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Welcome to the Change Enrollment tutorial.  In this tutorial, you’ll learn how to change 
an enrollee's information using Employer eServices. 
 
Welcome to the Change Enrollment tutorial 
 
Audience: Employers 
 
Module Length: Approximately 7 minutes 
 
Last Updated: 08/01/2007 
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As you proceed, you may use the controls at the bottom of this window to rewind, 
pause, or skip ahead during playback. 
 
Welcome to the Change Enrollment tutorial 
 
Audience: Employers 
 
Module Length: Approximately 7 minutes 
 
Last Updated: 08/01/2007 
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Welcome to the Change Enrollment tutorial 
 
To move from one section to another, click the menu buttons found above the playback 
controls. 
 
Audience: Employers 
 
Module Length: Approximately 7 minutes 
 
Last Updated: 08/01/2007 
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Also, please note that your screens may be a bit different from the ones you'll see in this 
tutorial. The difference depends on your contractual agreement. 
 
Welcome to the Change Enrollment tutorial 
 
Audience: Employers 
 
Module Length: Approximately 7 minutes 
 
Last Updated: 08/01/2007 
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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.  
 
 
Welcome to the Change Enrollment tutorial 
 
Audience: Employers 
 
Module Length: Approximately 7 minutes 
 
Last Updated: 08/01/2007 
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The change process involves a series of pages on which you may update an enrollee's 
information. 
 

6 of 32   7/30/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Employer eServices Tutorial: Change 
 

Slide 2 - Slide 2 

 
Text Captions 
 
Keep in mind that an enrollee may be either an employee or an employee's dependent. 

7 of 32   7/30/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Employer eServices Tutorial: Change 
 

Slide 3 - Slide 3 

 
Text Captions 
 
To begin, select the Enrollment menu option. 
 

Select the Enrollment menu option 
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A second menu bar appears.  Click the Change menu option. 
 

Click the Change option 
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The Select Group screen displays. 
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Click the Select Group drop-down menu. 
 

Click the Select Group menu 

11 of 32   7/30/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Employer eServices Tutorial: Change 
 

Slide 7 - Slide 7 

 
Text Captions 
 
The Select Group drop-drown menu appears.  Select the group name with which the 
enrollee is associated.  
 

Select Group Name 
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After you select the group, you will need to identify the employee.  You may search for 
an employee by employee ID or by last name. 
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In this example, we will search by employee last name.  
 

Click the Last Name button 
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Enter the employee's last name.  Note that you may do a wild card search by entering 
the first three characters of the last name, followed by an asterisk. 
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Click the Search button. 
 

Click the Search button 
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Click the Select Enrollee drop-down menu to select the employee's name from a list of 
matching search results. 
 

Click the Select Enrollee menu 
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The Select Enrollee menu displays.  Select the correct employee from the list. 
 

Select Employee 
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The employee name you selected now appears in the Select Enrollee field.  Click the 
Continue button. 
 

Click the Continue button 
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While in the change mode, you may update data on any of the tabs shown here. 

20 of 32   7/30/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Employer eServices Tutorial: Change 
 

Slide 2 - Slide 2 

 
Text Captions 
 
In this example, we will begin by updating an employee's address.   
 

Click the Demographic Information Tab 
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The Demographic Information tab displays.  Note that only fields displayed in white are 
eligible for updates while in change mode. 
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Update information as necessary. 
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Next, we will update Product Information for this Enrollee. 
 

Click the Continue button 
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The Product Information tab displays. 
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From this tab, you may add, edit, or remove product selections.   
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Keep in mind that changes to coverage are subject to the terms of your contractual 
agreement.  
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Click the Get Coverage Period button 
 
To update product selections, enter the effective date of the change and click the "Get 
Coverage Period" button. 
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Click the Continue button. 
 

Click the Continue button 
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The Other Insurance Tab displays. 
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Update this information as necessary, then click the Submit button. 
 

Click the Submit button 
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An inquiry-only screen will display a "Transaction Successful" message. 
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