User Guide for the Service Members' Group Life Insurance (SGLI) Web Site, version 1.0

Document Date:  October 9, 2001


Document Date:  October 9, 2001

User Manual for the 
Service Members' Group Life Insurance (SGLI) 
Web Site, 
version 1.0

Prepared by the Defense Enrollment Eligibility Reporting System (DEERS) Division of the Defense Manpower Data Center (DMDC)

Table of Contents

1Purpose of the SGLI Web Site

Accessing the SGLI Web Site
2
SGLI Web Site Links
11
Looking up a Service Member
12
Declining SGLI Coverage for a Spouse
16
Decreasing SGLI Coverage for a Spouse
18
Terminating SGLI Coverage for a Spouse
21


Purpose of the SGLI Web Site

Due to changes in the Service Members' Group Life Insurance (SGLI) program, SGLI coverage is being automatically extended to the spouses of Active Duty, Guard, and Reserve Service Members enrolled in SGLI.  The spouse's SGLI coverage will be automatically set equal to the sponsoring Service Member's coverage, or $100,000, whichever is less.

The SGLI Web Site allows staff at Personnel offices to decline, decrease, or terminate a spouse's SGLI coverage upon a Service Member’s request.  The site is not intended for the purpose of reviewing and accepting coverage.  The coverage will be automatic if no action is taken and cannot be greater than the coverage for the Service Member.

The SGLI Web Site allows staff at Personnel offices to:

· Decline SGLI coverage for the spouse of a Service Member

· Decrease the amount of SGLI coverage for the spouse of a Service Member

· Terminate SGLI coverage for the spouse of a Service Member

Accessing the SGLI Web Site

The SGLI Web Site was designed to be used only by authorized staff at Personnel offices.

To access the SGLI Site, you need a user ID, password, an Internet connection, and an Internet browser (for example, Internet Explorer or Netscape Navigator).

User IDs and Passwords

DMDC issued 1,000 SGLI user IDs and passwords to each Service.  The Services are responsible for distributing the SGLI user IDs and passwords to authorized users at their Personnel offices.

Internet Connection and Browser

You need an Internet connection and a browser that supports JavaScript, such as Internet Explorer (version 5 or above) or Netscape Navigator (version 4 or above).  If you have disabled JavaScript for your browser, you will need to re-enable it in order to access the SGLI Web Site.

Logging in to the SGLI Site

The URL for the SGLI Web Site is:

https://www.dmdc.osd.mil/dpdri/owa/SGLIops.home

If you are using Netscape Navigator as your browser, type the above URL in the Location or "Go to" field and press <Enter>.
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If you are using Internet Explorer as your browser, type the above URL in the Address field and press <Enter>.

Because the SGLI Web Site is a secure site, you must go through a few special steps before you will be able to access the site.
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If you are using Internet Explorer as your browser, you will get a Security Alert, letting you know you're about to obtain a secure connection:

Click OK to close the Security Alert message.

Enter your user ID in the User Name field, and your password in the Password field.  Then, click OK.
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IMPORTANT:  Do NOT click the option to "Save this password in your password list."  Doing so would allow anyone with access to your browser to logon as you and possibly change coverage information.  This option of saving your password only occurs if you are using Internet Explorer as your browser.

If you are using Netscape Navigator as your browser, you will need to obtain a certificate to log into the SGLI Web Site.
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3 New Site Certificate

wvew.dmdc.osd.mil is a site that uses encryption to protect transmitted
information. However, Netscape does not recognize the authority who
signed its Certificate.

Although Netscape does nat recognize the signer of this Certificate, you may
decide to accept it anyway so that you can connect to and exchange
information with this site.

This assistant will help you decide whether or not you wish to accept this
Certificate and to what extent.
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After reading the text, click the Next button.
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Here s the Certificate that is being presented

Certificate for: U.S. Government
Signed by: U.S. Government

Encryption:  Highest Grade (RC4 with 128-bit secret
= More Info

The signer of the Certificate promises you that the holder of this Certificate is
wha they say they are. The encryption level is an indication of how difficult it
would be for someane to eavesdrop on any information exchanged between
you and this web site
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Again, after reading the text, click the Next button.
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3 New Site Certificate

Are you willing ta accept this certificate for the purposes of receiving
encrypted information from this web site?

