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Employer Guide 

Logging In & Registering for the Platform 

Registering for the Platform 

1. You will receive an email containing registration instructions with an Access Code 

 

 

 

2. Select “Register Now” to create a user profile as an “Account” 
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Logging In & Accessing Group 

 

1. At the login screen, select “Account” and login with user credentials 
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Dashboard Navigation 
 

This provides a snapshot view of all enrollees within the current plan year or for those in a special enrollment 

window 

1. Benefit Cost Analysis – This breaks down the monthly premium by benefit type (the different benefit 

types are clickable tiles) and shows a full cost breakdown by employee 

a. You can filter for specific employees via the funnel filters (shown by the red arrow below) 

2. Quick Actions – Main functions on the platform are found here 

a. “Add Employee”, “Maintenance”, Account Administration (Changing passwords, security 

questions, etc.), etc. 
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Membership Maintenance 

Maintenance is the main feature on the platform where all membership transactions take place. Any requests 

regarding membership – adding benefits, updating demographic details, terminations, etc. – MUST be 

completed here. 

 

Adding a New Employee 

First, an employee’s demographics must be added to the system. Simply adding an employee’s 

demographics does NOT ensure enrollment of benefits.  

 

1. Select the Menu and then select Employees 
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2. Click on “Add Employee”

 

 

3. Fill out all required fields and click next. Required fields will be clearly marked with an asterisk *. (see 

picture below) 

a. Leave the Effective Date as the defaulted present date when entering the employee. You will list 

the coverage/benefit effective dates at a later time.  

b. Please note that the “annual salary” field is not required on the system but may be required if 

salary information pertains to your group’s benefits – ex. Disability or Supplemental Life/AD&D  
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4. Dependents can be added on the next screen by clicking on “Add Dependent”. Dependents can be also 

be added at a later date if their demographic information is not provided at the time of entering the 

employee to the system. 

 

 

 

a. Enter Dependent Information, click “Save” & “Next” 
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5. Verify demographic details are correct 

 

 

 

 

6. Select “none” under ‘How would you like to proceed next?’ – Do not select any other options 
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7. Click finish 

*The employee has been entered into the system. For all membership needs, transactions should be 

completed via “Maintenance”. 
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Adding a Benefit to an Existing Employee 

Benefit listing will show all applicable benefits per Employer/Account and the premium by selected employee. 

The cost breakdown will show annual, monthly, and per pay period options – the per pay period is subject to 

the details laid out by the agent during the group setup 

 

1. Select the menu icon and click on “Maintenance” 

   

 

2. Select “Add Benefit to an Employee” under “I want to”  

a. Select Employee by typing in the name which will auto populate some options to pick from 

b. Select “Submit” 
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3. Enter parameters for the transaction – Effective Date, Qualifying Event Date, & Reason 
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4. Select “Show” under “Benefits” 

 

 

 

• Any respective benefit summaries available for the group will be made available to download/viewing 

real time under each benefit as an attachment. 

• Basic Plan information will be listed whenever available/applicable 

• Premium listed on the window is the EE cost – select “Cost Break Down” to view any employer 

contributions and the total monthly premium cost 
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5. Apply/Waive benefits as requested by the employee. Any benefits that are not selected or actively 

waived will simply not appear under the employee’s benefit listing 
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6. Select “Submit” 

 

 

Allow a few minutes for the submission to sync, and you will be able to view the benefits in the employee’s 

record and/or the Dashboard  
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Terming an Employee 

*This function will terminate an employee’s status and their respective benefits. Once an employee’s status is 

marked as “terminated” you will no longer be able to perform Maintenance requests on your own. 

 

1. Select the menu icon and click on “Maintenance”   

 

 

 

2. Select “Term Employee” under “I want to”  

a. Select Employee by typing in the name which will auto populate some options to pick from 

b. Select “Submit” 
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3. Enter parameters – Qualifying Event Date, Term Date, & Reason 

a. The “Term Date” will be the LAST day the member should have active coverage 

 

 

 

4. All respective benefits will be pre-selected and the effective till date will auto-fill 

 

 

 

5. Click on submit request & confirm action 
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Allow a few minutes for the submission to sync and you will be able to view the benefits in the 

employee’s record and/or the Dashboard 
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Terming Employee Benefit 
 

*This function will only term an employee’s benefits. Their status will remain as “employed” 

