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BenefitsCONNECT Webinar Handout for 6/16/2009
CORRECTING SIMPLE ERRORS IN BENEFITS CONNECT
Below are directions for simple error correction in Benefits CONNECT.  If you have questions about correcting errors please contact your Account Executive.
Removing an Election in an Incorrect Plan
Step 1
Choose "Benefit Plan Information" from the "Employee Administration" menu in Benefits Connect for the employee you wish to correct.  

Step 2
Go to "Terminate Plan Elections," and enter the day BEFORE the Effective Date into the “Termination Date” box.  For example, if the benefit is effective 7/1/09, enter 6/30/2009 in the box.  Click SAVE and the election will be removed from the employee’s history.
Correcting an Election for a New Hire Outside of New Hire Enrollment Window
Step 1
Choose "Benefit Plan Information" from the "Employee Administration" menu in Benefits Connect for the employee you wish to correct.  Select “Benefit Plan Enrollment” and click on the benefit you wish to change. 
Step 2
Click the button next to the benefit and when the Qualifying Event screen pops up, click “OK.”  Select “Administrative Override” as the Qualifying Event and then enter the date you wish to have the new benefit effective as the Qualifying Date.  Click “Continue” to return to the benefit screen.
Step 3
Make the change to the benefit, check to make sure the correct Effective Date for the new benefit is showing in the box below the benefit, and click “Save.”
KEY TAKEAWAYS 
· Do not use the “Delete Elections?” checkbox to terminate elections for employees.  This completely removes the election from the system back to the original plan effective date, making it appear that the employee was never enrolled in the benefit.
· When correcting a new hire’s future election, be sure to use an effective date in the future. This will ensure your change is implemented correctly.  
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