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NYBEAS TRANSACTION INSTRUCTIONS 
Marriage Domestic Partner (DEP/MDP) 

 

Purpose 

The purpose of this transaction is to update an enrollee’s existing domestic partner to 

spouse. 

 

Pathway 

Benefits > Transactions > Marriage Domestic Partner 

 
 

Documentation Required 

 A copy of the marriage certificate 

 A PS-404 (NYS or PEs) or PS-503.1 (PA) – Health Insurance Transaction Form 

with the Dependent Information completed 
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Instructions 

1. Verify the enrollment record to ensure the transaction will process. 

a. Go to: Benefits > History> NYBEAS Update History and enter the enrollee’s 

EMPLID, then press the Search button. 

 
b. Go to the “Dependents Tab” and review the dependent’s information. 

i. Verify the Relation says, “DomPartner” and that the Domestic Partner 

is on the coverage. 

 

2. Process the Marriage Domestic Partner transaction. 

a. Go to: Benefits > Transactions > Marriage Domestic Partner and enter the 

EMPLID and press the Search button. 

b. Enter the appropriate Plan Type (10 = Medical, 11 = Dental, 14 = Vision). 
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c. Enter the date of marriage in the Event Dt field. 

d. Enter the date the PS-404 / PS-503.1 was completed in the Request Dt field. 

e. The Effective Dt field should populate with the correct Effective Date. 

f. Click the Save button. 

 

 

3. Review the enrollment record to ensure the Marriage Domestic Partner transaction 

updated the enrollee and dependent’s marital status to “Married” and imputed 

income, if applicable, was ended effective the date of marriage. 

a. Go to: Benefits > History> NYBEAS Update History and enter the enrollee’s 

EMPLID, then press the Search button. 

b. Verify the transaction processed on the Events tab for all Plan Types. 
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c. Verify the dependent’s relationship status changed from Domestic Partner to 

Spouse on the Dependents tab. Make sure you click “View All” to see the 

dependent history and the current information. 

 

d. Verify any imputed income, if applicable, ended effective the date of marriage 

on the Billings tab. The Imp Inc field should now say “N” instead of “Y” 

meaning that imputed income will no longer be assessed effective the date of 

marriage. If the domestic partner was previously Federally Qualified, then no 

change will be reflected on this field. 

 

 


