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Elect or Change Benefits Elections 

Use this procedure to elect or change benefit elections on behalf of an employee. 

FOR ABCs WHO HAVE INITIATED A LIFE EVENT ON BEHALF OF AN EMPLOYEE: Start at step 1 
of this procedure. 

If the ABC did not initiate the life event on behalf of the employee, the Benefit Change event will not 
be in the ABCs SPS Inbox after EBD approves the initiation of the event. The ABC will need to find the 
Benefit Change event in the employees’ Worker History and access the event via the Related Actions 
button on the event.   

FOR JOB CHANGES AND NEW HIRES: Refer to the Complete Initial Benefit Elections (New Hires 
and Job Changes job aid. 

1. Find the Benefit Change life event in your SPS Inbox.

 Click on/Select the event

 Click the Let’s Get Started button

Procedure: 
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2. The Enrollment page will display.  The cost, coverage, and dependents will display the employees’
current elections and/or waives.  To make changes click the Manage or Enroll button on the
tile(s) for the coverage type(s) you want to elect/change.

The Enroll button displays if there are no current elections for the coverage type/category 

The Manage button display if there are current elections for the coverage type/category. 

3. After clicking either the Manage or Enroll button, the coverage type will display.  Select the
coverage/Plan and click the Confirm and Continue button to proceed to the Dependents page.
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4. The Dependents page displays dependents that are already setup in the system and eligible for the
coverage type.  Currently covered dependents display as “Selected”.  Add or change covered
dependents by clicking in the Select box.  If the employee wants to add a new dependent click the
Add New Dependent button.

5. After reading the Add Dependent page to review what supporting documentation is required to
add the dependent, click the OK button to proceed and complete the new dependent information.
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6. Complete the dependent information: Relationship to the employee, Date of Birth of the
dependent, and Gender.

7. Scroll down the page and complete the Legal Name tab for the dependent.
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8. Click on the Contact Information tab and complete the Address information. If the dependent 

resides at the same address as the employee, use the Search icon in the Use Existing Address 
field and click on the employee address.  If the dependent resides at a different address, complete 
the Address, City, State and Postal Code fields.   

 
 Complete the Usage Type value. 
 
 

 
 
 
 

9. Click on the National IDs tab.   
 
 

Click the “+” to open/add a row for data entry.  Use the Search icon to complete the Country and 
National ID Type; and enter the ID in the Add/Edit ID. 
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If the dependent does not have a National ID, do not click the “+” to open/add a row.  If you click 
the “+” and you do not have the information, you will need to click the Remove button to close the 
add feature. 
 
 
Click the Save button to proceed. 

 

 
 

 
 

 

 
 

 
10. The new dependent displays on the coverage plan page and is automatically selected for 

coverage in the plan.    

 
 

 
 
 

Verify all dependents which should be covered for this coverage type are “Selected” and 
then click the Save button.  If there are additional new dependents complete the Add New 
Dependent steps for each new dependent. 
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11. On the Enrollment page, proceed to select or update the other coverage types (Prescription, 
Dental, Flexible Spending, Life Insurance and AD&D) as required.   

 
 

 New dependents only need to be added once but DO NEED TO BE SELECTED ON EACH 
COVERAGE TYPE where desired. 

 

 
 
 

12. After all elections have been made, click the Review and Sign button to proceed.   
 
 

Or, you may click the Save for Later button to save the event/elections and return to them later.   
 
Note, elections will not go to DBM Employee Benefits Division (EBD) for review or become 
effective until you click the Review and Sign button. 
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13. After clicking Review and Sign, the View Summary page will display.  Review the selections and 

verify all Plans and Dependents are accurate based on the paper enrollment form completed by 
the employee.    

 

 
 
 

14. Scroll down to the Attachments section and attach any required new dependent supporting 
documentation along with the paper enrollment form signed by the employee using the Select 
files button. 
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15. Scroll down to the Electronic Signature section.  If everything is correct check the I Accept 

button at the bottom of the page and click the Submit button.  
 

 

 
 
 
After clicking the Submit button, the event/elections route to DBM Employee Benefits Division 
(EBD) for review and approval.   
 
If there are any issues with the elections or supporting documentation DBM EBD will return the 
event to the ABC.  The elections will not be in effect until DBM EBD has approved the event. 

 
 
 
 
 
 
 
 



 

 

 


