eRofile: Martial Status The University of Akron

eProfile: View/Modify Marital Status

This document provides an overview of updating marital status using the self service
function available via ZipLine, The Universi
application enables employees to view their current information and make updates as

needed.

There isa tutorial which accompaiesthis document. Pleas#sit the Software Training
Serviceswneb site for a complete list of tutorials.

Important Tips to Remember when working in ZipLine

V You will be logged out automatically after 20minutes of
inactivity

V Cookies must be enabled on your browser. If you need to enabl

cookies, please visit the following website:
http://www.uakron.edu/its/learning/training/|EBasasp

V If you experience difficulty in logging in and you have cookies
enabled, clear the cache on your computer. For instructions on

clearing cache, please visit the following website:
http://www.uakron.edu/its/learning/training/IEBasics.php

V ALWAYS log out of the portal by clicking on the Sign Outlink -
clicking the X does not end your session

VAvoid using the b QEackstoenavfga;te\AEBlimc
in ZipLine. Always use the Inks available on the page to
navigate within ZipLine. Keep in mind, you may need to use the
scroll bar to view some of these links
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Notes on Updating Marital Status Information

An email notification will be sent indicating the request has lsebmittedfor
marital status and name change3NLY these two changes will result in a
confirmation email.

An email notification will be sent once the requested personal information has
beenupdatedfor the following changes: marital status, name, and education.

Changes to marital status which result in changes to benefit elections must be
made within 31 dag/of the marital status change date. Please be sure to contact
Benefits at (330) 9742092 to obtain and complete your benefit elections form.
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Log in to ZipLine

. . Gﬁack - _
Avoid using the b ™=  ®naligateBaleik bu
ZipLine. Thismayresulin a fiPage Cannot be | o
the links available on the page to navigate within ZipLine. Keep in mind, ya
may need to use the scroll bar to view some of these links.

1. Navigate to ZipLine. From the main padmtp://www.uakron.edyuclick the link for
Faculty/Staff. A link for ZipLine appears.

Log-In

SPRINGBOARD EXCHANGE

ZIPLINE

NOTE: You may also enter the Unttp://zipline.uakron.eddirectly into the address bal
of your browser.

2. Log in to ZipLine with your Uanet ID and password:

dl{[ygll%n ZipLine 2.0

Login to
ZipLine

password:

Log Me In!

Help Center

Contact the Support Desk at 33072-6888 if you have forgotten your
UAnetID and/or password.
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3. You are now |l ogged in to the pomMyal

Paged t ab. idome hygerlink fjomtwithan the portal will always return
you to this tab (My Page).

4. Cl i c Kractulth/Stafféitab.

Q- Q WA v sy w e = JE B

Address @ https:fflegolas . uakron. edufpspiportqual EMPLOYEE [EMPLIh|?tab=DEFALLT

v

Ed Go  Lirks > @p -

- Services ~ PiskROUNE | Mew Site Rank: 309438 Site Report 5] Univversity of Akron
—_—

Students [ Campus Services

My Page Faculty/ staff
Personalize Conf ec 14, 05 8:56 AM

Ccampus Announcements

Help Center

Welcome to ZipLine!

ZipLing is your Key to the UA Campus Cornrunity. ZipLineg can connect you to all UA an-ling applications including erail, university news,
What's New

announcerments, registration, grades, even the weather. ZipLine is all the information you need, at your fingertips now!
* Wo articles currently available

N . Use the "Personalize Content” link in the upper left to custorize the content of this page. Vou will find aptions to include links to your UA E-
Registrar's News

mail and academic resources, news, weather and many more.
° No articles currently available
\iew Entire Publication The "Personalize Layout” link will allow you to place your information in a twi- or three-column layout and control the contents of each
column. Be sure to use the Save button at the bottom to see your changes take effect

We are committed to providing our students and faculty with the best on-line experience we can. In order to make this Your Portal, we need
R your involvernent. Please fill out the feedback survey with your suggestions for changes and additions you would like us to make. Tutorials
School Services and information on using ZipLine are available through Learning Technologies, Software Training.

Corning in October, Students and Faculty will have direct access to new self-service applications for Registration, Class Schedules, Grades,
etc. Watch for announcements concerning these changes in ZipLine's Campus Announcements, ZipMail and E-mail Digest.

il Webmail
Mail
WebCT ORER

Seminars

University Search

@ web
O Faculty/staff
O students
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5. Notice the various options available under g Profle h e adi n g

Ser vi

ceso.

Perzonalize > Content = Layout

Educator Services |
Faculty Center
Review your clazs schedule infermation, view your clazs rosters and
enter grade information.

\

\<

Employee Services 8=

)

» My Compensation

My Benefits

Review health, insurance, savings, and flexible spending accounts
plans in addition to dependent and beneficiary information.
Benefits Summary

DependentiBeneficiary Info

Insurance Summary

Benefits Enroliment

Access your online payzlip, direct deposit, and other deduction or
contribution information. Review your job, =alary, and compenzation
history.

