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Last Changed by April Strowbridge

Status Final

Evidence of Insurability Life Proof Received

Concept

Supplemental Life requires proof of insurability fmverage levels of 4x or 5x and for amounts
exceeding $300,000. Spouse Life requires prodfafemployee increases coverage more than 1
level.

If the employee elects coverage requiring prod,g¢mployee will initially be enrolled in a lower
coverage level until such proof is received from ithsurance company. Depending on when the
proof is received, the original event can be repssed or a manual event will be required to
change the level of coverage.
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HRMS: Evidence of Insurability Life Proof Received MaineSrest
Navigation
# MaineStreet
PahzeCUmeL_aw_m -
Search: @

(> My Favorites

(> Self Senvice

[> Manager Self Service

I University of Maine System
1> Waorkfarce Administration
[> Benefits

> Time and Labor

> Payroll for North America

[ Waorkforce Development

I Organizational Development
[ Workforce Monitoring

[ SetUp HRMS

[ Setlp SACR

I Enterprise Components

> QuickAddress Pra Weh Int,
I- Reporting Tools

- PeopleTools

[ Data Models

|~ Retum to Portal

I~ My Personalizations
|- My Dictionary

" BeopleSoft

th

Step Action

1. Click theBenefits link.

2. Click theM anage Automated Enrollment link.
[» Manage Automated

Enrollment

3. Note: You may need to create a manual (BEN) evaheieffective date (New Hire)
has already passed.
During Open Enrollment, since the effective datey tna 4-6 weeks from the day the
employee elected coverage, you may be able to Re-#ire employee's selection wi
Proof Received. This exercise follows this situatio

4, Click theEvents link.

5. Click theOn-Demand Event Maintenance link.
On-Demand Event
hlaintenance
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Procedure

B
Informaton ey Winiow | Helo |
I Review Ermployee Benefits
' Ll 7 S On-Demand Event Maintenance
~MEEmR AR Enter any infarmatian you have and click Search. Leave fields blankfor a list af all values.
Enrallment
< Events .
Find an Existing Value
EmpliD: beging with + |
~ Reuiew BAS Actiity EmplRed Nbr: = ¥ |
— Undate Event Statug Name: begins with |
— Undate Processing
Contrals Last Name: hegins with v |
- Eind Non- Second Name; beging with » \
Respondents
— Find Temminations o Second Last Name: begins with v |
Einalize Alternate Character Name: | begins with v
b Participant Enraliment i
[» Review Processing [case Sensitive
Results
> Investigate Exceptions
b Mamtainngmarnghs Search Clear | pasic Search (B Gave Search Crieria
> Repotts

[ Interface with Providers

[> Manaye Leave Accruals

I Track FMLA (Family
Medical Lv)

> Monitor Savings Fln
Extensions

> Benefits Billing

[ Admin Flex Spending Acct
us

[> Time and Labor

> Payroll for North America
> Workdorce Development
[ Organizational Development
I Warkforce Monitering

> et Up HRMS

[ Set Up SACR

> Enterprise Companents
> QuickAddress Pro Weh Int,
I» Reporting Tools

I PeopleTools

[ Data Madels

- Return to Portal

— bty Personalizations

- bty Dictionary

|

Step Action

6. Enter the desired information into t&enplI D field.

7. Click the Sear ch button.
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A

MaineStreet

Pending Activities: 0

[l
0On-Demand Event Maintenance
Karen Cai PersonID: 0083983 BenRed#: 0
Activity Date: Source: EmplReds: 0

Action:

Event ID: 2 EventDate:

Prepare Options
é Run Date:

4| Errors o
é Run Date:

é Entered nof 0

Event 8tatus Update
09/01/2008 Status:  Program Elig Assigned  Class: MSC $

Event Status:  Qpen for Processing
Frequency

Deduction Annual

DFinati Defaul

Process Indicator:
B save | L\ReturntoSearch | [ Netify

Mormal Processing

e Window | Help | Custarnize Pars |

Step | Action

8. Click theEvent Status Update button.

| Event Status Update I
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# MaineStreet

[l

BenAdmin Event Status Update

EmpliD; 0099589 Karer Cai
Event Status Update

SchedID  Event ID Pam Process Status Eligibility Change ~ Disc  Outof Seq ‘Process Indicator
EventDate EventClass Priorty  ActionSource  Addr /MuttiJob /Job Suppress Forms

AL 2 T Prepared EIFT |
08/01/2008 Misc Chang 400 Joh Data Change

ALL 1 UFT Enralled FIFIF|

08112008 Mew Hire 100 Joh Data Change

ok | cancel | apoy | dRetesn |

e Window | Help | Custarnize Pars |

Step | Action

9. Click theClosed list item for any currently Open event if necegsar

10. | Click theOpen list item for the event that needs to be Re-edtere

11. | Click theRe-Enter list item.

