
MyOEBB – How to Add a Dependent by a QSC 

How to Add a Dependent by QSC  
 

Remember to only have one active QSC at a time! 
 
 
 

1. Bring up the employee record in Enrollment Management. 
 
 

 
 

2. Click on the Dependents button as shown above. 
 
 
 

 
 
 

3. Click on the Add button. 
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4. Complete the dependent information and click Save. If you are adding more 

than one dependent, you must click the Reset button prior to adding the 
next dependent.   

 
 

 
 
 

5. Click on the QSC Events button. 
 

 
6. Click the Add button. 
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7. Click on the appropriate QSC as shown above. 
 
 

 
 
 

8. Complete the QSC dates. Only check the affected Dependent. The coverage 
Effective Date will be the first of the month following the QSC Event Date. 
Click on Save.  

 
 

 
 
 

9. Verify the Coverage Effective Date. If the date is correct, click Save again. If 
the Coverage Effective date is incorrect, you can make the necessary 
changes then click Save. You will see Record Saved Successfully. 
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10. Click on the gray Change button as shown above. 
 
 

 
 
 
 

11. Click on the QSC Event as shown above. Let the screen refresh. Change 
the Tier if necessary. 
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12. Find the dependent that is to be added and click on the Enrollment Reason. 
Let the screen refresh. Place a check in the box for the dependent. Click 
the Summary Button. 

 
 

 
 
 
 

13. Continue to click on the gray change box for Vision and Dental if 
dependent is being added to those plans. Once dependent has been added 
to the appropriate plans, click the Save button.  
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14. Click OK. Click Save. You will then see Record Saved Successfully. 
 
 

15. Click Save. You will then see Record Saved Successfully 
 
 
Congratulations, you are complete! 


