
STEP

1 Secure File Upload

BRI will target the following: 
• Demographic changes
• Deduction/funding 
• Election changes
• New/open enrollment
• Termination 

Navigate to 
Secure File Upload 

on BRIWEB



Choose a file to upload to the Import 
Wizard by doing one of the following:

1. Drag & Drop a file

2.  Choose Select file to open and navigate to 
your file location using a File Explorer 

window

STEP

2 Upload Your File



Tell the Import Wizard where the header row is.  

NOTE: This will generally be the first row of the file.

STEP

3 Change or Confirm Header Selection



Map your data to BRI’s 
file layout.

After the initial mapping, 
the Import Wizard will 

remember how your data 
is organized.

STEP

4 Change or Confirm Column Matches

The Import Wizard helps you get your data into the right format. The platform 
learns over time how data should be organized. Data fields are inferred from your 

file and smart matched automatically.



The Import Wizard will 
highlight records which 

do not align to BRI’s 
structure or do not pass 

our validation rules, 
giving you immediate 

feedback.

No more waiting for BRI!

STEP

5 Review & Finalize Error Identifications

The Import Wizard highlights data that does not conform to BRI’s structure or 
follow our validation rules.



Choose the error tab to 
quickly review and correct 

data issues.
An Error Message will be 
provided to let you know 
how to resolve the error.

Once correct press the Save 
and finalize button to send 

the data off to BRI.

STEP

6 Review & Finalize Error Correction

With real-time feedback,  clients can correct data on the fly.
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