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Add a Dependent During an Enrollment Event 

Use this procedure to add a dependent for benefits on behalf of an employee. Dependents can only be 
added to benefits when an enrollment event (i.e., New Hire Enrollment, Open Enrollment, Life Event 
Change) is being completed. 

 

 

 
 

 

 

 
 

 

1. On the Health Care Elections page of Change Benefits Elections, select the item(s) to elect 

under Health Care Elections. 

Procedure: 
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2. Use the prompt  in the Enroll Dependents field to enroll dependents for benefits. 
 
 

 If you are not enrolling the employee in medical coverage, follow the steps for the coverage type for 
which you want to enroll the dependent. 
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3. To add a new dependent, select the Add Dependent menu item. 

 

 If the employee already has an existing dependent setup in the system, the dependent can 
be selected using the Existing Dependents menu item. YOU SHOULD CHECK TO SEE IF 

THE DEPENDENT ALREADY EXISTS BEFORE ADDING A NEW DEPENDENT. 
 

 
 
 

After selecting Add My Dependent From Enrollment option you will see a page that details the supporting 
documentation required for each dependent type.   
 
Please review this page BEFORE clicking the OK button to understand the required documentation DBM 

Employee Benefits Division MUST receive PRIOR to adding a new dependent to coverage.   
 
If the documentation was submitted when initiating this Life Event you are not required to attach it again.   
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If it is identified on this page that you have not previously attached your documentation, you will be  

required to attach it PRIOR to submitting these election changes.  
 
All newly added dependents on a New Hire or Job Change event will require supporting documentation attached 
to this event PRIOR to submitting these elections. 

 
4.  After reviewing the required supporting documentation click the OK button to continue to add 

the new dependent. 

 

Add Dependent – Relationship, Date of Birth and Gender 
 

 
 

5. On this screen, complete the following fields: 

 Use the prompt  to select the Relationship of the dependent. 

 NEVER select “Employee” or “Other” for the Relationship or any relationship that 
indicates it is for “Internal Use Only”. 

 Enter or select the Date of Birth of the dependent. 

 Select the Gender of the dependent. 
 
 

6. Scroll down to continue. 
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Add Dependent – Legal Name 
 

 
 

7. On the Legal Name tab: 

 Enter the first name of the dependent in the First Name field. 

 Enter the last name of the dependent in the Last Name field. 
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Add Dependent – Contact Information 

 

8. On the Contact Information tab, click the Add button in the Address section to enter the 

address for the dependent. 

 

 

 The Use Existing Address prompt can be used to select the address associated with 

the employee. 

 

 Use the prompt to select the Country. 

 Enter the street address in the Address Line 1 field. 

 Enter the city in the City field. 

 Enter the state in the State field. 

 Enter the zip code in the Postal Code field. 

 Select the Type. 
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Add Dependent – National IDs 

 
 

9. On the National IDs tab, complete the following fields: 

 Use the prompt to select the Country. 

 Select the National ID Type (either Social Security Number or Tax Identification Number for 
foreign nationals). 

 Enter the Social Security Number for the dependent in the Identification # field OR enter 

the Tax Identification Number for foreign nationals. 

 

 Note that if you do not have the Social Security Number or Tax Identification Number for 

the dependent leave the screen empty, as shown below.  You will be prompted later to enter 

a reason for not entering it (e.g.,Newborn; no Social Security Number yet). 

 
 

 
 
Add a Dependent – Missing National ID 
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10. Click the OK  button. 
 

 

 

 You have successfully added the dependent and will see the dependent in the Enroll 
Dependents column. When you or the employee completes subsequent elections, DO 
NOT add the dependent again. The dependent will be listed in the Existing Dependents 

menu item of the Enroll Dependents field. 
 

11. The System Task is complete.  