[Fe-Enter

12. | Click theOK button.

o |

13. | Click theOK button.

o |
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[l

# MaineStreet

0On-Demand Event Maintenance

Karen Cai

PersonlD: 0099899 Ben Red#:

Activity Date:

Source: Empl Reds: 0

Pending Activities: 0 Action:

Event ID: 1 EventDate:

| iz |

Confirmation Staternent

Class: HR Ewent Status Update

Event Status:  Qpen for Processing

08/01/2008 Status:  Finalized - Enrolied

Frequency

Run Date: Deduction Annual
Entered 12 of 20 Show Plans

Errors o

DFinati Defaul

RunDate: 1013/2008

Reprocess

Process Indicator: FQ Re-Enter

B save | L\ReturntoSearch | [ Netify

0

e Window | Help | Custarnize Pars |

Step

Action

14.

Click theRepr ocess button.

| Reprocess I
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Home

0On-Demand Event Maintenance

PersonIp; 0099983 BenRod: 0

Karen Cai

Activity Date: Source: Empl Reds: 0
Pending Activities: 0 Action:

Event ID: 1 EventDate: 08/01/2008 Status: Re-Enter Class: HR Erenichal E0pan)

Event Status:  Qpen for Processing
Frequency

Deduction Annual

Microsoft Internet Explorer

é Run Date:

Election Ent
- 1206 20
validaterFinalize
Errors
é Run Date:

Repincess processndicator: N X gr

0 b i Process completed successfully, (3000,530)

The system has successfully processed His phase, ‘ou can continus to the next phase.

B save | L\ReturntoSearch | [ Netify

e Window | Heln | Custarnize Pay Saved

Step | Action

15. | Click theSAVE button.
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e Window | Help | Custarnize Pars |

0On-Demand Event Maintenance

Karen Cai PersoniD: 0083339 BenReds: 0

Activity Date: Source: Empl Reds: 0

Pending Activities: 0 g Action:
Event Status Update
Class: HR 2
Event Status:  Qpen for Processing
Frequency
Run Date: Deduction Annual

Boconety | per o o StoriPlans_|

validaterFinalize Firors . ‘ [Finaii Defautt
é Run Date:

Process Indicator: WQ Normal Processing
B save | L\ReturntoSearch | [ Netify

Event ID: 1 EventDate: 08/01/2008 Status: Re-Enter

Step | Action

16. | Click theElection Entry button.
| Election Entry I
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Home

Sign out

e Window | Helo | Custornize Pae | &, &
Option Election | D

[l

SchedID: AL EmpliD: - 0033335;

Karen Cai BenRed#: 0 EventiD: 1
Event Data:  08/01/2008 New Hire

Excess Credit Rollover To: Cash

[Available Plans and Options

lan Type 60 : Flex Spending Health - U.S.

Option Code: [§0 (@ FSA Health Care (ADVHEA) o

Annual Pledge: $1,000.00

Employee Contribution Override: Wonthly
~ Contribution Worksheat

Use this worksheetto calculate the employee's desired Annual Pledge and Gontribution Amount

Annual Pledge  Contributions  PayPeriods  payPeriod Amount Employee Contribution
Year-to-Date Remaining

{ $1,00000 . $0.00) 4 = 325000 = §250.00 Monthly Calculate

Qpen Protected Fields | open protected fields for change. (These fields are narmally determined by the system),

Special Reguirements

Plan Type 61 : Flex Spending Dependent Care

Option Code: W © YWaive Coverage @

Annual Pledge: $0.00
Employee Contribution Override:

» Contribution Wor ksheet

Special

Plan Type 10 : Medical

Step | Action

17. | Click theFind link.
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.
Explorer User Prompt

Seript Prampt

Erter ssaich sing

e Window | Helo | Custornize Pae | &, &

[l

SchedID:  ALL EmplD: 0083993 Karen Cai BenReda: 0 BventiD: 1

Event Data:  08/01/2008 New Hire Excess Credit Rollover To:  Cash

[Available Plans and Options

Plan Type 60 : Flex Spending Health - U.S.

