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LOSS OR GAIN OF COVERAGE: Benefits Change 
Procedures 
 
In order to complete the process for a loss or gain of coverage, please submit a copy 
of the benefit document stating a loss or gain of coverage to the HR Service Center. 

 

Appropriate benefit documents include but are not limited to a COBRA letter saying 
coverage has been lost, state insurance verifications stating coverage has been lost 
or gained, employer verifications stating coverage has been lost or gained.  

 
All documentation must be received within 30 days of losing coverage and will 
only apply to eligible dependents. 
 
Once received, a benefit event will be created based off the effective date on the 
benefits documentation. 
 
You will then be contacted through your Jefferson email to complete your 
benefit event. 
 
You can complete your benefit event by going to myhr.jefferson.edu and clicking 
Benefit Details – Benefits Enrollment 
 
 
Click Start. 

 
 

 
 
 

You are now on the enrollment screen. IMPORTANT: TO EDIT YOUR BENEFITS, 
YOU MUST SELECT THE REVIEW BUTTON NEXT TO EACH BENEFIT OPTION 

 

http://bit.ly/JeffersonHRSC
http://myhr.jefferson.edu


 

The first benefit listed is Medical. Select the REVIEW button next to that option. If 
you leave this page while you are selecting your benefits and have not yet submitted, 
you will need to log in to Employee Self-Service, select Benefit Details, then select 
Benefits Enrollment to return and complete your enrollment. 
 

 
 

Continue scrolling down until you see Enroll Your Dependents.  
 
You will need to enroll your Dependents by clicking the box next to their name. 
Click Done at the top when you are finished. 
 
Continue to review the rest of your benefits and make any necessary changes. 
 

 
 
 
Select Submit Enrollment at the top right of your screen.  
 
 
 
**Your event will take approximately 24 to 48 hours to finalize. Once your event is 
finalized you will be able to navigate to your Benefits Summary and see your changes 
with an accurate date. If you do not see your change after 48 hours please contact 
the HR Service Center at 215-503-4772, Option 8, then 1. 
 


