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Adding and deleting plan groups 
 
Before you can create a consolidation of two or more disclosures, you must first create a plan group 
containing the plans whose disclosures you wish to consolidate.  
 
How to create a plan group 
 

1. In the Select client account/plan panel on the left, click on the name of the client account to 
which you want to add a plan group. 
 

2. In the panel on the bottom right, click:  
 

3. In the Add a new plan group panel, enter the following information: 
 Plan group name (this is the name that will appear on the plan group label in the tree 

navigator) 
 Any additional details can be added to the Notes section 

 
 

4. When finished, click:  
 

5. The new plan group will appear in the Select client account/plan panel on the left. Click on the 
plan group name to select it. 

 
 

6. Note that your new group does not yet contain any plans. With the plan group selected as 
shown above, you should see the Plans in this group panel on the right: 
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7. Click:  

 
8. A list of all available plans for the client account will appear. Select the plans that you wish to 

add to your new group: 

 
 

9. When you are finished, click:  
 

10. You will now see your plan group with its associated plans in the Select client account/plan 
panel: 

 
 

11. When you click on the plan group name, you should now see a Consolidations panel. This is 
where you would add new consolidated disclosures for the plans in your group. 

 
For more information on how to create new consolidations for a plan group, please see the following 
Help Sheet: 

 Creating a new consolidation 
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How to delete a plan group 
 

1. In the Select client account/plan panel on the left, click on the client account folder that 
contains the plan group that you want to delete. 
 

2. Click on the name of the plan group that you wish to delete. 
 

3. In the Plan Group Information panel on the right, click:  
 

4. Confirm that you wish to delete the plan group (and all associated consolidations) by clicking 
OK. 

 
Note that not all users are able to delete plan groups – only the client account manager and lead 
actuaries for the plan group in question are able to delete it. 


