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Add New Dependent

Concept

Dependents, such as spouses, domestic partners and their children may be eligible for benefits.
Use the Update Dependent/Beneficiary page to enter or update dependent or beneficiary
information. This page is also used to enter and/or update U.S. Savings Bond beneficiary
information.
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MaineStreet

Navigation

[ Retum to Portal
[ M Personalizations
| My Dictionary

‘ersonalize Cantent | Layout

Menu ]
earch:

| ®
My Favorites

Self Service
ianager Self Service
University of Maine System
\Workforce Adminigtration
Bengfits

Time and Labor

Payrall for Notth America
Workforce Development
Organizational Development
Workforce Monitoring

Set Up HRMS

SetUp BACR

Enterprise Companents
QuickAddress ProWeb Int
Reporting Tools
PeopleTools

Data Models

Step

Action

Click the Benefitslink.

[» Employee/Dependeant]
Information

Click the Employee/Dependent Information link.

Update
Dependent’Beneficia

Click the Update Dependent/Beneficiary link.
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Procedure

Home
MUnwemty of Maine Systen)
= Employee/Dependent ~

Infarmation

— Review HRAob/Pavoll

Mew Window | He

Update Dependent/Beneficiary
sonal Data Enter any infarmation you have and click Search. Leave flelds hlank for a list of all values.

Find an Existing Value

— Recard DepiBen
Cornments

~ Review Dep/den EmpiD: begins with v |
Summary Name: begins with |
— Assign Final Check
Benefcian Last Name: begins with v |
- Undats ABBRs Second Name: begins with |
- Review ABBRs
 Review Erplayee Beneiis | | Aterate Character Name:  hegins with |
b EnrollIn Benefits Middle Name: begins with
& Manage Automated
Enroliment [linciude History [ Correct History [ case Sensitive

[> Maintain Primary Johs

> Reports
b Interface with Providers Search Clear_| Basic Search (B Save Search Crieria

I Provide Company Cars
[ Manace Leave Accruals

Step Action

4, Enter the desired information into the EmplI D field.

5. Click the Sear ch button.
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= Employes/Dependent
Information
— Review HRob/P ayroll
Data
— Benefis Personal Data

— Record DepiBen
Comments
— Review DepiBen
Summary
— Assian Final Check
Beneficiary
— Undate ABBRS
— Review ABBRS
[ Review Employee Benefits
[ Enroll In Benefits
[ Manage Automated
Enrollment
[ Maintain Primary Jobs
[ Reports
[ Interface with Providers
[ Provide Company Cars
[ Manage Leave Accruals
[ Track FMLA (Family
Medical Lv)
[> Manitor Savings Pln
Extensions
[ Canduct
Nondiserimination Tsts
[ Administer COBRA
Benefits
[ Benefits Billing
[ Admin Flex Spending Acct
us

[> Admin Flex Spending Acct
N

Comnensatinn

[E3

Calleen Forhelp

Dependent Beneficiaries

‘Dependent Beneficiary ID: W

‘Effective Date: 051011885 [

Name: Kar David

Home

Mew Viindow | Heln | Customize Pa

Person ID: 0099999

Edit Name

Bsave | SRetumto Search | []Notty

- Mame | Address | Personal Profile

JE] Incluce Histary | & Corvect Higtary

Action

Click the Add a new row at row 1 (Alt+7) button.

Enter the desired information into the Effective Date field.

Click the English list item.

Click the Edit Namelink.

Page 4

Last changed on: 10/25/2008 7:38 AM




MaineStreet

Process Document
HRMS: Add New Dependent

Q- O HNRG PR E-JH8

# MaineStreet

[ Benefits
= Employee/Dependant
Information
— Review HRUo/Payroll
Data
— Beneilts Personal Data
- Upd: Prefix;

First Name:

Edit Name

English Name Format

Middle Name:
Last Name:

Eurinan sume

e il Gl 2 Display Name:
Beneficiary ¢ play 3

— Undate ABBRs
— Revigw ABBRS
I» Review Employee Benefits Name:

— Record Dep/Ben
Comments

— Revigw Dep/Ben

Formal Name:

Mew'Windaw | Help | Custormize Page | &,

—

1> Enrall In Benefits
Q0K Gancel

I Manage Automated
Enroliment
> Maintain Primary Jobs
I Reports
I Interface with Providers
|- Manage Leave Accruals
[ Track FMLA (Family
Medical Ly)
> Monitor Savings Pin
Extensions
I Benefits Billing
I Adrriin Flex Spending Acet
us
I Time and Labor
[ Payroll for North America
I Workforce Development
I Organizational Developrent
1 wiorkarce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools
b PeopleTools
[ Data Madels
|- Retun to Portal
|- My Prersonalizations L
| My Dictionary v

Step | Action

10. Click the Prefix list item.

Choose an item from the list or leave blank. For this example, we left this field blank.

