Instructions to export enrollment spreadsheet from Benefitter to Employee Navigator

Step 1 – Create an Enrollment
Create an Enrollment, select plans and then complete the remaining Enrollment Settings.
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Step 2 – Optional - complete electronic Employer application
To include the new hire waiting period rules in the extract, complete the electronic employer application otherwise proceed to the “Employee Elections” page.  [image: A screenshot of a computer

AI-generated content may be incorrect.]




Step 3 – Navigate to Employee Elections page
On the “Enrollment Checklist” page, select ‘Employee Elections.’
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Step 4 – Export to EN 
On the “Employee Elections” page, select the Employee Navigator icon. This can be done before or after completing Employee Elections.
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Step 5 – Enter EN credentials to complete data transfer
The EN logon modal loads in a new browser tab. Next, enter your Employee Navigator user credentials and select ‘Logon.’  
In the background, the API exports the case information to Employee Navigator. 
· All of the next steps happen on Employee Navigator’s platform and they include (1) linking the company, (2) selecting the plans to import, and (3) configuring the final the plan set-up.  
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Step 6 - Link Company
Next we’ll link the company,
After your logon credentials are validated, you are then redirected to your EN “Home” page. Now we’ll locate the company we want to link by selecting ‘Manage’ from the Pending Integrations column.   
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Step 7 – Locate the case to link
On the “Pending Integrations” page, locate the company name from the list, then select the Link icon from the Action column. 
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Step 8 – Create a new company or link to an existing company
Next, on the “Benefitter Integrations” page you have two options (1) If this is a new group, select the ‘Create New Company’ button or (2) for existing groups, choose the group’s name from the ‘Select company to link’ dropdown list.   
[image: A screenshot of a computer

AI-generated content may be incorrect.]



Step 9 – Confirm data to import
This loads the “Confirmation” modal. 
1. If this is a new group, verify the checklist includes both plan notifications and employee census, as shown below, and then select ‘Next,’ or alternatively
2. If this is an existing group 
a. with no employees, verify the list has both plan notifications and employee census.
b. with existing employees, verify the list shows plan notifications. (By design, the API will not import census records if the group already has existing employees).
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Step 10 – For a new group, complete the company settings
For new groups, the create company settings page loads. On the “Add a Company” tab, enter the required State and SIC code fields from the Company details column. Optionally, you can also Assign teams and Assign users, then select ‘Create Company.’  
After creating the group, or linking to an existing group, complete the process from the group’s home page by importing plans and configuring the remaining benefit plan set-up.  
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Step 11 – Import plans and complete benefit plan configuration
After linking the group, the company’s “Home” page loads. Now select the “Benefits” tab. [image: A screenshot of a computer
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Step 12 – View the number of incoming plans
This loads the “Plans List” page. Next, select the incoming plan notifications link. 
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Step 13 – Add plans
This loads the “Add Plan from Partner Systems” page. Now, select the add button next to each plan you wish to import and then click ‘Save & Continue’ located on the bottom ribbon to load the “Confirm save actions” modal.
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Next, verify the list has all the plans you wish to import and then click ‘Save’ to load the “Plan List” page.
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Step 14 –View the plan configuration checklist
At this point additional benefit plan configuration is required before plans can be activated for Open Enrollment. 
On the “Plan List” page, select the incomplete icon from the Status column to view the ‘Completed/Incomplete Checklist’ modal. The checklist details the additional fields that are required to complete the plan configuration.  
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Step 15 – Select plan details link
Next, complete the required benefit plan configuration by selecting each plan’s hyperlink. This loads the “Policy Info” page.   
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Step 16 – Complete plan configuration
On the “Policy Info” page, select the Plan Info, Eligibility & Enrollment and Cost tabs and enter the required fields to complete the benefit plan set-up. The plan can now be activated for Open Enrollment. 
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