
Upload Required Document for 
Adding New Spouse or 
Dependent to Benefits - Job Aid 

This flow will help you upload the required documents to add 
someone to your benefits. 
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QUICK ACTIONS APPS 
Guiclea l!earning 

Click Me 

1/10 

javascript:;


Show More 

Click Personal Information 
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• Personal Details 

• I 
Details about yourself, such as 
name, date of birth, marital 
status, and national identifier. 

Family and Emergency 
Contacts 
Add family and friends to contact 
in case of emergency. 

• Document Records 

• 
Manage your document records 
and associated attachments, such 
as birth and marriage certificates, 
awards, and recognition . 

Employm-ent Info 

Details about your assignment, 
such as legal employer, business 
unit, department, and location. 

II Identification Info 

• 
View and edit your passport, 
driver license, visa, and 
citizenship info. 

Additional Assignment 
Info 
View more details about your 
assignment. 

Guided Learning 

• Contact Info 

• 
Add or update ways you can be 
reached, such as phone, email, 
and address. 

My Compensation 

View your compensation details, 
such as salary and personal 
contributions. 
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Click Document Records 
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Document Records 
Search by type, name, or nun 0\ 

Document Type 
Payslip 
Category 
Payroll! 

Show Filters 

Name 
PAYSLIP 
Last Updated Date 
8/31/2020 

Guided Learning 

+ Add 

Sort By Last Updated -Descenc Click Add 
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Document Details 
* Document Type I Select a value 

Guided Learning 
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Click here and select the type of 
document you are uploading. 

Some examples include Marriage 
Certificate, Birth Certificate, Adoption 
Certificate, Legal Custody Certificate, 
etc. 
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Document Details 
* Document Type 
Birth certificate 

Category 
Benefits 
*Nlame 

Attachments 

Country 
All I Countries 

Context Value 
V 

Drag files here or click to add attachment v 

Guided Learning 

Enter a Name for the document you are 
uploading 
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Document Details 
* Document Type 
Birth certificate 

Category 
Benefits 
*Nlame 

Attachments 

V • 

Country 
A!I I Countries 

Context Value 
V 

Drag files here or click to add attachment v 

Guided Learning 
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Now you can either drag the file here to 
upload it or click the box below and 
select Add File to open a window to 
select the file. 
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Document Details 
* Document Type 
Birth certificate 

Category 
Benefits 
*Nlame 
Marley's Birth Certificate 

Attachments 

V • 

~ family.jpeg (8.02 KB) .!. 

Country 
All I Countries 

Context Value 
V 

Drag files here or click to add attachment v 

By Courtney Dainty on 8/31/2020 X 

Guided Learning 

Click Submit 
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Document Records 
Search by type, name, or nun O 

Document Type 
Birth certificate 
Category 
Benefits 

Document Type 
Payslip 
Category 
Payroll 

Show Filters 

Name 
Marley's Birth Certificate 
Last Updated Date 
8/31/2020 

Name 
PAYSLIP 
Last Updated Date 
8/31/2020 

Guided Learning 

+ Add 

Sort By Last Updated -Descenc , 

The Document should show below. 
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Document Records 
Search by type, name, or nun 

Document Type 
Birth certificate 
Category 
Benefits 

Document Type 
Payslip 
Category 
Payroll! 

0 \ Show Filters 

Name 
Marlets Birth Certificate 
Last Updated Date 
8/31/2020 

Name 
PAYSLIP 
Last Updated Date 
8/31/2020 

Guided Learning 

♦ Add 

Sort By Last Updated -Descenc 

Click Home to return to your home 
screen 

10/10 

javascript:;


You have uploaded your document. 

powered by 



Add Contact (to cover on 
benefits) - Job Aid 

This flow will show you how to a contact in Oracle. This is 
necessary to cover this person on your insurance. 
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Created by Me You hav1e hidden all open notificatilons. 
1 

Show More 

Click Personal Information 
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e Personal Details 

Details about yourself.,, such as name, date 
of birth 1 marital status1 and national 
identifier. 

6) Identification Info 

View and edit your passport1 driver license, 
,1ir;;:~ ~nd r:iti7Pnr;;:hin infn 

f) Family and Emergency Contacts 

Add family and friends to contact in case of 
emergency. 

• Document Records 

Manage yo1Jr document records .and 
associated attachments, suc1h as birth and 
m1arriag1e certfficates, awards, and 
recognmo1111. 

G Contact Info 

Add o update ways you can be reached, 
such as phone, email, and addr,ess. 

• My Compensation 

View your compensation details, such as 
sallary and personal! co11tributions. 

Click the Family and Emergency 
Contacts tile 
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Test Message: Please note that the Independence Day Absence plan will be clos ... 
Sandbox ApplCoreLongSB_JW ESS MSS 

MM 

My 1Contacts 

There's nothing here so far. 

Click the Add button to display the types 
of contacts you may add 
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My 1Contacts 
Pamela Holland 
Spouse 

Se·lect a Coworker as, a Contact 

Create a New Contact 

Click Create a New Contact to add a 
family member or dependent as a 
contact. 
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Basic llnformation 
*Last Name 

*First Name 

Suffix 

Middle Name 
.... 

