19 April 2023

View My Dependent Information

Introduction

This guide provides the procedures for viewing dependent and

beneficiary information using Direct Access (DA) Self Service.

View Only This is view only functionality. Any changes to the Dependent or
Access Beneficiary Information must be submitted to the Pay Tech to be
updated.
Procedures See below.
Step Action
1 Click on Member Self Service from the My Homepage drop-down.

10f2 » Notifications C

I
My Homepage

Requests

Member Self Service

Workcenters

Career Management

™

Employee Review

4

No notifications

‘When new notifications arrive, the Refresh (%
bution will show a badge

1.5

Select the ME Deiendent Information option.

]Vlow A

My Profile

My Global Email Address
Member Training Rating

Mv Reserve Points Statement
Mv Reserve Drills

lew My Payshi /
My Dependent Information

My Emplovee Reviews

My Emplovee Review Summary
Off Comparison Scale Summary
SWE PDE

Warrant PDE

My Credit Card Data

My Credit Card Balance

SWE Profile Letter

Warrant Profile Letter
View/Print My Year End Forms

] Tasks v

Continued on next page



View My Dependent Information, Continued

Procedures,
continued
Step Action
2 The Name tab will display. A row exists for each dependent. Use the left or right

Arrows to navigate to different rows, or click the View All link.

Name Address Personal Profile

Winifred Sanderson Person ID 1234567

Dependent/Beneficiaries Findl View All First (4 10f3 |} Lastl

Dependent/Beneficiary ID (1
Name History Find | View All First (4' 10f1 (b Last
Effective Date 11/28/2006
Format Type English

Display Name Mary Sanderson Edit Name

Mame | Address | Personal Profile

Review the Name tab for accuracy and select the Address tab.

NOTE: The Edit Name button does not work in Self Service. See Step 6.

Name | Address I Personal Profile

Winifred Sanderson Person ID 1234567

DependentiBeneficiaries Find | View 1 First (4 1-30f3 (» Last

Dependent/Beneficiary ID 01
MName History Find | View All First (4) 10f1 (b Last
Effective Date 11/23/2006

Format Type English
Display Name Mary Sanderson w

Dependent/Beneficiary ID (2
MName History Find | View All First (4) 10f1 (b Last
Effective Date 11/28/2006

Format Type English

Display Name Billy Butcherson "
Dependent/Beneficiary ID 03
Name History Find | View All First (40 10f1 (¢ Last
Effective Date 06/04/2015
Format Type English
Display Name Sarah Sanderson ‘w

Mame | Address | Personal Profile

Continued on next page



View My Dependent Information, Continued

Procedures,
continued

Step Action
4 The Address tab will display the current mailing Address for each dependent.
Review the information for accuracy and select the Personal Profile tab.

MName Address l Personal Profile I
Find | View All First (4 10f3 (. Last

Dependent/Beneficiaries

Winifred Sanderson Person ID 1234567

Dependent/Beneficiary ID 01 Name Mary Sanderson

Address History Find | View All First (4) 10f1 (») Last
Effective Date 11/28/2006

Same Address as Employee Address Type Mailing

Employee’'s Current Address

Country USA United States
Address 123 Forbidden Forest Edit Address
Salem, MA 01970

Personalize | Find | (20| [ First (4! 10f1 (») Last
Telephone Extension Preferred

Phone Information

Same As Employee Phone Type

Main

Same Phone as Employee Phone Type Main

Contact Phone
Phone &AE REEBRER

Employee's Phone
Phone

Personalize | Find | (2] | E First (4) 10f1 (» Last

Email
Email Address

Email Type

Mame | Address | Personal Profile

Continued on next page



View My Dependent Information, Continued

Procedures,
continued

Step

Action

5 The Personal Profile tab will identify specific information for each dependent.
The Dependent Beneficiary Type will identify if the person is identified as a
Dependent, a Beneficiary or other type of relationship to the member.

If the person listed is a Dependent and a Beneficiary, they will be identified as
Both. Review each Dependent/Beneficiary information for accuracy.

Name Address

Winifred Sanderson

Personal Profile

Dependent/Beneficiary 1D

Date of Birth
Birth Country
Date of Death

Personal History

Effective Date

Relationship to Employee

Personal Profile

01 Mary Sanderson

1211711982
UsA

11/28/2008

Sister

I Dependent Beneficiary Type

Botn |

Gender

Marital Status

Occupation
FEusa
National ID
Country National 1D Type
USA PR

MName | Address | Personal Profile

Female

Single
Student
Disabled

Smoker

Personalize | Find | View Al | (21| [

Description

Social Security Number

Person ID 1234567

Find | View Al First (4) 10f3 (b Last

Birth Location
Birth State MA
Riders/Orders exist
Riders/Orders Phone Numbers

Find | View All First (4) 10f1 (} Last

Dependent Data

As of
As of
As of
As of

First (4 10f1 (¢ Last

National ID Primary 1D

123-45-6789

6 If corrections are needed, contact your unit Administrative support staff for
guidance on having the information updated in DA by your Pay Tech.




