VIEWING AN EMPLOYEE HISTORY

From the Employee Details screen the employee history can be viewed.

In the Employee Election Coverage Summary section of the Employee Details screen a small icon of a

file folder appears. Click the file folder to display the history. A new window will pop up.
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**Note: The folder icon shown above will only list employee enroliment history not dependents.
The display will show changes that have occurred on the employee, and who made the change
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An audit can be accessed from the Employee Details screen to show changes done on demographic
information for the employee and dependents. Click the “Audit Button” to proceed.
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