
 
 

How to Enroll in Benefits 
 SCA 
Use the Maximus Benefits Center  
to enroll in your benefits.

At Maximus, we provide the support you need for all the 
moments that matter. This includes giving you the tools to 
understand your benefits and select the options that work 
best for you and your family.

This guide will walk you through the user-friendly  
enrollment process on the Maximus Benefits Center.

Don’t miss this chance to choose your benefits!  
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Let’s get started!

Visit the Maximus Benefits Center directly at  
worklife.alight.com/maximus.

Need log in help?  If you’re a new user, there are instructions on how to 
set up your credentials at the beginning of this guide. If you lost your 
password or user ID, follow the instructions at the end of the guide. 

For quick and  
easy access,   
enroll through  
the Alight App* 
2 ways to get the Alight 
mobile app:
1. Visit http://alight.com/app
2. Scan the QR code with  

your phone

The Alight Mobile app 
not only helps you stay 
connected to your Maximus 
benefits on the go, but also 
helps you ensure privacy 
and security.

*You must have your profile set up 
on the website before enrolling 
through the Alight app.

https://worklife.alight.com/maximus
http://worklife.alight.com/maximus
http://alight.com/app
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New User

Enter the last 4 digits of your social security number and your 
birthdate. Check the box to accept the Alight Privacy Policy, 
then click Continue.

If this is your first time accessing 
the Maximus Benefits Center, 
follow these instructions to set up 
your credentials.

You may be asked to provide your ZIP code. 
Click New User?
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Next, you can choose your credentials  
(your username and password). Make sure 
your password meets the requirements 
noted on the right side. 

You’ll also need to create a unique Service Center 
PIN code to help you verify your identity if you call 
into the Maximus Benefits Center. Make sure to 
save this PIN for future use.  

When ready, click Continue. 
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You’ll be asked to set up a series of security 
questions to help you verify your identity if you 
ever need to reset your password. 

Click Continue once you’ve set up your 
questions and answers.
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Next, you’ll be asked if you want to be 
remembered on the device you’re using. 
Choose an option and click Continue.

Lastly, you’ll see a screen like this indicating 
that you’ve completed your logon setup. 
From here you can learn more about setting 
up your Alight Mobile logon and/or click 
Log on to Alight Worklife to get back to 
the Logon screen so you can access your 
benefits information. 
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Click Enroll now on 
the pop-up window. 
(If you don’t see this 
screen, you will be 
taken directly to the 
home page.)

Choose the It’s time 
to make your benefits 
choices tile from 
the Recommended 
section.

At any point along 
the way, if you have 
questions, you can 
click Need Help?  

1

2

How to enroll
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Read the Save As You Go page 
for important information. Your 
elections are saved even if 
you don’t finish the enrollment 
process. Click Go to Enrollment  
to be walked through the 
enrollment process.
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First, review Your Dependent Information. It’s important that this is up to date because 
your costs are based on whom you cover. If changes are necessary, click Edit next to an 
existing dependent or Add Dependent. When you’re done, click Continue.
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You have two choices for 
your enrollment experience—
Personalize Estimates or  
No, thanks.

Click No, thanks to go  
directly to the Choose Your 
Medical Plan page.

For benefit suggestions based on your needs, choose 
Personalize Estimates and follow the prompts to answer 
questions about your benefits usage, including health 
care visits, medical expenses, prescription information, 
and medical procedures. 

Your answers are completely confidential, not be  
shared with Maximus, and not retained after you  
finish your enrollment. 
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As you go through the enrollment 
process, Helpful tips will pop up 
with recommendations. After you 
have reviewed, click Continue to 
go to the next screen.
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On the Choose Your Medical Plan page, 
you will see the system-recommended 
plan and your current plan. 

Click Update your estimate to use  
the Personalize Estimates tool again.

Use election shortcuts to Compare 
plans, Choose who’s covered, or see 
How to waive medical if you do not 
want to be covered under a Maximus 
plan next year.

Continued on the next page
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In the Plans available section, you will 
see a comparison of the plans. You 
can click All coverage details for plan 
information, Pay period or Annual for 
costs, and Find a doctor to check if your 
doctors are in-network.

