
Updating Dependent/Beneficiary Information in Employee Self Service 
 
Employee Self Service users can edit their Dependent/Beneficiary information directly in Employee Self 
Service.  For example, you can update address/contact information or personal data, etc. 
 
Log into Employee Self Service at http://eserve.hr.tufts.edu/.  First click on the “Self Service” item on the 
Human Resources Self Service menu, select Benefits and then Dependent/Beneficiary Info. 
 

 
 
On the Dependent and Beneficiary Personal 
Information page, click on the name of the dependent 
you want to edit.  
 
A page with the dependent’s details will appear.  If you 
are planning to add a SSN for your dependent, you may 
notice that there is no SSN field visible.  When you click 
on the “Edit” button at the bottom of the screen, the field 
will appear and you can enter the SSN (no dashes 
allowed, e.g. 123456789 only). 
 

 
 
After you click on “Edit” you will be able to change your 
dependent/beneficiary information.  When you are finished updating 
the information, click the “Save” button at the bottom of the page. 
 
 
 
After you click on the “Save” button, a 
Personal Information: Save 
Confirmation page will appear.  Click 
“OK”, then “Sign Out.” 
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