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Step 2.	 Look up employees to see their optional coverage, effective date, premium history and more.
Step 3.	 Use the Premium Calculator to see the cost of optional coverage or age-bracket changes.
Step 4.	 Click Export All to list all employees’ coverage info, including spouse and child coverage.
Step 5.	 See all changes in coverage since the last optional life report. Click Export for a spreadsheet of only these changes. 

Login to employer web portal (EWP)

Step 1.	 Click Optional Life under Misc in the side menu, at the top or in the To Do list.

mailto:ogli_fs%40kpers.org?subject=EWP%20Login
https://www.kpers.org/employers/ewp.html
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Step 8.	 First, you’ll see changes since the last report. You may have to scroll down to see the full optional life report.

Step 6.	 Start the next monthly report by checking the box. 
Step 7.	 Click Next.�

mailto:ogli_fs%40kpers.org?subject=EWP%20Login
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Step 9.	 If an employee has ended employment, enter the End Date & Reason here. It will flow through to the entire system.
Step 10.	 If everything looks correct, click Next. If something looks wrong, contact KPERS Fiscal Services.

Step 11.	 Check Total Premium amount. 
Step 12.	 If amount is incorrect, click Previous to re-check the report.
Step 13.	 If everything looks right, click Submit & View Invoice. 

mailto:ogli_fs%40kpers.org?subject=EWP%20Login
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Step 14.	 Select the invoice(s) you want to pay.
Step 15.	 Select a Payment Date.
Step 16.	 Click Pay Now to pay the invoice.
Step 17.	 Click Next.

Step 18.	 You can print or download a PDF of your confirmation.

mailto:ogli_fs%40kpers.org?subject=EWP%20Login

