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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. 
 
Welcome to the Add Employee tutorial 
 
Audience: Employers 
Module Length: approx 10 minutes 
Last Updated: 04/04/2007 
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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 Add Employee tutorial 
 
Audience: Employers 
Module Length: approx 10 minutes 
Last Updated: 04/04/2007 
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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 agreement with UnitedHealth Group. 
 
Welcome to the Add Employee tutorial 
 
Audience: Employers 
Module Length: approx 10 minutes 
Last Updated: 04/04/2007 
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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 Add Employee tutorial 
 
Audience: Employers 
Module Length: approx 10 minutes 
Last Updated: 04/04/2007 
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To begin, select the Enrollment menu option. 
 

Select the Enrollment option 
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A second menu bar appears. Select the Add menu option.  
 

Select the Add option 
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Click the Employee menu option. 
 

Click the Employee 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 
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The Select Group drop-drown menu appears.  Select the group name with which the new employee will 
be associated.  
 

Select Group Name 
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The group name you selected now appears in the Select Group field.  Click the Continue button. 
 

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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Enter the Original Effective date. Note that you can press the Tab key to move to the next field.  
 
 
Required fields are marked with an asterisk.  
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In this example, the employee is not enrolling in COBRA. 
 

Select the No button 
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Enter the Original Effective date. Note that you can press the Tab key to move to the next field.  
 
 

Enter Original Effective Date 
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Click the Continue button 
 
Click the Continue button. 
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The Employee Information tab displays.  Enter the month, day, and year of the employee’s original date 
of hire.  
 
 

Enter Original Date of Hire 
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If you change the Alternate Payee Indicator to Yes, then the Alternate Payee ID and Name fields 
become required. 
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Click the Continue button. 
 

Click the Continue button 
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Now that you have entered employee information, the Demographic Information tab displays. 
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Text Captions 
 
Now that you have entered employee information, the Demographic Information tab displays. 

Page 21 of 87 



unet_add_employee Sunday, October 28, 2007

 
Slide 22 - Slide 22 

 
Slide notes 
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All required fields are marked with an asterisk.   
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Enter the Employee ID number.  Note that you can press the Tab key to move to the next field.  
 
 

Enter Employee ID 

Page 23 of 87 



unet_add_employee Sunday, October 28, 2007

 
Slide 24 - Slide 24 

 
Slide notes 
 
Text Captions 
 
Enter the employee's Date of Birth. 
 

Enter Date of Birth 
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Click the Relationship drop-down menu.   
 

Click the Relationship menu 
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Select the Employee option. 
 

Select EE EMPLOYEE 
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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 name. 
 

Enter Employee Name 
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Text Captions 
 
Enter the employee's address. 
 

Enter Address 
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Text Captions 
 
Click the Gender drop-down menu. 
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Select the employee's gender. 
 

Select Gender 
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Click the Enrollment Type drop-down menu. 
 

Click the Enrollment Type menu 
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Select the option that best describes the employee’s enrollment. 
 

Select the Open Enrollment Option 
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Verify the information you have entered is correct, then click the Continue button. 
 

Click the Continue button 
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Text Captions 
 
All required fields are marked with an asterisk.   
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Enter the Employee ID number.  Note that you can press the Tab key to move to the next field.  
 
 

Enter Employee ID 
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Enter the employee's Date of Birth. 
 

Enter Date of Birth 
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Click the Relationship drop-down menu.   
 

Click the Relationship menu 
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Select the Employee option. 
 

Select EE EMPLOYEE 
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Enter the employee's name. 
 

Enter Employee Name 
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Enter the employee's address. 
 

Enter Address 
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Click the Gender drop-down menu. 
 

Click the Gender menu 
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Select the employee's gender. 
 

Select Gender 
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Click the Late Enrollee drop-down menu. 
 

Click the Late Enrollee menu 
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Select the option that best describes the employee’s enrollment. 
 

Select Enrollment Option 
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Verify the information you have entered is correct, then click the Continue button. 
 

Click the Continue button 
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Click the Members Covered drop-down menu. 
 

