Employee Enrollment SANFBRD [} Planadvisor
Adding & Enrolling a New Employee

Description: This job aid provides steps to add and enroll a new employee in a plan.

-I From the “Home" screen, click the “Contracts” button.
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HEALTH PLAN

2 Locate the Contract under “My Contracts” and select the plan year the new employee will

begin eligibility and click the contract name.
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if your broker initiated your contract please navigate to the Contract Links tab to access it below.

Contracts  Contract Links

[T Contracts

=l My contracts v
Search this list. L ERIE-E IR B 4

Contract Name T ~ | Account Name v | Status ~

CON-1677598752617 Spring Inc Activated

3 You will now see the Employer Contract. In the upper right corner, click on the “Launch

Census” button.
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4 From the My Employee HEALTH PLAN. 0 oo 0 2 e o

screen, select “Add
employee”. VIO — R

IMPORTANT: You must save 2 pdates made to the enroliment census spdated informatic be lost if the ‘save census' but

Download template

Total Members Employees Only Employees with child Employees with spouse Employees with Family
Delete all & Upload Add End Open
data members employee Enroliment
Employee 1 -
) Jack Tripper - + Enrolled | w
4 0 dependents
~ Details
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Add dependent
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5 The new employee details are added to the bottom of the employees list. Update the

information as requested. You can also add a dependent for that employee at this time by
selecting the “Add dependent” button.

Employee 5
L A Missing Information v
0 dependents

w Details
|_.-.:.I- ‘ ‘ ‘ ‘- '| ‘_.: | | '|

I:l Is this employee ocutside of the service area? ‘ Ziprode ‘

Please select a county

Invalid zip code Irvalid First Namee, Invalid Last Namee, Invalid Birthdate, [rmalid Gender

Add dependent

Once you have entered the new employee information, select the “Save Census” button at
the top or bottom of the page. Your addition(s) are now saved.

6 On the new employee, select the down arrow on the right side. “Make elections / New hire /
Returning” will be the option shown. Select this from the drop-down.

Employes 5
W Larry Dallas - i
0 dependents
~ Details
D Is this employee outside of the service area? Minnehal -

Add dependent
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The next screen will be

“Employee Information”.
Complete the information
required and select “Next”
at the bottom of the
screen.

MName

Birth Date

Error: Social Security Number ($5N) Or Citizen |D Is Reguired. Error: Marital Status is reguired.
Do you use tobacco? * @
| | No | — ,|
Are you an affiliate of the business *
| v I
Home Address
| | o |
Error: Strest Address |s Required.

Error: City Is Required
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The next screen will

offer the option to
add Spouse &
Dependent
information at this
time.

Here you will enter
information for the
spouse or
dependent. You can
add additional
members by
selecting “Add" on
the top right of the
member form.

If there are none,
select “No” to the
first question on the
screen.

When complete,
select “Next” on the
bottom of the
screen.

> & De

Do you have a spouse or dependent to add to your coverage? *

v Member

Name

=
o
o

Birth Date

Gender *

Does this person live with the primary applicant? *

v Home Address

Does this person use tobacco? * g

Is this person eligible for Medicare Disability? *

Previous

Select one plan on the “Plan Selection” page. Select “Next” on the bottom of the screen.

SANF#RD

HEALTH PLAN

Home Quotes

*Plans

(O sanford SIMPLICITY $1,500

(O Sanford TRUE §1.500

Please select 2 plan to continue.

Previous
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-IO You will be asked two

guestions on the next
screen for “Other
Insurance”. Select the
appropriate answers ¢ . D
and select “Next” on

the bottom of the
screen.
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Have you or any members of your household ever been enrolled with Sanford

If either answer is Health Plan? -
yes, additional fields
will display for you to o e A i ey st ey
Specify Which after the effective d..lte of enrollment with Sanford He-alth.Pi.ln? ’
member and y
complete required
information.

Previous m

TI The next and final page is Legal information. These disclosures must be provided to the

employee for review before attesting to them. These are the same disclosures found on the
paper employee application that can be provided to the employee. Check the box to attest
and select “Finish” in the lower right corner.
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Legal

Tip: if you click
on the title of
each notice, it
will collapse
each section,
reducing the
need to scroll
down to
complete the

page.

v Special Enrellment Notice

I:‘ | attest that |, Jack Tripper, have provided the above legal notices te Larry Dallas.

Previous
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Your new employee has been enrolled. Select “Continue” to return to the “My Employees”

page.

Your request has been submitted.

The employee will now show enrolled on the “My Employees” page.

Employee 5
N Larry Dallas
0 dependents
w Details

+ Enralled

-

D Is this employee outside of the service area?

Add dependent
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