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Instructions to Update Beneficiaries/Dependents in Banweb

Add anew Person.........cevvuiiiiiiiiiiiiiiiaii e, page 3
Begin or End Insurance Coverage for a Dependent...... page 4
Add or Remove a Beneficiary to Life Insurance.......... page 8

banweb.mtu.edu

Michigan Tech Login

Please enter your campus username and 130 password
(This is the same username and passwaord you use for
HuskyMail, Husky Hub, and Blackboard) and click login. If you
have forgotten your password, or have other questions
regarding this login page, please visit

hitp:ffwww login mtu.edu

Welcome to Michigan Tech's Login Page

This system is not available from 2 a.m. until 2:30 a.m. EST
daily, for system backup processing.

When you are finished, please Exit and close your browser to
protect your privacy,

Michigan | |
Tech ID:
PIN: | |

Forgot PIN?

Welcome, _to BANWEB! | B

Q Personal Information Faculty and Advisor Students Financial Aid Employees Research
Address information, Faculty & Advisor Student Information View Awards, Status and W Research
Safety First Alert, Information Other Financial Aid

emergency contacts, Information.
marital status, and survey
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Welcome,

Home > Employees

Personal Information Faculty and Advisor

4

Time Sheet
Web Time Entry

Tax Forms
Federal W4 and W2
infarmation

Non-Payroll Direct Deposits

M

, to BANWEB!

Students

C ion S

Financial Aid

Employees

Research

Benefi

and Ded

Curmprehenslve QOverview of
Salary and Benefit Costs to the
employee and Michigan Tech

Leave Balances

Vacation, Sick, Personal, and

Annual Leave

Non-Payroll Direct Deposit

Retirement, health, flexible
spending, miscellaneous
deductions, and compensation
statement

w I Pay Information
Direct deposit allocation,
earnings and deductions history,
and pay stubs

Most Recent Paystub
Your most recent Michigan
Tech paystub

Open Enrollment

Campus Directory
Employee Directory

lmei

History Destination Click here to begin open
View Direct Deposits (non- View/Modify Direct Deposit enroliment.
Payroll) Repository (non-Payroll)
Home > Employees = Benefits and Deductions
Q Personal Information Faculty and Advisor Students Financial Aid Employees Research Gy
Time Sheet Compensation Statement Benefits and Dedu ns Pay Information |

Web Time Entry

= Retirement Plans
= Miscellaneous

= Compensation Statement

Comprehensive Overview of
Salary and Benefit Costs to the
employee and Michigan Tech

= Health Benefits

= Open Enrollment

= TechFit Information

Retirement, health, flexible
spending. miscellaneous
deductions, and compensation
statement

Direct deposit allocation,

eamings and deductions history,
and pay stubs

=

®  Beneficiaries and Dependents

=

Tax Forms
Federal W4 and W2
information

Neon-Payroll Direct Deposits
History

View Direct Deposits (non-
Payroll)

Leave Balances
Vacation, Sick, Personal, and
Annual Leave

Nen-Payroll Direct Deposit
Destination

View/Maodify Direct Deposit
Repository (non-Payroll)

Most Recent Paystub
Your most recent Michigan
Tech paystub

Open Enrollment
Click here to begin open
enrollment.

Campus Directory

Employee Directory
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Add a New Person

NOTE - simply by adding a new person does not automatically mean this person is covered
by your insurance. Please see the next steps to link this person to the insurance.

l FEINU o page..

Life and AD&D Insurance Beneficiaries

For mid-year changes to your life and/or AD&D insurance beneficiary(s), you may complete the Life Insurance Form or the AD&D Form and send it to the Benefits Office, or you may make these changes on-line using the|

links below
Note: Changes to your life insurance or AD&D coverage amount can only be made during open enrcliment unless there is a qualifying status change (some changes may require approval from the insurance company)
Note: If you have elected dependent life and/or the voluntary AD&D plan that includes your family, you are the beneficiary for the dependent coverage

See this link for documentation required for any new dependent you wish to cover under Michigan Tech's health/dental'vision plans. Please forward a photo copy of the document in a sealed envelope to the Benefits Office via

campus mail. Do not email sensitive information.
Instructions to Update your Beneficiaries/Dependents

Click on the beneficiary/dependent name to update their information.

Jeneficiaries and Dependents Information

Name Relationship Birth Date Gender Status .. . .
S Y T This is historical data and cannot be removed.
| Other Oct06,1992 Male Active

Add s Mew Person l))wslags and Allocstions List

Refirement Plan @ Heslth Benefits @ Flexible Spending Accounts B Mis = Open "

Return To Benefits and Deductions Menu

Updating Beneficiary or Dependent

- Home = Updating Beneficiary or Dependent Information

P Enter information aboutthe new beneficiary, then select Submit Changes.

