The Administrator Application has various Help Topics to answer questions you may have while using it.

You can also view what roles you are designated for in the application by clicking “My Current Roles™.

Select a report type and date range, then click 'Generate Report” & SOES Search

Report Type = SOES Reporting Tool
Unit Status Report EI = Application Version

*uIc & Roles & Permissions
WB1X1A = My Current Roles

Amy UIC is 6 characters and starts with "W
HR Agministrator

-

Auth User Extemal Events

Continue
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Accessing Administrator Application

To access the SOES Administrator Application, go to

Sutrerzes uoe ey

www.dmdc.osd.mil/soesadmin and click the “Login”
button.

s ke semiranen

3, nter zaptiony, and ssarcn, a

wour carsanad

You will see a Privacy Agreement. Click “OK"” to

continue.

for matkeeng soposes
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Accessing Administrator Application

Log in using your CAC card.

1 ==i4: SGLI Online Enrollment Administrator Application

Registered User Logon

AUTHORITY 5 USC 301 Select Logon Method

Information you provide is used to venfy your identity and usage & Common Access Card (CAC)

PURPOSE fROX EUSE of this websita,

Voluntary, However, if you fal to provide the requested
information, DMDC will not be able to verify your idantity. If your
identity is not verified, you wil be unable to gain access to the

website. ogon Help

DISCLOSURE € usemame / Password

Prevent ilagal access of Privacy Act data by closing your browser before laaving your
computar. For assistance or to report problems,
please call 800-538-9522.

The material/information contained herein falls within the purview of the Privacy Act of 1974 and will be safeguarded in accordance with the
applicable system of records notice and DLAR 540021,
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HR Administrator

Service personnel with the HR Administrator
role may use the search tab to view a M
member's SGLI and Family SGLI coverage

Gomplete the search criteria below, then click ‘Search’
information.

DoD ID SSN s Last Name
1920293569

Search for a Servicemember by either:
* Entering the member’s DoD 1D clear fields W
or

+ Entering the member’s social security

number and last name

Then, click the “Search” button.

Search| Reports

Complete the search crifena below, then click ‘Seanch’

DoD ID SSN Last Name
[1320253569 L ] *

SOES Servicemember Record

Name: Manille, Chidi C SSM: j00i-¢-7958  DoD M 1920293568  LastCertified: 08/11/2016 07:34

Policy Insured Coverage Status

SGL Chidi Manalle $400,000 Active

Vigw/Print Cedificate of Coverags

| BENEFICIARIES
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HR Administrator
If a member is not eligible for SGLI coverage, you will see the message displayed here.

Help Topics

Complete the search cntena below, then click "Search’. = SOES Search

DeoD ID SS5N Last Name
1920112267 OR &

clear fieigs  [IEEELAL

SOES Servicemember Record
et [+ Roles & Permissions

& SOES Reporting Tool

# Application Version
Name: GIGLIO, jamesJ  SSN: XXX-XX-4872 DoDID: 1920112267  Last Certified: 05/07/2016 17:29 [ My Current Roles
According to our records, Servicemember is not eligible for Servicemembers’ Group Life Insurance or

Family SGLI coverage. If you believe you have received this message in error, you should contact Unit
Personnel Office or Unit Commander

SGLI Online Enrollment Administrator Application

INTRODUCTION ACCESSING ADMINISTRATOR APPLICATION HR ADMINISTRATOR SERVICE CASUALTY OFFICE

HR Administrator

If a member is eligible for coverage the screen will display the service member’s coverage information.

Search Reports Help Topics

Complete the search criteria below, then click "Search’ =| SOES Search

DoD ID SSN & Last Name
1920293569

| SOES Reporting Tool

cear okss
+ Application Version
SOES Servicemember Record
7 Roles & Permissions.

