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Setting up a group for Online Employee Application 
 

Creating a New Case 
There is no change to the process to create a street quote. The opportunity to setup online employee 
enrollment occurs after you click the button to “Lock Census and Continue”. 

 

 
 

Choosing your Application Submission Approach 
Below the “Plan Rates” section and above the “Application Documents” section of the group record is 
the “Employee Enrollment Application Form Options” section that allows you submit the employee 
application via the online portal or by completing the paper form. 
 

‐ Paper & Online Applications: Employees can complete their application via the online 
portal or scanned copies of their employee application can be uploaded in the 
“Application Documents” section of the group record. This is the default election. 

 
*note: this section is only available if your broker profile has been granted access to this functionality 

 

 
Click the “Submit for Preliminary Underwriting” button to begin the enrollment review process.  
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Creating Registration Codes for Employees 
 

You will be taken to the “Group Enrollment” page to create Registration Codes for the enrolling and 
waiving employees.  Employers with 25 or more enrolling employees will complete the employee 
enrollment form with the five medical questionnaires whereas Employers with less than 25 employees 
will complete the employee enrollment form with the 15 medical questionnaires.  
The information noted in red will only be shown to the broker when the system presents the 5 question 
application, otherwise it is hidden. 
 

 
 

The “Group Enrollment” page is prepopulated with the Employee information that was provided during 
the street quoting process.  
  
The search section of the page will allow you to search for a specific employee or filter the list based on 
the employee’s application status. 
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The “Paper & Online Applications” enrollment approach will initially be setup for paper application 
submission for all employees. If the employee is going to complete an online application then you can 
change the employee’s submission approach to online application by unchecking the checkbox under 
the “Paper Application” column and click the “Save” button. 

 
Once a registration code has been generated for an employee then they will need to complete the 
application online. 
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The first step in the employee account setup process is to generate a registration code for each 
employee. There are two methods available to share Registration Codes, email and PDF. 

 
Email: To provide a registration code to an employee or employees via email enter the email 
address of the employee in the text box provided, click the checkbox under the “Email or Print” 
column, and click the “Email User ID Information” button. An email is sent to each employee 
with their personal registration code. If the broker wishes to send an email to all employees they 
can click the “Check All” box below “Email or Print” 
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Once the email is sent to the employee(s) the status of the employee will switch to “Not 
Registered” and a registration code will be populated for each employee. 
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Print PDF: To provide a registration code to an employee or employees via a PDF click the 
checkbox under the “Email or Print” column and click the “Print User ID Information” button. A 
PDF document is opened in a separate window. The PDF contains a cover letter directed at the 
employer followed by letters for each employee with their personal registration code and 
directions to register. If the broker wishes to obtain a print PDF for all employees they can click 
the “Check All” box below “Email or Print” 
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Once the PDF is generated the status of the employee will switch to “Not Registered” and a 
registration code will be populated for each employee. 
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Export Registration Codes: 
 

The broker will also have the option to export the registration codes for the all employees to an 

excel sheet by clicking on the “Export Registration codes” button on the Group Enrollment page. 
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Adding an Additional Employee 

If there are additional employees that need to submit an application that were not present on the street 
quote, you will have the ability to create a new employee record and generate a registration code. Start 
by clicking on the “Add Additional Employee” link. 

 
 

In the “Enter Employee Information” Popup enter the First Name, Last Name, Date of Birth or Age, and 
the Gender and click the “Save” button. 

 

 
 

The new employee will be added to the Account Information list and allow you to generate and 
distribute a registration code: 

 
 
 

Enrolling Employee vs. a Waiving Employee 

Each employee will be denoted as “Enrolling” or “Waiving” depending on how their record was setup 
during the street quoting process. You will have the ability to change their enrollment status from 
“Waiving” to “Enrolling” or vice versa up until the point that you generate a registration code. Once a 
registration code has been generated the Enrolling/Waiving function will be read only; however, the 
employee will have the ability to change their coverage type during the online enrollment process. 

