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InTouch for Employers Tutorial: Add/Update Dependent 

Common terms:   
Subscriber: The employee, or the primary person on the record. 

Member: Dependents, or a secondary person on the record. 

Subscriber ID: The number assigned to the record at PacificSource for the Subscriber. 

Suffix: The two digit extension after the Subscriber ID number. This is specific to each member entered 

on the record. 

 
Task function: This is the area where you will enroll new dependents to an existing Subscriber record; 
terminate coverage for dependents on existing records; and update addresses or other personal information 
for existing dependents. 
 

1. From your group home page, click the “Add/Update Dependent” link. 
 

 
 

2. The page titled “Member Search” will appear.  A minimum of one of the following fields is required: 
• Last name (minimum first two letters) 
• Social Security Number (SSN) 
• Subscriber ID 
• Type in the search criteria and click the Search button.   
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The search results will appear.  Click the ID number for the appropriate Subscriber or perform a new 
search. 

 

 
 
You will see the Subscriber ID (each dependent suffix will also show), the Subscriber/Member name, their 
SSN, their DOB and their current Status (whether they have current active coverage or if they are showing as 
Inactive). 

 
 

 
 
You will use this section to perform one of the following actions: 
 

• Add Dependent (click on Add Dependent box) – See Step 3 
• Update a Dependent that is currently enrolled (click on the Member’s name) - See Step 6 
• Remove a Dependent from coverage (click on the Remove button) – See Step 7 
• Reinstate a Dependent that is not currently covered but who has had coverage in the past (click on the 

Reinstate button) – See Step 8. 
 
Let’s review each of these actions separately. 
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3. Add Dependent – to add an additional dependent to an existing Subscriber record. 

Click on the Add Dependent button.   
 

 
 

• Enter the date of the Qualifying Event (the date the event occurred (i.e., date of marriage)) in 
the format of DD/MM/YYYY.  You may also click on the calendar to the right of this field to pull 
up a calendar to choose the date. 

• Click on the pull-down button to the right of the Coverage Reason to see the choices available.  
These are the most common reasons for enrollment of dependents. If your reason for 
enrolling the dependent is not on this list, you will need to send the application to your 
Membership Representative for entry instead of entering the dependent through InTouch for 
Employers. 

• Click on the Continue button. 
 

 
You will then be prompted to complete the required fields for adding a new dependent (required fields 
are indicated by a red asterisk).   

• Enter the dependent’s First and Last Name, Birth Date, SSN, Gender and the relationship to the 
Subscriber.  Marital Status is an optional field.  NOTE:  Grandchildren are to be entered as Son 
or Daughter. 

• Click on the Continue button. 
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4. You will then be asked to choose the type of coverage requested for the dependent and to indicate 
whether the dependent has had other coverage, whether they are enrolled in Medicare, or if they have 
had any prior coverage. 

 

 
 

• You will click on the bubble next to the medical plan chosen (this will auto-populate if you only 
have one plan choice). 

• Use the pull-down option next to the Other Coverage, Enrolled in Medicare and Prior Coverage 
fields to enter a Yes or No response.  The system will default to No answers for each of these 
fields. 

• If you choose Yes for Prior Coverage, you will then go to a screen that allows you to enter the 
information relevant to the Prior Coverage. 

• Click on the Continue button. 
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The Medicare section of prior coverage will be located at the bottom of the page: 
 

 
 

• Click on the Continue button. 
 

5. Finally, you will be directed to the Summary screen.  You have the option of downloading this page as a 
.pdf file or you can Print This Page in case you would like to keep a copy of it for your records. 

 
• Review the information in each section to insure that the data is correct.   
• Click on the Edit button in each field if there is information to be corrected. 
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At the bottom of the Summary Page, you will see the Privacy Notice and an area where you will be allowed to 
upload files up to 2MB in size.  This will be helpful if you have a copy of an ID card from prior/other coverage, a 
Certificate of Creditable Coverage for proof of prior coverage, adoption papers or National Medical Support 
Notices, etc. 
 

 
 

• Once you have confirmed the information, click on Complete Enrollment button. 
 

6. To update a dependent that is currently enrolled, click on the Member’s name. 
 

• You will see the following screen: 
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• You can then enter data for changing Name, SSN, Gender, and Relationship to Subscriber.  
• Click Continue to proceed to the Summary Page. 
• Verify information on the Summary Page, then Click Complete Enrollment to proceed to the 

Confirmation Page. 
 

7. To remove a dependent from coverage, click on the Remove button to the right of the dependent that 
you would like to remove. 
 

  
 

• You will then be asked to enter the Effective Date (the date you want the coverage to stop), and 
the reason for terminating the coverage. 

  

  
• These are currently the only reasons available through InTouch for termination of coverage.  If 

you are terminating coverage for some other reason, you will need to send the information to 
your Membership Representative so that they can process the termination of coverage on your 
behalf.  You can only process terminations of dependents with these reasons. 
 
NOTE:  If you are removing a dependent that is enrolled due to a Court Order, you will 
need to submit a copy of the release as part of the termination of coverage. 

 
• Click on the Continue button to proceed to the Summary Page. 
• Verify information on the Summary Page, then Click Complete Enrollment to proceed to the 

Confirmation Page. 
 

8. To reinstate a dependent that was previously removed from coverage, click on the Reinstate button to 
the right of the dependent that you would like to remove. 
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• You will then be asked to enter the Date of Qualifying Event (the date the event happened that 
is causing you to want to reinstate coverage), and the reason for Reinstating the coverage. 

  

  
• These are currently the only reasons available through InTouch for Reinstating coverage.  If 

you are reinstating coverage for some other reason, you will need to send the information to 
your Membership Representative so that they can process the Reinstatement on your 
behalf.  You can only process Reinstatements of dependents with these reasons. 

• Click on the Continue button to proceed to the Summary Page. 
• Verify information on the Summary Page, then Click Complete Enrollment to proceed to the 

Confirmation Page. 
 

9. You will then be provided with a Confirmation page.  Please keep in mind that this simply means 
that the request has been transmitted to PacificSource.  It does not mean that coverage has 
been approved.  You may wish to note the Reference Number shown on this page for future 
reference. 

 
• Click on the Return to Main Page prompt.  This will take you back to your Group Home Page. 

 
PacificSource has a dedicated InTouch for Employers phone line and e-mail address to more efficiently serve 
your online needs. You may contact us directly by these methods and someone from our InTouch for 
Employers Team will get back to you as quickly as possible. Note that this is specifically for InTouch for 
Employers online issues; please continue to contact your Membership Representative for all other questions: 
 

InTouch for Employers assistance: 
541.225.3742 

Fax: 541.225.3642 
InTouchforEmployers@pacificsource.com 
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