1. Select the menu icon and click on “Maintenance” 

 

 

 

2. Select “Term Employee Benefit” under “I want to”  

a. Select Employee by typing in the name which will auto populate some options to pick from 

b. Select “Submit” 
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3. Enter parameters – Qualifying Event Date, Term Date, & Reason 

a. The “Term Date” will be the LAST day the member should have active coverage 

 

 

 

4. Select benefits to terminate and the effective till date will auto-fill 
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5. Click on submit request  

 

 

Allow a few minutes for the submission to sync and you will be able to view the benefits in the employee’s 

record and/or the Dashboard 
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Updating Employee Demographic Details 

This action is used when updating names, salaries, addresses, etc. 

1. Select the menu icon and click on “Maintenance” 

 

 

 

2. Select “Update Employee Demographic Details” under “I want to”  

a. Select Employee by typing in the name which will auto populate some options to pick from 

b. Select “Submit” 
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3. “Update Personal Details” - Expand sub-sections titled “Personal Information” & “Manage Address” 

a. Select “show” to expand these sections 

 

 

 

4. Update demographic details as necessary (annual salary, address, last name, etc.) 
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5. Click on Submit Request 

 

 

Allow a few minutes for the submission to sync and you will be able to view the benefits in the employee’s 

record and/or the Dashboard 
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Adding Dependent to Benefit 

 

1. Select the menu icon and click on “Maintenance” 

 

 

 

2. Select “Add Dependent to Benefit” under “I want to”  

a. Select Employee by typing in the name which will auto populate some options to pick from 

b. Select “Submit” 
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3. Enter parameters – Effective Date, Qualifying Event Date, & Reason  

 

 

 

4. Select “show” under “Manage Dependent” 

a. Can add dependent in this field if dependent is missing from profile.  

b. Enter dependents’ demographic details and hit save 

 

 

5. Select “show” to expand the Benefits section.  
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a. Apply desired benefits 

 

 

 

6. Click on Submit Request 

 

 

Allow a few minutes for the submission to sync and you will be able to view the benefits in the 

employee’s record and/or the Dashboard 
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Terming Dependent Benefits 

 

1. Select the menu icon and click on “Maintenance” 

 

 

 

2. Select “Term Dependent Benefit” under “I want to”  

a. Select Employee by typing in the name which will auto populate some options to pick from 

b. Select “Submit” 
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3. Enter parameters – Qualifying Event Date, Term Date, & Reason 

a. The “Term Date” will be the LAST day the member should have active coverage 

 

 

 

4. Select “Show” under “Benefits” 
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5. Select dependents to terminate and the effective till date will auto-fill 

 

 

 

6. Click on Submit Request 
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Opening Special Enrollment Window for an Employee 

 

*This function is for Employers who wish their employees to enroll in benefits on the platform directly. Prior to 

creating an “open enrollment window”, employers must send the Pre-Registration Link to the employees so 

they can create user profiles. Pre-Registration link can be found under the Notes & Documents section on the 

platform. 

 

1. Select the menu icon and click on “Maintenance” 

 

 

 

2. Select “Open Special Enrollment Window” under “I want to”  

a. Select Employee by typing in the name which will auto populate some options to pick from 

b. Select “Submit” 
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3. Enter parameters – Effective Date, Qualifying Event Date, Reason, & Enrollment Start & End Dates 

 

 

 

4. Select all applicable benefits 
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5. Click on Submit Request 

a. The employee and primary employer contact will receive an email notification of this open 

enrollment window being created. *The employee must receive the registration instructions from 

the admin. The email sent by the system will not include login instructions but is simply a 

notification the window has been created 

b. *The employee will only receive the notification if their email has been entered in their Personal 

Details 
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Updating Benefit Effective Date 

This function is useful when a mistake has been made in the initial adding of a benefit to an employee 

 

1. Select the menu icon and click on “Maintenance” 

 

 

 

2. Select “Update Benefit Effective Date” under “I want to”  

a. Select Employee by typing in the name which will auto populate some options to pick from 

b. Select “Submit” 
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3. Enter Parameters – Effective Date, Qualifying Event Date, & Reason  

 

 

 

4. Select benefits to update and the effective date will auto-fill  

 

 

 

5. Click on Submit Request  
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Invoices & Payment History 

How to Download an Invoice 

 

1. Select the menu icon and click on “Employer Information” 

 

