A JOB AID: BROKER SMALL GROUP

02: Generate New Self Service Group Enrollment
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Overview

This document will guide you in generating a New Group Enroliment through the Broker Self Service Portal.

Audience: Brokers

Time to Complete: 20 Min
Line of Business: Small Group
Region: Enterprise/GA

Sales Connect Version: GA Release 9.2
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Access the CPQ Quoting Tool

To move forward with a Buy decision and move to a New Group Enrollment go to ‘Prospect Quote to Enroll'.

Open Prospect Quoting and New Group Enrollment

1. From the Broker Self Service Portal, click the Prospect Quote to Enroll link in the lower right corner.
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Dashboard Book of Business Plans and Resources Working with KP

Your Dashboard

Book Of Business Enhanced Direct Enroliment (EDE) Account

Search For A Client NEW! You can now access your KP EDE account to manage your
Virginia on-exchange clients.

Enter Client Name \ Search>

View all Book Of Business Access KP EDE Account [

Prospect Quoting and New Group Enrollment

Click below to get rates on demand, compare pian options and enroll groups from one placel
View your dedicated dashboard of prospect quotes, new greup enroliments and submission
statuses, and more.

Access and delegation

Enter your delegated access code to view information

Manage your delegates access . I Prospect Quote to Enroll Hub

2. The 'Prospect Quote to Enroll” page opens.

o8,
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Quote to Enroll Hub Quoting and Enroliment Help

Prospect Quote to Enroll

Welcome! Our quote to enroll tool is available to make life 3 little easier for your firm

Highlights of tools and features to support your business

+ Rates on demand downloaded in cither PDF or Excel, select what is needed te support your unigue value proposition

+ Comparison toals that make recommending the best employer options based on choice and budget a breeze

+ Once you have selected the right suite of options you are a click away from enrolling the group and fast-tracking the enroliment

« A dedicated dashboard te keep track of quoting, enrollment history and status updates on group submissions

‘You are the expert, and this experience was designed with you in mind.

Get a Quick Quote Enroll a New Group
Easily view and compare plan benefits and Submit your New Group Enroliments online!
rates. Download a quote that contains all Provide your New Group Application and all
plans, or just the plans that you choose supporting documentation for enrollment
Your Recent Activity
Q
Search by company name
Company Name Status Guote Id Date Created Actions
Stacey's Garden Quick Quote Completed 00019036 02/20/2023 03/01/2023 Select Action :| Enter
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&% KAISER PERMANENTE. HEALTH PLAN Author: SK | V1| Publish Date: 6/9/2023

Page 2



New Group Enrollment

Begin New Group Enrollment
There are two ways you can begin new group enrollment:

1. If you previously completed a Quick Quote for the group, begin at 'Your Recent Activity'.
a. Find the Quote in the 'Your Recent Activity’ table.
b. Under the Actions drop down, click Convert to Buy.
c. Click Enter.

2. If you did not previously complete a Quick Quote for the group, click Enroll a New Group to begin the
enrollment process.

Prospect Quote to Enroll

Woelcome! Our guote to enrcll kool is available to make life a little easier for your firm

Highlights of tools and features to support your business:

» Rates on demand downloaded in either PDF or Excel, select what is needed to support your unigue value proposition

» Comparison tools that make recommending the best employer options based on choice and budget a breeze

» Once you have selected the right suite of options you are a click away from enrolling the group and fast-tracking the enrollment

s A dedicated dashboard to keep track of guoting, enrcllment history and status updates on group submissions

You are the expert, and this experience was designed with you in mind.

Get a Quick Quote Enroll a New Group
=
ooa
oo
a8l
Easily view and compare plan benefits and Submit your New Group Enroliments online!
rates. Download a quote that contains all Pravide your New Group Application and all
plans, or just the plans that you choose: supporting documentation for enrollment.
Your Recent Activity
Q
Search by company name
Company Name Transaction Type Status GQuote Id Date Created Effective Date Actions
Stacey's Garden Quick Quate Completed 00018036 02/20/2023 03/01/2023 Select Action Enter

Convert to Buy

Complete the Group Details

1. When the enrollment process begins, you'll notice a graphic at the top of each page that shows which step
ou are on in the enrollment process.

[+ PN JEN NN TN T N I N N RN J— )

Gronip Deztails

Group Details
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2. Complete or validate the fields in the ‘Group Details’ screen (* indicates a required field).

