


VerifyOS Main Screen

• Enter the Reference Number
• Enter DOB information
• Click LogIn

If the employee needs help 
locating the Reference Number, 
click on the link for information.

If the employee has lost the letter or does not 
have a Reference Number, click on the “I lost my 
reference number” to get an alternate login 
screen.



VerifyOS – Alternate Login Screen

• Enter DOB information
• Enter Street Number 
• Enter Zip Code
• Fill in the text
• Click Login

If employee does not have his/her 
reference number, this Alternate 
Login screen can be used to access 
the employee’s file.



VerifyOS – Welcome Screen

Navigate to other tabs for additional informationCheck file status

Download a copy of 
the letters



The employee can indicate if their employee is eligible or ineligible via VerifyOS (in lieu of sending 
Verification Form indicating the dependent is ineligible).  It is a three step process.

VerifyOS – Review My Dependents Tab



VerifyOS – Review My Dependents Tab – Step 1

• Review what is an 
eligible dependent

• Review the 
Dependent(s)

• Indicate if the 
dependent(s) is 
eligible or not

• Select date of 
ineligibility

• Select reason of 
ineligibility

Click “Continue”



VerifyOS – Review My Dependents Tab – Step 2

Here the employee will certify that the 
information being provided is correct.

Click “Continue”



VerifyOS – Review My Dependents Tab – Step 3

If there is an eligible dependent, the employee 
will be instructed to submit documentation.  

There is a link to upload documents, 
but the fax or mail options are also 
available



VerifyOS – Eligibility Requirements Tab



VerifyOS – Upload Documents Tab

Click here to view the document 
requirements for the dependent

• Click “Browse” to select  the 
document

• Click “Upload” to upload the 
documents

• If upload was successful, there will 
be a “green” banner across the top 
saying the upload was successful.  
If upload was not successful, the 
banner will be red.

All uploaded documents 
will be listed here

By clicking on this link the 
employee can get information 
regarding HMS’ Privacy Policy



VerifyOS – Privacy and Security Policy Link



VerifyOS – My Account Tab : My Dependents Link



VerifyOS – My Account Tab : My Documents Link

Click on the link to download a copy of 
the letter that was mailed to the 
employee



VerifyOS – My Account Tab : My Information Link



VerifyOS – Contact Us Tab



VerifyOS – Resources Tab - General

To order a copy of state issued marriage or birth certificate – just click on 
the link

Website to order a copy of the tax transcript – just click 
on the link



VerifyOS – Resources Tab - State

When you click on the “State Resources” link, it will take the employee to a website that is 
managed by the CDC.  This site allows the employee to get information on how he/she can 
order a copy of  his/her State issued marriage or birth certificate.  Just click on the link for 
the appropriate state and just navigate the State’s website to get the information you need. 



VerifyOS – Resources Tab - Benefit

If the employee determines that his/her dependent is not eligible, this link will help assist the 
employee to research other coverage options for the dependent.  Just click on the 
appropriate state link.



VerifyOS – Frequently Asked Questions Tab

The employee can review the same FAQ’s that were included in the initial mailer.
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