% - indicates a required field.

Date Added: MW/DDM Y
First Name:%
Middle Name or Initial:

Last Name:#%

Relationship:# Mot Reported -
Birth Date: MWDDN Y

Gender: Not Reported
Active: Active ~

Maritg

Mot Reported -

Submit Changes

Complete the form and Submit Changes

Beneficiaries and Dependents
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Section 2 - Begin or End Insurance Coverage for a You and/or a Dependent

¥ Health Insurance Dependents

= For mid-year changes to your health insurance dependents, you may complete the Health Enroliment Ferm and send # to the Benefits Office, or you may make
# [f you are making these changes during the annual cpen enrolment period, all changes must be made on-line
= Hote: To make changes to your health coverage mid-year, there must be an accompanying family status change. Please reference the Famity Status Change R

Life and AD&D Insurance Beneficiaries

= For mid-year changes to your life and/or AD&D insurance beneficiary(s), you may complete the Life Insurance Form or the AD&D Form and send it to the Bene

links below

& Note: Changes to vour life insurance or ADSD coverage amount can only be made during open enroliment unless there is a qualifying status change (some chiy
» HNote: If you have elected dependent life and/or the voluntary ADSD plan that includes your family, you are the beneficiary for the dependent coverage

See this link for documentation required for any new dependent you wish to cover under Michigan Tech's health/dental’vision plans. Please ferward a photo copy of th

campug mail. Do not email sensitive infermation.

Instructions to Update your Beneficiaries/Dependents

Click on the beneficiary/dependent name to update their information.

Beneficiaries and Dependents Information

To add a begin date of coverage or an end

Name Relationship Birth Date Gender Status date of coverage click on Benefit Coverage
Self Active and Allocation List. This is where you will
Spouse Active begin or end coverage.
Child . Active
Child Active
Child Active

i

Add & Mew Person ( Cowverage and Allocations List )

N

>

Retirement Flan B Heslth Benefits B Flexible Spending Accounts B

Miscellsnecus B Open Enrollment @ Compensation Statement
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Michiganjlech

Personal Information Students Employees Research Finance Guest Access Student Bill/Confirm Enroliment Other Payments

Benefits Coverage and Allocation Summary

Home = Benefits C ge and All ion 5 y

Click here

@ Review Beneficiaries and Dependents currently associated with your benefit choices

Select "Add 0 ange Coverage” or "Add or Chana ations” to enroll or update coverage or alk

Jump to Bottom

Beneficiaries ang/Dependents Information

Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
Dental 1-992 Jan 01,2013

Husky Dental/Vision 1 - 985 Dec 27,2009 Dec 31, 2012

HuskyCare HDHP - 991 Dec 27,2009

Vision - 997 Jan 01,2013

Spouse, Born on

Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
Accidental Death and Dismember - 414 Jan 12, 2009 Primary 100.00%
Dental 1-992 Jan 01,2013

Husky Dental/Vision 1- 985 Dec 27, 2009 Dec 31,2012

Enroll Coverage and Allocations
Enrolled Benefits Information

Benefit or Deduction Action Status Start Date Stop Date

Basic Emp Life Ins $5,000 - 952 Coverage Details Beneficiary Allocations Details  Active  Sep 02, 2012 .. .
This is showing you have

/% Dental 1-992 Coverage Details Active Dec 23, 2012 K
Husky Dental/Vision 2 - 986 Coverage Details Active  Sep 02,2012 Dec22, 2 ENROLLED in the benefit, but you
HuskyCare HDHP - 991 Coverage Details Acfive  Sep 02,2012 still need to link the enrollment to a
———>> Vision - 997 Coverage Details Active Dec 23, 2012 person. Click on Coverage Details
CETE A o for the applicable benefit to enter

the start date of 01/01/2014.

Beneficiaries and Dependents

If you are switching health plans
Return Te Benefic and Deductions Men you need to click on Coverage
Details and enter an end date of
12/31/2013.

Page 5 of 13
HRO/Benefits/OE Information/2021 OE/Beneficiary and Dependent Instructions



Be sure to check the box of the person Emm

you are making changes to. This is where you will enter a begin date of
01/01/2014 for each enrolled dependent.

