
Broker Portal  
 

Group Application Process/Plan Purchase 
**If the group accepts the quote, your next step is the application process** 

1. Step One: 

1.1. Open the group on the portal and click “Start Application” at the bottom of the page. 

The first step is to complete the required information relating to the group. 

1.1.1. Date Business Established, Tax Identification Number, and Type of Organization  

1.1.2. This is all the information needed for this page (see example below) 

 

 

2. Step Two:  

2.1.1. Select the open enrollment start date: EX 05/20/2021 

2.1.2. You can also choose the Length of Enrollment Period: EX 1 days. 

2.1.3. The eligibility information is all automatically entered and can be left as is  

2.1.3.1. Enter number of Employees on Medicare, 0. 



 

3. Step Three: 

3.1. Complete the contact information for the group. Each group is required to have a 

primary contact ex: human resources, billing, owner etc.  

3.2. More than one contact can be added. Choose from the drop-down menu what type of 

contact is being added. 

4. Step Four: 

4.1. Add the primary address for the group  

4.1.1. If the mailing address is different than the primary, please add another address 

and change it to mailing, see below  



 

5. Step Five:  

5.1. If the employee census spreadsheet was not used for the proposal, step five is where 

the additional employee information is added. 

5.2. As shown below, the employees will have an incomplete status under employee profile. 

Click the edit button toward the right to add their information. 

 

5.3. Complete the necessary information for each employee  

5.3.1. Employee Tab - First name, Last name, DOB, Social Security #, Gender, Hire Date 



5.3.2. Address Tab – 1st address line, City, State, Zip and Phone # 

5.3.3. Spouse & Dependents – If the employee has a spouse or dependent, this is 

where you will enter their information  

5.3.4. When you are done, click the ‘Update’ button at the bottom and you will see 

that the employee status will change to ‘Complete’ 

6. Step Six: 

6.1. If you have any documents you would like to add for the group, you may do so on the 

document tab.  

6.2. There are no required documents you need to move forward 

7. Step Seven: 

7.1. This is the summary of the application. If any information is missing or not entered 

correctly, you will have an ‘Incomplete’ status for that specific tab.  

7.2. You will also see your selected plans underneath that are available for each employee  

7.3. After reviewing the summary, click the submit button at the bottom of the page.  

 

8. Step Eight: 

8.1. As soon as you submit the application, it will be sent to MHC for approval  

8.2. MHC will approve the group by the end of the business day  

 

 

 

 



Employee Enrollment 

1. Step One:  

1.1. After open enrollment begins, each employee will need a benefit assigned to 

them. Open the group’s account and click on the Employee Tab. 

1.1.1. Employees can self-enroll, or the agent can enroll the employees. 

1.1.2. If self- enrolling, be sure the option to send employee enrollments emails 

was marked “yes” during the application.  

1.1.3. If the agent is enrolling employees, click on the blue arrow next to the 

employee to open their account.  

1.1.4. On the right-hand side of the page, you will see ‘Available Actions’ and 

there will be an option to ‘Add Benefits’ or ‘Decline Benefits’ 

 

1.2. You may also bulk enroll the employee benefits  

1.2.1. Select the drop-down arrow and choose ‘Extract Active Members’ 

1.2.2. This will open an excel sheet for you to add the benefits for each 

employee  

1.2.3. If you scroll over to the right of the sheet, Medical Plan QHP ID and 

Medical Plan Name is needed for each employee 

1.2.3.1. Medical Plan QHP Id and Medical Plan Name can be found 

under the Product Tab within the group.  

1.2.4. When you have this information go back into your spreadsheet and add 

the Plan Name and Plan ID for each employee.  



 

1.3. Go back to the Employee Tab, and under the ‘Bulk Actions’ drop-down arrow 

there is an option to ‘Bulk Enroll Employees’  

1.3.1. Select that option to upload the spreadsheet you just created  

2. Step Two: 

2.1. After each employee has a benefit selected or have selected decline coverage, 

the group can be submitted. 

2.1.1. On the group dashboard, and click on the Submit Group Enrollment and 

Pay option  

2.2. This will take you to the Collect Payment page  

2.2.1.  The group can either have a bill mailed to them or have a payment 

submitted on that page. After selecting the option, click Next and then 

Submit. 

 

*Your employee enrollment forms will be sent to membership team for processing and ID cards 

will be sent out within 10 business days. 

3.  Step Three: 

  3.1. Grant the Primary Contact access to their employer portal. Open the group 

account on the portal, and click on the Contacts Tab.   

  3.1.1. Next to the Contact, click on the 3 dots, and choose “Register Group 

Admin”, an email will be sent to that email address with instructions to access employer portal.  



Annual Group Renewal  
**When a group is due for renewal, the agent and group leader will receive a notice from 

MHC 60 days prior to renewal date** 

**You also can log into your portal and see what groups are due for renewal under the ‘Needs 

Action’ tab** 

1. Step One: 

1.1. If a group is due for renewal, you will be notified ahead of time and get a notification at 

the bottom of your portal dashboard 

1.2. From your home page if you scroll to the bottom, you will see how many of your groups 

are due for renewal under the ‘Needs Action’ section  

1.2.1. Click on ‘Due for Renewal’ to open all of your groups  

1.3. Then open a group you are ready to start the renewal for 

1.3.1. You should see a ‘Start Group Renewal’ option in the middle of the page  

 

2. Step Two:  

2.1. After you start your renewal, by clicking on “Start Group Renewal”, the first page will 

be a review of the group. You can edit the address, contributions, or plan selections on 

this page. If nothing is changing, click Next to move to the next page. 

2.2. You can upload any documents pertaining to the group here. If there are no 

documents, click Next.  



2.3. The final page is an overview of the group information. Enrollment period dates can be 

updated so the open enrollment dates of your choice. Benefits cannot be added until 

open enrollment starts.  

 

2.4. After reviewing the above dates, click save on the bottom of the page, and then at the 

bottom of the page it will tell you to submit the group renewal.  

3. Step Three: 

3.1. MHC will get notification of the submitted renewal and will approve it. The agent will 

receive an email from MHC once the group has been approved. 

4. Step Four: 

4.1. Once open enrollment begins, open the Employee tab and view an employee. 

4.1.1. Each employee will have a “Start Renewal” and “Opt-Out Renewal”  



 
4.1.2. If the employee is wishing to renew, click start renewal and begin the application 

4.1.3. If the employee is not wanting to renew, click on Opt-Out Renewal. 

4.2. After all employees have renewed or opted out of renewal, go back to the group’s 

dashboard and Submit Group Enrollment 

 

 


