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Overview 
The processes listed below are the basic steps for each process and may vary based on your employer 
direction or your access to MyEnroll. Processes identified below may not be available to you. 
 

General Site Navigation 
 

MyEnroll 
Please navigate to the MyEnroll 360 home page at www.myenroll.com.  

 

How to Access the Menu 

1. Access the MyEnroll360 application menu by clicking the grid icon in the top left of the screen. OR 
2. Click the Menus button below the profile picture 

How to View or Edit Your Personal Employee and Administrator Settings (Username, 

Password, MFA, etc) 

1. Click the profile icon in the top right of the page 
2. Click Settings 

How to Search for an Employee 

1. Enter the last name, first name of the employee you want to locate in the Search bar at the top 
of the screen. You can also use the employees verified email, BAS # or SS# with dashes. 

2. To view recent search history, click the clock icon next to the Search bar 

How to Add a Favorite 

Any MyEnroll360 application or report can be set up as a favorite for quick access in the future. To mark 
an application as a favorite, click the star icon next to the name in the menu. To mark a report as a 
favorite, click the star icon next to the report name in the Reports application.   

To remove a favorite, click the star icon. 

Note: Marking an item as a favorite does not save it to the Quick Links panel. 

How to View a Favorite 

1. Click Favorites from the home page OR 
2. Click Favorite Menus or Favorite Reports from the left side menu OR 
3. Click the star icon in the top right of the page 



How to View or Edit an Employee’s Information 

1. Click Employment to view details about an employee’s employment OR 
2. Click Contact Info to view an employee’s personal contact information 
3. Click Edit next to any fields that you have access to modify 
4. Enter the new information and click Submit 
5. To view information related to an employee’s class code history or salary history, click Details 

 

How to View Dependents 

1. Search and select an employee record. 
2. On the employee profile page, Click Dependents 
3. To view benefit information for a particular dependent, click Enrollment 
4. To hide the benefit information, click Enrollment again 

How to Add a Dependent 
 
Dependents can only be added to the system and coverage during an enrollment period (New Hire, Life 
Event & Open Enrollment). All dependents that are added to coverage during one of the events listed 
previously will require verification documentation .   
 
Please reference the Dependent Verification chart below. 

 
Dependent Verification 

 
 

How to Edit a Dependent 
 
Select an Employee and Click Dependents  on the employee profile 

1. Select “Edit” next to the applicable dependent. 



2. Modify the appropriate data field(s) 
3. Click Save 

 Note: Not all accounts can edit dependent information or coverage outside of an enrollment period. 

 

How to Enroll- Employee 
 
An Enrollment wizard will show as a Banner on the employee profile. This Banner will only show when 
an employee is in their “ New Hire Enrollment period”, “Annual Open Enrollment”, or an Employee 
submitted “Life Event”.   As an administrator, you complete the enrollment process for any employee.  
 
Note: If you complete this on behalf of an employee, your name, time, and a date stamp will be tied to 
those transactions. 

 

New Hire and Open Enrollment 

1. To enroll in benefits as part of your organization’s  new hire period or annual open enrollment, 
click Enroll 

2. Click Enrollment Wizard 
3. Follow the steps to complete your enrollment 

Note: The Enrollment Banner will only show if you are in a new hire, or open enrollment period. 

Life Event 

1. To submit a request for a change in enrollment due to a life event, click Enroll or select the Life 
Event quick link on the employee profile page. 

2. If you select Enroll, select  Mid-Year Life Event Change from Dropdown 
3. Follow the steps to submit your life event and complete your enrollment 

Note: All Life event elections will be pend, the HR office will review and decide based on the 
documentation submitted.  

HR Managers will receive an email alert when an employee submits a life event and action is 
required. The employee information will be included in the email notification  

 

 

ADMINISTRATOR PROCESSING 
  



How to Add New Employee 

1. On the administrator home page, select “Add Employee” from the Quick Link 

2. Click Add New Employee 

3. Click Change to search for the correct Account or Location 

4. Click Change to select the Class  

1.  Click Save 

5. Click Change to select the Pay Schedule 

1. Click Save 

6. Enter the employee's Demographic Information 

7. Click Save & Next 

8. Enter the employee's Address and Contact Information 

9. Click Save & Next 

10. Click Approve  

How to Manage Incomplete New Hire Records 

1. Click Access Incomplete New Hire Records 

2. Click Edit next to the selected employee 

3. You may edit the employee’s record in the following categories: 

o Account or Location 

o Class Code 

o Demographic Information 

o Click Save & Next  

Note: To finalize this process and set the new hire as a permanent active record, click 

the Approve button. This allows you to revisit a new hire record that was not completed.  

