
How to Run a Benefit Change Report  
 

Page: 1 
 

V1, 01/31/2023 
HCM Service Bureau 

 

Go to Reports > Available Reports > Change History 

 

 

Click on the first result, Benefit Changes Report 
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• Fill in the changes from 08/25/2017 to 
today.  

• Select the CURRENT plan year 
• Select the coverage fields that affect  
• deductions – EE Premium, ER 

premium, Level, Benefit, Plan, Coverage 
Termination Date. 

• Select whatever employee 
demographic information you need. In 
this case Last, First, EE Number, 
Termination Date. 

• Treat new records as changes in order 
to capture any New Hires. 
 

• Download the report in excel to have a 
spreadsheet you can filter. 

 

 

 

 

 

 

 