Click the Members Covered menu 
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Select the member or members to be covered.  Note that your agreement with UnitedHealth Group may 
have an impact on the options you may select. 
 

Select Member(s) Covered 
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Click the Eligibility Status drop-down menu. 
 

Click the Eligibility Status menu 
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Select the appropriate Eligibility Status from the drop-down menu.  Note that the default status is active. 
 

Select ACTIVE 
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If your policy has a pre-existing clause, select the dependent's Pre-Existing radio button.  In this 
example, we'll select the No radio button. 
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We have now completed all of the required fields on this screen.  Click the Accept  button to continue. 
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Click ACCEPT 
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Now that you have entered enrollee data, the Product Information tab displays. To begin, click the 
Enroll button. 
 
 

Click the Enroll button 
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Next, click the Policy Number drop-down menu.   
 

Click Policy Number menu 
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If there are multiple policy numbers, be sure to select the correct one. 
 
 

Select Policy Number 
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Click the Continue button. 
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Click the Continue button 

Page 58 of 87 



unet_add_employee Sunday, October 28, 2007

 
Slide 59 - Slide 59 

 
Slide notes 
 
Text Captions 
 

Click the Coverage Type menu 
 
Now you're ready to select the Coverage Type, such as medical, dental or pharmacy.  To do this, click 
the Coverage Type drop-down menu. 
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The Coverage Type drop-down menu appears.  Select the desired Coverage Type. 
 

Select Coverage Type  
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Verify the Effective Date, then click the Continue button. 
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Click the Continue button 
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Click the Coverage drop-down menu. 
 

Click the Coverage menu 
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The Coverage drop-down menu appears.  Select the appropriate Plan Variation and Reporting Code. 
 

Select Plan Variation & Reporting Code 
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Text Captions 
 
Click the Continue button. 
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Click Continue 
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Click the Members Covered drop-down menu. 
 

Click the Members Covered menu 

Page 67 of 87 



unet_add_employee Sunday, October 28, 2007

 
Slide 68 - Slide 68 

 
Slide notes 
 
Text Captions 
 
Select the member or members to be covered.  Note that your agreement with UnitedHealth Group may 
have an impact on the options you may select. 
 

Select Member(s) Covered 
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Click the Eligibility Status drop-down menu. 
 

Click the Eligibility Status menu 
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Select the appropriate Eligibility Status from the drop-down menu.  Note that the default status is active. 
 

Select ACTIVE 
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We have now completed all of the required fields on this screen.  Click the Accept  button to continue. 
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Click the Accept button 
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Click the Enroll button to add additional products, such as dental or vision. 
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You may also use the Copy button to add products. This method lets you copy information from one 
product into the pages for another product, saving data entry time. 
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To delete a product, highlight the appropriate item and click the Remove button.  
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Some products require you to assign a Primary Provider (PP).  In these cases, you must click the 
Assign Primary Provider button, search for a provider, and return to this screen before you submit the 
enrollment.  
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Verify the information you have entered is correct, then click the Continue button. 
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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. 
 

Select the No button 
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If you answer yes to this question, you will need to provide appropriate supporting Medicare 
information. 
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Click the Submit button to finalize the employee's enrollment. 

Page 82 of 87 



unet_add_employee Sunday, October 28, 2007

 
Slide 83 - Slide 83 

 
Slide notes 
 
Text Captions 
 

Click the Submit button 
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An inquiry-only screen will display a “Transaction Successful" message. 
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Congratulations!  You've completed the Add Employee tutorial.  In this tutorial, you learned how to add 
coverage for a new employee using Employer eServices. 
 
 

Congratulations! 
 

You have completed the Add Employee tutorial. 
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Please take a moment to provide feedback on this tutorial. A link is provided on the tutorial menu page.   
 

Congratulations! 
 

You have completed the Add Employee tutorial. 
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Click the close button at the upper right-hand corner of this window to return to the tutorial menu. 
 

Congratulations! 
 

You have completed the Add Employee tutorial. 
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