 

How to Terminate an Employee and offer COBRA 

1. Click Yes to confirm the selected employee 
2. Verify the information for the New Qualifying Event Notice and update as necessary 
3. Click Save & Next Step to confirm employee’s demographics 
4. Click Add a Dependent to add dependent (if necessary) 
5. Enter the demographic information for Dependent and answer the questions at the bottom of 

the screen 



6. Click Save Dependent 
7. Click Save & Next Step  
8. Select a Qualifying Event Reason 
9. Enter the Date Employer Learned of Event 
10. Enter the Qualifying Event Date  
11. Click Save & Next Step 
12. If the employer is offering severance to the terminated employee, select Employer Paid Cobra 

Period 
a. Enter the Employer Paid COBRA or COC/ Severance Begin Date 
b. Enter the Employer Paid COBRA or COC Severance End Date 

13. If the employer is not offering severance to the terminated employee, select No Employer-
Provided COBRA or COC Severance or Subsidy 

14. Click Save & Next Step 
15. Review the current coverages 

a. If changes are needed to existing coverages, click Edit next to the appropriate 
coverage(s) and update the Plan, Family Status and/or Original Coverage Effective Date 

16. Click Save & Next Step 
17. Review ALL entered information 
18. Click Save & Next Step 

Note: If information is incorrect, use the tabs provided to make edits. Confirm that the information is 
correct before you click Save & Next Step. You will receive confirmation notice when process is finished. 

  

How to Transfer an Employee 

1. Select the employee to be transferred 
2. Click Next 
3. Enter the Transfer Effective Date  
4. Click Next 
5. Select the Receiving Location 
6. Confirm the Receiving Class or select a New Class 
7. Click Next 
8. Review complete Transfer request and confirm that the selected information is correct 
9. Click Finalize 

Note: If any of the selected information requires changes, click on the “Go to” links provided for each 
step to change the information before clicking Finalize. An automated message will confirm that the 
transfer request was initiated successfully. The transfer request is now pended for review and 
the transfer WILL NOT be complete until an administrator at the receiving location approves the 
request. If your client uses BAS for location billing, the applicable credits or charges will apply when the 
receiving or requested location accepts and approves the transfer.  

Pending Election(s)- How to Review and take action (Life Event, supplemental coverage, etc) 

 

Administrators are responsible for reviewing and taking action on any pending Life Events, Supplemental 
coverages, etc.  
 



Note: All Life event elections will be pended. Your HR department will review and make a determination based on the 
documentation submitted.   
 

To review any pending election, Select the quick link called “Manage Pending Life Event” on the 
administrator home page or by navigating to the administrator menu and select “Manage Pending Life 
Events”. 
 
You will be presented with a drop down which you can select a specific location or select all locations. 
(Based on your access, you will see a listing of locations you have access to.) 
All pending life events will have a clear description labeled “Life Event” and all other pending coverages 
will show either new hire enrollment or Open Enrollment if they are any  other pending coverages.  
 
Select the applicable event, review the information provided as well as any documentation and apply a 
decision.  
 

Billing:  
 
 

EPC BILLING 

1. Access the MyEnroll360 application menu by clicking the grid icon in the top left of the screen. OR 
Click the Menus button below the profile picture 

2. Select BILLING  

All location billing is available on the 20th of the month. Unless the 20th falls on a weekend, it is available the 
following business day.  If you have master access, you can access the trustor invoice in this section, as well as 
the location invoices 

The location invoices are emailed to the assigned location billing contact on file. The location invoice is also 
posted in MyEnroll360 and available to any location administrator assigned to the applicable location 

Reporting 
 
Report offerings will vary by each account.  As an administrator, you have access to reporting for the 
locations and employees you oversee.  
Master Client administrators have access to ALL employee data under all client locations and have 
multiple reporting options. 
 

Popular Reports 

 

Census Reports- Multiple Reports 
Example Report : Census Report provides basic employee data, First and Last Name, Address, Date of 
Birth, Date of Hire, Email Address, Etc. 



 

Coverage Report- Multiple Reports 
Example Report : All Coverage Report for Active Employees report provides basic employee data and all 
employee coverages. 
 

Dependents Reports- Multiple Reports 
Example Report :The Dependent Enrollment Report with Demographics report provides 
employee and dependent enrollment coverage information with additional demographics. 
 

