
 

 
TO DROP A DEPENDENT 

 
 
*If dropping a dependent due to DIVORCE, please contact the Benefits Office first. 
 
 
 
 
 

Go to the Benefits icon 
 
 
Select BENEFITS under the Change section 

 

 
 
 
 
 

 
Select the REASON and enter the date for your change. 

 

 
 
Click on SUBMIT. 

 

 



 

 

 

 
 
On the next page, you should see an option to OPEN the Change Benefits section. 

 

 
 
 
 

 
You will be taken through each benefit section.  Section 1 - Health 

Click inside the box to view your dependents. 
Take the “X” off of the dependent that you want to drop. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
When finished, click Continue. 



 

 

 

Continue through each of the next sections and make changes if needed.  Otherwise 
just click CONTINUE 

 
 

 
 
 

 
 
 

 
 
You can update your beneficiaries here.  If no changes, click Continue 

 
The last page is to 

 
You will see the total cost at the TOP of the page. 

 
 
 
At the bottom, you will need to click on the I Agree box. 

 
 

Click Submit to finish. 

Section 4 - Beneficiaries 

Section 3 – Life Insurance 

Section 2 – Spending Account 

Review your changes. 