Stop Date:

Choose Name Relationship Existing Begin Date MWDDYYY % End Date MWDDYYYY Deduction Termination
Benefit# Coverage Reason

a Self Yes [ | | Mot Selected =]
a Spouse Yes oo [ | | Mot Selected =]
Child go | ] [ Not Selected [~]
0 Child Yes 01/01/2013 [ | | Not Selected [~
O - Child Yes [ | | Mot selected =]

———
‘ Choose or Update ;

Coverage snd Allocations List m HEHM

\

Click here after dates are entered.

| Return To Benefits and Deductions Menu

Benefits Coverage

Home = Update Coverage Information

P Enter the Begin Date of coverage, indicate Other Coverage from the pull-down list, if applicable, and select the checkbox under Choose Benefit When ending coverage, enter the End Date arj
Termination Reason, if applicable, and select the checkbox under Choose Benefit to update.

# - indicates a required field.

Vision - 997
Status: Undefined Status
Start Date: Dec 23 2012
Stop Date: ' l

Choose Name nation Messages

Benefit Response will be Success.
B I

Click here to return

&/ Successfully updsted

& Successfully updated

&/ Successfully updsted

LIERIERIERIED

&/ Successfully updsted

Jump {6 Bottom to update another benefit

Choose or Update

-
\_

< Coverage and Allocations List l}n%iss and Dependents

Return To Benefits and Deductions Menu
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In this example the employee was covered under the HDHP in 2013 and chose the PPO
coverage for 2014 and therefore must put an end date of 12/31/2013 on HuskyCare HDHP for
each dependent and then a begin date of 01/01/2014 for each dependent for the PPO.

Click on Coverage Details of HuskyCare HDHP-991 to get started.

Enroll Coverage and Allocations

Enrolled Benefits Infermation

Benefit or Deduction Action Status Start Date Stop Date

Dental 1- 992 Coverage Details Active Dec23, 2012

Husky Dental/Vision 2 - 986 Coverage Details Active Dec27, 2008 Dec22 2012

HuskyCare HDHP - 991 Coverage Details Active Dec27, 2009 Dec22 2012
[ HuskyCare PPO - 980 Coverage Details Active Dec23, 2012 ]

Optional Emp Life Insurance - 850 Coverage Details Beneficiary Allocations Details Active  Dec 27, 2009
Yision - 997 Coverage Details Active Dec23, 2012

Return to Top

Beneficiaries and Dependents

Return Te Benefits and Deductions Menu

HuskyCare HDHP - 991

In this case the employee is switching from

Status: Active

A e HDHP to PPO. The reason is “Other”

Stop Date: Dec22, 2012

Choose || Name Relationship Existing Begin Date MWDDMY Yy vY*% End Date MM!DDN‘(Deduction Termination \
Benefitk Coverage Reason

" Self Yes 12/27/2009 12/31/2012 other i
Spouse Yes m 12/31/2012 Other v

" Child Yes 12/27/2008 12/31/2012 Other -

] Other Mo Not Selected -
child Yes 12/27/2009 12/31/2012 Other -

Mot Selected

Dependent Turns Age Limit
Death

Divorce

Access to Other Coverage
Coverage and ANstmns List ® Beneficiaries and Dependents
Separation of Employment

\

\
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HuskyCare HDHP - 991

Status: Active

Start Date: Dec 27, 2009

Stop Date: Dec 22,2012 ( \
Choose Name Relationship Existing Begin Date MWOD/YYYY#* End Date MWDDMYYYY Deduction Terminatios Messages

Benefit Coverage Reason

|| " Self Yes 12/27/2009 12/31/2012 Other ~ & Successfully updated.

&} " Spouse Yes 12/27/2008 12/31/2012 Other & Successtully updsted.

B " Child Yes 12/27/2009 12/31/2012 Other v & Successfully updated

] . Other Mo [ Not Selected -

B ! Child Yes 12/27/2008 12/31/2012 Other v & Sussessfully updated

Choose or Update \ )

Coverage and Allocstions List M feneficisries and Depender

Return to Coverage and Allocation List in

order to add a Begin Date for the PPO

Q ' Personal Information Faculty and Advisor g {Confirm Enrall O Fir

Benefits Coverage and Allocation Summary

Home = Benefits Coverage and Allocation Summary

@ Review Beneficiaries and Dependents currently associated with your benefit choices.

ange Coverage” or "Add or Change Allocations” to enroll or update coverage or allocations for the associated benefit.