◄ ► 

Enter the contact's Last Name 
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Basic Information 
*Last Name 

*First Name 

Suffix 

Middle Name 

◄ ► 

Enter the contact's First Name 
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Basic n orma f on 
*Last: Name 
!Dainty 

*First Name 

I Child 
*What's the start date of this rel!atiions.hip? 
08 01 2020 

Commun ica ion 
P ones 

.Surffiix 

Mid dlle Name 

V 

·h --------------
m m -d d -y yyy 

D This person is a 11 ,emergency contact 

Guided Learning 

Click here and select the appropriate 
Relationship for this contact from the 
list of values 
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◄ 

Suffix 

Middle Name 

* Relationsh mp 
Select a value 

*What's the start date of' this relationship? 
I mm/dd/yyyy 
Gender 
Select a value 

Date of Birth 
mm/dd/yyyy 

D This person 

V 

V 

► 

--•J: .;a:~•-------------------------------------------------------------------9/18 

If you are adding a new child so that 
you can add them to your health 
insurance, use their birthdate as the 
date here. 

If you are adding a spouse, use your 
marriage date as the date here. If you 
are adding a step-child to be covered by 
insurance, you can also use the 
marriage date. 

If you are just adding a regular contact, 
use today's date as the Start Date of 
the Relationship. 
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Basic In orm.atf on 
*Last: Name 
Dainty 

*First Name 
Suki 
*Rela1tionsn i p 
Child 

*W hail's the start date of th~s rel!ationship? 
oa ... 01,..2020 

Commun f cation 
P ·ones 
Type 

V 

~ 

Surf nix 

Mid dil e Name 

Gernder 
S e~ect a value 

Date of Birth 
mm-dd-y.Y.Y.Y 

D This person is a rn ,emergency contact 

Guided II.earning 

V 
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Fill in these fields if you would like. 
Remember, the fields marked with a * 
are required. 

Then click Next here 
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Communication 
Phones 

Email 

◄ 

................ .rr 

*What's the start date of this relationship? 
mm/dd/yyyy 

Gender 
Select a value 

Date of Birth 
mm/dd/yyyy 

D This person is an emergency contact 

Type 
Select a value 

Type 

V 

► 

Click the check box if this contact is an 
emergency contact 
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*!First Name 
Suki 
*Relartionsh i p 
Child 

*What's. the start date of th~s, rel!Bibions.hip? 
os .. 01-2.020 

Communication 
Phones 
l)tpe 
Select av ~ue 

Email 
Type 
Select av tue 

Address 

@:1 Use My A dress 

V 

V 

Middlle ~ame 

Ge111der 
Seiect a value 

!Date. of' Birth 
mm-dd-yyyy 

D T is pe r:son is a 111 emergency contact 

V 

Click here and select the appropriate 
type of phone number 
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*Relationsln i p 
Child 

*What's the :start date of th~s rel:atiionship? 
oa ... 01-2020 

c·ommunica ion 
P ·o es 
Type 
Home . obile Phone 

Country 
United States 1 

Area Code 

Email 
Type 
Select a va ue 

V 

l!;i 

V 

V 

V 

Gernder 
S eiect a value 

Date of' Birth 
mm-dd-yyyy 

..,, This person is rn ,emergency contact 

*Number 
9 

Ex.tension 

i:a Dat,e 
mm-dd-yyyy 

V 

Enter their Area Code here 
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mm/dd/yyyy 

D This person is an emergency contact 

Communication 
Phones 

Type 
Home Phone V 

Country 
United States 1 V 

Area Code 

*Nlumber 

Extension 
.... 

◄ ► 

Enter the contact's Phone Number 
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Email 

◄ 

Country 
United States 1 

Area Code 

*Number 

Extension 

*From Date 
I 12/10/2019 

To Date 
mm/dd/yyyy 

Type 
Select a value 

V 

V 

.... 
► Today's date defaults as the Start Date 
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Email 
Type 
Select a vaiu e 

Address 

~) Use My Address I Select a value 
C Enter a i:=w Address 

Comments and Attachments 
Comments 

Attachments 

V 

lJ:o Dat,e 
mm-dd-yyyy 61 
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If this person shares your address, leave 
the dot next to Use My Address and 
select your address from this drop-
down. 

If this person doesn't live with you, set 
the dot next to Enter a New Address 
(and enter the address). 

javascript:;


Address 

@ Use My Address 

ISelect a value 

0 Enter a New Address 

National Identifiers 

Country 

ISelect a value 

Comments and Attachments 

Comments 

fi 

jrs23031
Stamp

jrs23031
Rectangle



National Identifiers 

Country • Nat ional ID 

IUnited States 

* Nat ional ID Type Issue Date 

Select a value Im/dfyyyyV 

Select a value 

Individual Taxpayer Identification Number 

Social Security Number 
Cc 

Taxpayer Identification Number 

jrs23031
Stamp

jrs23031
Rectangle

jrs23031
Rectangle



National Identifiers 

Country • Nat ional ID 

IUnited States 

* Nat ional ID Type Issue Date 

ISocial Security Number lm/d/yyyy 

jrs23031
Rectangle

jrs23031
Stamp



National Identifiers 

Country • National ID 

IUnited States 

* National ID Type Issue Date 

ISocial Security Number Im/dfyyyy 

jrs23031
Rectangle

jrs23031
Stamp



Basic ~nf1ormation 
*last: Name 
Dainty· 

*!First Name 
Suk~ 
*Relationship 
Child 

*Wlhat•s the sta.-t date of th~s relBib1onship? 
08-01-2.020 

Communication 
P o es 

V 

Suffix 

Middile Name 

Gernder 
Select a value 

Date. of Birth 
mm-dd-yyyy 

D T is person is a rn emergency contact 

V 

Review everything on this page and fill 
in additional details if needed. 
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Basic Information 

◄ 

*Last Name 
test 

*First Name 
test 

Suffix 

Middle Name 

Submit 

.... 
► 

Click Submit to save and submit your 
new contact record 
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You have successfully added a family or emergency contact to your 

Personal Information. 

If this was a child or spouse, HR has been notified to open a Life 

Event to allow you to add this person to your benefits. You should 

get a notification when that happens. 
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