Name: Marville, Chidi C SSN: )0-Xx-7958  DeDID: 1820203550 Last Certified: 06/07/2016 17:53 & My Current Roles

Policy Insured Coverage Status
SGLI  Chidi Marville $400,000 Active

Vigw/Print Cerfificate of Coverage

# BENEFICIARIES




Search Raports Help Topics

Complete the seanch critens below, then ciick ‘Search’ - SDES Search

Dol ID 55N Last Nama
1920293569 OR &

Medical UnderaTiing Aporcyal

4 SOES Reporting Tool

& Application Version

S0ES Servicermember Record ! Roles & Parmissions

Name: Marvile, Chii G 55M; XOOCH00LTO5E  DoD IDe 1920093560  Last Certied: 0GAT2016 1753 2 My Current Rales
Paolicy  Insurad Covarage Status
SGLI Chidi Marile 400,000 Active

View Pl Cerbfcate ol Coverage

i BEMEFICIARIES
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HR Administfrator

If you click on the + sign to the left of Beneficiaries, Complats the search critana belaw, fhen clck ‘Search = SOES Search

the screen will expand to show who the Dan D 5H Last Nama
1920233565 £ S

Servicemember’s current beneficiaries are and the
share of proceeds each beneficiary is to receive. T SUES Reporting lool
+ Application Varsion
{cemember Record T Holes & Permissions
N B Mame: Warvile, Chidl C S8N: 000067858 DoDID: 1920293550 Last Certified: 0607/2016 17:53 # My C nt Ral
You can click “View/Print Certificate of Coverage” to ren e
Policy  Insured Coverage Status

see the certificate of coverage. SGLI Chid Manills $400.000 Active

U BENEFICIARIES

PRIMARY BENFFICIARIES

o Marville

Amount $400,000

Relationship Erother Address Share of Proceeds 100%
SSN
Paymant Option Lump Sum

SECONDARY BEMEFICIARIES




SGLI Online Enrollment Administrator Application

INTRODUCTION ACCESSING ADMINISTRATOR APPLICATION HR

HR Administrator

This shows how the Certificate of Coverage will display.

ADMINISTRATOR SERVICE CASUALTY OFFICE

View/Print Certificate of Coverage

eI

Complafe the scarch o
Fill &

Sign | Comment |

Dol 1D

I

Mame: Meribe, $7id €
&b T
Insured Branch o Sarvice: Ay

Chidk Marsill

Falicy
1] L1 Goveragn Aemount oo of [GOTZNE: $400,200

1 Banabczowy Dasgnistsn s of D306

Name ani [ocial — [Relationship [Share of [Payment
Procseds (ftion

Frimar
s=con Address Saciriy e

7 BENEFICIARIES

Mumtar

Maruibe 1= rucares & stane = oy ranon procesds
Your Family S5LI Spotse Coverage Amoant as of 06UTE06: 53

Your Family SGLI Chib Coverape.
Your Famsly SGL| Hesetictary

e
Dale Certfiest: (ATI0TG

PRRIPISER

s gt b ks kg ol 1 i fomr il e on $10.000
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HR Administrator
Service personnel designated for the HR
Administrator role can run various reports in the SOES
Administrator Application. Click the “Reports” tab and
then select the “Report Type” by clicking the drop

down arrow.

HR ADMINISTRATOR

SERVICE CASUALTY OFFICE

SGLI Online Enrollment System

Authorized Usar Name: RUTH BERKHEIMER

Select & report lype and date range, then cick ‘Generale Reporl”

Report Typs
Select a Heport

mc

Dute Range
Wihin e past waek

= ]

Waring: Corps UG s & Charsctar
Wil fillr eritta i either the FUUC (5 charaetees) er RUG-MOC (B charactess)

Generate Report

Change Password Log Out

Help Topics

= SOES Search

= SO Reparting Tacl
SOES Reporting Cagabiiy

5 Application Version

+ Rokes & Permissions

= My Current Roles
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HR Administrator

You will be able to select from eight different reports:

