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Add A Dependent During Open Enrollment



Add A Dependent

https://informs.miamidade.gov/

Visit the INFORMS home page at https://informs.miamidade.gov/ 

If not already logged in, enter your login credentials.

https://informs.miamidade.gov/


Step 1:

Click the Employee Self-Service tile.

Add A Dependent



Add A Dependent

Step 2:

Click the Open Enrollment tile.



Add A Dependent

Step 3:

Click the Dependent Info tab.



Add A Dependent

Step 4:

Click the Add Individual button.



Add A Dependent

Step 5:

Click the Add Name button.



Add A Dependent

Step 6:

Enter your dependent’s First Name and Last Name.



Add A Dependent

Step 7:

Click the Done button.



Add A Dependent

Step 8:

Click the Calendar Date of Birth button and select the dependent’s date of birth.



Add A Dependent

Step 9:

Click the Gender dropdown and select the dependent’s gender.



Add A Dependent

Step 10:

Click the Relationship to Employee dropdown and select your dependent’s relationship.

IMPORTANT NOTE: 

You should only select ADULT CHILD if you are covering a dependent child who is currently age 26-29.



Add A Dependent

Step 11:

Click the Add National ID button. (National ID number = Social Security #)



Add A Dependent

Step 12:

Click the Country dropdown and select United States.



Add A Dependent

Step 13:

Click on the National ID Type field – select Social Security Number 
Click on the National ID field – enter your dependent’s social security number.



Add A Dependent

Step 14:

Click the Done button.



Add A Dependent

Step 15:

Click the Save button.



Add A Dependent

Step 16:

Click the Incomplete link. Next you will upload your documents to verify eligibility for your 

newly added family members.  



Add A Dependent

Step 17:

Click on Add Attachment



Add A Dependent

Step 18:

Click My Device.

Select your document to be uploaded. 

Click Upload



Add A Dependent

Step 19:

Click Done. Procedure completed.



Remove a Dependent During Open Enrollment



Remove a Dependent

https://informs.miamidade.gov/

Visit the INFORMS home page at https://informs.miamidade.gov/ 

If not already logged in, enter your login credentials.

https://informs.miamidade.gov/


Remove a Dependent

Step 1:

Click the Employee Self-Service tile.



Remove a Dependent

Step 2:

Click the Open Enrollment tile.



Remove a Dependent

Step 3:

Click the Benefits Enrollment button.



Remove a Dependent

Step 4:

Click the tile for the benefit plan from which you wish to remove dependents.



Remove a Dependent

Step 5:

Check the box next to the dependent you wish to remove from coverage. 

Click the DONE button. Procedure completed.



Enroll in Your Benefits During Open Enrollment



Enroll in Benefits

https://informs.miamidade.gov/

Visit the INFORMS home page at https://informs.miamidade.gov/ 

If not already logged in, enter your login credentials.

https://informs.miamidade.gov/


Enroll in Benefits

Step 1:

Click the Employee Self-Service tile.



Enroll in Benefits

Step 2:

Click the Open Enrollment tile.



Enroll in Benefits

Step 3:

Click the Benefits Enrollment button. 



Enroll in Benefits

Step 4:

Click the tile for the benefit plan you wish to enroll in or change.



Enroll in Benefits

Step 5:

Click Select next to the plan option you wish to enroll in. 

Check the box(es) next to the dependents you wish to add to your coverage.

Uncheck the box(es) next to the dependents you wish to remove from your coverage.



Enroll in Benefits

Step 6:

Click the Done button.



Enroll in Benefits

Follow Steps 4 - 6 to enroll in or change the following benefits:

Medical, Dental, Vision, Short-Term Disability, Long-Term Disability, Legal Insurance



Enroll in Benefits

Step 7:

Click the Submit Enrollment button to submit your elections and complete your enrollment.



Enroll in Benefits - HealthCare Flexible Spending Accounts

Step 1:

Click the Flex Spending Health - U.S. tile.



Enroll in Benefits - HealthCare Flexible Spending Accounts

Step 2:

Click Select to enroll in the HealthCare Flexible Spending Account (FSA).



Enroll in Benefits - HealthCare Flexible Spending Accounts

Step 3:

Click in the Annual Pledge field.

The Annual Pledge is the total amount you wish to contribute into the account for the year.



Enroll in Benefits - HealthCare Flexible Spending Accounts

Step 4:

To calculate the amount that will be deducted in each pay period, click the Flexible Spending Account 

Worksheet button.



Enroll in Benefits - HealthCare Flexible Spending Accounts

Step 5:

Click the Calculate button.



Enroll in Benefits - HealthCare Flexible Spending Accounts

Step 6:

Click the Done button.



Enroll in Benefits - HealthCare Flexible Spending Accounts

Step 7:

Click the Done button. Procedure completed..



Enroll in Benefits - Dependent Care Flexible Spending Accounts

Step 1:

Click the Flex Spending Dependent Care tile.



Enroll in Benefits - Dependent Care Flexible Spending Accounts

Step 2:

Click Select



Enroll in Benefits - Dependent Care Flexible Spending Accounts

Step 3:

Click in the Annual Pledge field.

The Annual Pledge is the total amount you wish to contribute into the account for the year.



Enroll in Benefits - Dependent Care Flexible Spending Accounts

Step 4:

To calculate the amount that will be deducted in each pay period, click the Flexible Spending Account 

Worksheet button.



Enroll in Benefits Dependent Care Flexible Spending Accounts

Step 5:

Click the Calculate button.



Enroll in Benefits - Dependent Care Flexible Spending Accounts

Step 6:

Click the Done button.



Enroll in Benefits - Dependent Care Flexible Spending Accounts

Step 7:

Click the Done button. Procedure completed.



Review and Print Your Open Enrollment Elections

Step 1:

Click the Enrollment Preview Statement button to view your open enrollment elections.



Review and Print Your Open Enrollment Elections

Step 2:

Click the Election Summary dropdown to view your elections

Click the Dependents dropdown to view your dependents. 

Click Print View to display your confirmation of elections. 

Click the Print button/icon in your web browser to print your elections statement. 
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