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1. Go to the MAGIC Search   
page.

2. Enter the new hire’s Social 
Security (SSN) in the       
Insured GIC ID field.

3. Click Search.

2

1

3

Entering A New Hire in MAGIC                      
(Offline Agencies)

Required Process for Reduced Waiting Period Implementation:



1. Click Here to add the 
new hire.
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Enter the following information: 
 
1. Insured Information. 

2. Primary Address.

3. Contact Information.                   
*The Preferred Email address is 
required for all new hires (Can be 
personal or work email).

4. Employment Information.            
*The new hire can be entered 14 days 
prior to the new employee's hire date 
or up to 7 days after the new 
employee's hire date.
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1. Review the Attestation.

2. Click the check box. 
*Coordinator Name, 
Coordinator MAGIC User ID 
and Date is auto populated.

3. Click Submit.
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1. The New Hire’s account is 
created.

2. The Welcome 
Registration email will be 
sent within 24-48 hours 
to the Preferred Email.

3. Portal Registered will 
update to Yes once the 
employee has registered.                                
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