“bdicatos rocguired Acold

" REGLESTED EFFECTIVE DATE

Fts 0 20023 -

Plans and ratos arc based on the proposod cffoctive date.

About your business

"LEGAL BUSINESS MAME

Group Details

K GeGh iy

[as statod on your kecal Business Toense, quartorly wage and tax moport,

conporate or partnership documents)

NG BELSINESS A5 (DEA) (OPTIONAL)

Tip: If you select 'yes, my company has worker's compensation’ but don't know the policy #, you can enter
‘Unknown’ in the policy # field.

3. Click Ne

xt to continue.

Workers' compensation

* Al employees must be covered by workers” compensation, unless not required to be covered by law. You're not ehgible to apply for coverage if
you don't have workers' compensation, unless you're exempt. | attest that the following information is cornect

(@) Yes, my company has workers” compensation
O Pending

O Exempt from providing workers' compensation

* IF ¥ES OR PENDING, NAME OF CARRIER

Aptna

“POLICY I (INDICATE UNKNOWN OR PENDING AS APPLICABLE)

- Unlicnow|

Cancel
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Enter Group Eligibility

1. Complete the information in the ‘Group Eligibility’ screen (*indicates a required field).

Group Eligibility

* Indicates required field

Other medical coverage

Does your company or affiliated company(ies) have or has it ever had group coverage directly
through Kaiser Permanente? If Yes, please provide the group number and company name.
) Yes () No

Does your company currently have active group health coverage?
O Yes O No

Employer eligibility

In determining the number of employees or eligible employees, affiliated companies that are eligible to file a combined
tax return for purpeses of state taxation shall be considered 1 employer.

Is your company affiliated with another company and eligible to file a combined tax return?

O Yes O No

Emplovee count

2. From this point on during the enrollment process, you may click Save for later if you need to step away. Refer
to the section below, Save and Edit the Enrollment for details.

3. Click Next to continue.

Renewal Delivery Preference

Your annual renewal notification and packet will be sent to you by USES mail, priof to your health coverage
anniversary date. Delivery will be to the business physical street address on this application.

Enter Contacts Details

1. Complete the fields in the ‘Contacts’ screen (* indicates a required field).

Contacts

* Indicates required field

Contract Signer Information

There's only 1 contract signer This principal person is responsible for signing this application, providing renewal information, and authorized to make membership or contractual
changes to your account. This address will become the group mailing address, if different from the business physical address

*FIRST NAME MIDOLE INITIAL LAST NAME
TITLE
*MAILING ADDRESS

“CiTy “STATE ZIP

@, . H .
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2. Click Next.

The billing contact is the person within your company to whom billing statements are addressed.
This person will have access to group information. Only 1 billing contact is allowed,

~  Check here if same as the contract signer

Cancel Save for later

Confirm Agent of Record

1. Complete the Broker or Agent details in the ‘Confirm Agent of Record’ screen.
2. Click Next.

Confirm Agent of Record

*Indicates required field

AGENT/BROKER FIRST NAME AGENT/BROKER LAST NAME

PREFERRED PHONE EXT EMAIL

FIRM NAME KAISER PERMANENTE BROKER FIRM ID

Cancel Save for later

Frevious

Add Employees

1. In the 'Add Employees’ screen, there are 3 options to begin adding employees:

Note: If you previously completed a Quick Quote, the census information will be pre-populated, and you will

not see these 3-choices. Skip to the section below, Verify Employees in the Census.

Add Employees

EMPLOYEES DEPENDENTS TOTAL

0 0 0

To begin adding employees, select one of the buttons below.

&% KAISER PERMANENTE.

Upload Membership Enrollment
Spreadsheet

2]

This option gives you the ability to enter all
subscriber information needed to enroll instead of
the Employee Enrollment form

&, Upload New Spreadsheet

&, Download Enroliment Spreadsheet Template

Upload Census

2]

With this option. you'll upload a spreadsheet with
general employee information (ie. name, DOB and
zip code). Selecting this option requires the
completion of the Employee Enrollent application
located in the Required Documents page.

2, Upload New Census

& Download Census Template

Manually Add Employees

IR

This optian provides you the ability to manually
enter general employee informtion. Selecting this
option requires the completion of the Employce
Enrollment Application located on the Required
Documents page.