Option Code: |10 O FSA Health Care (ADVHEA)

K2
Annual Pledge: $1,000.00
Employee Contribution Override: Monthly

~ Contribution Worksheat

Use this worksheetto calculate the employee's desired Annual Pledge and Gontribution Amount
Annual Pledge  Contributions  PayPeriods  payPeriod Amount Employee Contribution
Year-to-Date Remaining

{ $1,00000 . $0.00) 4 = 325000 = §250.00 Monthly Calculate

Qpen Protected Fields | open protected fields for change. (These fields are narmally determined by the system),

Special Reguirements

Plan Type 61 : Flex Spending Dependent Care

Option Code: W © YWaive Coverage @

Annual Pledge: $0.00
Employee Contribution Override:

» Contribution Wor ksheet

Special

Plan Type 10 : Medical

Step | Action

18. | Enter the desired information into the field. Ertat".
19. | Click theOK button.
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A

MaineStreet

Process Document

HRMS: Evidence of Insurability Life Proof Received

Plan Type 21 : Supplemental Life

Option Code: |5 Opfional 3 (SPLF %)

Factor x Salary: Flat Amount: Annual Rate v

DependentsBeneficiaries

Enrall Al

Special Requirements

Plan Type 2W : Spouse Life
Option Code: |50 Q_ Spousal Life 50K (SPLF50)

K

Factor x Salary: Flat Amount:

Annual Rate v

Dependents/Beneficiaries

Enrall Al

Special Requirements

Rﬂlltionlhi to

Percentape  |FlatAmount | Continpent |Excess

Plan Type 25 : Domestic Partner Life

Option Code: W VWaive Coverage

k2
Factor x Salary: Flat Amount; ‘Benefits Base: Annual Rate v 3

Step | Action

20.

Enter the desired information into t@ption Code field
21.

Click the Special Requirements link.

[Special Reguirements]
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# MaineStreet
=3
e Window | Help | Custarnize Pars |
Special Election Requirements
S
OK Cancel Refresh
Step | Action
22. | Click theProof Received option.
23. | Click theOK button.
Page 12
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HRMS: Evidence of Insurability Life Proof Received

After Tax: Flat Amount: Percent of Earnings:

3

Special Requirements

Allocation of Investment Funds

evestmentOption | [pescrigin [peen |

1 @ TIAA-CREF s0.00 [=]
2 QNG 2500 [=]
3 Q Fidelity 2500 [=]

Plan Type 50 : Sick

Option Code: |10 Disability FT ProfiFac Ff (DISFTP)

K

Special Requirerments

Plan Type 51: Vacation

Option Code: (10 @, Annual Leave-Prof (ACFFF) >

Special Requirements

ok | cancel | apply | oRetresn |

Event! Participant Selection | Option Election | Dependents / Benefitiaries

Step | Action
24. | Click theOK button.
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A

MaineStreet

0On-Demand Event Maintenance

Karen Cai PersonlD: 0003338 Ben Red#:
Activity Date: Source: Empl Reds: 0
Pending Activities: 0 g Action:
Event Status Update
Event ID: 1 EventDate: 08/01/2008 Status: Entered Class: HR $
Event Status:  Qpen for Processing
Frequency
Run Date: Deduction Amual
Validate/Final inali;
alidaterFinalize Firors . O Defautt
é Run Date:

Reprocess

Process Indicator: WQ Normal Processing

B save | L\ReturntoSearch | [ Netify

0

e Window | Help | Custarnize Pars |

Step | Action

25. | Click theValidate/Finalize button.

| Validate/Finalize |

Page 14
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Home

0On-Demand Event Maintenance

PersoniD: 0043595 BenReds: 0

Karen Cai
Activity Date: Source: Empl Reds: 0
Pending Activities: 0 Action:
Event Status Update
Event ID: 1 EventDate: 08/01/2008 Status: Finalized - Enrolled Class: HR $

Event Status:  Closed to Processing
Frequency

Deduction Annual

Microsoft Internet Explorer

| iz |

Confirmation Staternent

Process Indicator: Man

Run Date:

Entered nof 0

Errors i Process completed successfully, (3000,530)

Run Date; The system has successfully processed this phase. You can continue to the next phase.

B Save | L\ReturntoSearch | [ Netify

e Window | Heln | Custarnize Pay Saved

Step | Action

26. | Click theSAVE button.

