
ENROLLING YOUR NEW BORN IN AETNA MEDICAL PLAN 

 

 

1. After the birth of the child, go to the mhrd.org website and select the Staff Links tab, and 

then select the Login to Employee Service Portal. 

 

 
  



 

 

2. After logging into the portal, select the option in blue that says “Request Changes” 

 

 
  



3. First select “New Request” and then “Dependent” from the drop down menu and select 

+Add (in green) 

 

 

 
 

  



4. Enter the information on the child.  For social security number, you can enter 000000000 

(no dashes). 

 

In the “Comments” box, enter the name of the child’s pediatrician and the doctor’s seven 

digit number.  This number can be obtained from the physician or from the Aetna web 

site. I cannot enroll the child without this information. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. If this is your first child, you will then need to go to the “Benefits and Deductions” section 

and select “Request Benefit Changes”. 

 

 
  



 

 

6. Select “New Request” 

 

 
  



 

7.  You will then have the opportunity to select each of your insurance plans in the dropdown 

menu. 

 

 
 

  



 

8. When you select medical, you will select your new plan (if applicable) by checking the 

appropriate box.  For example, if you are a 10 month employee in the POS plan with 2 

Adult coverage and now have your first child you will change to 10 month POS family.  

Your start date will be the date the child was born.  If you already have the family plan and 

you’re staying with that coverage, there’s no need to make any changes to this screen. 

 

 

 
 

 

9. You will do the same for your dental benefit and vision benefit (if applicable). 

You will receive an email when everything has been approved or if there is an issue at any 

step. 