+ Add employee

HEALTH PLAN
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a. Upload Membership Enrollment Spreadsheet —Use this option in lieu of the Employee Enrollment form.
. Download the Enrollment Spreadsheet Template.
i, Enter all subscriber information needed for enroliment and save to your computer.
iil. Click Upload New Spreadsheet to upload the spreadsheet from your computer.

b. Upload Census — This option requires completion of the Employee Enrollment application.
i. Download the Census Template.
i, Enter general employee information into the spreadsheet and save it to your computer.
il Click Upload New Census to upload the census from your computer.

iv. The Employee Enrollment application is located in the Required Documents screen at
the end of the Enrollment process. See the Required Documents section below.

c.  Manually Add Employees — Use this option to manually enter all employees. This requires completion
of the Employee Enrollment form.

Important: At any time throughout the process, you can upload a new Census. The new Census will
overwrite all employee data.

Verify Employees in the Census

1. After you have added employees, verify that the data is correct in the ‘Add Employees’ screen. Make manual
corrections if needed.

EMPLOYEES DEPENDENTS TOTAL
[ &, Upload New Spreadsheet l l &, Upload New Census I l + Add employee
Expand All Collapsc All Download census details Delete all employees
EMPLOYEE 1
W
Michael Clarke 0 Dependents Delete Employee 1
Details
“FIRST NAME MIDDLE INITIAL "LAST NAME RELATIONSHIP TYPE
e | | [ | mpioyes
* DATE OF BIRTH AGE (AS OF EFFECTIVE DATE) " ZIP CODE
‘ nA9st =] ‘ n ‘ 30033 |
mm/dd/yyyy Enter 5-digit zip code
+ Add dependent
EMPLOYEE 2
v
Alla Border 0 Dependents Delete Employee 2
Details
“FIRST NAME MIDDLE INITIAL "LAST NAME RELATIONSHIP TYPE
Ao | | [ sorder Employoe
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2. Click Next to continue.

RELATIONSHIP TYPE

| Employee

“FIRST NAME MIDDLE INITIAL "LAST NAME

‘ Mark ‘ | | ‘ Tavlor

*DATE OF BIRTH AGE (AS OF EFFECTIVE DATE) " ZIP CODE

‘ 1/12/1968 & ‘ 54 ‘ 30033
mm/dd/yyyy Enter S-digit zip code

+ Add dependent

Cancel  Save for later

Save Subscribers + Add employee

Plan Selection

1. Select the check marks for up to 3 plan(s) being offered. Use the Search or filters to locate specific plans.

Plan Selection

SEARCH

Search by plan name

PRODUCT TYPE

[ Traditional HMO

] cHMOD

[ High Ded Health Plan w/HSA
[] Dual Choice PPO TRAD

[ bual Choice PPO DED

[ Dual Choice PPO HSA

[ Dual Choice PPO DOA

[ Dual Choice PPO HDHP OOA
[ Plus Traditional

[ Plus Deductible

METAL TIERS
[ platinum
[ Gold
O sitver

[ Bronze

| Apply Filters

Remove all filters

Traditional HMO

KP Platinum 0/0/20/510

KP Gold 0/0/30/510

[ KP Gold 0/0/40/510

DHMO

[ KP Platinum 500/20/20/510
[ KP Gold 1000/20/30/510
[ KP Gold 2250/20/30/510
KP Gold 2500/0/30/510

KP Gold 3500/0/30/510

KP Gold 3750,/20/30/510

O KP Gold 4500/0/30/510

[ KP Silver 2700/35/50/510
[m]

KP Silver 3700/35/50/510

2. Click Next to continue.

Cancel Save for later

Plus Deductible

[0 KP Gold 1000/20/30/S10 KP Plus
[0 KP Gold 2500/0/30/510 KP Plus
[ KP Silver 2700/35/50/510 KP Plus

[ KP Silver 3700/35/50/510 KP Plus

The Dual Choice PPO plans are fully underwritten by Kaiser Permanente Insurance Company (KPIC), a subsidiary of Kaiser Foundation

Health Plan (KFHP),Inc.

Previous

&% KAISER PERMANENTE.
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Plan Assignments

If offering two or more plans, you will need to assign a plan for each employee in the ‘Plan Assignments’ screen.
Note: If offering only one plan, the system automatically populates the plan assignment.

