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Add A Dependent During Open Enrollment

e Step 1

Finance | Supply Chain (FSCM)  Approvals Budget

e B o i

Click the Employee Self-Service tile.

Human Resources (HCM) Learning (ELM)

Employee Self-Service Manager Self-Service:

Analytics (OBIA) Capital
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Talent Profile

&

Employee Self-Service

Open Enroliment

Starts now uniil 92312022, Your final
enrollment must be submitted by 11:59 PM
EST, 912312022

Countdownto ~ Days HH MM SS
Open .14:
Enrolment ORLUCELE
Deadine:

Time and Absence Payroll

«©

Last Pay Date 08/26/2022
Benefit Details Performance

& 8 ‘_ﬁ

b -

Enrolment Ends 09/23/2022

inferms

EMASS Labor and Work Perfor...

«©

Personal Details

Total Rewards

o

MDC TOTAL REWARDS

Add A Dependent During Open Enrollment

Step 2

Click the Open Enroliment tile.
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X Exit Open Enrollment S te p 3
"2 Enrollment Period 8/7/2022 - 9/14/2022
Marie Hill
Welcome Task: Personal Information - Name
© ot Stared .
o > Click the Next button
4Personal Information "
@ Visited
Name
Vi

Home and Mailing Address
Gomplte
Contact Information
® vistea
DependentiBeneficiary Info
Vsied
Benefits Summary
© ot Startes
Benefits Enrollment
© Not Started
Benefits Statements
© ot Startes

Summary
© Mot Stsried




X Ex

Open Enrollment

"2 Enroliment Period 9/7/2022 - 9/14/2022
Marie Hill

Welcome
O HotStarted

4 Personal Information
@ Visited

Name
® visted

Home and Mailing Address
© Complete

Contact Information
® Visteg
Dependent/Beneficiary Info
® Visied

Benefits Summary
© ot Sared

Benefits Enrollment
© Mot Stsried

Benefits Statements.
© Mt Stenag

Summary
© Mot Stsried

Task: Personal Information - Home and Mailing Address
Home Address

123¢ Colins Avenue
aPT

Current
MIAMI BEACH, FL 33141
Mailing Address
1324 5. Main
Current
Miami, FL 33131

< Previous

Add A Dependednt During Open Enrollment

Step 4

Click the Next button.
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X Exi Open Enrollment

“2 Enrollment Period 9/7/2022 - 911412022 p
Marie Hil
< Previous

Welcome Task: Personal Information - Contact Information
O Mot Started .
Click the Next button
4Personal Information + "
@ Visited
Number Extension Type Preferred
Name
o vstad 30575555555 Wobile v >
Home and Mailing Address
© Complste 305/123-1234 Home >
Contact Information
 vstes Email
Dep +
pendentBeneficiary Info
o Vsied
Email Address Type Preferred
° E‘:’";;";:"""“"V marie hil@miamidade gov Business v N
Benefits Envollment
O Not Started Instant Message
Sensiits Statements No data exits
© NotStarted S
| adam |
Summary

© Mot Stsried




Add A Dependednt During Open Enrollment

X Exit

Open Enrollment : S te p 6
"% Enrollment Period 91712022 - 91142022
Marie Hill
< Previous Next >

Welcome Task: Dependent/Beneficiary Info
O Mot Started . - =
R | Click the Add Individual button.
® Visied Name Relationship Dependent

Dependent/Beneficiary Info JASON HILL Spouse v >
© Competa

Senefits Summary Jane Doe Chid v >
 Vsied

Benefits Enroliment
& Compiete

Benefits Statements.
® Usied

Summary
 Ustes




MIAMI-DADE

Name

Personal Information

Date of Birth

*Gender

*Relationship to Employee

Dependent

“Marital Status

*Student

“Disabled

*Smoker

Address
Address.

