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BenefitsCONNECT Webinar Handout for 4/8/2009
UPDATING SALARIES IN BENEFITS CONNECT
Below are directions for individual salary and benefit updates in Benefits CONNECT. 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. Search for the employee whose salary you wish to change in the system. Go to "Personal Information" and then choose "Payroll" from the menu options for this employee. 
Step 2
Change the "Current Rate" on the "Payroll Information" screen to the employee's new salary. It's a good idea to make sure the "No. of Hours Worked Per Week" is correct for this employee, especially if the employee is paid hourly. Once you have changed the salary for the employee and verified the hours worked are correct scroll to the bottom of the page and enter the effective date of the salary change in the "Effective Date of Change" box. Then click the orange "Save" button. This will bring you back to the main Employee Administration menu for this employee.

Step 3

Click on the "Benefits Plan Information" menu and then choose "Benefit Plan Enrollment." On the right-hand side of the screen there is a box with "Eligible Plan Types," click on the first salary-dependent benefit for this employee (for example, short term disability).

Step 4

When you bring up the benefit screen you will notice that the system is calculating the correct benefit amount based on the new salary. However, the system does not apply this change automatically. To apply the salary increase to the employee's benefit you will need to click the orange "Save" button at the bottom of the screen. This brings up the Qualifying Events pop-up notice. Click OK and the system will take you to the "Qualifying Event Information" screen.

Step 5

On the "Qualifying Event Information" screen choose "Administrative Override" as the qualifying event from the drop down box. Then enter the date that the new benefit amount should be effective. This is typically the same date as the salary increase effective date. Click the orange "Continue" button to save and the system will take you back to the previous "Benefit Plan Enrollment" screen. Click the orange "Save" button at the bottom of this screen and you are done. The system should now be reflecting the new coverage amount and employee cost for the benefit. 

KEY TAKEAWAYS 
· Remember that a salary update is a 2 step process. The system will never automatically update a salary tied benefit just because the salary was changed on the payroll screen. 

· The most frequently made error when updating an employee’s salary is only updating the payroll screen. You will need to update the benefits as well.

· Make sure when you are updating the benefits that the amount of coverage changes. This is how you confirm that the change is working correctly.
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