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Benefit eForm 

 Once you obtain a completed and signed enrollment change 

application with all applicable required dependent documentation, 

you will be able to: 

 

 Attach the dependent documents, and 

 

 Submit it directly to BA. 

 
 

 Benefit eForms CAN be enter during a locked out period.  
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Benefit eForms   
 If you are adding new dependents, once a service center analyst 

evaluates the transaction for completeness and accuracy, it will be 
approved in Edison.  

 

 If additional documentation is necessary to complete the 
transaction, it will be sent back to the ABC via the Edison 
system workflow with the request for additional information. 

  

 You will be alerted by email when you have a Benefit eForm that 
has been sent back for revision.  

 

 You will also be able to view the eForm to see where it is in the 
approval process after it has been submitted. 

 

 If no new dependents are added, the form will automatically be 
approved by the system 
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TN Employee Benefit Form 

HCM > Benefits > TN Employee Benefit eForm  

 

Select TN Employee Benefit eForm 
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eForm Process for Annual Enrollment

Select Create a Benefit Enrollment eForm 
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Benefit Add Lookup Search

Click Search Enter the Employee’s Edison ID number 
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Step 1 of 4:  Dependent Enrollment

Click Add Dependent button if adding dependents,  

if not, Click Next, and make elections. 
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Step 1 of 4:  Dependent Information

Notice there is no “Verification Needed”  

Existing dependents will be listed.  
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Benefit eForm Step 1 “Adding Dependents” 

Notice 

Complete all Fields with an 

Asterisk  

Notice 

Notice 
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Dependent Enrollment - Adding Dependent

For additional 

dependents click the  

“Add Dependent” 

button.  If not, Click 

Next.  
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View a Benefits Enrollment

CDHP/HSA BCBS East Employee plus Spouse 

CDHP/HSA Cigna OAP Employee plus Spouse 

CDHP/HAS Cigna LP East Employee plus Spouse 

Premier Cigna OAP Employee plus Spouse 

Premier PPO BCBS East Employee plus Spouse 

Premier PPO Cigna LP East Employee plus Spouse 

Standard PPO BCBS East Employee plus Spouse 

Standard PPO Cigna LP East Employee plus Spouse 

Standard PPO Cigna OAP  Employee plus Spouse 

Click Next 

Select Enroll 

for dependents 

to be enrolled 

in the coverage 

requested 
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Click Add File Attachment 

Benefit eForm Step 3 “Adding 

Attachment” 

Notice 

Notice 

The Hold button is to be used 

when you are unable to 

complete  or are lacking the 

dependent verification for a 

dependent. 
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Submission of Benefits Data 

Click Upload 
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Choosing File Attachment 

Click Choose File and locate your document 
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File Attached  

See attached file name “marriage certificate” 
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View a Benefits eForm Step 3 

Benefits Form Submission Data 

Select the Description  

Birth Certificate 

Court Document/Adoption Paper 

Enrollment Change Application 

Judge's Decree 

Legal Guardianship Document 

Marriage Certificate 

Proof of Joint Ownership 

Qualified Med Support Order 
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View a Benefits eForm Step 3 

Benefits Form Submission Data 

Acknowledge the  

Form Message 

Enter your comment 
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Click Submit 

View a Benefits eForm Step 3 

Benefits Form Submission Data 
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View a Benefits eForm Step 3 

Benefits Form Submission Data 

Click Yes to submit the form 

to the next approver 



20 

Step 4 Form Finalized 
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View a Benefits eForm Step 4 

Form History 

If there are new dependents it will always go to a Pending Status. 

If no new dependents, it will go to a Complete status. 
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View Dependent Information 
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View a Benefits eForm Step 4 

Form History 
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View a Benefits eForm Step 4 

Form History 
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Additional Benefit eForm Comments 

 Note:  You will receive emails from Edison updating you on the status of the Benefits eForm. 

To create a Benefit eForm click the “Create a Benefits Enrollment eForm” button. 

 

If you placed a Benefits eForm on Hold click the “Update a Benefit Enrollment eForm” button. 

 

To check the status of a Benefit eForm click the “ View a Benefit Enrollment eForm” button. 

 

You will receive emails from Edison updating you on the status of the Benefits eForm. 
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For Questions Contact: 
Benefits Administration 

 
 
 

800.253.9981 or 615.741.3590 
Monday – Friday 8:00a - 4:30p CST or create 

a Zendesk Ticket 
 

 


