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What is BenXcel?

 BenXCel allows employees to choose and check the 
status of their benefits. You can have direct access to 
your benefit plan information from anywhere that 
you can access the internet. BenXcel is managed by 
Benefit Coordinators Company (BCC)



Initial log in:
 You will receive an e-mail from BenXcel

or a communication from your HR 
Department prior to your first sign on 
that will provide you with information on 
your user name and initial password into 
BenXcel. 

 To log into BenXcel, go to: 
www.Benxcel.net 

 User Name: First two characters of 
your first name and first two characters 
of your last name, last four of 
SSN ex: amro1234

 Password: Entire date of birth with no 
spaces ex: 01091975

 Company Name: COSB

 Click the Sign In button to enter the 
system

 If are having systems issues, you can call 
BCC at 1-800-685-6100 for assistance.



First time logging in:

 You will be taken directly to your 
dashboard and can freely 
navigate throughout the system.

 All features of BenXcel can be 
accessed through links from your 
dashboard, the BenAdmin menu 
(top left corner), and the 
Employee Settings menu (top 
right corner beside your name). 
Commonly used functions also 
appear as tiles and widgets on 
your dashboard for quick and 
easy access.



If you’re logging in for the first time for 
open enrollment or as a new hire/rehire:
 You will be immediately required to 

complete your pending enrollment. 
Review the Required Employee Usage 
Agreement, Legal Agreement and 
Welcome screens. Click Continue on 
each of these screens to agree and 
proceed. 

 A Change Password screen will appear 
for you to change your initial 
password and configure two security 
questions. BCC strongly recommends 
changing your initial password and 
configuring your security questions. 
Failure to configure your security 
questions will result in the inability to 
utilize the Forgot Password feature.



 A Demographics screen will appear for you to review your existing 
information. 

 All fields marked in red are required. Any blank fields are optional. 
Fields shaded in grey cannot be changed. If a field in grey needs 
updated, please contact your HR Department.

 A Spouse/Domestic Partner screen and a Child screen will appear for you 
to add a Spouse/Domestic Partner and/or child(ren).

 All fields marked in red are required.  Any blank fields are optional. 
Fields shaded in grey cannot be changed. If a field in grey needs 
updated, please contact your HR Department.

 When adding a new dependent, supporting verification 
documentation must be uploaded after your enrollment is complete.



 Your enrollment will begin, presenting 
each benefit available for you to enroll:

 Click Enroll Now to elect coverage. 

 If the benefit is waivable, an 
optional Waive button will appear. 

 In the Eligible Members section of 
each benefit, check/uncheck the box 
next to each individual to indicate 
who should/should not be covered.

 If an informational plan video is 
available for a benefit, a Watch 
Video link will appear in the Enroll 
Now bar. 

 If you are already enrolled in a benefit 
and are not making changes (ex: adding 
or dropping a dependent from coverage), 
select the Keep Plan.



 An Election Summary/From Your Pocket feature along the top of your 
Enrollment screen will continually update with your elections and costs 
throughout your enrollment. Please remember the cost will be deducted 
from your paycheck bi-weekly.

 If you log out of the system at any time without finishing your 
enrollment, the system will save all elections made prior to you 
logging out.

 A Beneficiary screen will appear if you have elected any coverages 
requiring you to designate a beneficiary. 



 Click Finish to submit your enrollment.

 A Confirmation Statement will appear 
when your enrollment is complete. It 
will show your demographic information, 
current benefits, and all future 
elections. It can also be generated at 
any time to present a list of current and 
future dated benefits, coverage level, 
and associated costs. 

 The Plan Effective Date and Cost 
Effective Date will appear under each 
Plan name.

 Use the Total As Of drop down at the 
bottom of the statement to select a date 
range of which to view a cost 
breakdown.

 Access your Confirmation Statement by 
using the Benadmin Menu to select View 
Confirmation Statement. 



 A yellow countdown box will 
appear at the top right corner of 
your dashboard, notifying you of 
the amount of time remaining to 
make benefit elections.

 Upload required dependent 
verification documentation from 
the Upload Documents link on 
your dashboard (ex. marriage 
certification/birth certificate). 
Choose the corresponding 
enrollment type and then upload 
the documentation in a supported 
format. Click Save to submit.



Forms Library

 To access a library of informational brochures, plan 
documents, and forms are available 24/7 in the Forms 
Library section of BenXcel. 

 To access, click on Forms Library from the Enrollment 
Links section of your dashboard.



BenXcel Training Video

 Here is a helpful video from BenXcel which shows you step 
by step how to navigate and select benefits on the BenXcel
website:

 New Hire Enrollment Tutorial Video .(Link is 
https://www.benxcel.com/doc_20/COSB_New_Hire_Enrollmen
t.mp4)

 *If you have difficulty playing the video in Explorer, you may 
have to cut and paste in Chrome.



Assistance:

 BCC’s Customer Service Call Center is available to assist 
with BenXcel questions and password re-sets. You can 
reach a Representative by calling 800-685-6100. 

 Representatives are available: Pacific: Monday -Thursday: 
5:00am - 5:00pm PT & Friday: 5:00am - 3:00pm PT

 Or by email: Customersupport@bccbenefitsolutions.com


