ERP Department

DEPENDENTS AND BENEFICIARIES :

n Employee Self-Service

You can add/edit/delete dependent information and/or add/edit/delete beneficiary
information any time during the year. Only during Open Enroliment can you add/delete
dependents from your health, dental, and vision plans.

Click on Dependents and Beneficiaries link to dis- Benefits
play, create or update dependent and/or beneficiary
information. Dependent and Beneficiary information § Benefits

must be added prior to the fall Open Enrollment pe- |/=" L
riod. Benefits Participation

Participation Cverview
DEPENDENT TIP: Employees MUST enter the social - - L

security number(s), birth date(s) and address(s) for N
each dependent Dependents and Beneficiaries

Enter or update dependent and heneficiary information.

currently enrolled.

Famdy MemberiDepandents

e To add a dependent and/or beneficiary click
on the Family member type

Overview

OR Chid

EONNE
Click on the Edit link for the dependent/ Frsthame  BONGE

beneficiary you wish to edit E:.“-, c,':a

e YOU MUST CREATE YOUR DEPENDENT(S)
AND/OR BENEFICIARY(S) HERE IN ORDER
FOR YOU TO SELECT THEM AS DEPENDENT
(S) AND/OR BENEFICIARY(S) .
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ERP Department- ESS Quick Reference Guides are located at http;//www.broward.k12.fl.us/erp/brite/HR/ess/




| Family MemberDependants

~— = = L .

Charvitnm Edit Revigwr and Save

e Enter dependent(s)/beneficiary(s)information

e Fields with a * are required information

Mame
e Also enter Social Security Number, birthdate First Mame: * BOBBIE

and address Last Marne: * BRITE
Other Title |v|
Diata at Birth
Dt of Birth 1273872 :E'_Jq
Mame at Birth
Gender “ pMale T Female

Other Personal Data

Social Securty Mumber 033-51-1243

Addrass

Street and House Murmber 3327 LAKESIDE CT

Address Line 2

Ciky: FOMPAND BEACH

State Flonda =
e Click the Review to Save button P Code 33082

Courtry LIZA [=

Telephone 954  |[543-9878

Click
Here

= walid from Today
Walkd as of Future Date
Walidity Period

[ Previous Step |

Status and Challenge
e Then click the Save button Status:

Challenged:
Disahility Date:
Motification Date:

Walid from 10¢/15/2008

1 Previous Step

Exit

| Save

e Click the Go To Family Member/
Dependents Overview button to return

to the Family Member/Dependents 1 5]
screen ﬂ L=

Family Member/Dependents

Overview Edit Feview a ave Confirmation

émThe changes you made to your %ﬂily Member data were saved

e Repeat these steps for each Family
Member/Dependent(s)/Beneficiary(s tto do next?
. /Dep (. 4 y(e) Go to Family MemberDependents Dverview|
you wish to add or edit 5o to Benefits homepage
Go to Employee Self-Services homepage

ERP Department- ESS Quick Reference Guides are located at http;//www.broward.k12.fl.us/erp/brite/HR/ess/




[STI]I'I Note: Dependents currently covered in a plan CANNOT be deleted outside

of the Open Enrollment Period.

Family MemberiDependents

e To delete a dependent click on the Delete

button below the dependent’s name you 4 1 2 3 4 =
wish to delete Overview Edit Review and Save Confirmation

e Once you delete your dependent from the Spouse
Family Member/Dependents section, you Valid from Today
will also need to delete the dependent in First Name:  BOBBY

. Last Name: BRITE
the “Change Beneficiary” screen Date DfEhrth 12/3/1872

[ | [[Colee]

Status and Challenge
Status:

Challenged:

Disahility Date:
Motification Date;

e Then click the Delete button to return
to the confirmation that the Family
Member Data was deleted

Walid from 10/15/2008

[4 Previous Step | !Delete | =0

EXITING FAMILY MEMBER/DEPENDENTS MENU

e Click the Go To Family Member/ Family MemberiDependents CIICk
Here
Dependents Overview button to return
to the Family Member/Dependents b 1 2 m
Scr.een to make addltlon.al changes or Chverview Edit Feview a ConFrmatlon
review the updated Family Member
Information mThe changes you macde ta your %mly Member data were saved
Go to Family Member/Cependents Dvemewl
Go to Benefits homepage
Go to Employee Sel-Services homepage
Family MemberiDependents
¢ OR click the Go to Benefits homepage v 1 2 3 4 =
to return to the Benefits Main Menu Owerview Edit Review and Save Confirmation
m The changes you made ta your Family Mermber data were saved
What do you want to do next?
Goto Family Member/Dependents Overview
o to Benefits homepage
o to mplioyees Sell-2EMICES thegage

ERP Department- ESS Quick Reference Guides are located at http;//www.broward.k12.fl.us/erp/brite/HR/ess/
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