Correction Request Example
The example used below is for an employee who has received a promotion and is being
updated from a Grade 9 CSEA employee to a Grade 11 PEF employee.

NYBEAS Navigation Path: Transactions>Corrections Requests

Click on “Add a New Value” Tab
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Navigate to “Correction Request” Tab and complete the Job information.
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Navigate to “Comments” section and enter details of transaction. Please note
that you will need to indicate the Effective Date of the new Benefit Program. See
the HBA Online Manual for Effective Date rules for transactions.

Click on “Add Comments” after pertinent information is entered.
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Navigate to “Header Request” to update “Status” as “EPND” and enter “HBA
Phone #”
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Click on “Save”. This request will now appear on EBD’s Worklist for Review
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HBA Correction Review Worklist

Once EBD completes your request (approximately 2-3 weeks), it will populate on your
Correction Review Worklist. You must ensure the enrollee’s file has been appropriately
updated by reviewing all NYBEAS panels for accuracy. If the file is accurately updated,
update the “Status” on the “Header Request” panel to “Complete” and click “Save”.



