
Guide to Family Status Change Enrollment 
 

Whether you are enrolling in benefits due to a job related event such as hire or open enrollment, or if you have 
experienced a family status change such as marriage or birth and need to enroll dependents, Employee Self 

Service can walk you through the process. 
 
 
 

Benefits Home Page 
To enter your benefit elections click on Benefits Information under Employee Self Service.  The Benefits 
home page will open with options for Benefits Summary, Family Status Changes and Benefits Enrollment.   
 
Here is what you’ll see: 

 
 
 
• The Family Status Changes link allows you to record events such as marriage, divorce, newborns, 

adoptions, changes in your spouse or dependent’s employment status, or overage children who no longer 
qualify as dependents. 

 
• Benefit Enrollment takes you directly into the enrollment panels for open events.  Job related events like 

new hire or open enrollment will be opened by Human Resources.  After Family Status Change has been 
created, you may regain access through Benefits Enrollment.  This is also where you access Annual 
Enrollment each fall. 

 
 
 
 
 
 
 
 
 

Click on the 
underlined 

headings to select 
a process. 



 
If you click on Family Status, the first page you see is the page to click into Create New 
Family Status Change or if you already have and want to make changes within the 31  
days go to Benefits Enrollment:  
 
 

 
 
 
 
 
 
 
 
 
 

Click the ACCEPT button at the end to proceed. You will be walked through the rest 
Of your FAMILY STATUS CHANGE 

If you make an error, please do not add another event to try and correct.  Call the Benefits Department 
at (404) 727-7613 for assistance. 

 
 
 
 
 
 
 
 
 
 



If you click on Family Status, the certification page opens:  
 
 
 

 

 
 
 
 
 

 
      READ 
CAREFULLY 

In Section 1, click on 
the type of event that 
best describes the 
change in your 
circumstance.  If you 
have experienced one of 
the last 5 events, then 
you are required to 
provide documentation 
to the Benefits 
Department.  You 
cannot create any of 
these enrollment events 
on-line. 

The Event Date is the 
actual date the change 
occurred.  For overage 
dependents, that is their 
birthday, this year. 

Although certain 
relatives may qualify as 
your financial dependent 
(mother/father), they 
may not meet Emory’s 
definition of a qualified 
dependent. 



 
 

 
 
 
 

 

 

 

Please click on the 
action that best 
describes how you want 
to change your plans. 

Click Accept to continue 
the process or Cancel to 
exit without creating an 
event.



 
 

 



 
 

 
 
 



 
 
 
 
 
 
 
 
 

 
Click the OK button to move forward with the Family Status Change 

 
 
 

Return to 
Enrollment where 
you should see the 
added dependents 



 

 
You will see the Prepare My Benefit Option button. 

 
 
 

Click the CONTINUE button to go to the Enrollment 
This next area is where you will enroll your dependent in coverage or terminate them 

from coverage. 
 
 
 
 
 
 
 
 
 
 
 



 

If there is a 
link here, 
 DO NOT 
CLICK IT! 

Click the 
SELECT 
button to 
proceed 
entering 
your 
depen- 
dents on 
your 
coverage
. 



 



 

Click button 
to pick choice 



 
How to Add Dependents you do not see in the list, 

Click the ADD/REVIEW Button 
You will then see the following Screens to add a Dependent/Beneficiary: 

 



 

 



 



 
 
 
 
 
 
 
 
 

Return to 
Enrollment where 
you should see the 
added dependents 



 
 
 
 
 
 
 
     Click the continue to move through the benefits 

Check the box to 
add dependents, 
uncheck to 
terminate coverage 



 
 
 
 
Click the continue to move through the benefits 
 
 



 
 
 
 

 
 



 
 
 
 
Hit the submit button for your choices to go to the Benefits Department 



 
 
When you submit your choices, you will see this confirmation page. 
 


