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Accessing the Online 
Enrolment tool 
From any page within my-benefits, you can 
access the Online Enrolment tool via the 
left side navigation, under the Employees 
section. 

Adding Employees 
There are two ways to add employees. 
If you are adding a small number of 
employees, you can use the Quick Add 
feature. Enter the employees First and Last 
name as well as their email address, and 
then click Add Employee.

Welcome to my-benefits Online Enrolment.  
Here are some tips to help you as you navigate the various screens.  
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Adding Employees (cont’d)  
If you’re adding a larger number 
of employees, you can save time 
by uploading a spreadsheet. Click 
Import Employee List to upload your 
spreadsheet. 

To add your spreadsheet, you can drag 
and drop the file or click Upload.

To ensure you are importing in the correct 
format, please use the template provided. 
The template can be found by clicking 
the question mark beside the Import 
Employee List button.

If your file is in the correct format, you will 
receive a notification that the upload has 
been successful.
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Adding Employees (cont’d)  
If you intend to invite all of the uploaded 
employees to begin their enrolment, select 
the box ‘Send Email Invitations?’ 

When you’re ready to upload the list into 
the Online Enrolment tool, click Import 
Employees.

If your spreadsheet contains any errors, 
you will receive an error message. Within 
the message, there is a link to download a 
report that will note what errors were made. 
Press Click Here to download this report. 
Correct the items where an error is noted 
and then go through the Import Benefit 
List process again, using the updated 
spreadsheet.
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Sending an enrolment link 
email  
Check the box to the left of the employee’s 
name and then click Send Enrolment Link.

You can also use the Invite Expires filter to 
select employees who are ‘Not Invited’ or 
‘Expired’ and then Select All employees by 
clicking the box to the left of NAME. Once 
all employees are selected, click Send 
Enrolment Link.
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Filling out the Plan Admin 
portion of the enrolment  
To complete the Plan Admin portion of the 
enrolment, click View & Update.

Helping an employee with their 
portion  
If you are helping an employee or have 
their information and would like to 
complete their enrolment on their behalf, 
you can do so by clicking on Step 1 or 
Step 3 and completing the required 
information.

You will be taken to Step 2 of the 
enrolment where you will fill out all 
required fields.
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Submitting an enrolment 
When all three steps have been 
completed, the rows will be blue.  
Click Submit in the bottom right corner. 

If you have additional information that will 
affect this employee’s benefits, please note 
them in the special instructions section.

Once the application has been submitted 
an email will be sent to the employee 
asking them to eSign their beneficiary form.

Invite Expires 
The invite expires filter allows you to see who 
has not been sent an email yet (Not Invited), 
who needs an updated link sent to them 
(Expired), and who has registered for my-
benefits and begun the process (Registered). 
The Include Cancelled button will show you 
which enrolments have been canceled. 

Understanding the filters 
Filters are helpful tools to manage your group’s enrolment. If you’re looking for a specific employee, the quickest way to find 
them is to use the search function. If you’re looking for which enrolments are in certain statuses, then you will use the filters.
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Enrolment Form 
Your list view defaults to only showing what 
has not been submitted. If you wish to see 
which enrolments have also been submitted, 
click Include Submitted.

Plan Admin 
This filter will help you see which enrolments 
you still have left to complete. You can 
filter by enrolments you haven’t started, or 
enrolments that are in progress. 

Employee 
This filter will help you see which employees 
still need to complete their enrolment. You 
can use this to see which employees have 
not registered for my-benefits, which have 
registered but not started their enrolment, 
and which have started but not completed 
their enrolment.



V2.0 | JULY 2020

my-benefits Online Enrolment  |  Administrator Guide  |  PAGE 9 

Finding which enrolments are 
ready to submit 
When all steps in the enrolment have been 
completed, the Enrolment Form status will 
read Review & Submit. Another quick way to 
find which enrolments are ready to submit 
is to apply the ‘Complete’ filter for both the 
Plan Admin and Employee columns. 

Switching between firms or 
divisions 
If you are responsible for multiple divisions 
or firms, you can switch between them by 
clicking the switch firm symbol and then 
choosing the firm/division you’re looking to 
switch to.

Finding an employee 
The quickest way to find an employee is 
to use the search function. This function 
searches for names and email addresses. 
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Need to know more? Click on the Help Centre icon to find contact 
information.


