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Welcome to the Add Employee tutorial.  In this tutorial, you'll learn how to add coverage for 
a new employee using Employer eServices. 
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Finally, remember that all sample information you'll see in this tutorial is fictitious.  Any 
resemblance to existing individuals or companies is purely coincidental.  
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To begin, select the Enrollment menu option. 
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A second menu bar appears.  Select the Add menu option. 
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Click the Employee menu option. 
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The Select Group screen displays. 
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Click the Select Group drop-down menu. 
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The Select Group drop-down menu appears.  Select the group name with which the new 
employee will be associated. 
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The group name you selected now appears in the Select Group field.  Click the Continue 
button. 
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Now that you've selected a group, the Add Employee screen displays.  Notice that the 
group number automatically appears. 
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Required fields are marked with an asterisk. 
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Enter the Original Effective date.  Note that you can press the Tab key to move to the next 
field. 
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In this example, the employee is not enrolling in COBRA. 
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Click the Continue button.  

 
 
 
 
 



Add Employee 
 

15 of 38   6/27/2007 
  

© 2006 UnitedHealth Group.  All rights reserved 

 

 
 
The Employee Information tab displays.  Enter the month, day, and year of the employee's 
original date of hire. 
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Next, enter the employee's Social Security Number.  Please note that the Alternate ID will 
be generated upon submission of enrollment.  It will then be visible in the Inquiry mode. 
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Click the Continue button.  
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Now that you have entered employee information, the Demographic Information tab 
displays. 
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All required fields are marked with an asterisk. 

 
 

 



Add Employee 
 

20 of 38   6/27/2007 
  

© 2006 UnitedHealth Group.  All rights reserved 

 
 
Enter the Date of Birth.  Note that you can press the tab key to move to the next field. 
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Enter the employee's name. 
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Click the Preferred Language drop-down menu when the selection is other than the default 
of English. 
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Enter the employee's address. 
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Click the Gender drop-down menu. 
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Select the employee's gender. 
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Click the Enrollment Reason drop-down menu. 
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Select the employee's enrollment reason.  In this example, we'll select "Open". 
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Verify the information you have entered is correct, then click the Continue button.  
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Now that you have entered enrollee data, the Product Information tab displays. 
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All required fields are marked with an asterisk. 
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To begin, click the Coverage Select box next to the desired products. 
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If your policy has a pre-existing clause, select the employee's Pre-Existing radio button.  In 
this example, we'll select the Yes radio button. 
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Verify the information you have entered is correct, then click the Continue button.  
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Now that you have entered product information data, the Other Insurance tab displays.  
Note that the fields at the top of this tab are greyed out and inaccessible when enrolling an 
employee. 
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Select the radio button that best describes the employee's Medicare status.  This is the only 
required entry on this page. 
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If you answer yes to this question, you will need to provide appropriate supporting 
information. 

 
 

 



Add Employee 
 

37 of 38   6/27/2007 
  

© 2006 UnitedHealth Group.  All rights reserved 

 
 
When you have finished entering this information, click the Submit button to finalize the 
employee's enrollment. 
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An inquiry-only screen will display a "Transaction Successful" message.  

  