1. Recently Updated Beneficiary Information
. : Help Topics
" IncorrECt SpOUSaI Informahcn ‘ndlcate{j Select a report type and dale range, then cick 'Generate Report’ @ SOES Search

. SGLI and FSGLI Election Certification Date Range 3 SOES Reporting Tool
ecently Updated Henehcary Infarmatson Within the past week P —
1 7 H H | Ind [ d SOES Repo Cagabilty
. Medical Questionnaire Pending e P B s
Medical Questionnaire Pending

T Urit States Report c i
. Unit Status Report Rt Ciaiaton Repert Roles & Permissians

- . Exception Report (Non Certified List)  RUCHMCE (8 charactars). il My Current Roles
. Reduction/Cancellation Report Soousal Natfication Reoort

. Exception Report (Non Certified List)
. Spousal Notification Report

7 Application Version

Generate Report

After selecting the Report you want to run, then select

a date range for the report and click “Generate Report”.
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HR Administrator

i i i Help Topics
You can run a unit status report using the Unit Sedect a repart fype and date range, then click Generate Report’ # SOES Search

Identification Code (UIC). Report Type £ SOES Reporting Tool
Und Status Raport E‘ SOES Reportng Capabity

uc
WBIX1A

When you generate reports, you have the Ay UIC i 6 characiors and stars wi Wr # Roles & Permissions
= My Current Roles
option of downloading the file in an Excel [ Gonersts Ropon]

format by clicking the "Download” link.

= Application Version
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HR Administrator

Unit Status Report Dipsami i Paprt run S DEAS2016 12:10:41

You can run a unit status report using the Unit BT

ificati L SGLI  SPOUSE  FSGU FSGL
Identification Code (UIC). LAST NAME FIRST MAME | SSN EDI CERTEED| GERTFED e B Bogs &ha 55
|Diano. XOOLXOLI065 | 1920875601 | 05132014 Active
|Anthe. YOOCA0(5854 | 1920321642 | DTATI2012 Active
|james JOOLX0G48T2 | 1920112267 (06072016 (0520 PM | DADE2011 Active
SHAMAR  JOOK-XXEO07 | 1920565443 120172004 X Active
Hemandez  XOOCX40105 | 1920910329 02282012 Active
TRISTAND.. JOOG-XKG-3185 | 1920831028 071152009 Active
Winant MUK XX ETET | 1900994035 DUSI2015 Active
(= KOOK-X 7958 | 19201293669 |06N07/2016 (0553 PM | 11042009 Active
|Lamen KKK XB104 | 1920864668 | DE07/2011 Active
|BrantonTho... XCO(-XX.5532 (1920363234 | 0722012 Lctive

CHOI
Daomassi
When you generate reports, you have the e
Lyzinger
option of downloading the file in an Excel LrlE

=

100,000 Active

100,000 Active
HIA
NA
Active
Achve
Active
NiA
Achive
Active

format by clicking the "Download” link. = |

WHEET

=D <=0 ==
=<z<=x=<zz=<
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Service Casualty Office

Service personnel designated for the Service
Casualty Office role will use the SOES
Administrator Application to search for the

. Complete th h criteria below, then click ‘Search’
latest SGLI Certificate of Coverage for a GRS 2R e et .

deceased member. DoD ID SSN Last Name
1920293569 =

Search for a Servicemember by either: clear fields m

* Entering the member’s DoD ID

or
* Entering the member’s social security

number and last name

Then, click the “Search” button.
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Service Casualty Office

If a member is not eligible for SGLI coverage, you will see the message displayed here.

Search Help Topics

Complefe the search critena below, then click Search” [= SOES Search

DoD ID SS5N Last Name
1620112267 OR &

clear fields

[# SOES Reporting Tool

@ Application Version

SOES Servicemember Record ——
i Roles & Permissions

Name: GIGLIO, jamesJ  SSM: JOOG-XX-4872 DoDID: 1920112267  Last Certified: 05/07/2016 17:29 [# My Current Roles
According to our records, Servicemember is not eligible for Servicemembers’ Group Life Insurance or

Family SGLI coverage. If you believe you have received this message in error, you should contact Unit
Personnel Office or Unit Commander
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Service Casualty Office
If the service member is eligible for SGLI coverage, the screen will display the service member’s coverage information.

