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Adding A New Member 
 
Step 1 - click Add New Member from the front screen: 
 

 

 

Step 2 - complete the initial screen required information and hit Next 
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Step 3 - complete the Employment Info. Choose the Member Company (if you own 

multiple schools, make sure to select the correct school name). The group should auto-

default to that school’s medical rate tier. If it doesn’t, make sure to choose the correct 

medical rate tier (.8, .9, 1.0, 1.1, 1.2 or 1.5). Also ensure to enter Date of Hire, Salary 

Effective Date, and Salary.  

 

 

 

  



5 
 

Step 5a – During Initial Open Enrollment, all employees must use the Call Center. For Initial Open 

Enrollment, under Enrollment section, do not select anything and leave as Closed. The system will 

automatically determine the Employee’s Open Enrollment window. 
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Step 5b – For New Hires and ongoing new hire enrollment, employees can enroll online or via 

the Call Center. In this case, you will want to select Open (Automatic) and the enrollment 

parameters will be automatically set based on the Date of Hire rule (60 days from the first day 

of employment).  

 

 

 

Step 6 - complete the enrollment by selecting Yes and Save. 
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Employment Termination Process 
Below are the instructions on how to terminate an existing employee 

 

Step 1 - Select the desired employee from the list of employees on the initial home screen 

by clicking on the icon on the far right of the screen 
 

 
 

 
 
 
 
 

Step 2 - Click on Employee Status located in the Employment Info section on the Info 
tab. Change the value to Terminated 
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Step 3 - put in the correct employment termination date in the Termination Date 
field. 
 

 
 
 

Click the Save button at the bottom of the screen and the benefits will automatically be 

terminated based on the termination type on each coverage. 
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Re-hire Process 
 
Step 1 - select the member that has been re-hired from the "Search Employee" area. If 

you don't see the member when searching by name, key in the SSN and search: 

 

 
 

 

 

 

 

 

Step 2 - on the Information tab, under the Employment Info area, change the status from 

Terminated to Active. This will disable the Termination Date field.  
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Step 3 - you will be prompted to confirm this is to be treated as a re-hire. If so, click the 

Employee Rehire check box and then enter the new Date of Hire, new Salary Effective 

Date, New Salary, and Salary Unit. Click the Save button at the bottom to save the entries.  

 

 
 

 

Step 4 – Click the Save button at the bottom to save the entries. 
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Step 5a – Select No to allow employee to follow the New Hire enrollment rules. Save  

 

 
 

Step 5b – To set the employee up to join an Open Enrollment period, select Yes. Once checked, 

you will prompted regarding setting the member up in an enrollment period. If you want the 

system to automatically set the member up in a new hire enrollment period, check the 

appropriate box and click Save. 
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Current Benefit Change Process 
 
If you need to make a change to a current benefit, you have the ability to make this change 

at any time in the current coverage area. 

 
Step 1 - select the desired employee from the list of employees on the initial screen: 

 

 

Step 2 - click the Coverage tab in the top menu on the employe’s screen: 
 

 

 
Step 3 - select the desired coverage that you need to make the change on: 
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Step 4 - make the desired change on the benefit screen. If you change the class or the tier 

and have not changed the Effective Date, the date will be highlighted in yellow and a 

warning dialogue will be displayed notifying you that the effective date may need to be 

changed. 

 

 

 

Once the coverage change has been saved, the new election will be considered the current 

benefit and will be reported on the next weekly EDI file to the carrier. 
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Reporting 
 
The Reporting Tool provides access to a wide range of standard (“canned”) reports, as 

well as Batch Forms that can be used to distribute information for multiple employees at 

once. 

 

If additional reporting needs arise, custom reports can also be requested through 

customer service, allowing organizations to obtain specialized data extracts or analyses 

that may not be available within the standard report library. 

 

 

Step 1 – Navigate to Reports by selecting Company => Reports. You can then select Batch 

Forms (e.g., Confirmation Statements) or Reports (e.g. Extended Census Report).   
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Batch Forms 

You can generate Batch Forms for the following:  

• Open Enrollment: This would generate batch enrollment forms for employees going 

through individual new hire enrollment windows (e.g., new hires during the month of 

May) 

• Annual Enrollment: This would generate batch enrollment forms for employees 

during the Annual Open Enrollment window (e.g., effective date of January 1st, 

annually) 

• Confirmation Statements: Can run anytime during the year that shows each 

employee and their election – you can add a signature line (select Show Signature)  

 

 

 

 

  

Select Show Signature to add a signature line; 

great feature to have employees “sign-off” and 

return to you confirming their election/waived 

choices 
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Reports 

Below are the most commonly used reports.  

• Extended Census Report – contains ALL employee information to include name, 

DOH, salary, employment status, current benefit elections and premiums 

o Pro Tip: The ONLY report you really need!  

• Custom Extended Census Report – the Extended Census Report that allows you 

to choose columns (data) you want to exclude 

• Age Out Report –shows any dependents turning 26 – allows you the ability to 

remind participating employees that their dependents will be losing coverage 

effective xx/xx/xx 

• Age 65 Report - shows any participant or dependents turning 65 that are becoming 

age-eligible for Medicare.  

 

Sample Report Screenshots 

 

Extended Census Report 

Step 1: Select File Type (typically Excel) 

Step 2: On far right, select which Association (School) you want included on the report 

Step 3: Select Generate Report 

Step 4: Select the green download button on far bottom once the process has reached 

100% 

 

 

Step 1 

Step 2 

Step 3 

Step 4 
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Custom Extended Census Report 

Step 1: Under Custom Columns, check the YES box under Use Custom Columns.  

Step 2: On far right, select which Association (School) you want included on the report 

Step 3: Move all fields from Hidden Columns to Report Columns that you want to include 

on your report 

Step 4: Select file type (typically Excel) 

Step 5: Select Generate Report   

Step 6: Select the green download button on far bottom once the process has reached 

100% 

 

 

Step 1 
Step 2 

Step 3 

Step 4 

Step 5 

Step 6 




