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BenefitsCONNECT Webinar Handout for 6/10/2009
MANAGING THE EVIDENCE OF INSURABILITY PROCESS
Below are instructions for managing the Evidence of Insurability Process in Benefits CONNECT.  If you have further questions about this please contact your Account Executive.
Step 1
Choose "Evidence of Insurability" from the "Employee Administration" menu in Benefits Connect. Search for the employee and/or benefit you wish to update in the system. 
Step 2
Enter the date you received the Evidence of Insurability approve/deny letter from your carrier in the “Date Received” box.
Step 3

If you are approving all or a portion of the requested benefit amount for the employee you need to enter a date the coverage will become effective in the “Date Effective” box.
Step 4

To approve the full requested benefit amount for an employee, click on the “Approved Coverage” box.  The full amount will automatically show up in this box.  Click “Save” and then you are finished.
Step 5

If the employee was only approved for a portion of the requested amount, follow the steps above, but write over the “Approved Coverage” amount that has automatically appeared in the box with the correct approved amount.  Then check the “Deny Unapproved Coverage/Reason” check box to show that a portion of the coverage was denied.  You may wish to enter the denied amount into the box next to the check box for record keeping purposes.  The click “Save.”
Step 6
If an employee has been denied the full amount of coverage they requested, enter “Date Received” and “Date Effective” as above, but then click the “Deny Unapproved Coverage/Reason” check box.  0.00 will show up in the “Approved Coverage” box (or the previously approved amount if an employee is increasing their coverage).  You may wish to enter the denied amount and/or reason in the text box for record keeping.  Then click “Save.”
KEY TAKEAWAYS 
· You must remember to click on the “Deny Unapproved Coverage/Reason” check box any time an employee is denied all or a portion of their coverage.  If you do not check this box the system will not save the change to the employee’s record.

· Make sure you are entering the correct effective date when you approve the coverage amounts for each employee because the system will figure premium changes as of the date you enter.
· Note that the pending Evidence of Insurability fields will always show up in the system until you accept or deny the coverage for each employee.  You may wish to reject each amount for any employees that have not returned their evidence of insurability form by the end of the plan year to clean up the Evidence of Insurability records.
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