1. You can Search and Sort for employees.

2. Click the Select a Medical Plan drop down to select a plan for each employee.

Plan Assignments

Please choose plans for each employes listed Below, When plan sssignments are complete, select

}-ﬁ-.l

SEARCH EMPLOYEES SORT UMPLOVEES

5ol 3 empioyees

Employee: Michael Clarke

FERGT MNAML LS T AR DATL OF IR TH AL AT LRFLCTIVL £ 00
Michas Clarks 1851 DATE 30033

*SELECT A MEDHCAL PLAN

P Platinn 00/ 2005H

oyee: Alla Border

3. After you have selected a plan for each employee, click Next.

Employee: Mark Taylor

FIRST NAME LAST NAME DATE OF BIRTH AGE AT EFFECTIVE ZIP CODE
Mark Taylor 1/12/1968 bATE 30033
54

“SELECT A MEDICAL PLAN

KP Gold 0/0/30/510 v

Cancel Save for later Previous

Rating Type and Contribution Details

1. Complete 'Rating Type and Contribution Details’ (* indicates a required field).
Note: Member-Level is the default Medical Rating Type.

Rating Type and Contribution Details

Choose the correct selections for the rating type and contribution details of this group.

Medical rating type

*SELECT A MEDICAL RATING TYPE

@® Member-Level () Composite

Groups with less than 2 subscirbers are only allowed to use Member-Level Rating type.*

Medical contribution details

Your contribution to coverage can be a percentage or a fixed dollar amount. Your minimum contribution must be at least 50% of the "Employee only” menthly premium for the
lowest-priced Kaiser Permanent medical plan offered by the employer.

*CONTRIBUTION IS FOR

() Employees Only (O Employees + Dependents

e®, . i .
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2. Click Next.

Rate Presentation

1. Review the final rates in the ‘Rate Presentation’ (* indicates a required field).

2. Ifthe information in this screen is not correct, click Previous to go back and make edits. If everything on this
screen is correct, click Next.

Rate Presentation

Theso are the final rates baced on the information entered inothe cnrollment prooess,

Comgsany Marme: KP

GO Co
Effoctive Date: 2025~ TOITAL EMPLONVEE FREMILIM TOTAL DEFEMDENT FREMILIM TEITAL MONTHLY PREMILM
o2-0i
Zip Code: 30012 'g —H
County: Rockdale = m
Employes Count: 5
Membor Count: 9 $E05E 17 FLanLad §rATTE1
Reating Typses Membser
Level
Expand all | Collapese All
— Azt AT ELTECIPE - . EMFLOYEE AND
EHPLIVES FEL AT BT METHCAL FLAN MELEIAL HATL T AL
w oL Emgieymn n HE GEHL3 ST EES
$143500
wox Empzgnn BY W G SO 45806
5143596
w % Emgieymn = HE GEHL3 ST EES
$143500
L Empzgnn 58 W G SO S FAD
Era El S B
96009
W & Emgieymn 34 HE GEHL3 ST Sein £
tignne 3 T
Chakd -] SO0
Chukd 5 3000
$1,160.84
Total Employos FPremium $5956.357
ot Dependcnt Promim SL4dLA
Total Maonthly Premism 7478

four Kalser Permanente Portfolio

Employer affenng (placeholder text)

MEDICAL MARE

KI* Gold 040/ 30/510

Cancel  Sawe for later P “

e®, . i .
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Required Documents

1. Review the list of Required Documents.

Note: Because you are signing an online application on behalf of your group, download the New Group

Broker of Record Authorization form and obtain a signature from your group.

2. When ready to upload the required documents, either click Upload Files or drag and drop the files to the

target zone. You can upload documents individually or as a batch.
Note: If you mistakenly uploaded a document, click Delete document to remove it.

Required Documents

Required Documents
1. Employee Enroliment Form

I you did not use a Membership Enroliment Spreadsheet. download the Employese Enrgllment form and have all enrolling employeces from your
company complcte, sign and date

2. Mew Group Broker of Record Authorization form

Complote all sections of the Now Group Broker of Record Authorization form and obtain the signature from your client

3. First month's payment

of a Bindor Chock,

Upload Documents

For your comenicnce, you can either merge the documents above for submission or attach cach document individually.

