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Beneficiary Designations

Employees use the Benefits Summary and Insurance Summary pages to review all their
benefits information, including health plans, insurance, savings plans, flexible spending accounts,
and dependent and beneficiary information. Each of the benefit pages displays more detailed
information about the specific plan-type, and includes links to additional benefit information.

This topic assumes that the employee has completed the enrollment process, and is accessing the
benefits pages to review summarized benefits information.

Please refer to: http://www.maine.edu/pdf/BeneficiaryDesignations_qg.pdf

Please refer to: http://www.maine.edu/pdf/UsingUPK.pdf

Additional Information

Beneficiaries can be updated anytime in MaineStreet.

Retirement plan beneficiaries must be set up with your particular retirement vendor. (i.e. TIAA-

CREF)
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Procedure

Help

0 Wy Favorites
[ Seif Senice
[ University of Maine System

[ Reporting Tools

I PeopleTools

|- Return to Portal

I~ My Personalizations
|- My Dicfionary

" BeopleSoft

Step Action

1. Click the Employee Self Service link.
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# MaimeStrect

Search:

[ My Favorites

I Time Reporting EZE‘ Time Reporting E Personal Information Cﬁ‘mp‘moll and Compensation
- Personal Information .5 Repart anel reviews vour ti, scheduies,request sbsences and Review anel update your persanal information. Review your pay and compensafion histary. Update your diect
I Payroll and Compensation more, = Personal Information Summear epost and cther deduction or contribution information.
I Benefits L1 Report Time. = Home an Mailing Address = vigw Paycheck
I University of Maine System 0 View Tine ] Phone Nurkers E Check Modeling
b Reporting Tools 2More [ 2 Relssue
b PeopleTools 2hare...

|- Eeeturn to Portal

%‘O Self Service

Nevigte 10 your 3t service information and activiies:

®

|- My Personalizations
|- My Diclionary

¥ Reviow hestn, nsurances, savings,pension or tver henefis
infomtion
= Benetis Summary.
= DepencentBeneficiary Info
= DepencentBeneficiay Coverage
3hiore

Step

Action

Click the Benefits link.

Click the Benefits Summary link.

The Summary page displays your coverage level and participation in each benefit
to which you are eligible.

The date is today's date by default. To view coverage for a different date, enter a
new date in the Date field and click Go.

Last changed on: 10/2/2009 11:16 AM Page 3




Business Process Document
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MaineStres

' MaineStreet,

[Search:
®

[ My Favorites
[ Self Senice
I Tirme Reporting
> Personal Infarmation

> Payroll and Compensation
7 Benefits

Info

— DependentBeneficiay
Coverage

- Leave Balance
= Insurance Summary
— Benefits Enroliment

[ University of Maine System

I Reporting Tools

I PeopleTools

|- Reeturn o Portal

|- My Personalizations

|- My Diclionary

Benefits Summary
New Hire Test

To view your benefit ag of another date, enter the date and click Go.

0810372009 Go

Type of Benefit

Medical

Domestic Partner Medical
Life
Supplemental Life

ADandD

Damestic Partner Life
Supplemental AD and D
Child Life

Spouse Life
Short-Term Dis ability
Long-Term Disability
403

Sick

Vacalion

Flex Spending Health - U8,
Flex Spending Dependent Care

Goto:

|Plan Description
Anthem HMO Choice POS
NonRep

CIGNA Dental Plan

Basic Life 1% Under 65
Optional 2

Basic Accidental Death &
Dis

Family Coverage
Dependent Child Life Ins-

Long Term Disability
Hourty Retirement Pre-Tax

Disability Leave FT
Clagsified

Annual Leave FT
Classified

F5A Health Care

Coverage or Participation
Employee + 1 Depende
Employee Only

Waived

Waived

1% Salary

2% Salaty

17K Salary

Waived

§100,000

§10,000

Waived

Waived

0% of Salary

4% Before Tax

$2,100 Fledge
Waived

NewWindaw | Help | Custornize Page | &,

Step

Action

For this example, click Life in the Type of Benefit column.

Beneficiaries must be designated separately for each of the following plans, even
if you want them all to be the same:
-Life
-Supplemental Life
-AD and D
-Supplemental AD and D
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# MaimeStrect

Search:
®

I My Favorites
[ Self Senice
> Time Reporting
[ Personal Information
I Payroll and Compensation
~ Benefits

B maty.
— DependentBeneficiary

Infy
- DependentBenefciay
Coverage
— Leave Balance
— Insuranee Surnrnary
- Benefits Enroliment
I University of Maine System
1 Reporting Tools
[ PeapleTools
|- Return to Portal
|- My Personalizations
|- My Dictionany

Life
New Hire Test
Toviewyour benefits as of another date, enterthe date and click G

08032008 [ Go

Plan Name: Basic Life 1% Under 63
Plan Provider: Prudential Insurance Company of America
CoverageLevelk 1 XSalary

Group Number:
Customer Service: Ext:

[Covered Beneficiaries

Click Editto change your current beneficiary allacations. Click the henefician's name.
to editthe individual's personal information.

