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How to Add a Small Group Client / Employer 
 

1. From the Broker Dashboard, choose the Employer tab and click the Select Associated Agency 
drop-down and choose how you want to enroll this client (select an agency or the Direct Clients 
option).  
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1. Click Add Employer. 
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2. On the Add a New Employer Group page, enter the employer’s contact information, 
select the broker authorization date, upload the Broker of Record Agreement (see next 
page), and click Submit. 
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Add a New Employer Group page (continued). 
 

 
 
 
A BOR template can be found on NYSOH website (or you can use your own): 

 Small Business Marketplace – http://info.nystateofhealth.ny.gov/resource/broker-
record-designation-small-business-marketplace  

 Individual Marketplace – http://info.nystateofhealth.ny.gov/resource/broker-record-
designation-individual-marketplace 

  

http://info.nystateofhealth.ny.gov/resource/broker-record-designation-small-business-marketplace
http://info.nystateofhealth.ny.gov/resource/broker-record-designation-small-business-marketplace
http://info.nystateofhealth.ny.gov/resource/broker-record-designation-individual-marketplace
http://info.nystateofhealth.ny.gov/resource/broker-record-designation-individual-marketplace
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3. Once the BOR is uploaded you will see a “Thank You!” message.  Click close and 
SUBMIT. 
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4. On the Broker Dashboard, from the Employer tab, select an option from the Select 
Associated Agency drop-down and click Show Employers List. In the table at the bottom 
of the dashboard, click Eligibility in the Action column for the client you wish to work 
with. 
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5. On the Contact Information page, make any necessary corrections and click Next. 
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6. On the Contact Preferences page, enter the appropriate information and click Next. 
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7. On the Account and Identity Information page, enter the appropriate information, 
check the box to agree with the General Privacy Attestation, and click Next. 
Please note: this page is asking for the Employer’s information, not the broker’s. 

 

 
 
 

8. Click Next at the Congratulations message. 
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9. On the Company Information page, enter the appropriate information and click Next. 
 

 

 
 



 

11 
 

 
10. On the Additional Contact Information page, either indicate a secondary contact and 

click Next or leave blank and click Skip. 
 

Please note: The person listed as an additional contact will be able to conduct business on 
behalf of the employer in case the employer is unable to access their account. It is advisable 
to enter an additional contact if at all possible, such as a business partner or co-owner. 
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11. On the Company Roster page, you can add employees, as described in the guide “How 
to Add an Employee”. 

 

 

 
 


