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BenefitsCONNECT Webinar Handout for 8/27/2009
Removing Dependents from Coverage
There are numerous possible reasons a dependent needs to be removed from a benefit plan.  In order to remove the dependent, you must make applicable modifications to the dependent’s record first, then continue to remove the dependent from the benefit election.

If you have additional questions about this process please contact your Apprize Account Executive for assistance.
Step 1 – Analyze the change being made
In the scenario of a divorce, the employee’s marital status should be changed to Divorce.  The status is found under Personal Information, Profile Information. 
In the scenario of a dependent gaining or losing eligibility, the status of the dependent should be modified by the Student Indicator.  The Student Status field is found on the dependent page.

Step 2 – Remove dependent from benefit plan using QE
Click on “Benefit Plan Information”, then “Benefit Plan Enrollment”.  Choose the benefit that should be changed, clicking on the radio button as if to make an election.  A pop-up window will appear, providing you a list of Qualified Event choices, and applicable date spans in which the QE will apply.  Click “OK” on the pop up window.

Step 3
There will be a drop down menu with the Qualified Event options to choose from.  Select the appropriate option from the list, and enter the qualifying date.  Click “Continue” when finished to be brought back to the Benefit Plan Enrollment screen.
Step 4
On the Benefit Plan Enrollment screen, choose the applicable benefit that needs to be changed by clicking on either the orange link in the Plan Display area, or on the link in the Eligible Plan Types box to the right of the screen.  Either will take you into the election page.  At this point, select the members that should have coverage, and click “save” when finished.
Step 5
Repeat Step 4 until all benefits have been appropriately changed.  
KEY TAKEAWAYS
· It is not necessary to change a dependent’s status to INACTIVE.  Simply modify the student indicator flag on the dependent page and then remove from the applicable benefit(s) using a qualified event.
· Changing the eligibility of a dependent does not automatically remove them from benefits.  You must take the second step of removing the dependent with a Qualified Life Event.  Please note that the enrollment screen might look as though the ineligible dependent is not enrolled, but you must save that election to properly remove the dependent.

