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My dependent was removed during the dependent verification process
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Learning and Professional
Development Catalog Now
Available Online

The Fiscal Year 2019 Learning and Professional

Development catalog for state employees is now
available.

READ MORE

News My Events
Coming Aug. 9: 60-day password expiration periods JuL State Surplus )
The State of Ohio will change from 20-day to 60-day password expiration periods 21 Warehouse Auction
beginning Aug. 9. 8:00 AM-5:00 PM - 4200
Surface Road, Columbus,
Department of Administrative Services - Jul 14, 2018 05:22 PM EOT 43228
Ohio State Fair features traditions, entertainment and more Ohio State Fair . o
Get ready faor this year's Ohio State Fair featuring animals, education, food, rides, 30 3@0 {\_M_,l&m PM - Ohio
Step Action
1. Begin by navigating to the Self Service Quick Action section in myOhio.
Open myOhio in your web browser.
Click the My Workspace link.
@hio HOME MY WORKSPACE MY LIFE & CAREER RESOURCES S = Q
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Click the myBenefits link.

Resources Directory

Self Service Quick Access.

select the myBenefits item to navigate to the desired activity.

[
@h lo HOME MY WORKSPACE MY LIFE & CAREER RESOURCES S ==
Dashboard Applications
Resources Directory
By Topics AZ
\ Q
Self Service Quick Access Quick Access How do |...
myPay Careers Website Update Security Options
myKronos Applications Forgot password
myBenefits Change Current Password
mylearning Sign in for the First Time (Employee)
myTravel Update Profile (Employee)
myPerformance
Help
mylnfo
Contact / Help
Professional Development Funds
myOhio Tour
Self Service Plus myOhio.gov Training Videos
Step Action
2. The Resources Directory page displays. From the Self Service Quick Access section
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myBenefits
General Life Events Disability Benefits
Benefits Summary Birth/Adoption Create/Extend a Disability
Supplemental Benefit Plans Marital Status Change Claim
ADA Statement Contact / Help Privacy Statement ohio.gov [
Step Action
3. The myBenefits page displays. From the General section select the Benefits Summary
item to navigate to the desired activity in OAKS.
Click the Benefits Summary link.
myBenefits
General
Supplemental Benefit Plans
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| Benefits Summary
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| Supplemental Benefit Plans

Step Action

4. The Benefits Summary page displays. Review your current benefits and proceed to
benefit enrollment.

Click the Enroll in Benefits link.

| Supplemental Benefit Plans
Ho Su Benefits Found
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0% Complete

Benefits Enroliment

PHILLIP SEAN
After you enroll as a new employee, the only time you may change your benefit choices is during open
enroliment or within 31 days of a change in status/qualifying event. Open enrollment for benefits takes

place once each year.

Click the lion icon for additi lion and

The Select button next to an event means it is currently open for enrollment.

To begin your enroliment, click Select.

Event Description Event Date Event Status Job Title

Open Enroliment @ 07012019 Open Elected Official

Once you click Select, it will take a few seconds for your benefits enroliment information to appear.

Step Action
5. The Benefits Enrollment page displays. There you will see the Open Benefits Events
section. When first accessing the page, the Event Status will be listed as Open.

However, you are free to return and edit as often as needed. After your initial selection of
benefits, the Event Status will be listed as Submitted.

6. Let's begin the open enrollment process.
Click the Select button.
Event Description Event Date Event Status Job Title
Open Enroliment 'ﬂ 07/01/2019 | Open Elected Official
7. To reclassify the individual as a dependent, click the Medical plan Edit button.

Click the Edit button.
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Step
8.

Action
Click the Add or Review Dependents button.

| Add or Review Dependents |

Return to Event Selection

() New Window __,/ Personalize Page [ hiip

Enroliment Dependent Summary :
Effective Date
PHILLIP SEAN Dsi1412019

The people listed below may be eligible for Benefit Coverage. Select a name to view or modify their
personal information

You must click on the link "Retum to Event Selection” below in order to enroliidisenroll your
dependent(s) to medical/dental/vision coverage.
Add new dependent

In addition to the persons listed above, the following can also be allocated to as beneficiaries.

Name Relationship to Employee Date of Birth

DIANA EDWARDS Other 02/22/1959

£ Refresh

Step

10.

Action

Normally, your dependents would appear in the section labeled Dependents on Record
(here seen as No Dependents on Record).

Since your dependent was removed during the dependent verification process, they are
now listed below the Beneficiary Information section.

To re-establish a dependent, click on their name, which is a link to the Dependent
Personal Information page.

Click the DIANA EDWARDS link.

Name Relationzhip to Employee Date of Birth
DIANA EDVWARDS Other 0222/1959
Date Created: 5/16/2019 5:55:00 PM Page 6
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Child

ExSpouse

Grand Parent

HB1 Dependent
Legal Guardianship
Other

Parent

Spouse |

Step Daughter
Step Son
Ward

Step Action
11. Select the appropriate relationship the dependent is "to you".
In this example we will select Spouse.
Note: This is what the dependent is to you, not what you are to the dependent.
Click the Relationship to Employee dropdown button to activate the menu.
Relationship to Employee: | Other [ v]
Child
ExSpouse
Grand Parent
HB1 Dependent
Legal Guardianship
Other
Parent
Savings Bond Beneficiary
Spouse
Step Daughter
Step Son
Ward
Step Action
12. The highlighted options are the only acceptable choices for dependents.
13. Click the Spouse list item.
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Step Action
14. Having entered the Personal Information, a Save Confirmation displays.