Help Topics

Complefe the search critena below, then click Search’ = SOES Search

DoD D SSN Last Name
1920293569 OR &

| SOES Reporting Tool

# Application Version

& Roles & Permissions
Name: Marvilie, Chidi C SSN: XXX-XX-7958  DoD ID: 1920293569  LastCerufied: D6/07/2016 17:53 & My Current Roles
Policy  Insured Coverage Status

SGLI Chidi Marville $400,000 Active

+ BENEFICIARIES




Complas tha seanch crifena below, then ook Beanch’

= SOES Search

‘What can | geargh for in SOES7

Dol 1D S5M

1920293569

OR &

Last Name

at dices fhe S3als of cowerags

SOES Servicemembser Record

Mama: Mandle, Chasi C SSH: J000--TE5E

Dol ID: 1920293550

Policy  Insurad Coverage Siatus
SGL Cohidi Marvilka $400 000 Active
Wiew/Print Cafcate of Coveraga
= RENEFICIARIES
A

Scal Unceraniting Approal

S0OES Reporting Tool
I Application Version

# Roles & Pemmissions
My Current Holes

DBM7I2018 1753

Lasi Cortified:
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Service Casyalty Office

If you click on the + sign to the left of Beneficiaries,
the screen will expand to show who the
Servicemember's current beneficiaries are and the

share of proceeds each beneficiary is to receive.

You can click “View/Print Certificate of Coverage” to

see the certificate of coverage.

HR ADMINISTRATOR

SERVICE C LTY OFFICE

Complale the 38sch cfsns below, hen chok Searn’ & SOFS Saarch

Dol ID SSH

1920293563 ‘ s
& SOFS Reparting Toal
& Application Version

SOES Service ecar
SOES Servicemember Record & Roles & Pemmissions

Mame: Marale, ChigiC 58N o0t 7oee  DODID: teononases  LastCartBed: 0507016 1753 & My Current Reles

Coverage Status

$400.000

Insured
Chidi Marslle

Policy
SEL Active
wiawiPrint Canficats of C

-1 BENCFICIARICS

PRIMARY BENEFICIARIES ~

Relationship Brotier  Address Share of Proceeds 100%
55N Amount $400.000
Paymant Optlon Lump Sum

Bo Marville

SECONDARY DENCFICIARIES
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Service Casualty Office

W View/Print Certificate of Coverage

This shows how the Certificate of Coverage will display. |eeaise e sacn =
Ehl_|| £} T“ll_._'ﬂ m L= Fill & Sign | Comment
L]

881 oSS
Falicy  Insured Brancn o service: amy.

SGLI Chidi Marvilk Zoreerage Aemound os of (ROTRME 3400000
Faniabraary Dsregnntoen an of BSSI501E

; . P-imaxw Hirme and [Social — [Relationship [Share of [Payment
7 BENEHCIARIES secir Rdldiess secirity Protsats |0psion

Humbar

== e N |

Vet ot Sp— s VintmsiBa

Marule 2 recaess & ahare =t rap rrancs
Your Family $GLI Spouse Coveraps Amoant aa of DENTIZ0N6 32
Your Family $GLI Chikd Coverage:

s s b i, sy e o s sy sovered o
Your Famsy SGL Bemmhctary

ou

Daic Cerific: pEUTZTG
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Service personnel who are designated as authorized

Compiate the sasmh anteria helow, than chok Sesrsn’

users can terminate or maximize a member’s SGLI

Dol 1D
1920293563

coverage due to certain external personnel driven

 SOES Reparting Toal

&) Application Version

events.

