Purpose: Add or Update Contact Info for a Dependent or Beneficiary

Audience: All Teammates

Use this job aid to add or update contact information for a dependent or beneficiary. The
@ term “contact” will be used in this job aid. Please ensure a contact is listed only once.

The relationship chosen for your contact will determine how and where they can be covered
on a benefits plan.

Examples:

e A dependent can be a covered person on a benefits plan, a beneficiary, and an
emergency contact.

e A parent or friend cannot be a dependent but can be a beneficiary or emergency
contact.

To add coverage for a dependent, including cases of marriage, birth/adoption, or loss of
coverage elsewhere; or to remove coverage including cases of divorce/separation, death,
or gain in coverage elsewhere; you must report a qualifying life event:

e Use the Create a Life Event and Enroll in or Update Benefits Job Aid for either of
these situations.

To designate a beneficiary:
e Use the Designate or Update a Beneficiary Job Aid.
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Step 3:
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Add family and friends to contact in Details ab , such View your compensation details, such
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Note:
o Complete Steps 4a-e to update an existing contact information.
e Bypass Steps 4a-e and complete Step 5 to add a new contact information.
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My Contacts
Step 4a: /
To update an _
existing
contact, click on
name in My
Contacts list.
Please ensure a
contact is listed
only once. ]
Relationship ~
Relationship Start Date Country
8/24/2021 United States
Emergency Contact
No Atrium Health
Step 4b:
Click pencil edit
. . Name o~
icon in each
category requiring St et e 7
edits. Last Name
[ |
Demaographic Info v
Biographical Info v
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Step 4c:
Edit each
category as
needed, then
click Submit.

Note: Enter date
on or after today’s

Relationship

“Relationship

|Adcptsd child

“When does this relationship change start?

| m/afyyyy

e

Enter B/24/2021 if you're cormecting a mistake in this relationshi

ip.

Primary contact

Country
United States

@ Gonedl

Emergency Contact
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date in the When Name
doeS thIS Start Date First Name
relationship s —
change start -
category.
Demographic Info
Relationship ~
& We are submitting your changes for approval.
Relationship Country
Step 4d: Chlldjfstsp-(hwld United States
YOU Wl” I'ecelve a :;;l‘;z;;:‘lp s Atrium Health
f H Emergency Contact Atrium Health
I‘l.OtI |Cat|0n No Dependent verified
stating that your primary contact e
No Dependent Verification Date
changes have 8727201
been submitted
for approval.
Name ~
Start Date First Name ra
6/5/2008
Last Name
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—
Step 4e: -
Click back arrow Relationship a
next to person’s Relationship Country ’
name |n upper Other United States
left corner of ol e ™
mergency Contac Atrium Health
page. f“" e coned Dependent verified
Primary contact No
No Dependent Verification Date
Step 4f:
This returns you
to the My .
Contacts page. e
Complete Steps
4a-e for each [ —
additional contact Chistep child
to be updated.
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Note:

Complete Steps 5a-b to add new contact information.

Step 5a:

To add a contact,
click + Add on
the My Contacts
page. Click on

Family and Emergency Contacts

drop-down and
select Create a
New Contact.

4+ Add v

Select a Coworker as a Contact

Create a New Contact

Step 5b:
Enter contact
information. Scroll
down page as
needed. Click
Submit.

Note: The date
you enter in the
Relationship
Start Date
category should
align with the
event (e.g., For a
new child, enter
date of birth; for a
new spouse,
enter date of

PRV 8

Basic Information

First Name

Suffix

Select a value

Middle Name

Preferred Name

“Last Name

Credentials

Select 2 value

Prefix

Select a value

*Relationship

Select a value

*Relationship Start Date (Ex: Marriage date for Spouse]

m/dfyyy

Atrium Health

marriage).
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My Contacts

Step 5c- & We are submitting your changes for approval.

This takes you
back to the My
Contacts page.
Complete Steps
5a-b for any other
contacts you
need to add.

Notes

If you need assistance:

e Greater Charlotte teammates, call the Atrium Health Benefits Service Center at 704-631-1500,
Option 1.

¢ Navicent teammates, call the Navicent Benefits Service Center 1-800-964-4780, select the option
for Macon.

e Floyd teammates, call the Floyd Benefits Service Center at 866-228-1674.
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