Primary ~ Contingent

|Allocation |Allocation
TestSoouse Spouse 100%
TestDaughter Daughter 100%

Edit

Returnto Erplovee Beneft Summary

hew Windaw | Help | Customize Page |

Step

Action

Click the Edit button to change the allocation if desired.

The Life page summarizes the current plan in which you are enrolled.

In the Covered Beneficiaries grid, the system will display current beneficiary
designations. Blank information indicates no designations are currently assigned.
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MaineStres

' MaineStreet,

[Search:
®

[ My Favorites

[ Self Senice

I Tirme Reporting

> Personal Infarmation

> Payroll and Compensation
7 Benefits

- Benefits Summary

— DependentBeneficiar
Info

— DependentBeneficiay
Coverage

- Leave Balance

= Insurance Summary

— Benefits Enroliment

[ University of Maine System

I Reporting Tools

I PeopleTools

|- Reeturn o Portal

|- My Personalizations

|- My Diclionary

NewWindaw | Help | Custornize Page | &,

Change Current Beneficiaries and Allocations

New Hire Test

ou may designate Primary or Contingent beneficiaries by allocating a percent
Gontingent heneficiaries receive henefits only if all Primary beneficiaries are deceased. All
percents for Primary beneficiaries must total 100, All percents for Contingent beneficiaries

(ifany) must also total 100,

\Current Primary  |Current Contingent  |New Primary

Relationship
Soouse Test Spouse
Daughter Test Daughter
Friend Test Friend

Add a Mew Beneficiary

New Contingent

Alloration
100 ]
LI

Update Totals 0 0

Save

Return lo Life Insurance Main 2x

Step

Action

Use the Change Current Beneficiaries and Allocations page to add new
beneficiaries and modify the primary and contingent allocation percents.

In the grid, the system will display eligible beneficiaries currently in MaineStreet
as well as any current designations. Click Add/Review Beneficiaries to add a new
beneficiary. Blank percents in the Current Primary/Contingent columns indicate
no designations are currently assigned.

Click the Add a New Beneficiary link to add a new beneficiary to the list.
Edd 2 ey Eleneﬂciaﬂ
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# MaineStrect
Menu &
— NewWindow | Helo | Customize Page | & 4]
@
0 My Favorites Dependent Personal Information
[~ 8elf Senice

> Time Reporting

~ Benefits

Coverage
— Leave Balanc

> University of Main
1 Reporting Tools
[ PeapleTools

|- Return to Portal

|- My Dictionany

[ Personal Information
I Payroll and Compensation

— DependentBeneficiary

Infy
- DependentBenefciay

— Insuranee Surnrnary
- Benefits Enro

|- My Personalizations

Newy Hire Test

Click Save ance you have added your Dependents personal information. This infarmation will go
into effect as of Sep 18, 2008,

[Personal Information

mary
eneficial

'First Name: [—
2 Middle Name: [—

‘Last Name: [—
:m; m Name Prefix: ’— Q

Name Suifix: ’7 Q

‘Gender:

Date of Birth: ’7 W
- ’7 (Sovial Security Mumber)

Status Information

‘Relationship to Employee:

‘Marital Status: Asof:
Student: No 5 s o £l
Disabled: Mo v Rsof: l
Smoker: Mo L Rs of: l

[Address and Telephone

Same Address as Employee

Country: United States
Address: 123 4th 8t
Bangar, ME 04401-8141
Penabstot

Action

Enter the desired information into the First Name field.

Enter the desired information into the Last Name field.

Click the Female list item.

11.

Enter the desired information into the Date of Birth field.

12.

Enter the desired information into the SSN field.

13.

Click the Mother list item.

14.

Uncheck the box Same Address as Employee to enter a different address.

When satisfied with all of the information entered, click the Save button.

Save
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MaineStres

' MaineStreet:

Search:

[ My Favorites
[ Self Senice

- Benefits
Info

Coverage

> University of Mai
I Reporting Tools
I PeopleTools

|- Reeturn o Portal

|- My Diclionary

- Eﬂenueaneneﬂway
- Leave Balance

= Insurance Summary
— Benefitz En

|- My Personalizations

@

Personal Information

MewWindow | Helg | Custormize Pacy Saved

- Time Reporting Save Confirmation
[+ Persanal Infio
[ Payroll and Ci
7 Benefits

rmation

ompensation
V The Sawe was successiul

nmary
— DependentBeneficiar

rollment
ine System

Step

Action

15.