Files Uploaded

o

Upload Files | Or drog files

WF 00 Co EF T oot

P G0 Co bew Group Broker of Record.pdl Dedete document

KF GG Co Membership Enroliment 1 ormud Dedete document T

Cancel Save for later Frevious “

3. When you have finished uploading the required documents, click Next.

e®, . i .
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Attestation

1. Complete the required fields in the Attestation.
Note: Delegates can sign the attestation.

2. In the Email field, enter the address for the person who will receive the confirmation email for the submission.

3. Click Submit to send the New Group Enrollment for processing.

6—8—8—6—6—86—68 —8—6—6—0—=
Attostation

Attestation

IMPORTANT INFORFMATION - PLEASE READ CAREFULLY

This i an applcation for coserage only. Mo oontract for oovorage will axdst until Kaisor Foundabon Health Plan, Inc (RFHP), or Kalser Pormanenie Insunnoe Company (KO has
completed s review and comimunicabed to the business aplicant or the applicant’s beoker that the application has been aocepted and a group health pan contrmct/groun policy
wall b iz

ALUTHORITED: AGENT/BROKER OF RECORD FOR KAISER PERMANENTE
T bz comigsbetiosd bry beoker. To Ehe bost of nry knowdocge and belef, the employment and ather information on this applicabon & complee and acounbe. | ocknowiooge that |
represent and am acting on behallf of iy client and not for, of a5, an emgoyes of Kaiser Foundation Health Man of KPIC | hove explained the berefits and limEations of coverage

and advised my dient not bo terminate any esisting ooverage until Fecciving written nobice that the coverage beirg appled for under Bhe new program has boen approwved, |
undiostang that | Fass: no right 1o bind this coveraoe, of toalbor bormns of the insurminos.

"FIRST HAME "LAST HAME TITLE

* Ploase provide an osignaturc

Who should we contact if we need additional information to complete this submission?

ST 25 Shgnar
"FIRST HAME "LAST HAME TITLE
| | | ||
EMAIL " PHONE MUMEER

*Preferred contact method
) Email 2 Phone

COMMENTS

Cancel  Sawe for lator Presdious m

Confirmation

1. On the '‘Confirmation’ page, click the Employer Application link to download the application for your records.

e®, . i .
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2. Click Return to Quoting and Enroliment Landing Page.

Cancel

We've received your subrmissi
You can download a copy of t

being proc
Employer Applicati

Confirmation

ere for your records

2ssed. You'll receive a notification when your submission has been approved.

I Return to Quoting and Enrollment Landing Page I

3. From the landing page, scroll down to Your Recent Activity.

4. Review the Status column.

Your Recent Activity

Prospect Quote to Enroll

Highlights of tools and features to support your business:

You are the expert, and this experience was designed with you in mind.

Get a Quick Quote

goo
ooy

880

Easily view and compare plan benefits and
rates. Download a quote that contains all
plans, or just the plans that you choose.

Search by company name

Company Name

Test Business Name

Transaction Type

Enroliment

Status Quote Id

Received - In Review 00020194

Welcome! Our quote to enroll tool is available to make life a little easier for your firm_

Rates on demand downloaded in either PDF or Excel, select what i1s needed to support your unique value proposition
Comparison togls that make recommending the best employer options based on choice and budget a breeze

Once you have selected the right suite of options you are a click away from enrolling the group and fast-tracking the enrollment
A dedicated dashboard to keep track of quoting, enroliment histery and status updates on group submissions

Enroll a New Group

=

Submit your New Group Enroliments online!
Provide your New Group Application and all
supporting documentation for enroliment

Date Created Effective Date Actions

03N7/2023 04/01/2023 Select Action

Enter

a. After submitting the application, the status should show

email confirming that the submission was received.

b. Once the application has been complete, the status will update to “Completed” and the Welcome

Packet will be sent out.

&% KAISER PERMANENTE.
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Save and Edit the Enrollment

Save your work for later

1. If you need to step away at any point during the New Group Enroliment, click Save for later to save your
work.

Visit naics.com/search to determine your code.

WEBSITE

Workers' compensation

* All employees must be covered by workers' compensation, unless not required to be covered by law. You're not eligible to apply for coverage if
you don't have workers’ compensation, unless you're exempt. | attest that the following information is correct.

O Yes, my company has workers' compensation

() Pending

(:' Exempt from providing workers' compensation

Cancel

To return to where you left off, go to the 'Prospect Quoting and New Group Enrollment’ page.
Look for "Your Recent Activity’

Select the Actions drop down for the corresponding business name.

ook W N

Select Resume Quote and click Enter.