& Reoles & Pesmissions

All transactions b\|r the AUE will be automah'cally Mame: Marale, Chidi © S5N; J00000TESE DoD D 1SU0003560  Last Cartied: 0AKRH016 1743 £ My Curnent Roles
Policy  Insured Coverage Status

recorded by SOES in an audit log. 56U chu Marvile $400.000 aorve

igwiPrint Carbic s of Cowarage
= BENCFICIARIES

PRIMARY BENEFICIARIES M

Relationship Broser  Address Share of Proceeds 100%
o Marville gy Amount $400.000
Paymant Option Lusap Sum

WARY IENEFICIARIES
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Authorized User Acting Due To An External Event (AUE)

Terminating Coverage
Compicd the search crteria bolow, then click: "Search” [ SOES Search

Dol 1D 55N

The AUE can terminate a member’s coverage by 52023356 ‘ R ] ]

clicking Terminate when the member: O v Mokal Uncerwtng Agemial
1 S0E S Haparting Taal

* Is AWOL or UA for more than 30 days = Applicatia Versicn
Is declared a deserter Mams: Mantie chele S8 eomemes 0 Select Reason And Apply Effective Date

Policy  Insurad Covarage
o In arder o terminate a servicemomber's SGLI caverage, you must select a reason from the list
Commits treason SGU ChidiMarils SUDND0OTY 1100 Aty N SITACTVA 01 14 1h TBTHANTed CoVAFIDG TRAT 8 101 0 ITWIS ot

Misses 9 consecutive drills Effective Dare Reason

|E e rcinss s
Is a drilling Reservist who misses drills for 4 ; T —
Bo Marville Relationship Brotver  Ad

55N

consecutive months

The authorized user will need to enter an effective
date and select a reason for the coverage termination

and then click “Continue”.




Compiate the search crifena befow. Men ohck Search’ = SDES Search

w | fi Bt i L Ts
Dol 1D 55N Last Mame .
1E30IGAEG S OR L it oot ot Sk of crve e
i i

el Uncerwrbiog Sporoval
RN scarcn |
= S0ES Reporting Tool

= Application Version

= Roles & Pormisslons
Name: Marile, ChiaC 55N JOOCHCTES  DoDID: (20080565 | st Corfilad: AAFTARIS 476 — -
Pollcy lwsured Covernge s Confirm Coverage Termination
SGLI Chidi Marvile 5400000 Atlive
Are you sare you want to serminate the coverage with the
reason of “Missing 9 consecutive drills” becoming efective on
5 BENEFICIARIES e
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Authorized User Acting Due ¥6 An External Event (AUE)

Terminating Coveragé
Compiate Me search cnieng bevow, thea cck Search’ = SOES Search
You will then click "Contirffue” to confirm that you o can

DoD ID
want to terminate the coverage. [ 1saese ‘ =

[TRe———
= SOES Reporting Tool
R . & Application Ve
The Servicemember’s Record will show the coverage s0Es R e
. Name: Marvbe, Chi C 1007958 & My © Roke
as terminated. SESSSS
Policy  Insured Coverage
SGLI Chidi Mandle $400000 ¢ Teminaied  |[EEEIENN

atiPre Cortheate of Covtrage

Mote that the coverage amount listed is the amount ST

of coverage the member had prior to termination.
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Authorized User Acting Due To An External Event (AUE)

Reinstating Coverage

Complets fixe searsh criteria belaw, then ciick Search’

The AUE can reinstate a member’s coverage after it
EDIFL S5N

. . . . OoRr
has been terminated, by clicking “Reinstate”. J ‘
Chear heics.
m &+ SOES Reporiing Toal
& Application Version
SOES Servicemember Hecord
Mame: Pele, Rosarna Kicole  SSN: XXX-XX-5858 EDIPL: 1367034111 Last Updated: 02-23-2015
Folicy Insured Coverage Status.
3GL $250,000 Terminaad
F3CL 50,000 Termnated

[ BENEFICIARIES
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Authorized User Acting Due To An External Event (AUE)