In order to track the individuals that are waiving coverage, it is best to enter their last and first name 
into the text boxes versus keeping ‘Waiving’ as the default. 
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Paper Application 

If the “Paper & Online Applications” enrollment approach is elected every employee record will initially 
be setup for paper application submission. If the employee is going to complete a paper application 
then you will upload a scanned PDF copy of the employee application in the applications documents 
section of the group record. 
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Employee Experience: Registering and Completing the Online 

Application 

Account Registration 

Once the employee has received their registration code they can open the www.myallsavers.com portal 
and navigate to the registration page by clicking on the “Customize your plan” under the “Members” 
section. 

 
 

Then click on the “click here to register” link. 

  
 

http://www.myallsavers.com/
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After reviewing the “Terms of Use” and “Privacy” notice the employee can check the confirmation 
checkbox and enter the registration code from the email or PDF letter they received. 

 

 
 

The employee then creates a user name, provides their email address, and creates a password. 
Passwords must be 8–15 characters and include at least one: 

‐ Number 
‐ Special character (for example: !,#,$,%,^,&,*) 

Passwords are case‐sensitive. 
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The online application process is divided into 5 sections (Personal Information, Dependent Information, 
Medical History, Prior Coverage, and Signature). Each section needs to be completed in order. 

 
 

Personal Information 

The Personal Information section requires the employee to select their preferred coverage, waiving or 
enrolling. If the employee is enrolling they will also elect their coverage tier (Employee, 
Employee/Spouse, Employee/Dependent, or Family). In addition to coverage type each employee will 
provide their demographic information (name, address, employment detail, etc.). All required fields will 
be denoted with a red asterisk and the employee will not be able to advance to the next section until all 
of the required fields are completed. Once the user has entered all of the required information they can 
click the “Continue” button to move to the next section. 
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Dependents 

If the employee chose “Employee” coverage then they will skip the Dependents section and move to the 
Medical History section. For all other coverage tiers the employee will provide details about their   
spouse and/or child(ren) depending on the coverage tier elected. 

 

Spouse: All fields required to be completed for a spouse are denoted with a red asterisk. If the 
employee decides they want to remove the spouse from coverage he/she will need to go back 
to the Personal Information section and update her coverage tier election. 

 
 

Dependents: All fields required to be completed for a dependent are denoted with a red 
asterisk. If additional dependents need to be added to the employee’s application the   
employee can click on the “Add Dependent” link. If the employee needs to remove a dependent 
from coverage he/she will be able to remove individual dependents using the “Remove 
Dependent” hyperlink. But, if the employee decides they want to remove all dependents from 
coverage she will need to go back to the Personal Information section and update her coverage 
tier election. 
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Once the user has entered all of the required information they can click the “Continue” button 
to move to the next section. 

 
 

Medical History 

The Medical History section contains fifteen questions broken into two pages for groups that are 
enrolling less than 25 employees. The employee is required to answer “Yes” or “No” to each question. 

‐ If the employee answers “No” then no additional information is required and the employee can 
click the “Next Question” button to move to the next question. 

‐ If the employee answers “Yes” then additional information will be required about the family 
member afflicted, including; condition, treatment, prognosis, physician, and dates treated. 

‐ If the employee needs to add multiple conditions under one Medical History question they can 
add additional conditions by clicking on the “Add Additional Condition” link. 

 

Once all conditions have been entered, the employee can click the “Continue” button to move to the 
next set of questions or the next section. 
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The Medical History section contains five questions for groups that are enrolling 25 or more employees.  The 
employee is required to answer “Yes” or “No” to each question. 
 

 

 
Prior Coverage 

The Prior Coverage section consists of two questions: 
1. Has the employee or his dependents been previously covered by the current employer’s plan? 
2. Has the employee or his dependents been previously covered by any medical plan other than 

this employer’s? If the employee answers “Yes” to this question he/she will also need to 
provide the name of the prior coverage carrier. 

Once both questions are answered the employee can click on the “Continue” button. 
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Signature 

The final section of the application is the signature section and allows the employee to supply an 
eSignature. To do so, the employee should review the signature statements, click the checkbox 
confirming their review, enter their first and last name twice in the text boxes provided, and click the “I 
agree” button. 