Last changed on: 10/25/2008 7:35 AM

Page 15



Process Document

HRMS: Evidence of Insurability Life Proof Received

A

MaineStreet

# MaineStreet

0On-Demand Event Maintenance

[l

e Window | Help | Custarnize Pars |

Karen Cai

PersonlD: 0099999 BenReds: 0

Activity Date: Source:
Pending Activities: 0

Empl Reds: 0

Action:

é Run Date:
é Entered nof 0
é Errors o
M Run Date:

Event ID: 1 EventDate: 08/01/2008 Status: Finalized - Enrollad

Class: HR Ewent Status Update

Event Status:  Closed to Processing
Frequency

Deduction Annual
Shaw Plans

Default:

Process Indicator:
B save | L\ReturntoSearch | [ Netify

Mormal Processing

Step | Action

27. | Click theConfirmation Statement button.

| Confirmation Staterment I
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Home

e Window | Heln | Custarnize Pay Saved

0On-Demand Event Maintenance

Karen Cai

ParsonD: 0099998 BenReds: 0

Activity Date: Source: Empl Reds: 0
Pending Activities: 0 Action:

Class: HR Ewent Status Update
Event Status:  Closed to Processing

é Frequency
Run Date: Deduction Amwal

B Microsoft Internet Explorer
é Envors| 'j Report successfuly submitted. Check Process Monikor For status {[nstance 500) (3000,529)

Confirmation Staternent . The Enrolment Farm and Confirmation Statement are produced by SQR reparts, The system has submitted the SQR to the system, ou can go ko the

Run D Process Monitor to check the Final status of this report with reference to the indicated Pracess Instance.

PR e
B save | L\ReturntoSearch | [ Netify

Event ID: 1 EventDate: 08/01/2008 Status: Finalized - Enrollad

Step | Action

28. | Click theSAVE button.
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A

MaineStreet

# MaineStreet

[l

0On-Demand Event Maintenance

Karen Cai

Parson|D; 0099929 BenReds: 0

Activity Date: Source:
Pending Activities: 0

Empl Reds: 0

Action:

é Run Date:
é Entered nof 0
é Errors o
M Run Date:

Event ID: 1 EventDate: 08/01/2008 Status: Finalized - Enrollad

Class: HR Ewent Status Update

Event Status:  Closed to Processing
Frequency

Deduction Annual
Shaw Plans

Default:

Process Indicator:
B save | L\ReturntoSearch | [ Netify

Mormal Processing

e Window | Help | Custarnize Pars |

Step | Action

29. | Click theEvent Status Update button.

| Event Status Update I
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# MaineStreet

[l
e Window | Help | Custarnize Pars |
BenAdmin Event Status Update
EmpliD; 0038933 Karen Cai BenRedz 0

Event Status Update Fid  Frst {12072 [P Last
SchedlD  EventID Pgm Process Status  Eligibility Change  Disc  Outof Seq  ‘Process Indicator
EventDate EventClass Priority  ActionSource  Addr/MuttiJob/Job SUPPressForms  EventStatus  pal

Indicator
AL 2 T Prepared EIFT | O
08/01/2008 Misc Chang 400 Joh Data Change PrintBoth  +
ALL 1 UFT Enralled ooao 0 o
0801/2008 NewHire 100 Job Data Change PrintBoth v

frg st {1202 (M Last

ok | cancel | apoy | dRetesn |

Step | Action

30. | For all events effective after the reprocessed wtiok theAssign Pgm list item to
reprocess all subsequent events.

NOTE: The Out of Sequence box is checked because therearént was
reprocessed.

Hormal Pro »

31. | Click theOK button.

32. | Click theOK button.
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# MaineStreet

[l

0On-Demand Event Maintenance

PersonlD: 0083393 Ben Red#:

Karen Cai
Activity Date: Source: Empl Reds: 0
Pending Activities: 0 Action:
Event Status Update
Event ID: 2 EventDate: 03/01/2008 Status: Prepared Class: MsC m

Event Status:  Qpen for Processing

__Enomensiement_| e e
PRV pof 4 sowPans_|
é Errors. 1]
é Run Date:

CFinati Defaul

Reprocess Processindicator: B X assign Beneft Pragram
B save | L\ReturntoSearch | [] Netify

0

e Window | Help | Custarnize Pars |

Step

Action

33.

Click theRepr ocess button.

Reprocess I
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[l

0On-Demand Event Maintenance

Karen Cai PersonlD: 0099999 BenRcd#: 0
Activity Date: Source: Empl Reds: 0
Pending Activities: 0 Action:
Event Status Update
Event ID: 2 EventDate: 03/01/2008 Status: Prepared Class: MsC $

Event Status:  Qpen for Processing
Frequency

©Deduction O Annual

Microsoft Internet Explorer

Enroliment Statement

Election Entry
é Run Date:

Repincess processndicator: N X gr

Run Date:

Entered oof 4

Errors ] 9 i Process completed successfully, £3000,530)

The system has successfully processed His phase, ‘ou can continus to the next phase.

B save | L\ReturntoSearch | [ Netify

e Window | Heln | Custarnize Pay Saved

Step | Action

Click the SAVE button.

34.

35. | End of Procedure.
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