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How to Update Benefit Attachment(s)

1. After successfully authenticating and logging into Employee self service,
click Benefit Details tile.
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Last Pay Date 02/02/2024
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2. Click on the Benefits Attachment Tile

Q, Search in Menu

Benefit Details
Benefits Summary | I Benefits Statement | ( Benefits Enroliment | ( Dependent/Beneficiary
&) &0
1 Dependent
2024 Confirmation 1 Beneficiary
Life Events | I View Form 1095-C | ( Form 1095-C Consent | Benefits Attachment
72 L ACA ACA =
Start a Life Event Tax Year 2023 No cansent received & Add Document
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How to Update Benefit Attachment(s)

3. Click on the dependent you would like to upload an attachment for.

Benefits Attachment

WENDY WORKER
Head Nurse-Amb Care,0BGYN

Event Date Event Type Event Value Event Status

04/01/2024 Dependent WALTER WORKER b Attachment Missing >

p_

4., Scan any supporting documents and attach the electronic documents by clicking the
“Add Attachment” button.

Dependent Attachments Done

Dependent’'s Name WALTER WORKER

w Instructions

You are required to submit the document(s) listed here. Select the *Add Attachment” button to upload your document. Enter a description of your document, after the document(s) have been uploaded
*Document Type must be changed when upleading multiple required documents. CLICK ON THE DONE BUTTON on the top right-hand comer of page

~ Document List

Document Upload / Status Approval | Status

Marriage Certificate Required Required
Attachment Missing

Proof of Cohabitation Required Required
Attachment Missing

Add Document

*Document Type ‘ Marriage Certificate V‘

No Document has been attached

|l Add Attachment ] I Add Note ]

View Document

viewall [ Yes [ ]
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How to Update Benefit Attachment(s)

5. Click “My Device” to select your file.

Choose From

iy

My Device

File Attachment

---------------------------------------------------------------------------------------------------------------------------------

.................................................................................................................................

6. After finding your document, make sure you see your attachment. Then click “Upload”
push button to upload your document.

Choose From

Upload

3

File Attachment

[por]

dependent-verification. pdf
File Size: 44KB
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How to Update Benefit Attachment(s

7. Once your upload is complete, click “Done”.

File Attachment

Choose From

dependent-verification. pdf
File Size: 44KB

Upload Complete

8. Remember to change the “Document Type” when uploading multiple required
documents.

r
Dependent Attachments [ Done |

Dependent’'s Name WALTER WORKER
v Instructions

You are required to submit the document(s) listed here. Select the “Add Attachment” button to upload your document. Enter a description of your document, after the document(s) have been uploaded
*Document Type must be changed when uploading multiple required documents. CLICK ON THE DONE BUTTON on the top right-hand corner of page

~ Document List

Document Upload / Status Approval / Status

Marriage Certificate Required Required
Uploaded

Proof of Cohabitation Required Required

Attachment Missing

Add Document /
| *Document Typsl ‘ Marriage Certificate V|

Marital Status Change Document ]

Marriage Certificate

View Document
View All Yes [ |
1 row
Document Name 7. Description 7L Document Type 7. Category Tl Last Updated 71 Attached By 1 Status Tl
dependent-verification.pdf ‘Mamage Certificate Marriage Certificate Marriage Certificate 04/26/2024 3:49:24PM WENDY WORKER  Active ‘ > ‘
4 »
Human Resources Shared Services Page 5 of 9 Return to Table of Contents



NYC
HEALTH+
HOSPITALS

How to Update Benefit Attachment(s)

9. After you have attached all files, click “Done” for your Form to be sent to HRSS/HHC
Corporate Benefits for review.

Dependent Attachments m

Dependent’s Name WALTER WORKER
v Instructions

You are required to submit the document(s) listed here. Select the “Add Attachment” button to upload your document. Enter a description of your document, after the document(s) have been uploaded
*Document Type must be changed when upleading multiple required documents. CLICK ON THE DONE BUTTON on the top right-hand comer of page

~ Document List

Document Upload / Status Approval / Status

Marriage Certificate Required Required
Uploaded

Proof of Cohabitation Required Required
Uploaded

Add Document

*Document Type ‘ Proof of Cohabitation V‘
l Add Attachment ] I Add Note ]
View Document
2 rows
Document Name 71 Description T Document Type Tl Category T Last Updated 7L Status TL
dependent-verification pdf ‘Mamage Certificate ‘ Marriage Certificate Marriage Certificate 04/26/2024 3:49:24PM  Active | > |
dependent-verification.pdf ‘Tax Return ‘ Proof of Cohabitation  Proof of Cohabitation ~ 04/26/2024 3:50:25PM  Active | > |

10. REMEMBER, Supporting Documentation will be required for all modifications and

additions of Dependents. Click “OK”. The supporting documentation must be approved
by the Benefits department

Approval is required.
The document must be approved to qualify the dependent. A notification has been sent to the Benefits Administrator requesting approval.
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How to View Benefit Attachment(s)

1. After successfully authenticating and logging into Employee self service,
click Benefit Details tile.
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Last Pay Date 02/02/2024

Performance Wellness & Safety Upload Documents Emergency Reassignment

b, A Q e

Next Due Date 10/25/2024

2. Click on the Benefits Attachment Tile

‘ Q, Search in Menu

Benefit Details

Benefits Summary

Benefits Statement

Benefits Enrcliment Dependent/Beneficiary

cﬂ: Oy :‘:
1 Dependent
2024 Confirmation 1 Beneficiary
Life Events View Form 1095-C

Form 1095-C Consent Benefits Attachment

O\ v
2 | B 4

Start a Life Event Tax Year 2023

No consent received

!
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How to View Benefit Attachment(s)

3. Select the dependent whose supporting documentation you wish to review.

‘ Q Searchin

Benefits Attachment

WENDY WORKER
Head Nurse-Amb Care OBGYN

Event Date Event Type Event Value Event Status

04/01/2024 Dependent WALTER WORKER Complete >

4. Select the arrow next to the documentation you wish to review.

I Dependent Attachments [ Done |

Dependent’'s Name WALTER WORKER

~ Instructions

You are required to submit the document(s) listed here. Select the “Add Attachment” button to upload your document. Enter a description of your document, after the document(s) have been uploaded.
*Document Type must be changed when uploading multiple required documents. CLICK ON THE DONE BUTTON on the top right-hand corner of page

View Approval

~ Document List

Document Upload / Status Approval / Status

Marriage Certificate Required Required
Uploaded Approved

Proof of Cohabitation Required Required
Uploaded Approved

Add Document

“*Document Type | Marriage Certificate V|
I Add Attachment ] [ Add Note l
View Document
View All Yes [

2 rows

;ame i D iption 1 Document Type 7.  Category T Last Updated 11 Attached By 11

g Marage Cerfcale Marriage Certificate  Marriage Cerfificale 042612024 353:23PM WENDY WORKER Approve

dependent- Tax Return Proof of Cohabitation Proof of Cohabitation 04/26/2024 3:53:23PM WENDY WORKER  Approved T

verification. pdf
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5. Click on the Attachment link to view the attachment.

Attachment

Description Marriage Certificate

Attached By WENDY WORKER

Attached 04/26/2024 03:50:41 PM
Last Updated 04/26/2024 03:53:23 PM

Status Approved
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