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Choose the time period from which you want to see enrollment information.

You can narrow the report down by division or category.

You can choose to run the report for particular employees only.  Generally, choose all employees.

Choose the type of benefit for which you want to see enrollment information.  If there are multiple plans, you can also choose individual plans.

If you choose yes, only new hires within their enrollment window will be on the report.  To show all employees, leave at no.

Choose Covered to see enrolled employees, new enrollee to see employees that have added coverage within the date span, or terminated to see employees who have dropped coverage within the date span.

You can narrow the report down by status.  

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.

You can choose the member type you would like to see.

You can choose to see enrollment information on the report.   

You can choose to include demographic information on 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.  

