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Please distribute this alert to any users within your agency who are responsible for benefit enrollments.

Newborn Indicator on IT0021 – Family Member/Dependents
· Information regarding the utilization of the newborn indicator on the IT0021 – Family Member/Dependents in SAP
A new field, Newborn Indicator, has been created on IT0021 for the following dependent types:

· 2 – Child

· 6 – Stepchild

· 8 – Related persons

· Z2 – Child, Adopted

· Z3 – Child, Foster

· Z4 – Brother/Sister

· Z5 – Cousin

· Z6 – Grandchild

· Z7 – Niece/Nephew

· ZC – Domestic Partner Child

· ZD – Domestic Partner Child, Adopted

· ZE – Domestic Partner Child, Foster

· ZF – Domestic Partner Cousin

· ZG – Domestic Partner Grandchild

· ZH – Domestic Partner Niece/Nephew

· ZI – Domestic Partner Related Persons

Effective immediately, the newborn indicator on IT0021 must be checked when the newborn’s birth certificate has been verified.  This indicator will be passed on the daily interface file to the PEBTF.
The PEBTF-2 enrollment form is still required for the initial enrollment of newborns onto employee benefits.  If the verification of the newborn’s birth certificate (PEBTF-33) or the newborn’s Social Security Number are submitted at a later date, an updated PEBTF-2 is required. 
The newborn indicator box is located on the IT0021 as shown below:
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To ensure accuracy and consistency when utilizing the newborn indicator box in SAP upon enrolling newborns, the following outlined procedures need to be followed.  The procedures below apply to both the HR Service Center and agencies not supported by the HR Service Center.  
· If the birth certificate is verified at the time of the initial enrollment of the newborn onto benefits, the newborn indicator should be checked upon the creation of the dependent record on the IT0021.
· If the birth certificate is not verified at the time of the initial enrollment of the newborn onto benefits, the newborn indicator should remain unchecked upon the creation of the dependent record on the IT0021. 
· In the event the birth certificate is verified at a later date, IT0021 should be updated using the COPY icon and then process these updates:
· Change the start date of the record to the date the PEBTF-33 was received
· Check the newborn indicator box 
PEBTF will send any discrepancies related to the newborn indicator to the HR Service Center or agencies not supported by the HR Service Center for resolution.
Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the benefits category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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