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A. From the Employee drop down menu, select New/Rehire Employee.  

B. Enter the employee’s nine-digit social security number (SSN), select the Division from the drop down 

menu, and click the Create Participant to begin entering employee demographic information. 

EmployerFocus allows you to create and manage employee and enrollment information. An employee can 

easily be added by selecting the New/Rehire Employee page.   

Creating a New Employee and  
New Hire Enrollment 
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New/ReHire Employee - Employee Information 

A. Employee Demographics - Enter fields such as the employee’s name, date of birth, and gender. Enter 

all four digits for the birth year. Note: Required fields are marked with asterisk. 

B. The top navigation bar is your guide to assist you during your enrollment process.    
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New/ReHire Employee - Employee Information (cont.) 

C. Street Address section - Enter the street address and zip code. Click the arrows in the City field to 

select the correct area for multiple county zip codes.  

D. Employment Information section - Date of hire cannot be more than 30 days in the future. 

E. 1099 or Seasonal Employee - Check this box if the employee is a 1099 or seasonal employee. For 

more information on 1099 employees, visit the IRS website: https://www.irs.gov/businesses/small-

businesses-self-employed/independent-contractor-self-employed-or-employee 

F. Benefit Information section - Enter all required information, including Benefit Salary if ancillary  

coverages are available.  

G. Click Save & Continue to save changes made and proceed to the next step. 

https://www.irs.gov/businesses/small-businesses-self-employed/independent-contractor-self-employed-or-employee
https://www.irs.gov/businesses/small-businesses-self-employed/independent-contractor-self-employed-or-employee
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New Hire Enrollment - Manage Dependent(s) 

A. The New Hire Enrollment - Manage Dependent(s) page displays to add a spouse, a domestic partner, 

or a child. The dependent types may vary based on the Carrier guidelines and/or your Group’s contract. 

B. To add a dependent, click the appropriate Add Spouse or Add Child button. 

C. Complete the dependent's information and click Save.   

D. Added dependents are displayed in the Dependent Information section with an option to make changes 

by clicking Edit.  

E. If there are no dependents to add, simply click the Next button to continue with Enrollment. 
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New Hire Enrollment - Select Your Coverage(s) 

Notice the top navigation bar, it is tracking where you are in the enrollment process. E.g. Coverages 

A. Icons allow you to add or update information. Select one of the actions for the available plans. Note: You 

can only perform one action at a time. 

- Select dependents and coverages to enroll into  

 - Edit dependents and coverage selections  

- Waive coverage selections  

B. The Current Status field displays the enrollment status of the listed coverages. 

C. To enroll into a coverage, click Select. 

D. To waive a coverage, select Waive. 



 

Version 10.0 October 2017         Creating a New Employee & New Hire Enrollment 6 

New Hire Enrollment - Select Your Coverage(s) (cont.) 

A. The Select the participants who will be enrolled in Coverage Benefits section gives you the option to 

select the dependents that will be covered under a plan or to waive coverage for all dependents. Waiving 

medical and/or dental coverage will require a waiver reason to be entered for the employee and any  

applicable dependents. 

B. Select a benefit plan allows for a plan to be selected. This section displays all plans available for that line 

of coverage with details on benefits and rates by coverage level.  

C. You can review plan benefit and rate information in this section. For a given plan, the blue arrow  

allows you to review the Carrier Plan Summary document. Clicking the listing icon provides a view of the 

plan details.  

D. You can compare multiple plan details by selecting the Add to Compare on each of the plans and then 

clicking Compare Plans. Once you have decided on the plan to enroll into, click Enroll.   

E. The Enter Additional Participant Information page displays information that is optional for entry, unless 

marked with a required icon, for Primary Care Physician, Other Coverage, and Prior Coverage.  
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New Hire Enrollment - Review Your Documents & Forms 

A. You can review documents and forms before completing the enrollment.   

B. You can also add any supporting documents for enrollment, i.e. Citizenship document, by clicking the 

Add Document link. Simply browse to add a document and input a title and description.  
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New Hire Enrollment - Review & Submit Your Selections  

A. The New Hire Enrollment - Review & Submit Your Selections page displays allowing you to review all 

plan selections prior to completing the submission.  

B. This page provides a listing of all the plans selected in the Coverages step. Also noted here are the  

Coverage Level/Benefit amount, Employer Cost, Employee Cost, Total Plan Cost, Effective Date, 

and Renewal Date.  

C. The VIEW MORE drop down arrow allows you to view detail information of the plan, such as a listing of 

the dependent enrolled.  

D. By checking the Electronic Signature checkbox and clicking Submit Elections, you consent the  

employee’s enrollment elections are correct.  
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Your Enrollment Submission is Complete 

A. The Extras section allows you to print available enrollment documents. Click the links to access these 

forms.  

B. The Need Additional Benefits section is for available supplemental benefits that are offered at a  

discounted rate. Click Shop Now to take a look. 

Note: Additional Benefits are individual plans offered independent of Employer Sponsored plans. Enrollment 

and Premiums are handled directly by the selected carrier and/or vendor. To disable this feature, select  

Company Settings from the Company menu. Navigate to the Supplemental Benefits tab and uncheck the 

Provide Employees with Information on Voluntary Coverage offering. 


