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Your Benefits Information 
 
Reviewing Your Benefits Summary 
 
1. Select Self Service, Employee, Home, Employee Home.  The Employee Home page 

displays.  Click on Benefits Home to go to the Benefits Home page. 
 

 
• NOTE: You can also select Self Service, Employee, Home, Benefits Home.  The 

Benefits Home page displays. 
 

 
2. Click on Benefits Summary in the Benefits Information section.  The Benefits Summary 

page displays. 
• NOTE: You can also select Self Service, Employee, View, Benefits Summary. 
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3. Review your Benefits Summary information.   

• This is a listing of your benefits as of today’s date. 
• If you would like to see a Benefits Summary for another date, enter that date 

(MM/DD/YYYY) and click on . 
• If you would like to see a listing of the current benefits rates for eligible benefit plans, 

click on Current Medical/Dental Rates.  A new page displays with a listing of these 
rates.  Click on  to return to the Benefits Summary page. 
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4. Click on the individual links (Medical, etc.) to display a separate page containing more 
detailed information for each enrolled Benefit. 

 

 
5. Click on Return to Employee Benefit Summary to return to the Benefits Summary page. 
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Reviewing Your Flexible Spending Accounts 
 
1. Select Self Service, Employee, Home, Employee Home.  The Employee Home page 

displays.  Click on Benefits Home to go to the Benefits Home page. 
• NOTE: You can also select Self Service, Employee, Home, Benefits Home.  The 

Benefits Home page displays. 
 
2. Click on Flexible Spending Accounts in the Flexible Spending Accounts section.  The 

Flexible Spending Accounts page displays. 
 

 
3. Review your Flexible Spending Account information.  

• This is a listing of your accounts for the current calendar year.  Your annual pledge 
amount(s) and the year-to-date amount(s) contributed are shown here. 

• If you would like to review the Flexible Spending Accounts for another calendar year, 
enter that year (YYYY) and click on . 

 
4. Click on one of the Go to links to return to the appropriate page. 
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Reviewing and Changing Your Dependent Information 
 
Reviewing and Changing Dependent Personal Information 
1. Select Self Service, Employee, Home, Employee Home.  The Employee Home page 

displays.  Click on Benefits Home to go to the Benefits Home page. 
• NOTE: You can also select Self Service, Employee, Home, Benefits Home.  The 

Benefits Home page displays. 
 
2. Click on Dependent Personal Information in the Dependent Information section.  The 

Dependent Summary page displays. 
• NOTE: You can also select Self Service, Employee, Tasks, Dependent Summary. 

 

 
3. Review the Summary information for each dependent. 

• NOTE: For security reasons, the Social Security number is not shown.  You can see this 
number by placing your mouse/cursor over  and the number will be shown in 
a hover-text box. 

 
4. Click on the Dependent Name to change the dependent information.  The Dependent 

Personal Information page displays. 
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5. Review the Dependent Personal Information in these sections: 

• Personal Information 
• Status Information 

 

 
6. Review the Dependent Personal Information in these sections: 

• Address and Telephone 
• Address 
• Address 

 



 46

7. Click on Return to Dependent Summary to return to the Dependent Summary page. 
 
Changing Dependent Personal Information 

1. Click on .  The Dependent Personal Information page displays with the fields 
that you can change active. 

 

 
2. Enter or change the information in the following Personal Information fields as needed. 

 
• Same Address as employee 
• Same Phone as employee 
• Country 
• Address 
• Phone 

 
• NOTE: All other dependent personal information fields may be updated through the 

HR/Benefits department.  Fields marked with an * are required fields. 
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3. Enter or change the information in the Address and Telephone and Address fields as 

needed. 
• NOTE: Fields marked with an * are required fields. 

 
4. Click on Edit Address.  The Edit Address page displays. 
 

 
5. Enter or change the information in the Edit Address fields as needed. 

• NOTE: Click on Address Format Instructions for instructions on how to format 
information in the fields on this page.   
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• Click on  to return to the Edit Home Address page. 

 
6. Click on .  This brings you back to the Dependent Personal Information page. 
 
7. Enter or change the information in the Address field as needed. 

• NOTE: Fields marked with an * are required fields. 
 
8. Click on .  The Save Confirmation page displays. 
 

9. Verify  appears. 
 

10. Click on .  This brings you back to the Dependent Personal Information page. 
 
11. Verify the dependent information. 
 
12. Click on Return to Dependent Summary.  This brings you back to the Dependent 

Summary page. 
 
13. Click on Benefits Home.  This brings you back to the Benefits Home page. 

• NOTE: You can also click on Dependent Coverage Summary to go directly to the 
Dependent Coverage Summary page. 

 
Reviewing Dependent Coverage Information 
1. Click on Dependent Coverage Summary in the Dependent Information section.  The 

Dependent Coverage Summary page displays. 
• NOTE: You can also select Self Service, Employee, View, Dependent Coverage. 
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2. Review the Dependent Coverage Summary information.  This page provides a list of your 

current dependents, their benefits coverage, and their contact information as of today’s date. 
• If you would like to see a Dependent Coverage Summary for another date, enter that date 

(MM/DD/YYYY) and click on . 
 
3. Click one of the links to go to the appropriate page. 
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