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How to Create an Enrollment Offering 
 
 

1. Once you have created an employer account and uploaded or added employees to the 
company roster (see, “How to Add a Small Group Client” and “How to Add an 
Employee”), you can create an enrollment for all employees or for a selected group. 
From the Company Roster page, scroll to the bottom of the page and click Next. 
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Please note: If you have signed off your account since you added employees to the Roster, upon 
signing back in, you will have to choose the employer you want to work with from the Broker 
Dashboard and click Eligibility next to the selected employer. You will then go to the Company 
Roster page and click Next at the bottom of the screen. 
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2. On the Review Company Information page, make sure that all information is correct 
and click Next. 

 
Note: If any information is incorrect, click Edit in that section. The corresponding page will 
display, allowing you to make changes. 
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3. Click Next at the Company Confirmation page. 
 

 
 
 

4. On the Create Enrollments page, click Create Enrollment. 
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5. On the Employer Group Settings page, select the effective date that the employees’ 
coverage will begin. The system will calculate the open enrollment period based on the 
effective date selected. Click Next. 
 Upon initial enrollment, employers can choose to add health coverage options and 

riders: one for coverage of employees’ domestic partners and one for exemption 
from family planning and contraceptive services. 

 Selection of the Qualified Religious Organization exemption will exclude coverage for 
family planning services, including contraceptive coverage, from employer 
sponsored health insurance plan(s) and the employer will be asked to attest to 
certain criteria in order to proceed with this selection. 

 These options, once selected, will apply to all classes created by the employer and 
cannot be changed after the open enrollment period has ended. These selections 
can be changed, however, at renewal.  
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6. On the Select Employment Classes page, you will be able to manage the group’s classes 
before creating an enrollment offering.  You can view additional instructions if necessary 
by clicking the hyperlink in blue.  It is important to read all the help text before 
proceeding.  Start by clicking Manage Classes. 
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7. Click Add Class. 
 

 
 

8. Select a name for the class from the drop down menu. A class description can be added 
if desired. If you choose the class “Other”, you must add a description. 

 

 
 

9. Select the appropriate waiting period criteria for any new hire or newly eligible 
employees from the drop down menu. Click Next. 
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10. Name and designate the new hire wait period for EACH CLASS you will need to use 
throughout the plan year, clicking Next after each one you create. When you have 
added all the classes you need to add, click Next again.  Please make sure to add all the 
classes that will be required throughout the group’s plan year, as you will not be able to 
add classes after the open enrollment period closes.  You may add a class or classes you 
know the employer group will need during the plan year, even if they don’t have current 
employees on their roster that belong in that class.  
 

11. From the Manage Employee Classes screen, you can view the classes you created in the 
drop down menu. Select the first class you want to create an enrollment offering for 
from the drop-down. 
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12. You will be able to add employees to classes by using the arrows to move employees 
from “Employees not in a class” to “Employees in this class”. When you are finished 
assigning employees to this first class, click Save. 

 

 
 
 

13. When you finished assigning employees to classes, click Back to Employee classes. 
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14. Back on the Select Employment Classes page, you can view all the classes you have 
created.  Please review classes and make any changes you need to by returning to the 
Manage Classes function.  Make sure you have made all changes necessary before you 
move to the next step as you will NOT be able to manage classes after you’ve created 
the enrollment offering(s). When you are finished managing your classes, click the 
option button next to the class for which you want to create the first enrollment 
offering and click Next. 
Please note: the system will automatically take you to the next class to create an 
enrollment offering when you have finished the current one. 
 

 
 

 



11 
 

15. On the Define Employer Contribution page, select coverage tiers and enter the 
employer contribution for each tier selected. You can also indicate whether or not the 
employer wants to offer dental coverage. Click Next. 

 Employers can choose to offer coverage to dependent children through age 29 
to their employees. This option is available at the class level; each class an 
employer creates can be different. Cost of coverage may increase with this rider. 

 You MUST select “Yes” to “Do you want to offer dental coverage” if you are 
going to offer pediatric dental. 
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16. On the Define Employer Contribution – Dental page, select coverage tiers and enter the 
employer contribution for each coverage tier. Click Next. 
 Pediatric dental is available to child dependents through age 19. 
 If the employer offers dental coverage to employees’ child dependents, Pediatric 

Dental will automatically be included as a coverage tier. 
 The employer can choose to contribute to the cost of dental premiums separately 

from what is contributed for the health plan premiums 
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17. On the Define Benefits page, read the instructions and indicate whether employees will 
be able to select from all plans offered or from a certain set of plans. Click Next.  
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18. On the Select Health Plans page, read the instructions, review and select the plans that 
will be offered to this employee class. 

 You can filter plan view by Carrier or Metal level using the Apply Filter and Reset 
Filters functions. 

 You can compare up to three plans by checking the “Add to Compare” box by 
each plan them selecting the “Compare Plans” button (greyed out below). 

 You can estimate employer’s potential tax credit. 
 To view the benefit details for a specific plan, select the plan name. 
 You can select the plans you want to offer individually or “Add All Plans to Cart”. 
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19. You can click on Estimate Tax Credit, to see if the group may qualify for the Small 
Business Health Care Tax Credit. Please note that this is only an estimate and employers 
are urged to work with a tax professional to determine if they qualify for this credit.  
Employers do not file for the Small Business Tax Credit on the NYSOH web site. Click on 
the X to close the estimator. 
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20. If you select plans to compare, and use the “Compare Plans” function, the plan benefit 
details will display side by side. 

 You can print this page. 
 When you are finished, select “Back to Plan List”. 
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21. When you have finished reviewing the plans being offered, click Next.  This will place all 
the health plans displayed into the employers’ cart. 
Please note that the plans you have selected will have “Remove” next to them now. 
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22. On the Select Dental Plans page, read the instructions, review and select the plans that 
will be offered to this employee class. Filtering, sorting and comparison functions mirror 
those of the Select Health Plans page. When you are finished making your selections to 
offer to this employee class, click on Next. 
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23. Review Your Shopping Cart: you can go Back or Add More Plans to Cart or click Next. 
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24. On the Review Enrollment Details page, review each section of the enrollment, using 
the Edit function to make any changes or updates. Click Next. 
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25. On the Employee Benefit Offering page, enter an additional Custom Message (optional) 
that will be included in the email to be sent to the employees. Click Submit. 
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26. On the Employer Agreement page, read the agreement and check “I have read and 
agreed to terms and service” checkbox. Click Submit. 

 
Note: There are options to Print and Download the agreement. 
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27. At the “Congratulations!” message, click View Enrollments to view your enrollment or 
click on Create Enrollment for Another Class if you have created more than one 
employment class. 

 
Please note: If you have created more than one class you will need to create an enrollment 
offer for each class separately. 

 

 
 

28. View the newly created enrollment on the My Enrollment tab. You can also edit the 
enrollment(s) you’ve created from here. 

 

 
 


