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BenefitsCONNECT Webinar Handout for 8/13/2009
Using the Employee Eligibility Report
The employee eligibility report is a very useful tool in the system that can help you determine which plans an employee is currently eligible for or why a specific plan is not showing up under Eligible Plan Types on an employee’s benefits enrollment screen.


If you have additional questions about this function please contact your Apprize Account Executive for assistance.
Step 1
Choose "Edit Employees" from the "Employee Administration" menu in Benefits Connect and pull up the name of the employee whose eligibility you wish to review.  
Step 2
From the Employee Administration menu for this employee click on “Benefits Plan Information.”  This brings up the various menu options for this employee.  Click on “Employee Eligibility Report.”

Step 3
There will be a drop down menu each of your company’s benefit plan options in it.  From this drop down menu select the plan you wish to review or select “Show All Plan Types” to show eligibility for all of your company plans.
Step 4
To refine this list you may check or uncheck the “Show eligible plans”, “Show ineligible plans”. Or “Show open enrollment plans only” options that appear next to the benefit plan type drop down box.
Step 5
The report will show the options you have chosen for the employee on the screen.  The information it will show is Benefit Plan Design, Effective Period, Eligibility Date, Currently Eligible, and if the employee is ineligible, Reason Ineligible will be given.  From this information you will be able to determine why a specific plan is not showing up for the employee and make corrections to their employee record if necessary, to make them eligible for the plan.
KEY TAKEAWAYS
· This is an excellent tool to use when you believe an employee should be eligible for a specific benefit but it does not appear among their benefit options.  The eligibility report can help you diagnose the problem so that you can make necessary corrections to their employee record in the system in order to correct their eligibility.

· Keep in mind that this report will always show all the plans you offer as a company, regardless of whether or not a specific division or employee category is eligible for them.

· Note that the Effective Period for this report always refers to the date span for the plan while the Eligibility Date always refers to the date in which the employee is eligible for the plan.  Depending on whether or not the employee is a new hire, has a status change, etc. these dates may be different or they may match.