 

 
 

After successfully supplying their eSignature, the employee will be presented with a confirmation page 
that allows them to open and save or print a completed version of their employee application. At this 
point, the completed online application will be available to the employee when they login to the online 
employee application portal. 
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Modifications 

If, after completing the online application the employee needs to make changes to the completed 
application they can log back into the online employee application portal and click on the “Resubmit 
Online Application” hyperlink to reopen the application and make the necessary changes. The 
information that they previously provided will be prepopulated in the application and once the 
employee’s modifications are complete they will need to provide an updated eSignature. 
 

 
 

The ability to Resubmit Online Application will only be available while the group is in an encoding status. 
If the group is currently going through underwriting or enrollment then the employee will not have the 
ability to update their application. 
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Managing Online Employee Application Submissions 
 

While the employees are working through the online employee enrollment process you will be able to 
monitor their progress, reset passwords, and send email reminders. To begin, search for the group in 
myallsavers.com. 

 
 

Open the group record, scroll to the bottom, and click on the button labeled “Group Enrollment” 

 
 

This will open the Group Enrollment page where you will see the list of employees enrolling or waiving 
in coverage. The search section of the page will allow you to search for a specific employee or filter the 
list based on the employee’s application status. 

 
 

In the Account Information section below the Search section you can view the status of each employee 
application. The following statuses are available: 

1. No Registration Code:  You have not generated a registration code for the employee. 
2. Not Registered: The employee has a registration code but has not created an account on 

myallsavers.com. 
3. Not Started: The employee has completed the registration but has not completed the Personal 

Information section of the application 
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4.    : Personal Information section is complete but the remaining sections are not. 

5.  : Personal Information and the Dependent sections are complete but the remaining 

sections are not. 

6.    : Personal Information, Dependent, and the Medical History sections are complete 

but the remaining sections are not. 

7.  : Personal Information, Dependent, Medical History, and the Prior Coverage sections 

are complete but an eSignature has not been submitted for the application. 

8. : All sections of the application are complete. 

Once the last Online Employee Application is completed the group’s status will be updated to show that 

the group is ready for underwriting. 

 

Completed Employee Applications 

If the employee application is complete you will have the opportunity to open and view the 
employee’s completed application by clicking the checkbox underneath the “Download PDF” column 
and click the PDF’s button. 

 

 
 



23 5/14/2015  

Resetting IDs and Passwords 

If the employee has successfully registered but forgotten their username or password you can reset 
the password by clicking the checkbox under the “Email or Print” column and clicking the “Email 
user ID information” button or the “Print user ID information” button.   

 

Only one system generated registration code will be created and can be provided to the employee 
at any time.  If the employee has registered, but forgotten their username, it will be shown 
underneath the Registration Code column.  Once an employee has registered, their user name will 
be shown underneath the Registration Code. 
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Password Reset Email 
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Password Reset PDF 
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Upon logging in with the temporary password the employee will be required to submit a new 
password. 
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Email Reminder 

For employees who have registered but have not yet completed the application process you can 
send them an email reminder by clicking the checkbox under the “Reminder” column and clicking 
the “Reminder user ID information” button. 
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An unencrypted reminder email (see example below) will be sent to the employee. 
 

 
 
 
 

Once all of the online employee applications are complete and the all of the information has been 
supplied for the paper applications then the group will move to the underwriting process. 
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Waiving Medical History Requirement for Employees 
 

 
For groups that will be underwritten using claims experience you can waive the medical history section 

of the employee application. The use of claims experience is based on the state of the group and the 

group size (contact your Account Executive for the specific requirements for your state). If the group 

meets the requirements to use claims experience then you will be presented with the option to waive 

the medical history section when submitting a group for underwriting. 

 

 
 

If you elect to waive the medical history section of the employees within a group because claims 

experience is available and accepted then you will have the ability to require the medical history  

sections for some employees if they are not on the group’s current coverage and therefore not a part of 

the available claims experience. On the group enrollment screen under the “Require Medical History” 

column check the checkbox of any employee that you want to enter medical history when they 

complete their application. 
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Removing Employees from the census 
 
Employees can be removed from the census by checking the checkbox below the “Remove Employee” 
column and selecting the “Remove Employees” button.  Employee Termination Details window is rendered 
and a reason for removal and termination date must be entered and the ‘Save’ button selected.  This 
process will remove the employee from the group’s eligible employee count.   This process can only be 
performed during encoding of the group. 
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Broker Status Reports 
 
Group Enrollment Status Report section provides you with the ability to generate three email reports; 
status of the group, employee’s enrolling using the online employee enrollment application and email 
reminders sent to employees encouraging them to complete the enrollment application. 
Select ‘Yes’ radio button to next to the report(s) you want to generate or the ‘Edit’ button for reports 
already requested and you would like to change the frequency or email distribution list. 
 

