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MARRIAGE: Benefits Change Procedures 
 
Log on to Employee Self-Service at myhr.jefferson.edu. Select Benefit Details – Life 
Events. Select the radio button next to “I got married.” 

 

 
 

Enter the date you were married and select Start Life Event. This date must be 
within 30 days of the event. 
 
Click Next to begin the event. 
 
 
 
Update your Marital Status and confirm the date. 
 
 

 
 
 
Click Save, then Next.  
 

http://myhr.jefferson.edu


 

 
 
 

Upload the relevant documentation (i.e. marriage certificate) by clicking Add 
Attachment, inputting a subject, then clicking Add Attachment again. You will 
then select the document from your documents and Upload. Then press Save. 
 
 
Click Next to continue. 

 
 

 

You will now see your current Benefits Summary. This is informational only as to 
what you are currently enrolled. Review and then press Next to continue. 

 

 

 
 
 

Next you will view your Personal Information. If you were married and would like to 
change your name, you would select the right arrow, then make the necessary edits. 
If you do not wish to change your name at this time select Next at the top of the 
screen. 
 
 
**Please note your name change will not go through until you provide the HR Service 
Center with a copy of your Social Security Card indicating your new name

http://bit.ly/JeffersonHRSC


 
 

Review your Home and Mailing address. If changes are needed select the right arrow 
to make any necessary changes. Then press Next at the top right of the screen. 

 
Review your Phone Numbers. You will be able to edit Personal Numbers. Then 
press Next at the top right of the screen. 
 
Review your Emergency Contacts. If changes are needed select the right arrow 
to make any necessary changes. Then press Next at the top right of the screen. 

 
 
 
You now are able to update your Dependent/Beneficiary. If you intend to add your 
spouse to your plan, you will want to select Add a dependent at the bottom of the 
screen. Doing so will allow you to add them to plans during the remainder of the 
process. 
 
 
 

Move to Direct Deposit. If you have any changes, please edit them here. You can 
Add Account by clicking the + sign or edit by clicking the right arrow. Press Save if 
you are making changes. Then press Next at the top. 
 
 

You are now at Benefits Enrollment. This is where you will add your spouse to your 
plan. 

 

 

 
IMPORTANT: TO EDIT YOUR BENEFITS, YOU MUST SELECT THE REVIEW BUTTON 
NEXT TO EACH BENEFIT OPTION. 

 

 

 

 

 
 

 



 

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. You will need to enroll your Dependents so that the 
coverage level changes. Select the box next to the names of your dependents you 
would like to enroll. Press Done when you are finished. If you do not see your 
dependents listed, go back to the Dependent and Beneficiary tab on the left hand 
side.  

 
 

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 Benefits Summary and see your changes 
with an accurate date. If you do not see your change within 48 hours please contact 
the HR Service Center at 215-503-4772, Option 8, then 1. 


