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BenefitsCONNECT Webinar Handout for 8/4/2009
Using Qualified Events
A Qualified Life Event is used for when an administrator or an employee needs to make a change to his/her benefits, outside of the employee’s new hire window and/or open enrollment.  The following steps outline the process for an administrator to use the Qualified Event on behalf of the employee, as well as Apply a Qualified Event for the employee to make changes.

If you have additional questions about this process please contact your Apprize Account Executive for assistance.
Step 1
Choose "Edit Employees" from the "Employee Administration" menu in Benefits Connect.  In situations such as Marriage, Divorce, or Birth of a Child, the dependent information needs to be adjusted first.  For example, if an employee is getting married, go to “Personal Information” and change the employee’s marital status to “Married”.  Then click “Dependent Information” to add the new spouse. 

Step 2
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
· To open a “window” for the employee to make the changes his/herself, click on “Benefit Plan Information”, then “Apply Qualified Event”.  Select the Qualified Event, enter the date, and click “Apply”.  The employee can then log in and make changes.
· A Qualified Event date needs to be entered only once, unless you or the employee backs out of the Benefit Plan Enrollment screen inadvertently.  If this happens, simply re-enter the event and date.

· When needing to remove a child from benefits due to the dependent’s age, changing the child’s status to “Inactive” is not enough – you need to go through the above steps to remove the child from the benefit as well.

· If you have questions on the specific number of days retro and future that are set up for your company’s qualified events list, please contact your Account Executive.

