Employee Transfers between Groups/Subqgroups

From main menu, select Find an Employee Record
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Administrative changes can be made through the following links.,
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Select the employee whose group / Product you wish to change.
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3 Employee Overview - Microzoft Internet Explorer
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In field 1. Change their Product.

In field 2. The Action field will change to “Edit Coverage”. You will need to change the Start/Change date
to reflect the first date of the insurance coverage on the new product. If other dependents are also
enrolled, you must also change their Action to Edit Coverage and change their Start date also.

Then, in field 4. Save your Election.
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You will now see the new Product and Coverage reflecting the change.
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