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I.  Login 
mybenefits.prudential.com 

 

First Time User 

 
Click on Register Now and follow the prompts to create your account. 
 
You may register using the Control Number or Company Name (Refer to Welcome Letter for details) 
 

• Control Number  

• Company Name  
 

You will receive two emails from Prudential; one with your username and temporary password and 
second will have a verification code to complete your registration. 
 

 

https://ssologin.prudential.com/app/mybenefits/Login.fcc?TYPE=33554433&REALMOID=06-00056a74-3598-1ed8-b29f-33b0307ff074&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=mybenefits&TARGET=-SM-https%3a%2f%2fmybenefits%2eprudential%2ecom%2fmybenefits%2fcontroller%2flogin%2ehtm
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Existing User 

Enter your username and password and click “Log In”. 
If you forgot your username or password, please click on the “forgot username?” or “forgot password?” 
link provided on the login screen. 

 

Prudential Home Page 

Once you’re logged in, you will be directed to the Prudential Home Page. Click on the “Claims and 
Absence” link and then click on "Voluntary Coverage" to take you to the Voluntary Benefits home 
page.  
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II.  Home Page 
 

 

Features on the Home Page 

• Menu items are available on the left-hand side of the page. 

• Quick links are available that will take you directly to the claims page. 
o By clicking “Submit a Claim” you will launch the digital claims experience.  
o By clicking “Check Claim Status” you can check on the status of your claim. 

• The articles section along the bottom will show you educational material from Prudential. 
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III.  Coverage Page 
View your current coverage 

 

 

 

View Employee Coverage Details 
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IV.  Claims Page 
Submit a claim instruction, submit a claim, view claim status and 

details, cancel claim, submit appeal. 

 

 

Please Note:   

• Once your claim is processed you will be able to view the status and details.  

• You can cancel a claim with a “submitted” or “pending” status. 

• You can appeal a claim with a “paid” or “denied” status.  

 

 

 

 

 

 

 

Click to launch the digital claims experience  
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Submit Claim 

Click Submit Claim to launch the digital claim experience. 

 
 

Select the “Product” where the “Benefit” is being claimed. 
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Select “who” the claim is for (Name, birthdate and relationship on the product will 

populate) and click “Next”. 

 

Note: If the dependent’s name is not listed, click “Add a New Dependent” then enter the 

Name, birthdate and relationship.  

 

 

• Employee (EE) coverage- Cannot add Spouse or Child/Children.  

• EE+Spouse - Can add Spouse’s name and DOB if there is none already listed. Cannot add Children. 

• EE+ Children- Can add Children even if there are children are already named. Cannot add Spouse. 

• EE+Family - Can add SP’s name and DOB if there is none already listed and CH/Children. 
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Provide information about the claim. 

 

 

If Wellness Benefit only is being claimed, select “yes” from the dropdown, then select the 

“test or service” that was performed. Otherwise select “no” from the dropdown, then select 

the “benefit” you are claiming.  

Select “yes” to receive any approved payment by direct deposit and provide “Bank Details”: 

• Account Type: Checking or Savings 

• Bank Transit Routing Number (9 digits) 

• Bank Account Number 
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• Branch Telephone Number  

Review disclosure. Click “Next”. Note: Bank details apply only to claim payments. 

 

Select “no” to receive any approved payment by check. Click “Next”. 

Provide the “Name of Physician or Facility” that provided the test/service and the “Phone Number”. 

Provide the date the test/service was performed. Additional physician and facility details are 

optional. Add any additional physicians/facilities that provided treatment. 

 

Click “Next”. 
 
Click the arrow to access each section. NOTE: Green checkmark will appear after each section when 
accepted and member cannot click Next until all 4 sections are complete. 
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Read the “claimant certification and fraud warning”; Type “Member” first and last name (date is 

prepopulated with today’s date), click “Accept”. 
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Read the “Authorization to release/obtain information”; 

 
 

Type “Claimant (who is the claim for) Date of Birth and “Claimant” first and last name (date is 

prepopulated with today’s date), click “Accept”. 

Read the “Taxpayer Identification Certification” Indicate if you are a US person, if not a US person 
provide what country you are a citizen of. The SSN of the member is pre-populated. Indicate if you have 
been notified by the IRS if you are subject to back up withholdings. Indicate if you are subject to FACTA 
reporting. Type “Member” first and last name (date is prepopulated with today’s date). 
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Click “Accept” 

Read the applicable “State Disclosure”. 
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Click “Accept”. 

 

 

 

Click “Next” once all 4 circles have a green checkmark. 

 

Review all information that has been input. If any corrections are needed, click “edit” next to the 
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section that needs to be updated. Make the correction and select “Next” Note: user will have to 

click next through any screens that follow the screen where the edit was made. The disclosures 

will not have to be reviewed again unless the change is made on the disclosure section. 

