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OVERVIEW 
The BRI Import Wizard streamlines BRI’s file management processes through BRIWEB and results in the following benefits: 

• Streamlined file imports 

• Instant feedback regarding format errors 

• Reduced wait time 

• Faster funding 

• Less risk with manual handling 

• Improved customer service 

 

INSTRUCTIONS  
BRI TIP: Get additional guidance by visiting our website.  

  

  

  

https://www.benefitresource.com/resources/briweb-management/#import
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FREQUENTLY ASKED QUESTIONS 
WHAT TYPES OF FILES WILL BE IMPORTED USING THE BRI IMPORT WIZARD?  
The Import Wizard is available to all clients who use the Secure File Upload functionality to send files to BRI. Deductions, Enrollments, 

Terminations, Demographics, and Election Changes are enabled.  

 

HOW SHOULD I FORMAT FILES TO ENSURE AN EFFICIENT & SUCCESSFUL UPLOAD?  
Formatting your files according to the following standards will ensure the most efficient and successful upload: 

• Deduction/Contribution File Standard 

• New Enrollment File Standard 

• Demographic Changes File Standard 

• Election Changes File Standard 

HOW DO I USE THE IMPORT WIZARD?  
The import wizard will launch automatically from the BRIWEB Employer Portal when you use the Secure File Upload function and upload an 

eligible file type.  Instructions for using the tool can be found in the previous section.  

 

HOW DO I KNOW THAT MY FILE HAS BEEN UPLOADED SUCCESSFULLY?  
You will receive a message at the end of the import process stating, “Success! Upload complete” which confirms a successful submission. The 

message will include the number of submitted and discarded rows. After uploading, you will be prompted to enter your email address for a 

confirmation email. 

 

WHAT ARE THE VALID ACCOUNT TYPES?  
Reach out to your assigned Account Manager if you would like verification of the plan codes that should be used on your files. 

 

WHAT HAPPENS IF I DISCONTINUE AN UPLOAD OR AM INTERRUPTED DURING MY 
UPLOAD PROCESS?  
If you attempt to close the window during the upload process, you will be presented a message that says “Are you sure you would like to close this 

window? This will end your current data import session.” If you select the “Yes, exit” button, you will need to start the upload process over.  

 

WHAT HAPPENS IF I DISCARD RECORDS WITH 
ERRORS?  
If you select “Confirm”, the error records will not be sent to BRI. If those discarded rows 

contain participant data that needs to be provided to BRI, you should take note of the 

rows, correct the errors, and re-submit them with another upload. 

 

WHO DO I CONTACT IF I AM HAVING TROUBLE USING THE BRI IMPORT WIZARD?  
Reach out to your Account Manager. 

https://forms.benefitresource.com/onboarding/Deduction-Contribution%20Files.xlsx
https://forms.benefitresource.com/onboarding/Deduction-Contribution%20Files.xlsx
https://forms.benefitresource.com/onboarding/New%20Enrollment.xlsx
https://forms.benefitresource.com/onboarding/New%20Enrollment.xlsx
https://forms.benefitresource.com/onboarding/Demographic%20Changes.xlsx
https://forms.benefitresource.com/onboarding/Demographic%20Changes.xlsx
https://forms.benefitresource.com/onboarding/Election%20Changes.xlsx
https://forms.benefitresource.com/onboarding/Election%20Changes.xlsx

