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1.	 Open Internet Browser	

2.	 Type in www.employeeselfservice.omb.delaware.gov  

3.	 Press Enter

4.	 Returning Users versus New Users:

Returning Users
Use the “Employee Self-Service Login” link below 
Returning User if you have accessed Employee
Self-Service since 06/10/13 

•	 "Welcome to State of Delaware Single Sign-On 
(DE-SSO)" screen opens 

•	 Enter User ID which is your six digit 
Employee ID number.  This is the same ID used 
to access the system to view your paycheck online.  
If you cannot locate your ID, contact your 
HR/Benefits office.

•	 Enter Password 
•	 Click Sign In

New Users
Use the “Create New User Account" (you have not 
accessed Employee Self-Service since June 2013) link 
below New User Registration if you have not 
accessed Employee Self-Service since 06/10/13.  

Employee Self-Service New User Login Instructions are 
located at www.employeeselfservice.omb.delaware.gov 
under Instructions, Click Employee Self-Service 
Access Instructions.   

5.	 After you log in, select Click Here next 
to the Employee Self-Sevice option.

6.	 Once in Employee Self Service, click on Main Menu, 
select Self Service and select Benefits.

7.	 Select Spousal Coordination of Benefits. 
Proceed to step #8 on page 2.

1) HOW TO ACCESS EMPLOYEE SELF SERVICE FOR THE SPOUSAL 
    COORDINATION OF BENEFITS (COB) FORM
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2) SPOUSAL COORDINATION
OF BENEFITS 
If you cover your spouse on your State of Delaware 
health plan, you MUST complete the Spousal 
Coordination of Benefits Form upon initial enrollment, 
anytime enrollment or insurance status changes and each 
year during Open Enrollment.

To complete the form, you will need your spouse's birth 
date, SSN and spouse's insurance information: carrier, 
policy number and coverage effective date (if applicable).

Active State, K-12 and Higher Education Employees 
MUST complete the Spousal Coordination of Benefits 
form within Employee Self Service.

8.	 Click Create New Form.

9.	 Read the important information, 
then click Next. 

10.	 Review all information on the screen.  Incorrect 
information must be updated in Employee Self-
Service or by contacting your Human Resources 
Representative before completing this form.  

11.	 Enter Email Address if you would like an email 
confirmation that you completed this form.

Spouse Information:
12.		 My Spouse is: use the drop down box to select 

the current employment status of your spouse.  
Then click Next. 
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SPOUSAL COORDINATION
OF BENEFITS (CONTINUED)
13.		 Enter the information in the data entry fields that  

appear on the next two screens.  Click Next to 
proceed through each section. 

14.		 If your spouse's employer offers medical insurance, 
you are required to provide the percentage of the 
total plan cost your spouse is required to pay  
(employee share).

15.		 If your spouse is a "Partner/Owner/PartOwner of 
Corp", you are also required to provide the  
percentage of the total plan cost the employees    
who do not have ownership interest in the company 
would be required to pay.      

16.		 If your spouse's employer does NOT offer  
medical insurance, the remainder of the  
form is greyed out so you will be directed  
to read and accept the (3)Authorizations after 
clicking NEXT.

17.  If your spouse's employer offers medical insurance 
and the spouse is enrolled, it is required to provide  
the spouse's insurance information.
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18.  Authorization Sections: 1, 2 and 3.

 Please read each authorization, then Click Accept. 

Accepting each authorization certifies you have 
read and understand all information included in 
the authorization section.  

19.  If you click Cancel, this will require you to create a 
new form.

20.  When the form is completed the message on the 
screen will say ENTRY IS COMPLETE.  You will 
have the option to "View Summary" and print a copy 
to keep for your records.   
 
You MUST click the “Email Confirmation” button 
for the email to be sent. 

21.		 Click Exit to sign out.          
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22.		 To view the form immediately following its 
completion, you will need to refresh the screen 
by clicking "Spousal Coordination of Benefits" 
located in the navigation bar.

NEED HELP?
For General Benefit Questions  

Contact the Statewide Benefits Office Customer Service at 1-800-489-8933 (toll-free)
8:00 a.m. to 4:30 p.m. Monday through Friday

24.		 You may click on each form to review  
its completion.  A form will only be 
considered completed if all three (3) 
authorizations are marked with "Y".

23.		 Click View Form History, to view a list of  
all your completed spousal coordination of 
benefits forms by date.


