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Click on Manager and then on Employee Management.
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Find the employee and click Scheduled Changes next to their information.
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Employee Details

Select Benefit Group from the dropdown menu.
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Choose the appropriate benefit group from the dropdown menu and enter in the effective date. Then
click Submit.
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How Benefit Group Changes Work

When you enter an effective date for a change to an employes's benefit group, it impacts all checks on or after that date.

Because premiums are collected one month in advance, the date you enter will impact the following month's coverage.

For example:

« If you enter 01/01/2026 as the effective date, the change will apply to January paychecks, which are for February premiums.
+ If you want the change to take effect for January premiums, you would need to enter 12/01/2025 as the effective date.
+ If you enter the date as Today's date, it will impact all checks from here on out.

Please select the Benefit Group and the date you would like this change to take effect.
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mm/dd /yyyy 8 ( submit )

Please note that the effective date listed is the effective date of the change to premium collection.

Because premiums are collected one month in advance, the change will impact the following month'’s
coverage.

For example:

o If you enter 01/01/2026 as the effective date, the change will apply to January paychecks, which
are for February premiums.

o If you want the change to take effect for January premiums, you would need to enter 12/01/2025
as the effective date.

o If you enter the date as Today's date, it will impact all checks from here on out.

If you have any questions, please reach out to the HR Team at service@helpside.com.



