
Best viewed in IE or Adobe PDF Reader.

The high-level steps required to process the Evidence of Insurability in Costpoint are shown here. Each step includes sub-steps.

Process Evidence of Insurance Quick Steps

Navigation:
• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.

1. Set up the Benefit Plan

A. Select an applicable System Benefit Type on 
the Manage Benefit Plans screen.

B. Select the Evidence of Insurability Required
check box.

C. Set up options and substitution rules on the 
EOI rules tab.

D. Assign the benefit plan to a benefit package 
on the Manage Benefit Packages screen.

E. (Perform for open enrollment only) Run the
Update Benefit Option/Election Tables process.

2. Employees select new coverages on the Life 
Event/New Hires screen or Benefits Enrollment 

screen

A. Employees select new coverages on the Life 
Events/New Hires screen.

A. (Alternate Step) Employees select new 
coverages on the Benefits Enrollment screen.

3. Review/Approve New Election on Manage 
Life Event Elections or on Manage Open 

Enrollment Elections screen

A. Review life event elections on the Manage 
Life Event Elections screen.

A. (Alternate Step) Review open enrollment 
elections on the Manage Open Enrollment 

Elections screen.

B. Run the Activate Pending Benefit Elections 
application.

4. Approve EOI and Process  Employee EOI

A. Approve employee coverage elections with 
pending EOI on the Manage Employee Evidence 

of Insurability (EOI) screen.

B. Run the Process Employee EOI Benefit 
Elections application.

5. Review Approved EOI Employee and 
Dependent Benefit Elections

A. Review employee elections on the Manage 
Employee Benefit Elections screen.

B. Review dependent elections on the Assign 
Dependents to Benefit Plans screen.



1. Set up the Benefit Plan > Step A

On the Manage Benefit Plans screen, select a benefit 
type in the System Benefit Type field. EOI fields are 
enabled for the following benefit types:
• Life Insurance
• AD&D Insurance
• Long Term Disability
• Short Term Disability
• Supplemental Life Insurance
• Supplemental AD&D Insurance  
• Spouse Life Insurance
• Spouse AD&D Insurance

A



1. Set up the Benefit Plan > Step B

On the Enrollment/Coverage Rules tab of 
the Manage Benefit Plans screen, select 
the Evidence of Insurability Required
check box for benefit plans that require 
EOI. 

B



1. Set up the Benefit Plan > Step C

On the EOI Rules tab of the Manage 
Benefit Plans screen, set up the rules 
for benefit plan substitution. The 
substitution settings will be used in 
case EOI is not approved. 

C



1. Set up the Benefit Plan > Step D

On the Manage Benefit Packages screen, 
assign the benefit plan to the benefit package.

D



1. Set up the Benefit Plan > Step E

Perform this step before open enrollment only. 
On the Update Benefit Option/Election Tables 
screen, run the process for the applicable taxable 
entity/employees.

E



2. Employees Elect New Coverage Levels > Step A

Perform this step for life events only.
On the Life Events/New Hires screen, employees will select a 
plan on the Select New Coverage Level subtasks of applicable 
benefit tabs during the new hire process and certain life events.

A



2. Employees Elect New Coverage Levels > Step A (Alternate)

Perform this step for open enrollment only.
On the Benefits Enrollment  screen, employees will select a 
plan on the Select New Coverage Level subtask of each 
available benefit tab during open enrollment.

A



3. Review/Approve  Employee Elections > Step A

Perform this step for life events only.
On the Manage Life Event Elections screen, review and, if 
applicable, change the EOI status of employee and spouse life 
event benefit elections.

A



3. Review/Approve  Employee Elections > Step A (Alternate)

Perform this step for open enrollment only.
On the Manage Open Enrollment Elections screen, review and, if applicable, change 
the EOI status of employee and spouse open enrollment benefit elections.

Note: You can also use the Approve Open Enrollment Elections by Plan screen to 
mass approve multiple elections that have an Approved EOI status.

A



3. Review/Approve  Employee Elections > Step B

On the Activate Pending Benefit Elections screen, run the process 
for open enrollment elections or elections based on life events.

B



4. Approve EOI and Process  Employee EOI > Step A

On the Manage Employee Evidence of Insurability (EOI) screen, 
approve or deny the employee elections with EOI Status that have 
not been approved.

A



4. Approve EOI and Process  Employee EOI > Step B

On the Process Employee EOI Benefit Elections screen, run the 
process for applicable employee and spouse benefit elections.

B



5. Review Approved EOI Employee and Dependent Benefit 
Elections > Step A

On the Manage Employee Benefit Elections screen, review the 
EOI status of the processed/active employee benefit election 
records.

A



5. Review Approved EOI Employee and Dependent Benefit 
Elections > Step B

On the Assign Dependents to Benefit 
Plans screen, review the EOI status of 
processed/active dependent benefit 
election records.

B



This concludes the 
Process Evidence of Insurability Quick Steps.
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