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Personal Changes Flow Chart
START: Change in 

Personal 
Information?

Changes in: 
• Name
• Address
• Phone Number
• Emergency Contact

Are you a 
Student or 

Faculty/Staff?

Student

Faculty/Staff

• Update in Hawaii Pay
• Complete Form 33
• Emergency Contact Only:

Complete Form 33A 

NO

Marital 
Status 

Change?

Tax Exemption/
Deductions Change?

Health Benefits Change due 
to a Mid-Year Qualifying 

Event

Complete EC-1 and provide 
supporting documents 

within 45 days of Qualifying 
Event Note: For birth it is 

180 days

Adding or 
changing 

beneficiaries?

Change in 
Beneficiaries?

YES

Complete: 
• W-4 for Federal
• HW-4 for HI State

on Hawaii Pay

Are you 
Benefit 
Eligible?

YES
NO

• Securian Life Insurance
• ERS Retirement: Form 1A
• Hawaii Pay

Update in 
Hawaii Pay 
and SECE

Unpaid Wages: 
• Hawaii Pay

Name changes require a copy of your new 
Social Security Card reflecting your change 

in name.

Submit forms 
to HR via 

FileDrop or by delivery 
to Ilima 209 

https://hihpsso.hip.hawaii.gov/
https://sece.its.hawaii.edu/
https://hihpsso.hip.hawaii.gov/
https://hihpsso.hip.hawaii.gov/
https://hihpsso.hip.hawaii.gov/
https://hihpsso.hip.hawaii.gov/
https://www.pers.hawaii.edu/forms/PersData/uh33.pdf
https://www.hawaii.edu/ohr/documents/2257
https://eutf.hawaii.gov/active/eutf-hsta-active/qualifying-events/
https://eutf.hawaii.gov/active/eutf-hsta-active/qualifying-events/
https://web1.lifebenefits.com/content/lifebenefits/eutf/en/forms-and-documents.html
https://ers.ehawaii.gov/wp-content/uploads/2012/02/ERS-Form-1-A-Contrib-Hybrid-Plan-Designation-of-Beneficiary-201803.pdf
https://eutf.hawaii.gov/wp-content/uploads/2017/09/Active-Employee-Address-Change-Form-091817-s.pdf
https://eutf.hawaii.gov/active/eutf-hsta-active/qualifying-events/
https://eutf.hawaii.gov/active/eutf-hsta-active/qualifying-events/
https://www.hawaii.edu/filedrop/



