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How to Enroll an Employee 

After the employee(s) has been added to the Roster and placed into an active offer (see 

the “How to Add an Employee” user guide), the employee will receive an offer of coverage 

via email. If the employee cannot enroll themselves, the following steps show how a 

broker can complete an enrollment on their behalf.  

1. From the Broker Dashboard, go to the Employee tab under the My Clients tab. 

Select an agency from the Select Associated Agency drop-down and select an 

employer from the Select Associated Employer drop-down.  Lastly, click the Select 

Associated Employer Offer drop-down.  The active employees associated with the 

selected employer and plan year will display. Click Enroll next to the employee you 

would like to enroll. This will take you directly into the employee’s account, where 

you will act on their behalf.   
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2. Once the enrollment is started, the Employee’s personal information must be 

confirmed and/or entered.  Their full Name, DOB, SSN and Addresses are needed 

for this step. Click Next. 
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3. Validate the Address by clicking the correct address radio button and selecting the 

Use This as Home/Mailing Address button.  Once selected, click Next. 

 

 

 

 

4. On the Client Enrollments page, click Enroll. 

 

 

 

Please note: If the blue Enroll button is not immediately displayed, please check 

the employee roster to see if a participation code has been generated to ensure 

the Employee has been placed into a completed offer. 
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5. On the My Employer page, the details of the employer’s offer, including effective 

date, open enrollment period, etc., appear at the top of the screen.  Here the 

Employee could choose to Decline Coverage or continue with the enrollment and 

update any family details by adding dependents and other insurance information, if 

applicable.  
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Note: If the employer has offered coverage to dependents, that information should be 

added here; click Save after each dependent added in case of interruption. It is important 

to inform NYSOH if any dependents being enrolled on the plan already have other health 

insurance coverage. Click Next. 
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6. Other Insurance Information will follow if the answer to the previous question, 

“Does anyone in your family have other health insurance?”, is yes. 

➢ Complete the other insurance information by adding the covered household 

member, the Policy Type, Plan Name, Member and Group information and 

the beginning and end dates of coverage. 

 

 

 

 

7. On the Select Plans page, plans offered may be filtered by metal level, and/or 

carrier. Plans and their premiums are displayed by tier. Click on the plan name to 

view the summary of benefits for each plan offered. Use the Compare Plans 

feature to view plan benefit details side-by-side: click on the check box in the Plan 

Details column for up to three plans, and then click the Compare Plans button (see 

example on the following page). Click on that plan’s Add to Cart button to enroll 

into the plan. That button will then change to Remove, indicating that this is the 

selected plan. 
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8. With the Compare Plans feature, the plan benefit details of two or three plans can 

be viewed side-by-side. Categories of benefits are found below the financial details 

and each expand with additional information. Print this page by clicking the printer 

icon. Click Back to Plan List to get back to the Plan Selection screen. 
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9. When finished reviewing plans and Add to Cart  has been selected, click Next. 
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10. If the employer is offering dental coverage, the Dental Plans selection screen will 

appear next. Dental plans can be reviewed and compared just like the health plans. 

 

 

 

 

 

 

 

 

 

 

 



 

13 
 

➢ Select a dental plan by clicking the Add to Cart button. 

 

 

 

Please Note: If the selected medical plan includes pediatric dental, then the pediatric 

stand-alone dental plan selection will not appear on the next screen. After selecting a 

plan, click Next. 
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11. If a child needs to be enrolled into Pediatric Dental, and it is not embedded in the 

selected medical plan, then select an “Employee Only” or “Employee + Spouse” 

dental tier and then select the pediatric dental plan on the following screen.  

➢ Pediatric dental is available to child dependents through age 19. An 

employee and/or spouse who are under 19 do not qualify for pediatric 

dental. 

➢ An employee must select which children are to be covered by pediatric 

dental (for instance, an employee may choose to NOT cover an infant child). 
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12. The Review Shopping Cart screen displays the employee’s plan selections for 

health, dental, and pediatric dental enrollments, as applicable.  Review the 

shopping cart and verify that all plans selected are correct, then click Next. 
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13. To complete the enrollment, electronically “sign” the agreement by clicking in the 

agreement statement box and then click Next. 
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14. If the enrollment is successful, a congratulations message appears and states the 

Enrollment has not yet been approved by the carrier. 

 

 

 

15. To verify the enrollment from the Employee’s portal, click on Enrollment and Plans 

to view the enrollment details. 
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16. To view the Other Insurance Information entered during the time of enrollment (if 

applicable), click the Other Insurance Information tab. 

 

 