This means that you will be able to browse through the site and receive
documents from it and that all of these documents are protected from
abservation by a third party by encryption.

@ accept this certificate for this session
€ Do nat accept this certificate and do not connect
€ accept this certificate forever (until it expires)
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If you accept the certificate for just this session (the default choice), click Next.
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If you wish to accept the certificate until it expires, select the third option and then click Next.
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3 New Site Certificate

By accepting this certificate you are ensuring that all information you
exchange with this site will be encrypted. Howsver, encryption will nat
protect you from fraud.

To protect yourself from fraud, do not send information (especially persanal
information, credit card numbers, or passwords) to this site if you have any
doubst about the site's integrity.

For your own protection, Netscape can remind you of this at the appropriate
time,

I™ warn me before I send infarmation to this site
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If you do NOT wish to see a warning message each time you send information to the SGLI Site, click Next.
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3 New Site Certificate

By accepting this certificate you are ensuring that all information you
exchange with this site will be encrypted. Howsver, encryption will nat
protect you from fraud.

To protect yourself from fraud, do not send information (especially persanal
information, credit card numbers, or passwords) to this site if you have any
doubst about the site's integrity.

For your own protection, Netscape can remind you of this at the appropriate
time,

¥ warn me before I send infarmation to this site
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However, if you wish to see a warning message each time you send information to the SGLI Site, select the "Warn me before I send information to this site" option.  Then click Next.
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3 New Site Certificate

You have finished examining the certificate presented by:
vevew.dmde.osd.mil

You have decided to accept this certificate and have asked that Netscape
Navigator warn you befare you send information to this site.

If you change your mind, open Security Info from the Navigator menu and edit
Site Certificates

Click on the Finish button to begin receivingdocuments,
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When you have finished obtaining a certificate, click the Finish button.

Type your user ID in the User Name field and your password in the Password field.  Then click OK.
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If this is the first time you are logging into the SGLI site, you will be prompted to change your password.
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Read the password recommendations, and then choose a new password.

Enter your new password in the first field, enter it again in the second field, and then click the Change button.
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You will receive a confirmation that your password was changed.
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Click the faint blue arrow (pointed to by the yellow arrow above) on the left side of the window to go back to the login process.

An “Authorization failed. Retry?” message will appear:
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Click OK.
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Type your new password in the Password field.  Then, click OK.
The first time you log into the SGLI Site, you must register a user account.
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Enter your own information in these fields, and then click the Submit button.
If you are using Netscape Navigator as your browser and selected to be warned each time you send information to the site, you will get a Security Information message:
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Click Continue to proceed.

SGLI Web Site Links

On the left of the SGLI Web Site home page, there are several links.

If you are a first-time user of the SGLI Web Site, please read the Privacy Act and Disclaimer information by clicking the appropriate links.
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Looking up a Service Member

The window that first appears once you've logged into the SGLI Web Site is the SGLI Sponsor Lookup screen:
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Type the Social Security Number of the Service Member in the SSN field:
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Click the down-arrow button to the right of the Month field and select the month of the Service Member's date of birth from the drop-down list:

· Enter the date of the Service Member's date of birth in the Day field and the year (use four digits) of the Service Member's date of birth in the Year field:
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Enter the first three letters of the Service Member's last name in the Last Name field.  (You can type more than the first three letters, but only the first three letters will be used for the lookup.)

· Then click the Submit button.

Based on the information typed in the SSN, date of birth, and last name fields, if the Service Member is not found in the database, a box will appear letting you know the reason(s) the Service Member was not found.
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Click Return to Sponsor Lookup to return to the SGLI Sponsor Lookup screen.

If the Service Member is found in the database, a SGLI Information window will appear, displaying the SGLI coverage amount and the effective date of coverage for the Service Member's spouse.
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Have the Service Member verify his or her spouse's name and date of birth. If either is incorrect, please instruct the Service Member to go to a RAPIDS office and have the information corrected.  Name and date of birth information cannot be changed using the SGLI Web Site.  If a divorce and remarriage have occurred, the Service Member needs to provide divorce and marriage documents at the RAPIDS office.

