
Upload Required Document for
Adding New Spouse or
Dependent to Benefits - Job Aid

This flow will help you upload the required documents to add
someone to your benefits.
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Click Me
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Click Personal Information
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Click Document Records
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Click Add
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Click here and select the type of
document you are uploading. 

Some examples include Marriage
Certificate, Birth Certificate, Adoption
Certificate, Legal Custody Certificate,
etc.
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Enter a Name for the document you are
uploading
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Now you can either drag the file here to
upload it or click the box below and
select Add File to open a window to
select the file.
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Click Submit
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The Document should show below. 
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Click Home to return to your home
screen
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You have uploaded your document.
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Add Contact (to cover on
benefits) - Job Aid

This flow will show you how to a contact in Oracle. This is
necessary to cover this person on your insurance.
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Click Me
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Click Personal Information
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Click the Family and Emergency
Contacts tile
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Click the Add button to display the types
of contacts you may add

4/18

javascript:;


Click Create a New Contact to add a
family member or dependent as a
contact.
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Enter the contact's Last Name
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Enter the contact's First Name
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Click here and select the appropriate
Relationship for this contact from the
list of values
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If you are adding a new child so that
you can add them to your health
insurance, use their birthdate as the
date here.

If you are adding a spouse, use your
marriage date as the date here. If you
are adding a step-child to be covered by
insurance, you can also use the
marriage date.

If you are just adding a regular contact,
use today's date as the Start Date of
the Relationship.
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Fill in these fields if you would like.
Remember, the fields marked with a *
are required.

Then click Next here
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Click the check box if this contact is an
emergency contact
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Click here and select the appropriate
type of phone number
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Enter their Area Code here
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Enter the contact's Phone Number
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Today's date defaults as the Start Date
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If this person shares your address, leave
the dot next to Use My Address and
select your address from this drop-
down.

If this person doesn't live with you, set
the dot next to Enter a New Address
(and enter the address).
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Review everything on this page and fill
in additional details if needed.
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Click Submit to save and submit your
new contact record
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You have successfully added a family or emergency contact to your

Personal Information.

If this was a child or spouse, HR has been notified to open a Life

Event to allow you to add this person to your benefits. You should

get a notification when that happens.
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Enter a social security number
on a Contact for Benefits - Job
Aid

This flow walks you through adding a social security number to one
of your contacts. A SSN is required on a contact to enroll them in
benefits.
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Click Benefits
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Click People to Cover
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Click the name of the contact
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Click the arrow to expand the National
Identifiers section

5/14

javascript:;


Click Add
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Click into the Country field and select
US.
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Click into the National ID Type

8/14

javascript:;


Select Social Security Number
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Enter the Social Security Number here
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Enter additional information if you have
it.
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Click Submit
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Click the Back button here
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Click this back button
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You have successfully added a social security number to a contact.
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