
Update Employer Information Page and 

Customer Account Page 

 
Employer Information Page 

Employer Information is the first step under the Configuration tab. It is separated into three sections with 

a link to the customer account page at the bottom of each section. 

 

Main Tab 

The main tab contains the demographic information for the client, contacts and  

enrollment options. 

All fields should be completed. Information regarding the significance of certain items is noted.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The company address will 

pull on the employee 

confirmation statement 

Employer Name 

drives the client’s 
name in PlanSource 

Situs State is important  

for the EULA.  



Advanced Tab 

The advanced tab is utilized to further customize the platform for the client. 

The defaulted options are checked and the configuration analyst will adjust items if needed.  

The project manager will complete two items on this page. The FEIN number and the max termination 

early and late days. Both are located toward the bottom of the page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FEIN number  

If the Max Termination Early and Late 

days are blank, utilize the default: 

Early: 30 

Late 90  



Enrollment UI Tab 

The enrollment UI tab will designate the branding colors for the client, enable the allocation graph and 

turn on the Spanish feature.  

              There is only one item for the project manager to update. Ensue the Benefits allocation graph is checked. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ensure the Enable benefits 

allocation graph is checked.   



Customer Account Information Page 

 

The customer account information page can be accessed 

from the home page under Group Management. It is also 

located at the bottom of any of the three tabs under 

Employer Information.  

 

 

Information to be updated 

Required fields are designated with  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete this section if the 

client has a PSA partner 



Customer Account Information Page Continued 

 

 
 

This field is updated 

after the kick off call  

Complete this section if the 

client is utilizing additional 

products. 


