
Benefits: Amending Your ‘Medical Spousal Surcharge’ Selected Option Faculty and Staff 

1 

 

 
Last revision date: April 21, 2025 

Contents 
Spouse/RDP Gains Coverage Elsewhere .............................................. 2 

Spouse/RDP Loses Coverage Elsewhere .............................................. 6 

Further Benefits information .................................................................... 9 

Benefits Team contact information.......................................................... 9 

 
  



Benefits: Amending Your ‘Medical Spousal Surcharge’ Selected Option Faculty and Staff 

2 

 

 
Last revision date: April 21, 2025 

If your spouse/RDP who: 

• Is enrolled on your USF Medical Plan 

• Will continue to be enrolled on your USF Medical Plan 

• Is gaining or losing medical coverage through their employer 
 

You have 30 calendar days from the date of your spouse/RDP’s 
gain/loss of medical coverage elsewhere through their employer to 
submit a Gain/Loss of Coverage Elsewhere task in USFWorks to 
update your selected option for the ‘Medical Spousal Surcharge’. 
Once you have submitted the task, the change will be effective on 1st 
of the following month. 
 
Please note: If more than 30 calendar days have passed since your 
spouse/RDP gained/lost their medical coverage elsewhere through 
their employer, please contact the Benefits Team at 
benefits@usfca.edu for additional instructions prior to submitting the 
task, as your selected option for the 'Medical Spousal Surcharge' can 
only be updated going forward (i.e. to be effective on 1st of the month 
following your email notification to the Benefits Team). 

 

Spouse/RDP Gains Coverage Elsewhere 
Follow these steps: 

1. Log in to USFWorks and click Benefits and Pay. 

  

2. On the next page, under Tasks and Reports, select Change 
Benefits. 

 

3. On the Change Benefits page: 

a) Select Gain Other Coverage Elsewhere as the Change Reason. 

b) Enter the Date of When New Coverage Started – i.e. the date on 
which your spouse/RDP’s coverage elsewhere through their 
employer was effective.  

c) Attach proof of your spouse/RDP’s gain of coverage elsewhere 
(e.g. letter from their employer, copy of their benefit elections). 

d) Click Submit. 

https://wd5.myworkday.com/usfca/login.htmld
mailto:benefits@usfca.edu
https://myusf.usfca.edu/human-resources/workday
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4. A pop-up window will appear stating you have submitted. Click 

Open. 

  

5. On the next page, click Let’s Get Started. 

  

(If the pop-up window closes before you can click Open, you 

can find the task in your USFWorks Inbox – just click the 

Benefit Event message and then on Let’s Get Started). 

6. On the page with the Benefit cards, under the Medical – Spousal 
Surcharge card, click Manage. 
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7. Click Select (do not click Waive) and Confirm and Continue. 

  

8. On the next page, select the following option from the Coverage drop-
down list and click Save. 

• Yes, my spouse or domestic partner has access to other 
coverage. 

 

9. You will be taken back to the page with the Benefit cards. Click 
Review and Sign. 

 

10.  On the ‘Review and Sign’ page: 

a) Review your change to your selected option for the Medical 
Spousal Surcharge.  

b) Check the I Agree checkbox, to provide an electronic signature, 
confirming your change. 

c) Enter a comment explaining the change. For example: I have 
updated my selected option for the Medical Spousal Surcharge 
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as my spouse/RDP gained coverage through their employer, 
effective DATE. They will remain enrolled on my USF Medical 
Plan. 

d) Click Submit. 
 

 

11. On the next page, click Done to complete the task. 
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Spouse/RDP Loses Coverage Elsewhere 
Follow these steps: 

1. Log in to USFWorks and click Benefits and Pay. 

  

2. On the next page, under Tasks and Reports, select Change 
Benefits. 

 

3. On the Change Benefits page: 

a) Select Loss of Other Coverage Elsewhere as the Change 
Reason. 

b) Enter the Date of When Previous Coverage Ended – i.e. the 
date on which your spouse/RDP’s coverage elsewhere through 
their employer ended.  

c) Attach proof of your spouse/RDP’s loss of coverage elsewhere 
(e.g. letter from their employer, COBRA packet). 

d) Click Submit. 
  

 

https://myusf.usfca.edu/human-resources/workday
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4. A pop-up window will appear stating you have submitted. 

Click Open. 

  

5. On the next page, click Let’s Get Started. 

  

(If the pop-up window closes before you can click Open, 

you can find the task in your USFWorks Inbox – just click 

the Benefit Event message and then on Let’s Get 

Started). 

6. On the page with the Benefit cards, under the Medical – Spousal 
Surcharge card, click Manage. 

  

7. Click Select (do not click Waive) and Confirm and Continue. 
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8. On the next page, select the following option from the Coverage 
drop-down list and click Save. 

• No, my spouse domestic partner does not have access to 
other coverage. 

  

9. You will be taken back to the page with the Benefit cards. Click 
Review and Sign. 

 

10.  On the ‘Review and Sign’ page: 

a) Review your change to your selected option for the Medical 
Spousal Surcharge.  

b) Check the I Agree checkbox, to provide an electronic 
signature, confirming your changes. 

c) Enter a comment explaining the change. For example: I have 
updated my selected option for the Medical Spousal Surcharge 
as my spouse/RDP lost coverage through their employer, 
effective DATE. They will remain enrolled on my USF Medical 
Plan. 

d) Click Submit. 
 

 

11. On the next page, click Done to complete the task. 
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Further Benefits information 

You can find more information on USF benefits here on myUSF: 
https://myusf.usfca.edu/human-resources/benefits  
 
On that page, you can also find a link to the latest Benefits Guide in 
the Quick Links section: 
 

 
 
 

 

Benefits Team contact information 

Please contact a USF Benefits Representative if you have further 
questions at benefits@usfca.edu or dial (415) 422-2442. 
 
For inquiries concerning: 

• a general HR issue, please email humanresources@usfca.edu 

• leaves, please email leaves@usfca.edu 

• payroll, please email payroll@usfca.edu 

• retirement, please email retirementplan@usfca.edu 

• Tuition Remission, please email tuitionremission@usfca.edu  

 

 

 

https://myusf.usfca.edu/human-resources/benefits
mailto:benefits@usfca.edu
mailto:humanresources@usfca.edu
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mailto:payroll@usfca.edu
mailto:retirementplan@usfca.edu
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