1234 COLLINS AVENUE
MIAMI BEACH, FL 33141

National ID
N data exists

Add National ID

Phone
N data exists

Add Phone

]
Single v
Mo [
Mo [
Non Smoker[¥]
Address Type

Home

Add Individual Dependent Information

Select Save after you have edited your Dependent information. The changes will go into efiect on Sep 23, 2022

Asof =

Asof M

Asof B

Asof

Same as mine

Same as mine >

Add A Dependednt During Open Enrollment

Step 7

Click the Add Name button.
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Step 8

Click in the First Name field.




Add A Dependednt During Open Enrollment

Step 9

Enter the desired information into
the First Name field.
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Step 10

Click in the Last Name field.
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Step 11

Enter the desired information into
the Last Name field.
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Step 12

Click the Done button.




MIAMI-DADE

Cancel

Name

Holly Hill

Personal Information
Date of Birth [#]
*Gender v

*Relationship to Employee

Dependent

“Marital Status | Single

*Student | No [v]
*Disabled | No [¥]

*Smoker | Non Smoker|v]

Address
Address Address Type

1234 COLLINS AVENUE

WIAMI BEACH, FL 33141 Home

National ID
No data exists

Add National ID

Phone
No data exists

Add Phone

Add Individual Dependent Information

Select Save after you have edited your Dependent information. The changes will go into efiect on Sep 23, 2022

Asof B

Asof

Asof

Asof =

‘Same as mine

Same as mine >

Add A Dependednt During Open Enrollment

Step 13

Click the Calendar Date of Birth button.



Add A Dependednt During Open Enrollment

Cancel

‘Select Save after you have edited your Dependentinformation. The changes will go info effect on Sep 23, 2022

Add Individual Dependent Information @ Step 1 4

Name

Holly Hill

Click the Gender list.

Date of Birth 0170172010

*Gender

*Relationship to Employee

Dependent
“Marital Status | Single Asof B
“Student Asof
*Disabled Asof
*Smoker Asof =
Address
Address. Address Type ‘Same as mine.
1234 COLLINS AVENUE
WIAMI BEACH, FL 33141 Home Same as mne 4
National 1D
No data exists
Add National ID
Phone
No data exists
Add Phone



MIAMI-DADE

Cancel

Name

Holly Hill

Personal Information

Date of Birth 0170172010

“Gender
[Fenae |
“Relationship to Employez | "2°___|

Dependent

“Marital Status | Single

*Student | No [v]
*Disabled | No [¥]

*Smoker | Non Smoker|v]

Address
Address Address Type

1234 COLLINS AVENUE

WIAMI BEACH, FL 33141 Home

National ID
No data exists

Add National ID

Phone
No data exists

Add Phone

Add Individual Dependent Information

Select Save after you have edited your Dependent information. The changes will go into efiect on Sep 23, 2022

Asof

Asof

Asof

Asof

‘Same as mine

Same as mine >

Add A Dependednt During Open Enrollment

Step 15

Click the Female list item.
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MIAMI-DADE

o Add Individual Dependent Information ‘E Step 16
A

Select Save after you have edited your Dependent information. The changes will go into efiect on Sep 23, 2022
Name

Holly Hill >

Click the Relationship to
Employee list.

“Gonder | GEIETV]|

*Relationship to Employee

Dependent
“Marital Status | Single Asof O
*Student | No [v] Asof
“Disabled | No [] Asof
“*Smoker | Non Smoker || Asof =
Address
Address Address Type ‘same as mine
1234 COLLINS AVENUE

MIAMIBEACH, FL 33141 Home: Same as mine >

National ID
No data exists

Add National ID

Phone
No data exists

Add Phone




Cancel

Add Individual Dependent Information

Select Save after you have edited your Dependent information. The changes will go into efiect on Sep 23, 2022

Name

Holly Hill

Personal Information

Date of Birth

*Gender

*Relationship to Employee

Address
Address.

