
How to Add a New Hire Employee 
 

1. Click the My Clients tab. From the Employer tab, select the Agency to which the 
employer group belongs. Select the Manage link for the Employer group. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



2. Click the Access Legacy Account link at the bottom of the screen under SHOP 
Navigation.  Select the Plan Year and click the Continue button (not shown). 
 

 
 
 
 
 
 
 
 
 
 
 
 

 



3. From the Employer’s Overview, click the Roster tab on the left-side navigation 
menu. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. To add a newly hired or newly eligible employee individually, click the Add 
Employee/Retiree/COBRA button.  If multiple new employees need to be added, 
the Roster template can be used without disruption to the existing roster – see the 
How to Add an Employee Using the Template section at the end of the document. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



5. Enter employee information and select a Joining Date (Hire Date) from the 
calendar icon.  All fields with an asterisk (*) are required. 

 
 

 
 



 
 

a. Employee’s should be added to the Roster as soon as they are hired, not when 
they become eligible.  New Hire logic selected for each class and the Joining 
Date (Hire Date) will determine the effective date for the employee.   

b. A New Hire Employee can be added to the Employer Roster up to 120 days in 
the past and 30 days in the future from the current date.  However, New Hire 
Logic will only apply if the New Hire’s Effective Date is within 30 days of the 
date they’re being added.  Otherwise, an error will appear that the employee 
cannot be added because they are outside of their acceptable time frame.  
See example: 
 

Example:  Today’s Date = 7/1/18    Hire Date = 3/26/18 
Each New Hire Logic below will determine the effective date based on the above 
dates. 
 

• New Hire Logic = Date of Hire – Effective Date is 3/26/18.   
o This employee cannot be added to a class as they are outside of 

the acceptable time frame. 

• New Hire Logic = 1st of the Month Following Date of Hire – Effective date 
is 4/1/18.   

o This Employee cannot be added to a class as they are outside of 
the acceptable time frame. 

• New Hire Logic = 1st of the Month Following 30 Days after Date of Hire – 
Effective date is 5/1/18.   

o This Employee cannot be added to a class as they are outside of 
the acceptable time frame. 

• New Hire Logic = 1st of the Month following 60 days after Date of Hire – 
Effective Date is 6/1/18.   

o This Employee can be enrolled because the Effective Date is still 
within 30 days of today’s date.  The Employee can be added and 
enrolled up through 7/1/18 for an effective date of 6/1/18. 

• New Hire Logic = 90 Days after Date of Hire – Effective date is 6/23/18. 



o This Employee can be added to the class and enrolled for an 
effective   date of 6/23/18.  The employee can be added and 
enrolled up through 7/22/18 for an effective date of 6/23/18. 

 
c. Click the Add button once the employee’s information is completed.  Click 

the Back button to go back. 
 
 

6. Once the employee is added they will appear on the Roster with a red Not Yet 
Offered under the participation code field.  To put this employee into an offer, click 
the Create Offer button at the bottom of the Roster.   
Note: Employee’s will display in the Employee’s Not Classified default class until 
they are placed into a class.  

 
 

 
 
 
 
 
 
 
 

 



7. Select the Class to which the employee will be added by clicking the radio button 
next to the class name.  
 

 
 

a. Once selected, the class information will expand.  Select the employee and 
click the arrow to move them to the “Employee’s in Selected Class” box.   

 
 

 



b. Once the employee is in the “Employees in Selected Class” box, click Next.  
If you would like to see the effective date that was determined by the 
system based on the Hire Date and New Hire Logic, click the Show Effective 
Date button.  
 

 
c. If Show Effective Date is selected, all employees within the selected class 

will appear below along with their individual effective dates. 
 

 



 
8. The employee is now in an offer once the Congratulations! Message appears.  This 

employee will receive a participation code via email to create credentials and enroll 
in coverage. 
 
Note: There may be a time when the congrats message does not appear and the 
system requires you to go into the offer and select new plans. This is usually 
because the plans that were previously selected are within the counties of the 
employer group and existing employees.  You will be redirected to the plan 
selection screens to include plans within the new employee’s county.  
 

 
 

a.  Click View Enrollments to view the Employer Offering screen.  
 

 



 
 
 
 

 
How to Add an Employee Using the Template 

 
On the Company Roster, click Download Roster Template to download the Excel 
spreadsheet roster template to your computer. Add all eligible employees to the 
spreadsheet (30+ hours per week) along with their personal information, including 
SSN, DOB, Address and County, Employee Code and Status (Active, Retiree, COBRA), 
etc.  Employee personal Email Address must also be added.  It is important that a 
personal email is entered as they will receive information from the NYSOH, as well as 
their chosen Carrier. A personal email is also requested in case the employee is ever 
given an offer of COBRA, as they may no longer have access to their employee email.    

 
If the employer chooses to offer coverage to part time employees, any employee that        
works, on average, a minimum of 20 hours per week can also be added to the roster.  
When completed, click Browse to locate and upload the roster. The employees that 
were entered on the roster template will display on the Company Roster at the bottom 
of the screen.  

 
➢ Note: If any of the employee records are in error, a “Fix Errors” flag will display in 

red on that record. Click the “+” button next to the flag to expand the record and 
make any necessary corrections. 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Roster Template example: 
 

 
 
 

➢ Please carefully read the Manage Roster Instructions, Manage Enrollment and 
Manage COBRA sections on this screen by clicking the “show more” link for further 
information. 

 

 
 

 
 
 

Employee 

FirstName 

(String)

Employee 

LastName 

(String) Employee Email(String)

Avg 

Working 

Hours per Phone Number

Phone 

Number 

Extension 

Hire Date 

(MM/dd/yyyy)

Employee 

Code (String)

Social Security 

Number

Address Line 1 

(String)

Address Line 2 

(String)

City 

(String) State(XX) Zip Code County(String)

Employee Status 

(String)

David Rocky david@fakehealth.org40 518-555-1212 123 09/09/2013 Dav 100-10-1060 22 Elm St RensselaerNY 12144 Rensselaer Active

Charles Rocky charlie@fakehealth.org22 518-555-1212 08/08/1978 Cha 100-10-1061 21 Elm St RensselaerNY 12144 Rensselaer COBRA Benefeciary

Dylan McKay dylan@ggmail.com 23 518-555-1113 10/12/2014 Dyl 100-10-1062 34 Main Apt 1 Albany NY 12204 Albany Active

Joe Dirtee joe@fakehealth.com 40 518-555-1212 112 10/01/2015 Joe 100-10-1063 45 Washington AveApt 2 SchenectadyNY 12306 Schenectady Retiree