Payroll Messages

View Paycheck

Yoluntary Deductions

Direct Deposit

W-2IW-2¢c Consent

View W-2 Forms

\W-4 Tax Information

My Profile

Personal Information Summary
Home and Mailing Address
FPhone Mumbers

Email Addresses

Emergency Contacts

Marital Status

MName Change

Education

Ethnic Groups

UA Directory Information 1

und e
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View/Modify Marital Status

Please note that changes to the Marital Status can be made by usinof ¢iteer
following methods:

e CI| i c KPersohatklnfaimationSummaryd | i nk f r o Profltehe mai n
page and then select t| Change marital stalus ) ;ton

e Cl i c KWaritahStatugo | i nk f r o Proflepage. mai n My

o
‘ I Fersonal Information Summary ]

Home and Mailing Address
Phone Mumbers
Email Addresses

Emergency Contacts
[larital Status
D= - | =

Education

Ethnic Groups
LA Directory Information
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1. TheMarital Status Change Life Eventupdate page is displayed. Make the
appropriate changes to marital statuseing sure to indicate the date the change v
take effect.

Click the St | putton to change your marital status and view/update
information relating to this life event change.

NOTE: If you wish to change your benefit elections for this family status
change event, please contact Benefits Administration to obtain and complg
the benefits election form with any changebis must be done within 31
days of the marital status clange date.

Marital Status Change Life Event

A marital status change is a good time to reconsider your health care
coverage, tax withholdings, and other important information.

This guide will take you through all the steps necessary to ensure that your
personal profile, benefits, and payroll information are updated to reflect this

event in your life.

Click Start to begin or continue the life event process. @

Description

To change your benefit choices, you must first

sAES s complete the Marital Status Change form.

Review Benefits Review your current benefits surmmary.

Review your current name, address, phone

Personal Infarmation numbers, email address, and emergency
contacts.

Tax Information Review your federal tax information.

Direct Deposit Review your direct deposit information.

Voluntary Deductions Review your voluntary deductions.

Find out how to add new dependents or make

FETEIS BT IEL changes to your current benefits choices.
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2. TheMarital Status Changepage appears. You must enter information in the
following fields:
a. Date Change will Take Effect
b. Change Marital Status To

3. Click theSubmit button to save the update.

Change Review Personal Tax Direct Deposit
Status Benefits Infarration  Information =
J 1-5 of 7 ﬂ

Marital Status Change
Joe Smith

Fill in the following information and click the Submit button. Mote: If you wish to change your
benefit elections for this family status change event, please contact Benefits Administration
at (330) 972-7092 to obtain and complete your benefit elections form within 31 days of the
marital status change date or you will not be eligible to change your benefit elections for
this family status change event. Documentation of the marital status change will be
required if you wish to change your benefit elections or ifthe change is accompanied by a
name change. Please view the acceptable documentation on the name change page.

*Date Change Will Take Effect: | 11/07/2008 |3

Current Mantal Status: Married
*Change Marital Status To: Married v
FequireM™NNeld Mext
Submit

4. A confirmation appears. ClioRK.

Request Marital Status Change
Submit Confirmation

“ The Submit was successful.

ok
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5. TheMarital Status Changepage returns showing the current and requested mat
status. Click theNext button to continue.

You will receive two email notifications regarding your request:
¢ An email will besent when the request is submitted
¢ An email will be sent when the update has been completed

sy s D |

Change Review Personal Tax Direct Depaosit
Status Benefits Information  Information =
= = J 1-5 0f 7 ﬂ

Marital Status Change

This information was submitted.
Click the Next button to continue.

*Date Change Will Take Effect: 11/30/2008
Current Marital Status: Married
*Change Marital Status To: Divorced

Mext
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6. The Benefits Summary page is displayed. Use this page to review your current
benefit elections. Click thext button to continue.

Change Review Personal Tax Direct Deposit
Status Benefits Information  Information ==
1-5 of ¥

Benefits Summary
Joe Smith

Toview your benefits as of another date, enter the date and click Go:

1110712008 |[=] Go

Type of Benefit Plan Description Coverage or Participation
Medical SummaCare HMO - A Family
Dental Dental Assistance Plan Family
Vision Vision Family
Life Supplemental Life 3X Salary X 3
AD and D ADID 3X (2) Salary X 2
Dependent Life Dependent Life 10K/AK — -----
Short-Term Disability Waived
Long-Term Disability Long Term Disability 60/6 -----
FSA - Health Care MONTHLY HEALTH CARE  §1,100 Pledge
Back | ( nNea |
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7. The Personal Information page is displayed. Make any changes, as nSedsbto
the bottom of the page antic& the Next button to continue.

Change Review

Fersonal

Tax Direct Deposit

Status Benefits

Information

Infarrmation

J 1-5of ¥ ﬂ

Personal Information

Joe Smith

Joe Smith

Change name

Address Type Status
Home Current

As OF Country Address

100 South Main

01191987 USA Akron, OH 44325

Change home/mailing addresses |

Phone Numbers

Phone Type
Mobile

FAX
UA Directory
Work

Change phone numbers

Phone Number

Extension Preferred

330/494111
3309721111
330/494222
330/494222
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8. The W4 Tax Information page is displayed. If you need to update your W4/IT4
cl i ck t h &Velsite fiokPayrall Fornmesod. i
9. Click theNext button at the bottom of the page to continue.

Joe Smith

100 South Main
Akron, OH 44325
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