 

Open Enrollment Reports 
Example Report: Employee Open Enrollment Progress (EO Wizard), this report will show all 
employee and if and when they accessed the enrollment wizard, it will show who hasn’t 
accessed, who started but didn’t finish and those who completed the enrollment. We offer 
similar report for new hires in the same section. 

 
 

 

ACA 
 

How to View an ACA Tax Form 

1. Search and select an employee record. 
2. On the employee profile page, Click ACA Tax Forms 
3. Choose a Tax Year 
4. Select the appropriate 1095-B or 1095-C form 
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Agenda/Training Topics
REPORTING

ADDING NEW HIRES

REVIEW OPEN ENROLLMENT WIZARD

TERMINATING EMPLOYEES

UPDATING EMPLOYEE’S RECORD



REPORTING



CLICK ON 
REPORTS LINK



TO REVIEW ALL EMPLOYEES IN 
LOCATION, CLICK “CENSUS” 
REPORT LINK

TO REVIEW EMPLOYEES AND 
DEPENDENTS, CLICK “ACTIVE 
EMPLOYEES AND WITH ACTIVE 
DEPENDENT ONE DIVISION” 
REPORT LINK



• CHANGE PLAN YR TO 
2024
DOWNLOAD REPORT 
INTO EXCEL FORMAT



ADDING NEW 
HIRE 

EMPLOYEE



CLICK “ADD 
EMPLOYEE” TO 
ENTER NEW 
HIRES INTO 
MYENROLL



CLICK “ADD 
EMPLOYEE” TO 
ENTER NEW 
HIRES INTO 
MYENROLL



STEP 1 :  IDENTIFY  INFORMATION
STEP 2 :  CONTACT INFORMATION
STEP 3 :  REVIEW EMPLOYEE DATA
STEP 4 :  CONFIRMATION



“SELECT  ACCOUNT”  L INK
SELECT  LOCATION FROM DROP DPWN BOX
CLICK  “CONFIRM”  TO POPULATE LOCATION 
IN  F IELD  

STEP 1: IDENTIFY INFORMATION



SELECT  CLASS  CODE L INK
SELECT  THE PROPER CLASS  CODE FROM 
LIST  DISPLAY TO POPULATE INTO FIELD



CLICK  ON “SELECT  PAYROLL  SCHEDULE”  
L INK
SELECT  THE PAY SCHEDULE FROM POP BOX 
TO POPULATE PAYROLL  IN  F IELD



CONTINUE TO ENTER EMPLOYEE ’S  
INFORMATION AND CLICK  “SAVE & 
CONTINUE”  BUTTON

STEP 2: CONTACT INFORMATION



CONTINUE TO ENTER EMPLOYEE ’S  
INFORMATION AND CLICK  “SAVE & 
CONTINUE”  BUTTON



CONTACT INFO: ENTERING 
EMPLOYEE DEMOGRAPHIC

MAKE SURE ALL THE 
FIELDS WITH RED * IS 
COMPLETED.

NOTE: EMPLOYEES CAN’T 
LOG INTO SYSTEM IF THEY 
DON’T HAVE AN EMAIL 
ACCOUNT

1
MAKE SURE YOUR REVIEW 
EMPLOYEE DATA. KEEP IN 
MIND THAT THIS IS THE 
DATA THAT IS BEING SENT 
TO CARRIERS

2
PRESS CONTINUE BUTTON

3



CONFIRMATION
CLICK “APPROVE” 
BUTTON



OPEN 
ENROLLMENT 

WIZARD



CLICK ON “GET STARTED HERE” 
BUTTON TO BEGIN ENROLLMENT 
PROCESS



CLICK GREEN BUTTON AT BOTTOM OF 
WELCOME PAGE



READ INSTRUCTIONS PAGE
CLICK “NEXT” BUTTON TO CONTINUE 
ENROLLMENT



REVIEW PERSONAL INFORMATION 
PAGE AND CLICK “NEXT” BUTTON
EMPLOYEES CAN’T MAKE ANY 
CHANGES ON THE PERSONAL 
INFORMATION PAGE



SELECT,  “CLICK HERE TO ADD NEW 
DEPENDENT”
CLICK “SAVE” BUTTON AFTER 
DEPENDENT INFO IS ENTERED



CLICK “NEXT” BUTTON TO 
CONTINUE ENROLLMENT



MEDICAL ENROLLMENT PAGE
NOTE:  IF  AN EMPLOYEE IS  ENROLLING 
AN ELIGIBLE DEPENDENT FOR THE 
FIRST,  THEN THEY MUST COMPLETE 
THE DEPENDENT VERIFICATION 
PROCESS