Jump to Bottom

Beneficiaries and Dependents Information

- -

Self, Born on Jan 28, 1976

Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
Husky Dental/Vision 2 - 986 Dec 27, 2009 Dec 31,2012
HuskyCare HDHP - 991 Dec 27, 2009 Dec 31,2012

Spouse, Born on Dec 17, 1975

Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation

Husky Dental/Vision 2 - 986 Dec 27, 2009 Dec 31,2012

HuskyCare HDHP - 991 Dec 27,2009 Dec31, 2012

Optional Emp Life Insurance - 850 Dec 27, 2009 Primary 100.00%
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Enroll Coverage and Allocations Start PPO Coverage
Enrolled Benefits Information

Benefit or Deduction Action Status Start Date Stop Date

Dental 1-992 Coverage Details Active Dec23, 2012

Husky DentalVision 2 - 986 Coverage Details Active Dec27,2009 Dec22 2012
[-Hmc Tt TTETIUT D) Active Dec27, 2009 Dec22 2012

HuskyCare PPO - 990 Coverage Details Active Dec23, 2012

Optional Emp Life Insurance - 850 Coverage Details Beneficiary Allocations Details  Active Dec 27, 2009

Vision - 997 Coverage Details Active Dec23, 2012

Return to Top

Beneficiaries and Dependents

Return Te Benefits and Deductions Menu

This is where you will link the
P Enterthe Begin Date of coverage, indicate Other Coverage from the pull-dow
Deduction Termination Reason, if applicable, and select the checkbox under PPO COVerage to the person

% - indicates a required field. Who Should be Covered.
HuskyCare PPO - 990

g coverage, enter th

Status: Undefined Status

Start Date: Dec 23,2012

Stop Date:
Relationship Existin ! Begin Date MWDD % ) End Date MMDDNYYYY Deduction Termination

Coverage Reason
: Self No 01/01/2013 Not Selected o
Spouse No 01/01/2013 Not Selected -
. Child No 01/01/2013 Mot Selected =

Other No Not Selected s
Child No 01/01/2013 Not Selected -

—

Coverage and Allocations List @ Beneficiaries and Dependents

* - INAICates a required meid.

HuskyCare PPO - 990

Status: Undefined Status

Start Date: Dec23, 2012

Stop Date:

Choose Name Relationship Existing Begin Date MW/DDNYYY#¥ End Date MDD YYY Deduction Termination Messages
Benefit* Coverage Reason

] . Self Mo 01/01/2013 Not Selected v & Sucesssfully updated.
= Spouse Na 01/01/2013 Not Selected ~ %/ Successfully updated.
] Child No 01/01/2013 Not Selected v &/ Sucossully updsted
O ot No Not Selected -

[} Child Mo 01/01/2013 Not Selected w &/ Successfully updated

Coverage and Allocations List ® EBfiGEHEs and Dependents
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Review the Coverage Begin Date — it should be Jan 01, 2014
Review the Coverage End Date - it should be Dec 31, 2013
'jump o Bottom You can log out when all updates are complete.

Beneficiaries and Dependents Information

o T b

Self, Born on Jan 28, 1976

Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
Dental 1-992 Jan 01,2013

Husky Dental/Vision 2 - 986 Dec 27, 2009 Dec 31,2012

HuskyCare HDHP - 991 Dec 27,2009 Dec21, 2012

HuskyCare PPO - 990 Jan 01,2013

Vision - 997 Jan 01,2013

Spouse, Born on Dec 17, 1975

Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
Dental 1-992 Jan 01,2013

Husky DentaliVision 2 - 986 Dec 27,2009 Dec 31,2012

HuskyCare HDHP - 991 Dec 27,2009 Dec 31,2012

HuskyCare PPO - 990 Jan 01,2013

Optional Emp Life Insurance - 850 Dec 27, 2009 Primary 100.00%
Vision - 997 Jan 01,2013

Section 3 — Add or Remove a Beneficiary to Life Insurance

Beneficiaries and Dependents Information

Name Relationship Birth Date Gender Status . .

13 Self Mar 06, 1966 Female Active Cth here tO begln
Spouse  Jan15,1963 Male  Actve updating beneficiaries for
Child Apr08, 1986 Male Active life insurance
Child Feb 21,1997 Male Active
Child Mar 30, 2005 Male Active

Add a Mew PEI‘SG(. Coverage and Allocations List )

Retirement Flan B Heslth Benefits B Flexible Spending Accounts B Misc B Open m C

Return To Benefits and Dedudctions Menu
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View current allocations

