
How to Renew a Small Group Client 
 

 
1. From the Broker Dashboard, select a client to work with and click Manage. 

 

 
 
 
 



2. If a group is eligible for renewal (generally within 90 days prior to plan end date), 
you will be directed to choose whether or not to manage the group’s Current 
Coverage or Prospective Coverage. To work on the employer’s renewal offering, 
select Prospective Coverage and click Continue. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
3. On the group’s Account Overview page, you can choose to Create/Renew 

Enrollments, extend the open enrollment end date (if applicable) or opt not to 
renew the policy. For renewals, click Create/Renew Enrollments (see following page 
for other options). 

 

 



 
 

4. If you decide not to renew the policy, the following warning message will display; 
you can choose to terminate coverage and cancel this employer’s participation in 
the  Small Business Marketplace . 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. If you click on Create/Renew Enrollments, you will land on the Employer Group 
Settings page, where the effective date will automatically display for groups 
renewing coverage. Click Next. 
 Employers can choose to add or delete 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 during the group’s next Open Enrollment. 

 

 
 

 



6. On the Select Employee 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 on the blue hyperlink, “click here”.  It is important to read all 
the help text before proceeding.  Start by clicking Manage Classes. 

 

 
 

 
 
 



*Screen capture for “additional instructions”. You can scroll down to read all instructions and 
close the window when you are finished. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7. From the Manage Employee Classes page, you can add, delete or rename (previous 
“free form”) classes and re-assign employees.  Review the following screen captures 
and the adjoining set of instructions for each of these actions. 

 

Add Class 

If you want to add an employment class, click "Add Class" Make your selection for the class you 

want to add from the drop down menu, add a Class Description (not required), select the New 

Hire Waiting Period from the drop down menu, and click "Next". The newly added class will 

now appear in the drop down list of your classes. 

 

 
 
 
 



Rename Class 

If you would like to change a previous "free form" name to a class name from the drop down 

list, please select "Rename" Class. Select "Yes", then make your selection for the new class 

name from the drop down list, then click "Save". All employees in the previous "free form" class 

will be automatically mapped over to the renamed class. 

 

 
 

Delete Class 

If you want to delete a previously created class, you must first move all employees from that 

class to Employees Not Classified. Once the class is "empty", you may delete the class from your 

list. You may now move those employees into another class. 

 

 
 

Reassign Employee 

Reassign an employee to a different class (using the assignment arrows) by first moving 

employee into Employees Not Classified and then moving them into the desired class. THIS 

WILL CHANGE THE ORIGINAL EMPLOYEE ENROLLMENT OFFERING TO THAT OF THE NEW CLASS. 



Done Managing classes 

When you are finished managing your classes, click "Back to Track Enrollment". 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. Back on the Select Employment Classes page, you will see your resulting classes and 
waiting period criteria.  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 renewal enrollment offering(s). When you are 
finished managing your classes, click the radio 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. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9. The next page is the Define Employer Contribution page. Please see, “How to Create 
an Enrollment” if you need assistance to proceed through the enrollment offering.  
Remember that the system will automatically take you to the next classes to create 
an enrollment and that you have to create an enrollment for ALL classes at renewal 
whether or not the classes contain any employees at that point in time. 

 

 