## KAISER PERMANENTE. | Broker

‘Quote to Enroll Hub 3 and Enrollment Help Center

Prospect Quote to Enroll

Welcome! Our quote to enroll tool is available to make life a little easier for your firm.

Highlights of toocls and features te support your business:

= Rates on demand downloaded in either PDF or Excel, select what is needed to support your unique value proposition

s Comparison tools that make recommending the best employer options based on cheoice and budget a breeze

+ Once you have selected the right suite of options you are a click away from enrolling the group and fast-tracking the enrollment

+ A dedicated dashboard to keep track of quoting, enroliment history and status updates on group submissions

You are the expert, and this experience was designed with you in mind.

Get a Quick Quote Enroll a New Group

Easily view and compare plan benefits and Submit your New Group Enroliments online!
rates. Download a quote that contains all Provide your New Group Application and all
plans, or just the plans that you choase. supperting documnentation for enroliment

Your Recent Activity

Q
Search by company name
Company Name Transaction Type Status 4 Quate Id Date Created Effective Date ons
I Enroliment In Progress ] 00012036 02/20/2023 03/01/2023 Enter
Resume Quote

e®, . i .
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Edit previously completed screens

1. Make changes to previous screens by clicking the Previous button at the bottom of the screen. Allow the
previous screen to fully load. Continue this process until you get to the page where you need to make a
correction.

The billing contact is the person within your company to whom billing statements are addressed
This person will have access to group information. Orly 1 billing contact is allowed

| Check here if same as the contract signer

Cancel Save for later Previous

2. Toreturn to the most current page, click Next and allow the next page to load before clicking Next again.
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	c. Manually Add Employees – Use this option to manually enter all employees. This requires completion of the Employee Enrollment form.
	Verify Employees in the Census
	1. After you have added employees, verify that the data is correct in the ‘Add Employees’ screen. Make manual corrections if needed.
	2. Click Next to continue.
	Plan Selection
	1. Select the check marks for up to 3 plan(s) being offered. Use the Search or filters to locate specific plans.
	2. Click Next to continue.
	Plan Assignments
	1. You can Search and Sort for employees.
	2. Click the Select a Medical Plan drop down to select a plan for each employee.
	3. After you have selected a plan for each employee, click Next.
	Rating Type and Contribution Details
	1. Complete ‘Rating Type and Contribution Details’ (* indicates a required field).  Note: Member-Level is the default Medical Rating Type.
	2. Click Next.
	Rate Presentation
	1. Review the final rates in the ‘Rate Presentation’ (* indicates a required field).
	2. If the information in this screen is not correct, click Previous to go back and make edits. If everything on this screen is correct, click Next.
	Required Documents
	1. Review the list of Required Documents. Note: Because you are signing an online application on behalf of your group, download the New Group Broker of Record Authorization form and obtain a signature from your group.
	2. When ready to upload the required documents, either click Upload Files or drag and drop the files to the target zone. You can upload documents individually or as a batch.  Note: If you mistakenly uploaded a document, click Delete document to remove...
	3. When you have finished uploading the required documents, click Next.
	Attestation
	1. Complete the required fields in the Attestation.  Note: Delegates can sign the attestation.
	2. In the Email field, enter the address for the person who will receive the confirmation email for the submission.
	3. Click Submit to send the New Group Enrollment for processing.
	Confirmation
	1. On the ‘Confirmation’ page, click the Employer Application link to download the application for your records.
	2. Click Return to Quoting and Enrollment Landing Page.
	3. From the landing page, scroll down to Your Recent Activity.
	4. Review the Status column.
	a. After submitting the application, the status should show “Received- In Review”. You will receive an email confirming that the submission was received.
	b. Once the application has been complete, the status will update to “Completed” and the Welcome Packet will be sent out.

	Save and Edit the Enrollment
	Save your work for later
	Edit previously completed screens
	1. Make changes to previous screens by clicking the Previous button at the bottom of the screen. Allow the previous screen to fully load. Continue this process until you get to the page where you need to make a correction.
	2. To return to the most current page, click Next and allow the next page to load before clicking Next again.


	Important: At any time throughout the process, you can upload a new Census. The new Census will overwrite all employee data.
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