
How to Report a Special Open Enrollment (SOE): 
 

Certain events let you make account changes (like changing plans or enrolling a dependent) outside of 
the annual open enrollment. A special open enrollment event must be an event other than an employee 
gaining initial eligibility for SEBB benefits, such as birth, marriage, or loss of other coverage.  

You must upload proof of the event that created the special open enrollment to SEBB My Account no 
later than 60 days after the event. For more information please see SEBB Administrative Policy 45-2 and 
Addendum 45-2A. Addendum 45-2A provides further details on eligibility documentation required 
specific to the event. 

In many instances, the date your change is received affects the effective date of the change in 
enrollment. Enrollment for a newborn or adopted child will be effective on the date of birth or adoption. 
All other SOEs will be effective the 1st of the month following the date when all required verification is 
uploaded in SEBB My Account. 

 

1. Login to SEBB My Account at myaccount.hca.wa.gov. 

  

2. Select ‘Special Open Enrollment’ from the dashboard. 

 

https://www.hca.wa.gov/employee-retiree-benefits/school-employees/change-your-coverage#special-open-enrollment
https://myaccount.hca.wa.gov/
https://www.hca.wa.gov/assets/pebb/sebb-policy-45-2-special-open-enrollment-2020.pdf
https://www.hca.wa.gov/assets/pebb/sebb-policy-addendum-45-2A-special-open-enrollment-matrix-2020.pdf
https://myaccount.hca.wa.gov/


3. Report the event type and date of the event. Click submit. 

 

 

4. Select the event type to see the actions available under the SOE. Actions available will differ by 
the event selected. If the event allows for adding a dependent, you will be presented with an 
initial question “Are you adding dependent(s) as part of this SOE request?” 

 

 

 

 

 

 

 

 



5. Start with Step 1, Add Dependents. Fill in your dependent’s demographic information and 
relationship to subscriber. If they don’t have a SSN yet check the box ‘This person currently has 
no social security number’. Once you receive the SSN, make sure to return to SEBB My Account 
to update their information. 

 

 

6. Click on step 2, submit documentation for dependents. Upload dependent verification 
documents and proof of the qualifying event. What are valid dependent verification 
documents?  

 

https://www.hca.wa.gov/employee-retiree-benefits/school-employees/dependent-verification
https://www.hca.wa.gov/employee-retiree-benefits/school-employees/dependent-verification


7. Click on step 3 and make attestations as appropriate.  
8. Complete Make Plan Elections to select or change your plans, and elect the coverage that you 

want for yourself and/or dependents. Change the medical, dental and/or vision dropdowns to 
‘Yes’ for each type of coverage you would like to enroll the dependent in. Scroll down and click 
click ‘Continue’ and then ‘Accept’ to submit the changes. 

 
 

9. Download a summary of coverage elections to review your changes. Summary of Coverage 
Elections reflects the elections made, but are not necessarily in effect until your request is 
approved by your benefits administrator. 

 

 

10. Once all steps have been completed, the Submit button will be engaged. Click submit. The 
request will then go to your Benefit Administrator to review and verify.  

Please note, your Special Open Enrollment request and dependents will remain as “pending” until all 
valid documentation is submitted. If acceptable documentation isn’t submitted by the 61st day of your 
event, your request will be denied.  

Visit https://hca.wa.gov/sebb-employee for more information, or contact Human Resources at  
206-631-3059 or benefits@highlineschools.org . 

https://hca.wa.gov/sebb-employee
mailto:benefits@highlineschools.org