11. Enter the desired information into the First Name field.

12. Enter the desired information into the Last Name field.

13. Click the OK button.
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- Employee/Dependent
Infarmation
- Review HRiJohiPayroll

nal Profile

blew Window | Help | Customize Pac

Calleen Forhelp PersoniD: 0039998

DependentBeneficiaries

— Record Dep/Ben
Comments

"DependentBeneficiary ID: E
— Revigw Dep/Ben
Summary
- Assign Final Check
Beneficiary
— Undate ABBRs
— Review ABBRS
I* Review Employee Benefits
I Enrall In Benefits
I Manage Automated
Enraliment

‘Effective Date: |10/01/2008 [5]
Formal Tyve: i

Name: Forhelp Neal N

[ Maintain Primary Jobs
I Reports

[ Interface with Providers i B
Save | [SAReturntoSearch Hlatif E]UpetateiDispla Include Histar, Correct Histor
I Provide Company Cars LI hal M a i Vl 2] Y | E4 i

- Manage Leave Actruals | wame | agdress | Persanal Profile

- Track FMLA (Family
Medical Ly)

> Monitor Savings Pin
Extensions

I Conduct
Mondiserimination Tsts

[ Administer COBRA
Benefits

[+ Benefits Billing

I+ Admin Flex Spending Acct
us

> Adrin Flex Spending Acct
N

b Comnensatinn

Step

Action

14.

Click the Address tab.
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 Employee/Dependent ~
Information i |
— Review HRiJoh/Payroll
Data
nefts Personal Data
e

— Record Dep/Ben
Comments
- Review Dep/Ben

Address

Culleen Forhelp
Dependent/Beneficiaries

Dependent Beneficiary ID: 2

Home

Person ID:

Name: Forhelp,Neal N

0058999

Mew Window | Help | Custorize Pag

Sumrmary
— Agsign Final Check
Benefliary
- Update ABBRs
- Review ABBRS
[ Review Employee Benefits
[ Enrall In Benefits
[ Manage Automated
Enroliment
[ Maintain Primary Jobs
[ Reports
[ Interface with Praviders
[ Provide Company Cars
[ Manage Leave Accruals
[> Track FMLA (Family
Medical Ly)
[ Monitor Savings Pln
Extensions
[ Conduct
Nondiscrimination Tsts
[ Administer COBRA
Benefits
[ Benefits Billing

Country:

Address:

‘Effective Date; 100112008 [

[Jsame Address as Employee

USA Q. United States

Edit Addrass

[[J'same Phone as Employee

Contact Phone

Phone:

Step

Action

15.

Click the Same Addr ess as Employee option.
||:| Same Address as Employee|

16.

Click the Same Phone as Employee option.
|D Same Phone as Employee|

17.

Click the Per sonal Profile tab.
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~ Employee/Dependent 4 Miw Window | Help | Gustomize Pag
Information
— Review HRiJoh/Payroll
Data
- Bengits Personal Data

Personal Profile

Caolleen Forhelp PersoniD: 0099999

— Record Dep/Ben

Personal Profile
Comments

- Review Dep/Ben
Sumrmary
— Agsign Final Check
Benefliary
~ Update ABERs Date of Birt: [o4iosit 963 Birth Country: Q Birth tate: Q
 Revew fBes Date of Deati: B Birth Locatior:
[ Review Employee Benefits
[ Enrall In Benefits Medicare Entitled Date:
[ Manage Autornated Phione Nurmbers
Enroliment
[ Maintain Primary Jobs
D Reports “Effective Date: 100172008 [ EIE
[ Interface with Praviders

 Provide Company Cars “‘Relationship to Employee:

[ Manage Leave Accruals |
O Tk FULA i DepententBeneicaytpe: | ¥
Medical Ly) ly ) Male
[ Monitor Savings PIn Gender:
b Eéxsgi?ns ‘Marital Status: As of.
Mondiscrimination Tsts [ Student As of: [
[ Administer COBRA ) .
Benefts [pisabled Asof: i}

DependentBeneficiaryI: 02 Name: Forhelp,Neal N

Firet (44 1 [ Lot

[ Benefits Billing N
[ Admin Flex Spending Acct [ smoker Asof: U]
ug
[ Admin Flex Spending Acct Occupation: \
il
Compensation |

[E3

Time and | ahnr =]

Step

Action

18.

