
FAMILY STATUS CHANGE ESS INSTRUCTIONS 

Go to the KiewitNetwork (https://kiewitnetwork.kiewit.com/) > click on Career & Life > Employee Self-Service 
> ESS English, French, Spanish. 

  

 
 
Once in ESS, click on Benefits and Benefits Enrollment Overview and then Family Status Change.  
 

 
 
 
 
Select the type of event and the date the event occurred. In the Comments field, please include the 
dependent name(s) involved with this request. If the request is 31 days after the date of the event, please 
provide a reason for the late request. Click   Submit. 
 
 



 
 

NOTE: For any other Family Status Change or, if request is after 31 days, you won’t be able to enroll through 
ESS. You will receive the message below and an email will be sent to the Benefits Department on your behalf. 
The Benefits Department will review your request and contact you. 

 

 
 
If the type of event is a Birth/Adoption or Marriage and the request is within 31 days of the event, you can 
proceed with the enrollment.  
 
Click Go to Enrollment.  You will get a pop-up asking you to read and accept the Terms and Conditions. 
 

 
 

 
After accepting the terms and conditions follow the steps below: 

 



STEP 1  
 

Verify all your information is correct. If not, click on Edit Personal Profile top left corner and make changes. If 
everything is correct, click on Next  located bottom right of page. 

 

 

 
 

STEP 2 
Your current dependents/beneficiaries will be displayed (if applicable). To add new dependents, click on  
Add/Edit Dependents and Beneficiaries and a new window will pop up.  

 

 

 

You will NOT delete any dependent/beneficiaries on this step. You will only add any new 
dependent/beneficiary information on this step. To ADD new dependent/beneficiary information click on 
the Add button. If you don’t see the Add button, make the screen bigger. If you don’t need to add any 
dependent/beneficiary, skip this step.  

 



Add the dependent information and click on Save and Back 

 

 

When you are done adding dependents, click Close.  

 

Please Note: In this step, you have only added information about the new dependent. Once you have added a 
new dependent, you must continue through the enrollment steps to add them to the appropriate benefit 
plans.  

STEP 3 

Review what Benefits you are currently enrolled in under Benefits Summary, there is no action required 
on this step, only to review and click Next. 

 

 
 

 

STEP 4 

Make changes to your medical, dental and vision coverage options by clicking the Pencil icon under 
actions.   When you have chosen correct coverage options and what dependents to cover if applicable, 
review your elections and click Next. 
 
Note:  You cannot change your Medical Plan deductible. 



 
 

 

 
You will do the same steps for Dental and Vision if applicable, click on the Pencil icon under actions. 
 
STEP 5 
To add or update beneficiaries for Basic Life and AD&D, click on the Pencil icons.  

 
 
Once you click on the Pencil icon a new window will pop up where you can designate your beneficiaries 
and/or add the coverage.  Once you have made the changes, click Add to continue. 

   



Click on the Paper icon under actions to add Supplemental Life, AD&D and/or Voluntary Protection coverages.  
 

 
 
If you are enrolling in the Supplemental Life and/or AD&D. A new window will pop up and you will need to 
choose how many units (amount of coverage) you want to elect and designate beneficiaries. 
 

 
 
 
 

For the critical illness plan, you have three coverage options: EE Critical ILL (employee-only coverage), Spouse 
Crt Ill (spouse coverage) and Dep Critical Il (dependent coverage). 
 
 



When clicking on EE Critical I and/or Spouse Crt Ill, you will get a pop up where you must select which 
coverage plan option you wish to enroll in AND whether you use Tobacco .  You will need to be sure you are 
selecting the correct plan.   

 

  
 

If you wish to enroll in the voluntary accident or hospital indemnity protection plans, you have four options: 
employee-only, employee plus spouse, employee plus children or family. 

 

 

Be sure you are designating beneficiaries for any of the employee protection plans you choose. You are 
automatically the beneficiary on your spouse / dependent plans. 

Once you have made the changes, click Add to continue and then Next. 
 
 
 
 
 
 
 



STEP 6 

If you elected the health savings medical plan option in Step 4, you can update your weekly contribution by 
clicking on Pencil icon to add your weekly contribution. 

 

 

 

Once you have made the changes, click Add to continue and then Next. 

 
 
STEP 7 
If you are enrolled in a Flexible Spending Account, you can update your annual contribution by clicking on the 
Pencil icon. If you are currently not enrolled, you can enroll based on the family status change by clicking on 
the Paper icon. 
 

 
 

 
 



Once you have added your annual election amount, click Add to continue and Next. 
STEP 8 
 
Review all your changes and click Save bottom right page.  If you do not click save your elections will NOT save. 
 

 

 
 
To see an overview and print your benefit selections, click Benefit Elections Summary. 
 

 
 

 


