
Enrollment Instructions for the High Deductible Health Plan (HDHP) 

The Member would go to the link and register by filling out the registration form on the right 

 

Once they register, they will need to sig in to the portal: 

 

Once in the portal, the participant can edit personal information and upload any requested/required 
information from the main tab of the portal as well as sign up for SMS messages 



 

 

 

 

 

 

 



The benefits tab will show you any active benefits at the current time. This is pending enrollment so the 
benefits will not show listed until the administrator migrates the benefits over. Members have the 
availability to print this screen, as well. 

 

To launch your enrollment: 

Click on the enrollment and events tab and then click on launch enrollment. This tab will show you what 
type of enrollment you have and when your enrollment portal will be open and when it closes. 

 

The next screen will welcome you to your enrollment and you can this screen will allow you to make 
your initial enrollment or, if you come back into the portal during your enrollment period, it will allow 
you to make any changes you would like until the enrollment period is over. Currently the only choice 
showing is the pending elections so you would click continue. You can also leave without saving your 
enrollment . 



 

The next screen will allow you to choose your election or waive the coverage. If there were dependents, 
you would see them listed on the right and would be able to choose each dependent you would like 
covered on the plan. You can also leave without saving your enrollment 

 

If you offer other plans, there would be subsequent pages after for each plan for you to either elect or 
waive.  

The next screen is your review and submit screen. Again, you can also leave without saving your 
enrollments 



 

The next screen will pull up your PDF confirmation of election for your records. An e-mail will also be 
sent to the e-mail address listed for that m



ember. 

 

You would click continue to go back to the main screen 

 



 

Once the administrator has migrated your benefits, you can see them under your Benefits tab 

When you click on the benefits tab, it will show you what you elected, as well as your monthly rate and 
tells you  who is coverage 

 

 

If you have uploaded any forms they would be located under the forms tab 



 

Once your billing is processed you will be able to see your invoices and the transactions as well as 
providing you with the two payment methods. Since this is newly elected, the transactions will not show 
until the premiums have been calculated. 

 



If you choose mail in, it will provide you with the address in which to mail your monthly premium.

 

 



On the payment history, once premiums have been received, the member will be able to see any 
payments posted and any payments that are pending  

 

 