1234 COLLINS AVENUE
MIAMI BEACH, FL 33141

National ID
No data exists

Add National ID

Phone
No data exists

Add Phone

Dependent
“Marital Status
*Student
*Disabled

*Smoker

0110172010

Female[v]

Aduft Chid

Jomeste Paner,
Domesiic Partner Chikd
Employes
ExDomesiic Partner
ExSpouse

Foster Chikd

Great Grand Parent
Great Grandchild
In-Law

Neighbor
Other Relative:
Parent
Parent Indaw
Roommate

Sefl
Sibling

US Same-Sex Spouse

Asof

Asof

Asof

Asof

‘Same as mine

Same as mine >

L]

Add A Dependednt During Open Enrollment

Step 17

Click the Child list item.



MIAMI-DADE Add A Dependednt During Open Enrollment

Cancel

Add Individual Dependent Information ‘E Step 18
A

Select Save after you have edited your Dependent information. The changes will go into efiect on Sep 23, 2022
Name

Holly Hill

Click the Add National ID button.

Date of Birth 0170172010

*Gender | Female[v|

*Relationship to Employee

Dependent Yes

“Marital Status | Single Asof
*Student | No [v] Asof
*Disabled | No [¥] Asof
*Smoker | Non Smoker|v] Asof
Address
Address. Address Type ‘Same as mine
1234 COLLINS AVENUE
WIAMI BEACH, FL 33141 Home Same as mne 4
National ID
No data exists
Phone
No data exists
Add Phone




MIAM Add A Dependednt During Open Enrollment

Step 19

Click the Country list.

National ID
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Step 20

Click the United States list item.




Add A Dependednt During Open Enrollment

Step 21

Click in the National ID field.




Add A Dependednt During Open Enrollment

Step 22

Enter the desired information into
the National ID field. Enter "123-12-
National ID 1 234" .

“Country | United States

*National ID Type | Social Securty Number
*National ID




Add A Dependednt During Open Enrollment

Step 23

Click the Done button.

National ID

“Country | United States
*National ID Type | Social Security Number v

‘National ID |123-12-1234]

Primary (Y




MIAMI-DADE Add A Dependednt During Open Enrollment

Cancel Add Individual Dependent Information Ste p 24
Select Save after you have ecited your Dependentinformation. The changes il go into efiect on Sep 23, 2022 A

Name

Holly Hill

Click the Save button.

Date of Birth 0170172010

*Gender | Female[v|

*Relationship to Empioyee | Ghild

Dependent Yes

“Marital Status | Single Asof
*Student | No [v] Asof
*Disabled | No [¥] Asof
*Smoker | Non Smoker|v] Asof
Address
Address. Address Type ‘Same as mine
1234 COLLINS AVENUE
WIAMI BEACH, FL 33141 Home Same as mne 4
National ID
+
Country National ID Type National ID Primary
United States Social Securty Number 1234241234 v >
Phone
No data exists

Vv
Add Phone
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o Open Enrollment : Ste p 2 5

"2 Enroliment Period 9/7/2022 - 9/14/2022
Marie Hill

< prevous

Weloome
— Click the Next butt
¥ Personal Information "
® Vsied Relationship Dependent

Dependent/Beneficiary Info JASON HILL Spouse v >
© Comiets

Benefits Summary Jane D Chid v ’
o veid

Holy Hil Chid v >

Benefits Enroliment
& Compiet:

Benefits Statements.
® Usied

Summary
 Ustes




Add A Dependednt During Open Enrollment

- Open Enrollment : Ste p 2 6

% Enroliment Period 9/7/2022 - 911412022
Marie Hill

Welcome Task: Dependent/Beneficiary Info

© ot Stared
End of Procedure.

¥ PersonalInformation
® Viied Nar Relationship Dependent

DependentiBeneficiary Info JASON HILL Spause v >
© Complete

Benefits Summary Jane D Chid v ’
® Vsied

Holly Hil Chid v >

Benefits Enroliment
& Compiet:

Benefits Statements.
® Usied

Summary
 Ustes
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