Enter the desired information into the Date of Birth field.
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= Employee/Dependent A e tindow | Help | Custornize Pa
Information

— Review HRIJobiP avroll

Personal Profile

Colleen Forhelp Person ID; 0093399
~ Record Den/Ben Personal Profile
Cormments
~ Review UaplBen I 02 Name:  FomelsNeal
Summary
— Agsion Final Check
Beneficiary
- Untale ABBRS Date of Birh: DS B3 Birth Country: A it state: Q
N Date of Death: Birth Location:
I Review Employee Benefite
1 Entoll In Beneiits Medicare Entitled Date: ] )
I Manage Automated RidersiOrders Phone hurnbers
Enraliment Personal History v Al
I Waintain Primary Johs mE
I Reports Effective Date: 00112008

[ Interface with Providers
1 Provide Cormpany Cars Relationship to Employee:
I Manage Leave Accruals
[ Track FMLA (Family 'Dependent Beneficiary Type:

Medical Lv)

r . Mals
I Monitor Savings Pln Gender: e
Dgétsgjgns ‘arital Status: Asot: 1oti00g
Nondiserirmination Tsts [student Asot: Gl
I Administer COBRA .
Benefits [pisabled Asof: B
I Benefits Billing Smoks .
I Adrin Flex Spending Acet | Dlsmoker Asof: B
us
1 Admin Flex Spending Acct Oceupation: [
CAN
Compensaton |

Time and Labor

Payroll o North America
Payoll Inferface

Workforce Development
Organizational Development

» = s Federal Government

Enterprise Learning USA Q PR Q. Social Security Nurber
Waorkforee Monitaring
Pension a

Step | Action

19. | Click the Relationship to Employeelist item.

Click an item in the list. For this example, we chose Spouse.
|Sp0use v|

20. | Click onthe Dependent Beneficiary Typelist. To enroll eligible dependentsin
benefits, the Type must be either Dependent or Both. For this example, we chose
Both.

[Botn v

21. | Click the Gender list item.
Choose an item from the list. For this example, we chose Male.

Male v

22. | Click onthe Marital Statuslist. Choose an item from the list. For this example, we
chose Married.
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Home

= Employee/Dependent ~
Inforrnation 1
— Review HR/AJob/P ayrall
Data
— Denefits Personal Data

Personal Profile

Person ID: 0099889

Colleen Forhelp

= Record DepiBen
Comements

— Review DepiBen
Sumrnary

— Assitn Final Check

Beneficiany
~ Undale ABBRS Date of Birth: 041051963 5

Personal Profile

DependentBeneficiaryID: 02 Name:  Forhelp Neal N

— Review ABBRS
I Review Employee Benefts
[ Enroll In Benefits
I» Manage Autornated

BithComtr: | O Birth States Q
L ——

Date of Death: Birth Location:

Medicare Entitled Date: B

RidersiOrdets

Phone Nurnbers

Enroliment Find ! ad
I Mairtain Primary Jobs
b Repors ‘Effective Date: 100112008 [ B

I Interface with Providers
[ Provide Gompany Carg

I Manage Leave Accruals
[ Track FMLA (Family ‘Dependent Beneficiary Type:
Medical Lv)
I Monitor Savings Pln ‘Gender:
b E?::i";”s ‘Marital Status: As of: 1oorzns [
Nondiscrimination Tsts [Cstudent s of:
[ Adrinister COBRA )
Benefits Cloisabled — ps or: ]

I Benefits Biling [Ismoker As of: B

I Admin Flex Spending Acct |

us

[ Adrnin Flex Spending Acct Occupation: \
N

¥ E= s Federal Government

‘Relationship to Employee:

I Compensation
| Time and Lahar

[ Payroll for Morth America

I Payroll Interface

I Waorkforce Development

I Organizational Development
| Enterprise Leaming

| Warkforce Monitoring

[ Pension ]

First [ [ ot

usa @ PR @ sacial Security Number B

Newitindow | Helo | Custormize

Step | Action

23. Enter the desired information into the National I D field.

24, Click the Save button.

25. End of Procedure.
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