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BRP Instructions for CAPPS 

1. A news item is on the CAPPS Portal page for employees to see when they log into the Portal during the period 
when the BRP Election link is open on the Portal. The dates are 11/26/18 through 12/7/18 for the upcoming 
2019 calendar year. 

 

2. The employee will see a link for BRP Enrollment on the left-hand side of the page. When they click this link, 
the BRP Leveling/Non-leveling page will display on the right. 

 
  

3. The employee would then click the radio button corresponding to their election for the new calendar year. The 
effective date of the change defaults to 12/1/xxxx for the current year. 
 

4. If the employee is not eligible for BRP and attempts to click on a radio button, an error message will display 
that says ‘You are not eligible for this transaction’. 




