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How to Add an Employee 
 

How to Add an Employee Using the Template 
 

1. On the Company Roster page, click Download Roster Template to download the Excel 
spreadsheet roster template to your computer. Add all employees to the spreadsheet. 
When completed, click Browse to locate and upload the roster. The employees that you 
entered on the roster will display in the roster table at the bottom of the page.  

 
Please carefully read the Manage Roster Instructions and Manage Enrollment Instructions on 
this page for further information. 
 
Note: If any of the employee records are in error, a “Fix Errors” flag will display in red on that 
record. Click the “+” button next to the flag to expand the record. Make any necessary 
corrections. 
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2. All employees that were added to the roster will appear under the light blue bar.  Please 
review the list carefully to make sure no employees were ommitted.  Click on Fix Errors 
and update highlighted information if necessary.  Click NEXT to continue. 
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How to Add an Employee Individually 
 

1. On the Company Roster page, click Add Employee. 
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2. On the Add Employee page, enter the details about the employee and click Add. 
 
 During Open Enrollment, you can only add employees who have a date of hire that 

occurs before the end of the Open Enrollment Period; after Open Enrollment and 
throughout the employer’s plan year, you can add both new hire employees and 
newly eligible employees here. 
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3. Verify that all eligible employees display on the roster. To continue, please see the “How 
to Create an Enrollment Offering” user guide. 

 
Please Note:  ALL eligible employees in the client group should be entered to the roster 
regardless of whether or not they need insurance coverage at the time of this enrollment (an 
employee will have the option of declining the coverage offer). Entering all employees will 
ensure an accurate determination and allow eligible employees to join the plan at a later date. 
 

 
 
 