Beneficiaries and Dependents Information

lﬁ Find a page... I

] , B b e e
Self, Born on Mar 06, 1966
Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
Husky Dental/Vision 1- 985 Dec 27, 2009 Dec 31,2012
HuskyCare HDHP - 891 Dec 27, 2009
}
Spouse, Born on . [ 5]
Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
_é Accidental Death and Dismember - 414 Jan 12, 2009 Primary 100.00%
Husky Dentalvision 1- 985 Dec 27, 2009 Dec 31,2012
HuskyCare HDHP - 991 Dec 27, 2009
_é Optional Emp Life Insurance - 850 Jan 12, 2009 Primary 100.00%
bes
Child, Born on . -
Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
ﬁ Accidental Death and Dismember - 414 Jan 12, 2009 Caontingent 33.00%
Husky Dentalvision 1- 985 Jan 01, 2010 Jan 01, 2010
—é Optional Emp Life Insurance - 850 Jan 12, 2009 Contingent 33.00%
|
Child, Born on |
Benefit or Deduction Coverage Begin Date Coverage End Date Primary or Contingent Allocation
Accidnotal Naoth ood Dic oo NPy \or 45 onnn Fonbinonn: : 23 nnoz

Move to the bottom of the page, to

Enroll Coverage and Allocations
to make changes. Click on the link to update.

Enroll Coverage and Allocations

Enrolled Benefits Information

Benefit or Deduction Action Status Start Date Stop Date

[ Accidental Death and Dismember - 414 Coverage Details Beneficiary Allocations Details  Active  Jan 12, 2009 ]
Husky DentalVision 1-985 Coverage Details Active Dec27, 2009 Dec22 2012
HusﬂCare HDHP - 891 Coverage Details ﬁgve Dec 27, 2009
Optional Emp Life Insurance - 850 Coverage Details Beneficiary Allocations Details  Active  Jan 12, 2009

Return to Top

Beneficiaries and Dependents

Return To Benefits and Deductions Menu
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T B e e T You can change percentage allocation to zero if

you want to remove that person’s allocation, and

Status: Active
Start Date: Jan 12, 2000 then put an end date in the Coverage section (see
Stop Date: example on page 11)
Name Relationship Primary or Contingent Primary Contingent
Percentage Percentage
- Primary - 100

e Contingent - 33.00

- - Contingent - 33.00
- . Contingent 33.00
Total 100.00% 99.00%

Choose or Update

Coverage Detsils @ Coveragel

Make desired changes.
Click Choose or Update to complete

Return To Benefits and Deductions Menu

Beneficiary Allocations

Home = Beneficiary Allocations

P select Primary or Contingent for the beneficiary, and set the percent or amount. Click Choose or Update. To inactivate a beneficiary deletg
percentage must equal 100.00. Contingent percentage must equal 100.00.

Optional Emp Life Insurance - 850

Status: Active
Start Date: Jan 12, 2009
Stop Date:
Name Relationship Primary or Contingent Primary Conting£ Messages \
Percentage Percen
- Primary - 100 &/ Successfully updsted.

- - Contingent 3300 & Successfully updsted.

- . Contingent = 33]00 & Successfully updsted.
- ' Contingent - 3400 &/ Successfully updated.
Total

Choose or Update

100.00% 100.% )

Coverage Details B Coverage and Allocations List DB

Click here Coverage Details to include an end date or

-

Page 12 of 13
HRO/Benefits/OE Information/2021 OE/Beneficiary and D&p

begin date. Click Coverage and Allocation List to make
additional changes.



Remove a beneficiary

Accidental Death and Dismember - 414

1
Status: Active
Start Date: Jan 12, 2009
Stop Date:
Choose MName Relationship Existing Begin Date MWDDNY Y% End Date MM/DDNYYY Deduction Termination
Benefit® Coverage Reason
Yes 01/12/2009 11/05/2012 Death v
B Yes 01/12/2008 # : Not Selected

§ Dependent Turns Age Limit
= Yes 01/12/2009
o Yes 01/12/2009 o

Access to Other Coverage

Separation of Employment

Beneficiary Allocations Details @ Coversge and Allocstions List @ Beneficiaries and Dependents

Return To Benefits and Dedudctions Menu

Accidental Death and Dismember - 414

Status: Active

Start Date: Jan 12, 2009

Stop Date:

Choose Name Relationship Existing Begin Date MWDDN % End Date MWDDMYYY Deduction Termination Messages
Benefit# Coverage Reason

= No 01/12/2009 11/05/2012 Death & Successiully updated
B ves 01/12/2009 Not Selected

" Yes 01/12/2009 [ Not Selected

& Yes 01/12/2009 Not Selected M

Choose or Update

Beneficiary Allocations Detsils ® Coverage and Allocations List @ Beneficiaries and Dependents

Return To Benefits and Deductions Menu

You may now make additional changes or log out.
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