 
 

The “Group Detailed Report” provides the detail current status of each group and employees enrolling 
using the online employee enrollment application process.  You will have the option to select the report’s 
frequency; daily, day of the week, or for a set number of days.  An email distribution list must be created 
for those that should receive the status report. Select the ‘Save Status Report Changes’ button to save your 
request and to begin to receive the report.  Select ‘Cancel’ to abandon the request. 
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Each report requested is sent overnight on the schedule the broker selects.  The email is sent by 
group and contains the information shown below and is sent encrypted. 

 

 

 

 

  

All Savers Online Enrollment Status 

As of 5/17/2016 6:01:43 AM 

TEST_RT_PROD(DON'TDELETE) 

DEMO1 AGENT 
 

Number of enrolling or waiving employees: 12 

Number of employees enrolling or waiving online: 5 

Completed Online employee enrollments: 0 
 

   

Online Employee Application Status: 

   

Status 
Employee 
Name  

    
Date and Time of Last 
Login 

 

   
 

No Registration 
Code:  

 

CARLA J EE1 
 

The employee has not yet 
logged in 

KARLA Y EE2 
 

The employee has not yet 
logged in 

MICHAEL Z 
EE3  

The employee has not yet 
logged in 

 

   
 

Not Registered: 
 

 
 

   
 

Not Started: 
 

 
 

   
 

Enrollment 
Completed As 
Follows: 

 

 
RAVITEJA 1 
WAV      

 

5/13/2016 2:24:43 AM 
 

 
RAVITEJA 1 
MONANGI      

 

5/13/2016 2:44:40 AM 
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Status Key:  
 

     

 

:Personal information section is complete but the remaining sections are not. 

     

 

:Personal information and Dependent sections are complete but the remaining sections 
are not. 

     

 

:Personal information, Dependent and he Medical History sections are complete but the 
remaining sections are not. 

     

 

:Personal information, Dependent, Medical History and the Prior Coverage sections are 
complete but an eSignature has not been submitted for the application. 

 

 

 
 
 

The “Group Status Report” provides a total count of employees in each status and a count of the 
enrollment page progress.  You will have the option to select the report’s frequency; daily, day of the 
week, or for a set number of days.  An email distribution list must be created for those that should receive 
the status report. Select the ‘Save Status Report Changes’ button to save your request and to begin to 
receive the report.  Select ‘Cancel’ to abandon the request. 
 

 
 
 
 
 
 
 
 
 
 
 
 
Each report requested is sent overnight on the schedule the broker selects.  The email is sent by 
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group and contains the information shown below. 
 
 
 

 
 
 
 
Email Reminders to Employees will be sent to remind them their online employee enrollment 
application has been completed.  You will have the option to select the report’s frequency; daily, 
day of the week, or for a set number of days.  Select the ‘Save Status Report Changes’ button to 
save your request and to begin to receive the report.  Select ‘Cancel’ to abandon the request.  This 
email is sent unencrypted.   
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After saving your report, the frequency and the email recipient list will be shown below each status 
report. 
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Viewing Employee Applications after Policy Issued 
 

Access to view an online employee’s enrollment application PDF after the Policy is issued is available 
from the Group Enrollment Account information section.  A PDF icon will be shown underneath the 
Employee Application heading.  It will be shown as ‘blank’ for employees that have completed the paper 
application.  Click on the PDF icon to launch the application. 
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Generate a Temporary ID Card after the Policy is issued. 
 

You can generate a Temporary ID Card for each employee after the Policy is issued by checking the 
checkbox beneath the Email or for Print Column and selecting the ‘Temporary Card’ button.  The 
Temporary Card can be generated regardless of whether the employee completed a paper or online 
application. 
 

 
 
An introductory letter will be generated and can be forward to the employee via email or mail. 
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