
Add a dependent to your 
Benefit Plan
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2. On the left side, select “Life Events” and then “Change in Dependent Status.”

1. Log in to your Sage Portal at hr.robinsmorton.net



3. Enter the event date in the box. The event date could be the birth of a child, 
marriage date, divorce date, loss of coverage date, etc. You have 30 days from 
the event date to add them to your insurance plan. Click the next button to move 
forward. 

4. On this page, you will see your current elections. Make sure to check the box to 
add a dependent. 



5. Select the New button to add a new dependent. If you do not have a social 
security number for this dependent, please leave it blank. Email this information to 
Emma Lang at emma.lang@robinsmorton.com as soon as you receive it.  

6. After adding your dependents, click the black arrow to continue and select your 
benefits. Change your coverage tier to select dependents. Check the box by their 
name to include them. 



7. Once you have finished making elections, select “I’m finished.” It will prompt you to 
fill in your username, password and social security number. 


