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Step Action 
64.   Select the radio button next to the preferred coverage level. 

 
65.   Click Continue or click Cancel to return to the Enrollment Summary page 

without storing this information. 
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Step Action 
66.   Click the OK button to store changes or click Change to select a different 

coverage. 
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Step Action 
67.   To change Child Life benefits, click the Change button next to that option. 
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Step Action 
68.   Select the radio button next to the preferred coverage level. 

 
69.   Click Continue or click Cancel to return to the Enrollment Summary page 

without storing this information. 
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Step Action 
70.   Click the OK button to store changes or click Change to select a different 

coverage. 
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Step Action 
71.   To change AD and D benefits, click the Change button next to that option. 

 
72.   Even though newly-hired eligible employees will automatically be enrolled in 

Basic AD and D, beneficiaries must be designated for this plan.  
 
Scroll down to view the entire Beneficiaries section. 
 
IMPORTANT NOTE:  Beneficiaries must be designated separately for all of the 
following plans in which you are enrolled:  Life, Supplemental Life, Accidental 
Death and Dismemberment (AD and D), Supplemental AD and D.  Click here to 
find out how to designate beneficiaries anytime. 
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Step Action 
73.   Enter the desired information into the New Primary Allocation field.  
74.   Enter the desired information into the New Contingent Allocation field.  
75.   Click Continue or click Cancel to return to the Enrollment Summary page 

without storing this information. 
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Step Action 
76.   Click the OK button to store changes or click Change to select a different 

coverage. 
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Step Action 
77.   To change Supplemental AD and D benefits, click the Change button next to that 

option. 
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Step Action 
78.   Select the radio button next to the preferred coverage level. 

 
79.   Enter the desired information into the Coverage Amount field.  
80.   Scroll down to view the entire Beneficiaries section. 

 
IMPORTANT NOTE:  Beneficiaries must be designated separately for all of the 
following plans in which you are enrolled:  Life, Supplemental Life, Accidental 
Death and Dismemberment (AD and D), Supplemental AD and D.  Click here to 
find out how to designate beneficiaries anytime. 

  

 
      

 
 

http://www.maine.edu/pdf/BeneficiaryDesignations_qg.pdf
http://www.maine.edu/pdf/BeneficiaryDesignations_qg.pdf
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Step Action 
81.   Enter the desired information into the New Primary Allocation field.  
82.   Enter the desired information into the New Contingent Allocation field.  
83.    
84.   Click Continue or click Cancel to return to the Enrollment Summary page 

without storing this information. 
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Step Action 
85.   Click the OK button to store changes or click Change to select a different 

coverage. 
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Step Action 
86.   To change Short-Term Disability benefits, click the Change button next to that 

option. 
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Step Action 
87.   Select the radio button next to the preferred coverage level. 

 
88.   Click Continue or click Cancel to return to the Enrollment Summary page 

without storing this information. 
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Step Action 
89.   Click the OK button to store changes or click Change to select a different 

coverage. 
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Step Action 
90.   Note the table at the bottom of the page summarizes the estimated costs for the 

new benefit choices. 
 
Click the Submit button when you are satisfied with all of your Benefit 
Enrollment choices.  
 
Important: This is the first in a series of two submit buttons. 
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Step Action 
91.   This page displays important information. Once you have read all of the 

information and are ready to submit your final choices to the Human Resources 
department, scroll to the bottom of the page and click the second Submit button. 
 
Click Cancel to return to the Enrollment Summary page without sending your 
final choices to the Human Resources Department. 

 
  

 
 

Page 61



Business Process Document 
Benefits Administration: UMS Benefits Enrollment 

  

 

Page 62 Last changed on: 10/2/2009 11:04 AM

 

 
Step Action 
92.   After you have submitted your choices, you will see the Submit Confirmation 

page. Once the Human Resources department has processed your elections, you 
can review your Benefits Summary page for accuracy. Any discrepancies should 
be immediately reported to the Human Resources department. 
 
Click the OK button. 

 
93.   End of Procedure. 

 
  

 
      

 
 


