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BenefitsCONNECT Webinar Handout for 6/5/2009
USING THE PRINT FORMS FUNCTION
Below are directions for using the print forms function in Benefits CONNECT.  If you have any questions please contact your Account Executive.
Step 1
Choose "Print Forms" from the "Employee Administration" menu in Benefits Connect.  Enter the correct date span for the form you wish you print. 
Step 2
Search for the employee(s) you wish to print forms for in the system.  If you wish to print forms for more than one employee you can hold down the Control key on your keyboard and then highlight each name with your mouse.
Step 3

Select the form you wish to print for the employee(s) from the dropdown box.  Click the “Print” button.  A new window will pop up with the form you wish to print.  You have the option to save this to your desktop to email to the employee, or you can print the hard copy as well.
KEY TAKEAWAYS 
· Remember to check your dates before printing the forms.  The most common error is entering an incorrect date span and pulling old information.
· If you are printing forms for multiple employees keep in mind that the system allows you to pull a maximum of 200 employees at a time so large groups may need to do multiple batches. 
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