
➢ How to confirm benefit elections 

 

Step  Action 

1 Search for employee from Home Screen.  

2 Click on Edit 

3 Click on the “Coverage” Tab 

 

4 You’ll see all the current benefits the employee is enrolled in.  

 

➢ How to search coverage history for an employee 

in Forms 

Step  Action 

1 Search for employee from Home Screen.  

2 Click on Edit 

3 Click on the “Forms” Tab 



 

4 Click on the Benefit Confirmation form with the most recent 

date. This will open the confirmation in a new browser 

window. 

 

5 You’ll see all the current benefits the employee is enrolled in.  

***Be advised: If you have made any benefit changes WITHOUT utilizing a Life 

Event, this form may not be up to date.*** 

 