THIS PROCESS WILL ALSO NEED TO 
BE COMPLETED FOR THE DENTAL & 
VISION ENROLLMENT,  IF  A  FAMILY 
TIER IS  SELECTED



PLEASE READ INSTRUCTIONS:
NOTE:  EACH DEPENDENT’S DOCUMENT 
WILL NEED TO BE UPLOADED 
SEPARATELY



CLICK “SELECT”  BUTTON TO UPLOAD 
DOCUMENTATION
NEXT,  CLICK “UPLOAD” BUTTON

NOTE:  WORD DOCUMENT IS  NOT A 
SUPPORTING FORMAT



CLICK “OK”,  ONCE DOCUMENT 
HAS BEEN UPLOADED 
SUCCESSFULLY
THEN,  CLICK “NEXT” BUTTON TO 
CONTIINUE ENROLLMENT



APPROVED DOCUMENT LIST



REVIEW ELECTION PAGE

ALL  EMPLOYEES SHOULD BE  SIGNING 
OFF ON THEIR ENROLLMENT BY THE 
ELECTRONIC SIGNATURE PROCESS

NOTE:  EMPLOYEES CAN MAKE CHANGES 
UP  UNTIL THE ENROLLMENT BUTTON 
CLOSES.  OUR SYSTEM WILL  TAKE THE 
LAST CHANGE THAT WAS MADE,  EVEN IF  
THE EMPLOYEE DID NOT SELECT THE “ I  
ACCEPT”  BUTTON.



CLICK “CONFIRM”,  THEN 
“CONTINUE” BUTTON.



TERMINATE 
EMPLOYEE



3 WAYS TO SEARCH FOR AN EMPLOYEE

            

SEARCH EMPLOYEE

LAST NAME, FIRST NAME
SOCIAL: 11-111-1111
MYENROLL NUMBER



CLICK “TERMINATE 
EMPLOYEE”



SELECT  “YES”  BUTTON



SELECT,  “NEW QUALIFYING EVENT NOTICE”  
BUTTON
CLCIK  “NEXT”  BUTTON TO CONTINUE



REVIEW EMPLOYEE ’S  DEMOGRAPHIC  PAGE,  
THEN CLCIK  “NEXT”  BUTTON TO CONTINUE



REVIEW DEPENDENT PAGE,  THEN CLICK  
SAVE & NEXT  BUTTON TO CONTINUE



S EL ECT  Q U A L I FY I NG  EV EN T  R EA S O N  F R O M  
D R O P  D O W N  BO X
CL I CK  O N  CA L END AR  T O  P O P U LA TE  D A T ES  I N  
F I E L D S  
N O T E :  Q U A L I FY I NG  E V E N  D A T E  I S  T H E  
E M P L O Y EE ’S  T E R M I N A TI O N  D A T E
T H EN  CL I CK  “ S A V E  &  N EX T  S T EP ”



STEP 6 :  SYSTEM WILL  ALWAYS DEFAULT  TO 
NO EMPLOYER SEVERANCE

IF  ARE PROVIDING A  SEVERANCE,  THEN 
YOU WILL  NEED TO SELECT  2 ND OPTION



REVIEW COBRA COVERAGE PAGE,  THEN 
CLICK  “SAVE & NEXT  STEP”

NOTE:  PREMIU M AMOUNT DOESN'T  
INCLUDE 2% ADMIN FEE



REVIEW CONFIRMATION SCREEN,  THEN 
CLICK  SAVE & NEXT  STEP



CONFIRMATION SCREEN –  EMPLOYEES  HAS  
BEEN SUCCESSFULLY TERMINATED



UPDATE 
EMPLOYEE 

CONTACT INFO



CL I CK  “ ED I T ”  BU T T O N  T O  U P D A T E  EMP L O YEE ’ S  
IN F O  



FINAL TIPS & TAKEAWAYS

LOG INTO www.myenroll.com website once you receive credentials. 

Note: All user/temporary passwords will come from email 
Security@MyEnroll.com

DOWNLOAD CENSUS AND REVIEW EMPLOYEE DATA 

TERMINATE ANY EMPLOYEES THAT ARE LISTED ON CENSUS IF THEY ARE 
NO LONGER EMPLOYED 

ADD EMPLOYEES INTO SYSTEM IF THEY ARE NOT DISPLAYED ON CENSUS

DON’T HESITATE TO CALL OR EMAIL OUR CLIENT SERVICE TEAM IF YOU 
NEED HELP OR ASSISTANCE

http://www.myeroll.com/
mailto:Security@MyEnroll.com


CLIENT 
SERVICE 



THANK YOU!
QUESTIONS?
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