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How to Add a New Hire Employee 

 

1. From the Company Roster, click Add Employee. 
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2. Enter employee information and choose a date of hire. Hover text will help to determine 

what date of hire you should enter for the new employee.  

 

 During the Open Enrollment period, you can only add employees who have a date of hire that 

occurs before the end of the Open Enrollment period; after Open Enrollment ends and 

throughout the employer’s plan year, you can add new hire employees here. 

 

 Depending on the hire date you choose and the current enrollment period (open, edit, retro), 

you may see a number of error messages informing you that a specific hire date is not allowed 

for this group. Some of the error messages are described below: 

 

During the open enrollment period, you will see a hire date validation error if you try to add an 

employee with a new hire date that occurs after the employer’s open enrollment period. 
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During the edit and retroactive enrollment periods, you will see a hire date validation error if 

you choose a hire/eligible date that is beyond the month of the hire date or before the month 

prior to the hire date. 

 

You will see a hire date validation error if you enter a hire date beyond the current month end 

date and the employer has not yet created any enrollment offering. 

 

 

3. When you have entered the required employee details with an acceptable hire date, click 

Add. 
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4. After you Add employee, the Company Roster page will display and you will see that the 

employee has been added. Click Create Enrollment. 
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5. On the Select Employment Classes page, you can either select an existing class to add the 

new hire employee to, or create a class and assign a waiting period criteria to that class. 

Please note: you can only create a new class if you are in the open enrollment period. 
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Add to Existing Class 

1. If you choose to add the new hire to an existing class, select that class and move the new 

hire into that class. You can select Show Effective Date if you want to confirm employee’s 

start date for coverage. Click Next. You will then be able to review the enrollment offering. 

 

Add New Class (only during open enrollment period) 

To add a new class, click on Manage Classes from the Select Employment Classes page and then click on 

Add Class. 
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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. 
 

 

 
Select waiting period criteria for the new hire employee from the drop down menu. Click Next. 
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From the Manage Employee Classes screen, choose the new class you created in the drop down menu. 
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You will be able to add the new hire employee to the new class you created by using the arrows to move 
the employee from “Employees not in a class” to “Employees in this class”. When you are finished 
assigning the employee to the new class, click Save. 
 

 

 

 

6. Whether you are adding to an existing class or creating a new class, when you finished 
assigning the employee, click Back to Employee classes. 

 

 

 

 

 

 

 

 



10 
 

7. Back on the Select Employment Classes page, you can view the effective date of the 
employee you just added.  IF YOU CREATED A NEW CLASS, you must proceed with creating 
an enrollment offering for this class. If so, click the radio button next to the new class and 
click Next. See “How to Create an Enrollment Offering” to proceed. 

 

 

 

 


