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User Guide for PC/Windows



Objective

 How to change the retirees’ registered family data through Retiree 

Self-Services. 

Notes

 If you wish to add a family member to your beneficiary list, please 

refer to the “Assign Beneficiaries” user guide available at 

www.iadb.org/RetireeSelfServices

 To add a spouse, domestic partner, child or stepchild, that you wish 

to include in your medical insurance, please refer to the user guides 

“Register a Marriage/ Domestic Partnership” or “Register a 

Birth/Adoption available at www.iadb.org/RetireeSelfServices

http://www.iadb.org/RetireeSelfServices
http://www.iadb.org/RetireeSelfServices


Instruction View

1) Go to “My Services” and .      

2) Click . 
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Instruction View

3) Go to “Personal Information” and click

“Family Members/ Dependents”.

(You can also click on the star         to add 

“Family Members/Dependents” to your 

Favorites, which can be found on the first page 

of your Retiree Self-Service right below “My 

Services”). 

4) Click on the icon of the family member

whose data you would like to update. 
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Instruction View

5) If you wish to update the first name or 

last name of the family member, go to 

“Name”.

The fields with asterisks are mandatory. 

6) If you would like to update gender, date 

of birth, country of birth, name at birth, city

at birth or nationality of the family member, 

go to “Birth Data”.

The fields with asterisks are mandatory. 

HOW TO UPDATE FAMILY DATA



Instruction View

7.1) To add supporting

documents, go to 

“Attachments”.

7.2) Click .

8) Click “Browse” and select

the corresponding documents

(passport, ID, or birth

certificate…).

You are able to select any of 

the following documents

(JPEG, PDF, Word, 

PowerPoint…).
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Instruction View

12) Click .     

13) Click .
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Instruction View

14) Verify if the file has saved. 

15) Accept the Terms and 

Conditions by clicking on the       

icon.  

16) To finish, go to the top of the 

page and click “Submit”.

17) The following message will

display. 

18) To return to the main menu, 

close the window by clicking on the

icon. 
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Need help on how to access or navigate 

your Retiree Self-Services?
More user guides and video tutorials at:

www.iadb.org/RetireeSelfServices

Recommended browsers: 

Internet Explorer for PC/Windows

Safari for Mac/Apple

http://www.iadb.org/RetireesSelfServices