Click the OK button.
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@ [Personal Information
[ My Favorites First Name: Mather
[ Self Senice
[ Tirme Repotting Widdle Name:
[ Personal Information
Last Name:
I Payroll and Compensation Way
 Benefit Name Prefix:
It Name Suffic:
— DependentBeneficiary
Info Gender: Female
- DependentBenefciay )
Coverage Date of Birth: 117301951
- Leave Balance SSN: 123-44-5566 (Social Security Numben
— Insurance Surmary N
- Benefits Enrollment Relationship to Employee: Mather
I University of Maine System
[ Reporting Tools Status Information
[ PeapleTools
|- Return to Portal . .
|- My Personalizations Marital Status: Single
[t Dictonary Student: Ho
Disabled: Ho
Smoker: Ho

[Address and Telephone

Same Address as Employee

Country: United States

Address: 1234t st
Bangor, ME 04401-6141
Penobscot

Same Phone as Employee

Phone:

Return to Change Curtent i and Allog ations

£

Step Action

16. If a change needs to be made to your dependent or beneficiary's personal
information, notify your Campus Human Resources Office immediately.

Click the Return to Change Current Beneficiaries and Allocations link.

|[Return to Change Current Beneficiaries and Allocations]
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MaineStres

' MaineStreet,

[Search:
®

[ My Favorites
[ Self Senice
I Tirme Reporting
> Personal Infarmation

> Payroll and Compensation
7 Benefits

- Benefits Summary

— DependentBeneficiar
Info

— DependentBeneficiay
Coverage

- Leave Balance

= Insurance Summary

— Benefits Enroliment
[ University of Maine System
I Reporting Tools
I PeopleTools
|- Reeturn o Portal
|- My Personalizations
|- My Diclionary

NewWindaw | Help | Custornize Page | &,

Change Current Beneficiaries and Allocations

New Hire Test

ou may designate Primary or Contingent beneficiaries by allocating a percent
Gontingent heneficiaries receive henefits only if all Primary beneficiaries are deceased. All
percents for Primary beneficiaries must total 100, All percents for Contingent beneficiaries

(ifany) must also total 100,

\Current Primary  |Current Contingent  |New Primary

Hame Relationship
Soouse Test Spouse
Daughter Test Daughter
Friend Test Friend
Wother May Mother

Add a Mew Beneficiary

New Contingent

100 ]
100

L I |

I |

Update Totals 0 0

Save

Return lo Life Insurance Main 2x

Step

Action

17.

Enter the desired information into the New Primary Allocation field.

18.

Enter the desired information into the New Contingent Allocation field.

19.

Enter the desired information into the New Contingent Allocation field.

20.

When satisfied with the allocations designated, click the Update Totals button.

pdate Totals

21.

Click the Save button to store changes.

Save

22.

Click the Return to Life Insurance Main 2x link.

[Eeturn to Life Insurance Main 24
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# MaimeStrect

[search: NewWindow | Help | Custornze Pace |

i My Favorites '

[~ 8elf Senice Llfe
I Time Reporting New Hire Test

[ Personal Information
> Payroll and Compensation Toviewyour benefits as of another date, enterthe date and click G

< Benefits 09/16/2008 [ Go
I 1y

e nmary
- DependertBenhviany
I

Infy

- DependentBenefciay
Coverage

— Leave Balance Plan Provider: Prudential Insurance Gompany of America

— Insuranee Surnrnary

— Benefts Enrollment CoverageLevel 1 X Salary

Plan Name: Basic Life 1% Under 63

I University of Maine Systerm Group Number:
1 Reporting Tools

i PeopleTools Customer Service: Ext:
|- Eeeturnto Portal

|- My Personalizations [Covered Beneficiaries

|- My Dictionany

Click Editto change your current beneficiary allacations. Click the henefician's name.
to editthe individual's personal information.

TestSoouse Spouse 100%
TestDaunhter Daughter 40%
Iay Mother Mather 40%

Edit

Returnto Ermployee Beneft Summary

Step Action

23. Click the Return to Employee Benefit Summary link.
|Return to Ernployes Benefit Summag

24, Remember: Beneficiaries must be designated separately for each of the following
plans, even if you want them all to be the same:

-Life

-Supplemental Life

-AD and D

-Supplemental AD and D

End of Procedure.
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