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Introduction 

This Surviving Spouse Annual Enrollment Application user guide is intended to assist surviving spouses 

(applicants) with step-by-step instructions for starting an Annual Enrollment Application. 

Surviving Spouse Annual Enrollment Application Steps 

To complete the Annual Enrollment 

Application, applicants must: 

● Login to MyGICLink. 

● Enter email and password. 

● Click Login. 
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● Click on the Get Started 

button on the Annual 

Enrollment Period banner. 
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The applicants will be directed to 

the Annual Enrollment application. 

Applicants must complete all 

required prompts and actions for 

the steps listed on the navigation 

menu. 

1. Getting Started 

2. Personal Information 

3. Plan Selection 

4. Documents 

5. Review and Submit 
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Step 1: Getting Started 

To begin the application, applicants 

can: 

● Review the information on the 

Getting Started page. 

● Scroll down and click NEXT to 

proceed. 
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Step 2: Personal Information 

Applicants will be directed to the 

Personal Information section and 

can: 

● Review and confirm their 

personal information. 

If the information is accurate, 

applicants must: 

● Select Yes to the Is the 

information listed above 

accurate? question. 

● Click Save and Next to 

proceed. 
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Step 3: Plan Selection 

Applicants will be directed to the 

Health section under Plan Selection. 

This page displays Your Current 

Plan with your monthly premiums. 

Applicants can: 

● Select No to switch to a new 

plan or cancel their current 

health insurance plan. 

Note: If applicants select Yes, they 

will continue with their current 

health insurance plan. 
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Applicants can: 

● Select Switch to a New Plan. 

To select a plan, applicants must: 

● Select the box next to the 

desired health plan. 

Note: If applicants select Cancel, 

their health insurance will be 

canceled. 
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Scroll down to the Dependents 

section. 

Applicants can: 

● Click Yes to proceed with 

enrolling dependents. 

Upon selecting Yes, any enrolled 

dependent(s) will appear on the 

page. Applicants can proceed with 

the enrolled dependent(s) or add 

new dependents by clicking Add a 

Dependent button. 
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Note: If applicants select No to 

dependents’ questions, they can 

proceed without adding 

dependents. 

● Click the Calculate Health 

Premium. 
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Upon clicking the Calculate Health 

Premium button, PREMIUM TOTAL 

can be viewed at the top of the 

page. 

Applicants can: 

● Click View details to view the 

premium breakdown. 

Page 12 of 23 



     

   
 

 

     

   

● Scroll down and click Save 

and Next to proceed. 
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Applicants will be directed to the 

GIC Dental section under Plan 

Selection. 

This page displays Available Dental 

Plans with monthly premiums. 

Applicants can: 

● Select a Dental Plan from the 

Available Dental Plans. 

Note: If applicants select Opt out of 

Retiree Dental, they can proceed 

without enrolling in a Retiree Dental 

plan. 

Page 14 of 23 



     

   
 

 

   

    

   

     

  

 

   

    

  

 

 

 

 

 

Applicants can choose either 

Individual or Family plan. 

● Choose Family. 

● Click Add a Dependent to 

enroll dependents. 

Note: If applicants choose 

Individual, they can proceed 

without enrolling dependents. 
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An Add a Dependent pop-up will 

appear on the page. 

Applicants can: 

● Select an existing dependent 

from the drop-down list. 

Note: If applicants want to add a 

new dependent, they must click Add 

New button. 
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Upon selecting an existing 

dependent from the drop-down list, 

the dependent’s details will auto-

populate. 

Applicants must: 

● Click Add. 
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The dependent details will display 

under the Dependents section. 

Applicants must: 

● Click Save and Next to 

proceed. 
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Step 4: Documents 

Applicants will be directed to the 

Documents section. 

● Click Save and Next to 

proceed. 

Note: Documents are not required if 

applicants didn’t add new 

dependents. 
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Step 5: Review and Submit 

Applicants will be directed to the 
Review and Submit section and 
must: 

● Review all the selections. 

Note: Applicants must click the 
arrow available on the accordion to 
expand and review each section of 
the application. 
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Applicants must: 
● Check the attestation box. 
● Enter the applicant’s full 

name, as it appears on the 
screen, and 

● Click Submit. 
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A confirmation pop-up will appear 
on the page. 
Applicants must: 

● Click Yes. 
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A success message will appear on 
the page notifying the applicant 
that the Annual Enrollment 
application has been successfully 
submitted. 

Note: Applicants must keep this 
case number for their reference. 
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