Click the OK button.

15. The Dependent Personal Information again displays.

With the dependent's information entered and saved, return to the Dependent Summary to
continue.

Click the Return to Dependent Summary link.

Betum {0 Dependent Summan]

16. The Enrollment Dependent Summary page again displays.

Click the Return to Event Selection link.

Return to Event Selectior

(] New Window E/‘ Personalize Page [ hiip
Benefits Enroliment
Medical Enroliment Handbogk
PHILLIP SEAN

Important! Your current coverage is: Aetna with Family with Spouse coverage. If you do
not make a choice, your coverage will be: Ohio Med PPO Medical Mutual with Family No
Spouse coverage

“Your enroliment on this page may affect your choices for the following type(s) of coverage:
Health Savings Account

Complete your enroliment on this page before enrolling in the benefit plans listed above.

Enroll or Remove Your Dependents

The following list displays all dependeni(s) in OAKS. Click the Add/Review/Edit Dependents
button to review their personal information. You may also use this button to add new dependents
to your list

You may enroll any of the following dependeni(s) for coverage under this plan by checking the
Enroll box next to the dependent's name.

You may remove any of the following individuals for coverage under this plan by unchecking the
Enroll box.

You may add or review existing dependent information by clicking on Add or Review Dependents
below. Please note if you are adding dependents to coverage, you must provide proof of
dependent eligibility within 31 days of the qualifying event. You can access Information
regarding eligibility i such as required and verif
instructions_at das.ohio.gov/Eligibility Requirements.

Enroll Name Relationship
O DIANA EDWARDS Spouse
Add or Review Dependents
v
| Select an Onfi
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Step Action

17. The individual(s) now display beneath the Dependent Beneficiary section on the Benefits
Enrollment - Medical page.

18. Although listed as a Dependent Beneficiary, it is necessary to associate them with the
medical plan.

Select the Enroll checkbox.

Enroll Mame Relationship
O DIANA EDWARDS Spouse
19. In this example, the employee wishes to stay enrolled in the PPO plan which is already
selected.

Click the Continue button.

| Continue | Cancel

(] New Window l_/“ Personalize Page [ hitp =

Benefits Enroliment
7
Open Enroliment Print This PaleFor#ur Records

PHILLIP SEAN

o Important: Your enroliment will not be complete until you add your dependent(s) to the
medical and, if applicable, dental and vision plans, by clicking Edit. You must do so for
each plan or your dependent(s) will not be enrolled. After you have added each dependent
to each plan, click Submit.

Medical Before Tax After Tax
Current:  Aetna:Family+Sp

New: Ohio Med PPO Medical Mutual:Family+Sp 328.99

Health Savings Account Before Tax After Tax Edit
Current: No Coverage

Mew:  Walve coverage 0.00

This table summarizes estimated cosis for your new benefit choices.

‘Summarized estimates for new Benefit Elections Total Before Tax After Tax
Costs 328.99 328.99 0.00/
Your Costs 328.99 328.99 0.00°
Submit
v

After you make any changes, click Submit to update your final choices.
< >

Step Action

20. The Election Summary section summarizes the costs of the benefits selected.
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Step Action

21. After reviewing your selections, you may submit your choices.

Note: Choices made may be edited up until the cutoff of Open Enrollment.

Click the Submit button.

| Submit |

A1 New Window l_/, Personalize Page =] htip

60% Cemplete
Benefits Enrollment

Submit Benefit Choices Qzé
PHILLIP SEAN

‘Select the Cancel button if you are not ready to submit your choices and wish to refurn fo the Enroliment
Summary.

| have read the provisions of dependent eligibility. Medical, dental and vision benefit information can be

accessed here. Specifically, | have read and agree to the dependent eligibility rules contained in the
governing documents.

Further, by submitting my benefit choices, | cerlify that the dependents under my coverage comply with
these eligibility rules. Importantly, | understand that enrolling ineligible dependent(s} could result in
disciplinary action up to and including removal and may subject me to both civil and criminal penalties. In
addition, my employer may decide to initiate court or collections action for any fraudulently paid monies. |
understand that | may be subject to an eligibility audit during any benefit year in which | am enrolled for
benefit coverage. | may also be required to supply documentation such as certified birth cerfificate(s),
mariage certificate(s), and other required documentation related to the eligibility of my dependents.
Finally, | understand that if it is found that | have fraudulently obtained benefit coverage for a dependent,
| may be held financially liable for the cost of any claims paid for that dependent.

By clicking the Submit button, you have selected your benefits for this period. You can continue fo make
changes throughout the open enrollment period but you must click Submit to finalize your choices.

The last time you click Submit will make your elections final.

Select the Cancel button if you are not ready to submit your choices and wish to refurn to the Enroliment
Summary.

Cancel

Step Action
22. The Submit Benefit Choices page displays.

Click the Submit button.
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Benefits Enroliment

Submit Confirmation

PHILLIP SEAN

‘Your benefit choices have been successfully submitted. A confirmation statement will be mailed in early
June after Open Enroliment has ended.
To return to the Benefits Enroliment page, click OK.

Step Action
23. The Submit Confirmation page displays.

Click the OK button.

24, The progress arrow at the top of the page now displays 100% Complete.

The enrollment is complete, as such, you may close your browser window.

25.
End of Procedure.
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