Reinstating Coverage SGLI Online Enrollment System

u: ¢ Change Password Log Oul

You will then enter an effective date for the Search Aspot Intsrim Roports

. . . . Complefe thy ey it below, thien clicr “Searcfi’.
reinstatement and click “Continue”. You will then SR e a0E s

confirm that you want to reinstate the member’s [ LR E"““"*;i"::::“g

coverage by clicking “Continue”. Then the reinstated e sty S e |

il i dufe b A b g

LI SOES Reporting Towl
coverage amount will be reflected. - = Applicarion Varsian

Mame: Fete, Rosanna Nicole  SSN: 300000 505

. - . Policy  Insured Coverage
Premium deduction from the member’s pay may s . =

begin within two months of the reinstated coverage. il Lol il

If the deduction takes more than a month to begin, & AENEEICIARIES

SGLI Onli

Autharized User Name:; RLITH BERKHEIMER Change Password Log Out

1 S0OES Search

Sgarch Roports

Complefe the search crifera b

Wheah -5 | geseeh fof in SOES?

T OR What does the States of coverags

Mean

Meacal Lindenwiting Apprmyal

.

=1 S0ES Reporting Tool
= Application Version
i Rodes & Permissions
= My Current Roles

SOES Seiviceimember Hacoid

Mame: Manille, Chidi C SEN: 000xX-To5s Dol ID: 1920353560 Last Certified: DST7T2015 17.53

Paolicy  Insured Stanes

5GL 5400, 000 Bctive m

WiesiFnnt Cerificate of Conerage

& BENEFICIARIES
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Authorized User Acting Due To An External Event (AUE)

Maximizing Coverage SGLI Online Enrollment System

Authorized User Name: DENISE NIXON
To increase a member’s coverage to the maximum

- . . Complete the search cnifena beiow, then chok ‘Search’
amount due to a change in duty status, you will click

“Maximize”.

= SOES Reporting Tool
+ Application Version

Last Updated: 01-16-2015
Policy  Imsured

sou s T T

FSGLI

il BENEFICIARIES
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Authorized User Acting Due To An External Event (AUE)

Maximizing Coverage SGLI Online Enrollment System
Authorized User Name: DENISE NIXOMN
The authorized user will need to enter a future

Compiate the search criteris beiow, then click ‘Search’

effective date for the coverage increase and click

B AL or Ss8.  Apply Effective Date For Coverage
“Continue”.

Increase

In arder 1o incraass & sarvicsmambars SG1 | covaags o IES Reporting Tool

maximum dus 08 dury siats changs, you must apply 20
wllecive dels fus e ncrewssd coveruge, plication Versian

Effective Date
HName:

Policy Insured | =7 B
561
FSGLI

4 BENEFICIARIE S
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Authorized User Acting Due To An External Event (AUE)

Maximizing Coverage
You will then be asked to confirm that you want to
maximize the member's coverage due to a duty status

change.

Click “Continue”.

SGLI Online Enrollment System

Authorized User Name: DENISE NIXON

Compiate the ssarch crileria below, then click ‘Search’

EDiPl 558 Last Name ]
1234557690 Of -

Confirm Coverage Increase MBI AESTeH

SOCS Reporting Tool
e v TR YOS WO 1T i i SowsegS 1 e
dats 10 4 cluly Stiies chings hacomsing sfactive on IPPERNET  Application Version

: |
Poliey  Insured
seu T T

FSGL

4 BENEFICIARIES
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Authorized User Acting Due To An External Event (AUE)

Maximizing Coverage

The Servicemember’s Record will now show the

maximized coverage amount.

SGLI Online Enrollment System

Authorized User Mame: DENISE NIXON

Compiete the search criteria below, then click ‘Search’

EDIPI
1234567830 | ar

i SOES Reporting Tool
% Application Version

Policy Insuren
SGLI
FSGL

3l BENEFICIARIES
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If you have feedback on this training,
please click the E-Mail button below to send your

comments.

Cantinue +




