
1 Copyright © 2012–2015 ADP, LLC 

  

Northwest Kidney Centers 

ADP Home Page 

Log into workforcenow.adp.com.   Navigate to Myself > Personal 

Information > Dependents & Beneficiaries  
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Dropping Dependent coverage 

First, you will need to drop your dependent from Dependents and 

Beneficiaries. Click the Action button, then select Child Loses Eligibility. 
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Dependent Loses Eligibility 

Make sure to fill out all fields with a Red Asterisk. When finished, click continue at the bottom. 

You cannot enter a future date so you must enter a date of today or earlier. Note – no matter the 

day within the month that the dependent loses coverage, they will be covered until the last day 

of that month. Example: child turns 26 years of age on May 16th but still has coverage until May 

31st.  
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Dependent Loses Eligibility (Continued) 

Confirm the details of who you dropping. Click Continue to Enrollment to go 

to the Enrollment Profile to make your selections.  
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Drop Dependents Enrollment Profile 

This is the Enrollment Profile to drop coverage. It looks just like the New 

Hire and Open Enrollment profiles. Click Continue to make your selections.  
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Drop Dependents Enrollment Profile 

You can navigate back and forth at the top right to go to different Benefit 

Offerings. 
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To drop dependents from your Medical Plan, click Edit Plan.  

Medical Plans – Edit Plan 
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Medical Plan - Coverage Level 

Click on the new Option you choose and then Click Enroll on the bottom right of the 

page. You may need to scroll down to see the blue “Enroll” button. If you have more 

than one child, deselect the child that is losing coverage under Step 2 – Choose 

Dependents.  
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Your HSA Plan must match your Medical Coverage level. If you are no longer covering 

ANY dependents on your medical plan, you must un-enroll from the HSA Family Plan 

and then enroll in the Employee Only plan. 

Health Savings Account – Family or Employee Only 
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To drop dependents from your Dental Plan is a similar process to dropping 

dependents from the Medical Plans. Click Edit Plan and then choose your 

new coverage level.  

 

Dental Plans – Edit Plan 
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Your VSP Plan must match your Medical Coverage level. If you are no 

longer covering a dependent on your medical plan, you must un-enroll them 

from the VSP Plan. This is a similar process to the Medical un-enrollment. 

Click Edit Plan and then choose your new coverage level.  

VSP 
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Submit Selections to HR 

Once you are finished with your enrollments, click Review and Complete on 

the choices page. On the third and final page, click Complete Enrollment at 

the top or bottom right. If you do not click Complete Enrollment, no changes 

will be made to your benefits.  
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Drop Dependents Enrollment Profile 

If you are logged out due to inactivity or if you do not select Complete 

Enrollment on the last page of the Enrollment profile, you can find it by 

navigating to Myself >Benefits> Enrollments.  
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QUESTIONS? 

Questions? Call Human Resources 

 

 Main Line – 206-720-3745 

 Email – HR@nwkidney.org 

 


