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Feel free to ask questions during the session or use the Q&A icon in the bottom of your screen to submit them
Slides and webinar recording will be shared following our session today.

AGENDA:

• Schedule and Prep
• Configuration
• Communication and 

Reports
• Testing and Practicing

TODAY
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PART 1: 
SCHEDULE & PREP



TEAM & SCHEDULE

Team Should Include: 
• System Admin
• Benefits Admin
• Payroll Admin
• Testers
• Presenter(s)
• Expert



SCHEDULE

Consider: 
• Vendor File Feeds
• Team Schedule
• Off Cycle Open Enrollment

Also Consider: 
• Multiple Presentations
• Get on Calendars Early
• Video Conferencing Tools

https://www.mosaic-cg.com/blog/posts/off-cycle-open-enrollment


TOOLKIT

Open Enrollment Rollout Toolkit: 
• Open Enrollment Timeline
• Open Enrollment Checklist
• Top Tips
• Using Effective Data Worksheet

https://learningcenter.ultimatesoftware.com/prebuilt/onlineguides/Rollout-Toolkits-MM/Rollout-OpenEnrollment/0-1-OE-RolloutMaterials-MAIN-WP.htm
https://learningcenter.ultimatesoftware.com/Prebuilt/onlineguides/Rollout-Toolkits-MM/Rollout-OpenEnrollment/Open-Enrollment-Timeline.pdf
https://learningcenter.ultimatesoftware.com/open-enrollment-checklist-for-ultipro-benefits
https://learningcenter.ultimatesoftware.com/prebuilt/onlineguides/Rollout-Toolkits-MM/Rollout-OpenEnrollment/Using-Pending-Effective-Date-Worksheet-WP.pdf


PART 2: CONFIGURATION



CONFIGURATION

Business Rules that affect Open Enrollment:
• Deduction/Benefit Groups

• Deductions/Benefit Type

• Deduction/Benefit Plans

• Benefit Options

• Relationships

• Decline Reason

• Benefit Change Reason

Pending Effective Date Estimator:

www.mosaic-cg.com



CONFIGURATION

www.mosaic-cg.com



PART 3: 
COMMUNICATION & REPORTS



COMMUNICATION

Prepare:
• Invitation
• Reminders
• FAQ
• Benefits at a Glance
• Presentation and Recording
• Follow-up
• Office Hours 



REPORTS

Open Enrollment Reporting: 
• Open Enrollment Reporting:

• Standard & Business Intelligence
• New Requirements?

Standard Reports Include: 
• Enrollment Status
• Dependents Beyond Qualifying Age
• Employees with Benefit Group Changes
• COBRA Dropped Dependents
• Summary of Elections



ZOOM REPORTS



PART 4: TESTING & PRACTICE



TESTING, TESTING AND MORE TESTING

TESTING



PRACTICE PRACTICE AND 
MORE PRACTICE



QUESTIONS?
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