If the Service Member does not want to change the SGLI coverage for his or her spouse, click the 
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  at the top right of the window to cancel, or click Return to Sponsor Lookup along the top of the window.  IMPORTANT:  If you then intend to leave the SGLI Web Site, you must close all browser windows to log out of the site.

Refer to the following three sections for information on modifying SGLI coverage for a spouse:

· Decline SGLI coverage for a spouse (see page 16)

· Decrease the amount of SGLI coverage for a spouse (see page 18)

· Terminate SGLI coverage for a spouse (see page 21)

Declining SGLI Coverage for a Spouse

First, you need to look up the sponsoring Service Member (see page 12).

After verifying with the Service Member his or her spouse's name and date of birth, select the Decline option near the bottom of the window.
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Then, click the Submit button. 

An Accept Spousal Coverage window will appear:

Verify the spouse SGLI coverage modifications with the Service Member before clicking the Accept button.
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If you need to exit the window without accepting the modifications, click the       at the top right corner of the window, or click Return to Sponsor Lookup instead of clicking the Accept button.
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Once you've verified with the Service Member that the displayed information is correct, click the Accept button.  This will return you to the SGLI Sponsor Lookup screen.

IMPORTANT:  If you intend to leave the SGLI Site, you must close all browser windows to log out of the site.

Decreasing SGLI Coverage for a Spouse

First, you need to look up the sponsoring Service Member (see page 12).

After verifying with the Service Member his or her spouse's name and date of birth, check to see that the "Modify Coverage for the Spouse" option along the bottom of the window is selected.  It should be selected by default.
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Then, click the Submit button.  

The Spouse SGLI window will appear:
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In this window, click the down-arrow button to the right of the Amount field and select the amount the Service Member wishes to decrease his or her spouse's SGLI coverage to.
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Do NOT select "$0" unless the Service Member wants to terminate coverage.

After selecting the correct amount, click the Submit button.

The Accept Spousal Coverage window will appear.

Verify with the Service Member that the modifications to his or her spouse's SGLI coverage are correct before clicking the Accept button.
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If you need to exit the window without accepting the modifications, click the       at the top right corner of the window, or click Return to Sponsor Lookup instead of clicking the Accept button.
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Once you've verified with the Service Member that the displayed information is correct, click the Accept button.  This will return you to the SGLI Sponsor Lookup screen.

IMPORTANT:  If you wish to leave the SGLI Web Site, you must close all browser windows to log out of the site.

Terminating SGLI Coverage for a Spouse

First, you need to look up the sponsoring Service Member (see page 12).

After verifying with the Service Member his or her spouse's name and date of birth, check to see that the "Modify Coverage for the Spouse" option along the bottom of the window is selected.  It should be selected by default.
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Then, click the Submit button.

The Spouse SGLI window will appear:
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To terminate SGLI coverage for a spouse, click the down-arrow button to the right of the Amount field and select "$0".  (NOTE:  All coverage terminations take effect on the last day of the current month.)
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After selecting $0, click Submit.

The Accept Spousal Coverage window will appear.
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Verify with the Service Member that the modifications to his or her spouse's SGLI coverage are correct before clicking the Accept button.
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If you need to exit the window without accepting the modifications, click the       at the top right corner of the window, or click Return to Sponsor Lookup instead of clicking the Accept button.

Once you've verified with the Service Member that the displayed information is correct, click the Accept button.  This will return you to the SGLI Sponsor Lookup screen.

IMPORTANT:  If you wish to leave the SGLI Web Site, you must close all browser windows to log out of the site.
--END OF DOCUMENT--
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Click for Privacy Act info.





Click for answers to some basic questions.





Click to see procedures for logging off.





Disclaimer info.





Click to change your password.





Click to send an email to the SGLI Site Webmaster.  If this function does not work with your browser, the email address is sgli.helpdesk@osd.pentagon.mil














The Address2 field is not intended for a second address but for information that is supplemental (for example, building number) to the number and street entered in the Address1 field.
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