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Benefits ~ Adding or removing a Dependent
Overview

Beneficiary Change
Birth/Adoption/Legal Child Custody



_(F_I.\ERII]AI ECH

s SRR P LR A

From Workday main screen
Benefits
Benefits

Change

Florida Tech Workday Job Aid

External Links

Fermnt Mand







Florida Tech Workday Job Aid



CrLORIDA TECH

Ep LT s L A e T

moskdo,.

ponal Information

National IDs

12. Once you have added the new dependent you will see their name show up in the dependent area, check the

box next to their name and save that coverage election.

13. The main screen will then show up and you’ll see your plan changes in the benefit box.
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14.

If you are adding or removing this dependent to multiple benefits, you’ll need to click into each benefit to

check or uncheck the box next to their name. You will not need to add their information each time as they
will show up as dependent with a check box next to their name.

15. Once you have made all your benefit changes click the Review and Sign at the bottom of the screen. The
View Summary page will show up and you’ll want to read each part of this to make sure everything is as you

expect. If you need to complete and EOI the link can be found on this page as well.

16. Before submitting your elections, if you are adding a new dependent to your benefits you must upload the

required documents*,

Attachments
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17. After reviewing your elections, scroll down and provide your electronic signature by checking | Accept.
Once the Submitted screen comes up you can select View Benefit Statement and from there you can save

or print a copy for your records. Then select Done and congratulations you are finished!
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