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Choose the date span from which you want to see changes.  The report will show all changes that took place in the system within the date span you choose.

You can narrow the report down by division or category.  

You can narrow done the report to specific employees.  Generally choose “All Employees”

You can narrow the report by plan types and by specific plans. Using Detail By. 

You can also choose to see changes for a particular carrier. Using Detail By.

You can then choose what changes to detail.

You can narrow the report down by login status.  Note:  The login status will be determined by the date the report is run not the report date span.

The report will be separated according to the grouping you choose.  If you do not want the report subtotaled, remove everything except Company Name.   

All fields listed under Selected Columns will appear on the report.  Choose the fields you want on the report by using the arrows to add or remove fields. 

This section will allow you to include demographic information from the system on your ACT report. The available columns are all of the demographic fields in the system in the order in which they are displayed in BenefitsConnect. The selected columns are those which will be displayed on the report. The report will automatically default 9 key fields onto the report. 

You can choose the way in which you would like the report to be subtotaled. By choosing “Yes” to see by grouping above or “Yes, but only if there is     more than one item” to see by individual. 
Choose select to run the report.  The report will open in acrobat pdf format.   You can download this report by clicking CSV.     Generally, this report is easiest to read in pdf format.  

