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2. Select Edit on the dependent whose records should be updated or select 
+Add Family Member to add a new dependent all together.

1. To begin, log in to your benefits portal. Select Profile > My Family 
from the menu on the left side. 
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IMPORTANT! This guide is only intended to provide instructions on how to update demographic information for your existing dependent(s) or add a new 
dependent to your employee profile. If you wish to modify your benefits enrollments to ensure your dependents are covered under insurance, you must follow 
the associated enrollment Quick Reference Guide and actively assign your dependents to the applicable coverages by checking the box next to their name on 

each coverage enrollment screen.
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3. Make the necessary updates to the dependent. Once complete, select 
Save. 

4. Review the pop-up and select OK to continue. Repeat steps 1-4 for 
any additional dependents who require record changes.
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