To continue, click Choose This Plan or 
Keep This Plan to select the medical 
plan that’s best for you and your family.

Continued on the next page

(cont.)
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If you want to opt out of medical through 
Maximus and have valid proof of other 
coverage, click Upload Document to  
submit your documentation. 

Note: You will still need to elect medical. 
Once your documentation is approved,  
GSA National will waive your medical. 
Copies of insurance cards will not be 
accepted. Please refer to the SCA  
Opt-out Letter Requirements sheet  
located in the Maximus Documents  
Library for more information.

(cont.)
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Once you complete your medical  
plan enrollment, you’ll be guided 
through the rest of your benefit 
options, including dental, vision, 
insurance, and other options.

8
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9
After you walk through the enrollment process, you’ll see the Summary 
of Your Benefit Elections page. To make changes, click View/Change 
next to those options. 

Be sure to click Complete Enrollment when you’re done (as a reminder, 
your elections are saved as you go throughout the process).



17

10

Below your Confirmation number, you can click Get your summary to 
print a list of your benefits. You may see some Required Follow-Ups 
and will need to complete those to ensure coverage. 
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If you forgot your User ID 
or password, click Forgot 
User ID or Password? 

If you forgot your User ID 
or Password, follow these 
instructions to help you 
log on to the Maximus 
Benefits Center.

Forgot User ID or Password
Enter the last 4 digits of 
your social security number 
and your birth date, check 
the box to accept the Alight 
Privacy Policy, then click 
Continue. 

If you only forgot your User ID, you can verify your logon with 
the Alight Mobile app if you currently use it. The Alight Mobile 
app is the fastest way to authorize your access. Otherwise, you 
can enter your password here and click Continue. You’ll be 
asked to confirm your identity. 

If you entered your password or verified it on the Alight Mobile 
app, continue to Part A of this section in the guide. 

If you forgot your password, click Reset Password and continue 
to Part B of this section in the guide. 
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Part A
If you know your password or verified it on the Alight Mobile app, 
you can follow the instructions below.  

If you entered your password in the last step, you’ll see these 
options. Click the option that works best for you. You can get 
a one-time code sent to you by text, email, or phone call. You 
can also choose to answer a series of security questions you 
previously set up. 

Based on the option you chose, either enter the code or answer 
the security questions. Then click Continue.
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You’ll then be asked if you want to be remembered on the device 
you’re using. Choose the option that best applies to your situation. 
If it’s your personal device that isn’t shared, you should choose Yes. 
If it’s a shared or public device, you should choose No.

Lastly, you’ll see a confirmation screen. From here you can choose 
to set up your Alight Mobile app logon. Or, you can click Back to 
login. This option will take you back to the Logon screen so you 
can access your benefits information.
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Part B
If you forgot or need to reset your password when logging on, 
follow the instructions below. 

If you are resetting your password, you’ll see a series of options to 
verify your identity. Click the option that works best for you. 

You can get a one-time code sent to you by text, email, or phone 
call. You can answer a series of security questions you’d previously 
set up. You can also receive a temporary password. 

Based on the option you chose, either enter the code or answer the 
security questions. 

(Note: If you requested a temporary password by mail, you’ll need 
to wait 5–7 business days). Then click Continue.  
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You’ll then be prompted to change your password. Make sure your 
password meets the requirements noted on the right side.
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Once you’ve entered logon credentials,  
you’ll be asked if you want to be 
remembered on the device you’re using. 
Choose the option that best applies to 
your situation. If it’s your personal device 
that isn’t shared, you should choose 
Yes. If it’s a shared or public device, you 
should choose No.

Lastly, you’ll see a confirmation screen like 
this indicating that you’ve completed the 
process to update your password. From 
here you can choose to set up your Alight 
Mobile app logon. Or, you can click Log 
on to Alight Worklife. This option will take 
you back to the Logon screen so you can 
access your benefits information. 
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Questions? Contact GSA National.
By phone: 800.250.2741, Monday - Friday, 8:30 a.m. to 7 p.m. ET
By email: customersupport@gsanational.com
Or visit: gsanational.com

https://gsanational.com

