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How to Change Domestic Partner to Spouse 
 
 

1. Select member under Enrollment Management. 
 

 
 
2. Click on QSC Events as shown above. 
 

 
 
3. Click Add as shown above. 
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4. Click on “Gain Spouse and/or Children through Marriage to a previously 

Covered Domestic Partner” as shown above 
 

 
 
5. In the both QSC Actual Event Date and QSC Event Date, enter the date of 

marriage. Click Save. The coverage effective date will be the first of the month 
following the QSC Event Date. As shown above. 
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6. System will calculate the coverage effective date, Verify the Coverage 
Effective Date. If the date is correct, click Save again.  
 

 
 

 
7. You will see Record Saved Successfully. Click the Back to Enrollments button. 
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8. Click on the Red “X” on each coverage that the DP is enrolled in. This will end 
the coverage for the DP. Once Coverage has been termed you will see Medical 
Opt out and Declined for any other coverage that the DP was enrolled in. Do 
Not Save the QSC at this point. 
 
 

 
 

9. Click on the Dependent button as shown above. 
 

 
 

10. Click on the Dependent Enumber as shown above. The below window will 
open. Note: Copy or write down the DP’s Enumber. 
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11. Enter the Dependent Expiration Date. This date must be the day before the 

date you are expiring the record. Click Save. A message box will open to verify 
enrollments. Click OK. Then Click Save. You will see Record Saved 
Successfully at the top. Now click the Reset button. 
 

12. Note: Make a screen print of the Domestic partner information, you must enter 
the domestic partner last name, first name exactly like it is in the system to get 
an active member match. 

 
13. This action will bring you back to the Dependent screen you will need to fill 

out the dependent information, use todays date as the effective date. Enter the 
relationship type “Spouse” and also the remaining required fields. Click Save. 
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14.  A window will pop up that will show a member match has been found. If the 

name, Enumber and DOB is correct, click the “Accept” button. You will notice 
that the relationship type is Domestic Partner. This will change to spouse once 
you click on the “Accept” button. This will bring you back to the Dependent 
Screen and “Record Saved Successfully” at the top. 
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15.  Click the Back to Enrollments button. 

 
 
16. Click on the Coverage that you are enrolling the spouse in.  
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17.  Select the plan and check the dependents that are to be covered. Click Accept 

& Continue. Continue this process for all benefits you are enrolling the spouse 
and dependents in. 

 

 
 
18.  Review the record for accuracy, then click Save. You will see “Record Saved 

Successfully” at the top of the page. 