 

Click “Confirm”.  

 

Claim number is assigned.  

Click “Close”.  Note: The digital experience will exit & return the user to the Claim Dashboard.  
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View Claim Status & Details 

Click on Claims to view claims status and click on the arrow to view claim details. 

 

Claim Details (Sub-Dashboard) 
• Sub-Dashboard provides: 

1. Claim Details 
2. Claim Line Items (Treatment/Benefit applicable) 
3. Disbursement History (Payments) 
4. Claim Documents 

 
 

1

. 

2. 

3. 

4 
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Cancel Claim  

To withdraw a claim without consideration of claim decision 

o Click on Claims to view claims status 

o If status is “submitted” or “pending” click on Sub-Dashboard 

  

Appeal Claim  

To appeal a claim decision for an underpayment or denial of benefits.  

o Click on Claims to view claims status 

o If status is “paid” or “denied” click on Sub-Dashboard 
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V.  My Documents Page 
View, download, and upload documents and forms 

 

 

View Document 

Click on the document title and/or click on the arrow. 

 

 

 

Download or Print Document 

Click 'Actions' to view Download icon to download the document or the Printer icon to print. Click the X 
icon to close the document pop-up. 
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Upload Document 

• Click the Upload Document icon to upload a new document. 

• Drag and drop the file in the upload window or 'click' to upload (this will initiate the browse files 
feature on your computer).  

• Select a Document Type from the drop-down. 

• Enter a Description of the document and click the 'upload' icon.  

• View the uploaded document in the My Documents grid. 

 

 

 

 

Document Type When Do I Select Doc Type? 

Accident Report 
Select when submitting more information regarding 

an accident to support a claim 

Admission/Discharge 

Summary 

Select when submitting more information on a 

hospital admission/discharge to support a claim 

Appeals_Member Select when submitting an appeal to a claim 
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decision 

Birth Cert/Adoption 
Select when submitting supporting documentation 

needed for claim processing 

  

  

Document Type When Do I Select Doc Type? 

Claim Form Select when submitting a Voluntary Benefits claim 

Claim - EOB 
Select when submitting evidence of benefits to 

support a claim submission 

Consultation Reports 
Select when submitting medical records to support a 

claim 

Enrollment- paper 
Select if you are asked to submit supporting 

documentation for your benefit enrollment 

Hospital bill 
Select when submitting a copy of hospital bill to 

support a claim 

Lodging Receipt 
Select when submitting a copy of hotel receipt to 

support a claim 

Misc_Member 
Select when submitting supporting information that 

does not have a specific document type aligned 

Police Report 
Select when submitting a copy of a police report to 

support a claim 

Power of Attorney 
Select when submitting proof of power of attorney to 

support a claim 

Travel Receipt 
Select when submitting a copy of travel receipts to 

support a claim 

Other 
Select if what is being uploaded does not fall under 

one of the other document types. 

 

VI.  Forms Library Page 
View, download and print the forms related to your benefits 
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View Document 

Click on the document title and/or click on the arrow. 

 

Download or Print Documents 

Click on the form you would like to view. Once opened, click on the 'Actions' for download or print 
options.  
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VII.  Billing Page (For Direct Bill Employees)  
 View an invoice, Add and make a payment* 

*Please skip this section if you are not a Direct Bill Employee. A Direct Bill Employee is 

an Employee who is no longer receiving payroll deductions, for their coverage, through 

their employer. 

 

View an Invoice  
Click on the specific invoice you would like to view.  

 

 

 

Make a Payment 

• Click on MAKE A PAYMENT at the top of the page or scroll down to the transaction section. 

• Click on the MAKE A PAYMENT button.  

• Follow the prompts in the pop-up screen to select an invoice and your payment method.  

 
Please Note: Initial payments will take 9 business days to approve as your account and payment go 
through a validation process. Ongoing payments made to an invoice will take up to 3 business days to 
update. 
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Add New Payment Account 

• Follow the prompts to 'Details' after clicking 'Make a Payment' 

• Click the drop down for 'Payment Account' and select 'Add a new Payment Account' 
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• Enter 'Payment Information' and follow the prompts 

o Routing Number 

o Account Number 

o Account Type 

o Name for this account (for future re-use) 
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VIII.  Payment Account Info Page (For Direct Bill 

Employees) 
Edit payment account* 

*Please skip this section if you are not a Direct Bill Employee. 

 

 
 

Edit Existing Payment Account 

• Click on the pencil icon  next to the account that you would like to edit  

• You are only able to edit the 'Description' or name of the account. 

 

IX.  Profile Page 
View Employee, Dependent and Employment Information 

 

 
 