 

2. A new “Navigate To” dropdown menu appears 

3. Select “Navigate To” 

 

 



 

Page | 38  

 

 

 

4. Select “Invoices” under “Accounting Information” 

 

 

5. The invoice number is a clickable PDF copy of the respective invoice, available to download 
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How to View Payment History 

 

1. Select the menu icon and click on “Employer Information” 

 

 

2. A new “Navigate To” dropdown menu appears 

3. Select “Navigate To” 

 

 

 

4. Select “Payments” under “Accounting Information” 
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5. All payment history is available to view, including payment type 
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Notes & Documents Center 

The Notes & Documents Center is a valuable resource for the administrator. Welcome Letters, Certificate 

Booklets, and other pertinent information will be made viewable to the administrator. Any admins can add their 

own notes and upload attachments for record-keeping. The Admins can also opt to make these 

notes/attachments viewable by employees. 

 

1. Select the menu icon and hover over “Employer Information” 

2. Select “Notes/Documents Center 
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3. All resources are available in this center – Certificate Booklets, Welcome Letter, Pre-Registration Link, etc.

 

 

4. To add a note/resource, select “Add Note”  
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5. Choose whether to make the note visible to employees or not, add attachments, etc. & click “Save” 
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How to Pull Reports 

Reports are available to download in Excel and CSV files but CSV is always the preferred method as it includes 

ALL data. You can always Save As an excel document after downloading. 

 

Employee Reports 

 

1. Select the menu icon and hover over “Reports” 

 

 

 

2. Select “Employee Details” 

 

3. Select Desired Report 
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a. Company Wide Enrollment – This is useful for tracking employee enrollment when a group is 

undergoing a company-wide open enrollment 

b. Special Enrollment Report – This is useful for tracking employee enrollment when employees are 

undergoing special enrollment periods set by the group administrator 

c. Employee Benefit Report – This is a full census extraction of all employees (active and 

terminated), their dependents, and all benefits as of the present date of report extraction 

 

4. Select “Generate Report” 
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5. Select “Export to CSV” 

 

6. Open Document and Save As Excel – This step is necessary in order to save any filters/pivot tables used 

in reading the data 
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Accounting Reports 

Accounting Reports refer to invoice history 

 

1. Select the menu icon and hover over “Reports” 

 

 

 

2. Select “Accounting”
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3. Select “Invoice Detail Report” 

 

 

 

4. Select “Account” as the Source Type 
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5. Select “Generate Report”

 

 

 

6. Select “Export to CSV” 

 

 

 

7. Open Document and Save As Excel – This step is necessary in order to save any filters/pivot tables used 

in reading the data 
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Employee Guide 

Registering for the Platform 

 

1. You will receive an email with the registration instructions and a pre-registration link from your 

employer similar to the following template: 

 

Your employees can now register online to access the Employee portal! 

Employee Registration Instructions: 

 

Click *HYPERLINK* to begin the registration process 

 

Select "Employee" as the User Type Enter the following fields:    

 1. Full Name (Firstname Lastname eg:John Doe) 

 2. Last 4 digits of SSN 

 3. Date of Birth 

 4. Zipcode 

 5. Captcha Code       

Click on Next 

Create a User Name,Email Address,Password and Security Questions 

Agree to the Terms and Conditions and Privacy Policy 

Click "Submit"   

 

Thank you for using the platform 
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Enrolling in Benefits 

 

1. If your employer has created a special enrollment window for you, upon logging in you will see a “Get 

Started” button to begin enrolling in benefits based on your window parameters. Changes to 

enrollment can only be made while the enrollment window is open 

 

 

a. If you do not see a “Get Started” button, you may need to select “Change my Enrollment” 
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2. Verify all demographic details, make changes, and add dependents at this time (if applicable) 

3. Select “Save & Continue” 

 

 

4. Scroll through all benefit offerings and hit “Apply” to elect or “Waive” to opt out of the listed benefit 
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5. Select “Save & Continue” 

 

6. Confirm all elections by checking the “Acknowledgement Confirmation” 

7. Select “Save & Continue” 

a. From this window you can print a copy of your enrollment summary 
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Notes & Documents Center 

Employees can view any resources made available to them by their employer/administrator here 

1. Select “Menu” from the top right of the screen 

2. Hover over “Employee Information” and select “Notes/Documents Center” 

 


