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Overview 

This document will guide you in generating a New Group Enrollment through the Broker Self Service Portal.  

 
Audience: Brokers 

Time to Complete: 20 Min  

Line of Business: Small Group 

Region: Enterprise/GA  

Sales Connect Version: GA Release 9.2 
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Access the CPQ Quoting Tool 
To move forward with a Buy decision and move to a New Group Enrollment go to ‘Prospect Quote to Enroll’. 

Open Prospect Quoting and New Group Enrollment 

1. From the Broker Self Service Portal, click the Prospect Quote to Enroll link in the lower right corner. 

 
2. The ‘Prospect Quote to Enroll’ page opens. 
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New Group Enrollment 

Begin New Group Enrollment 

There are two ways you can begin new group enrollment: 

1. If you previously completed a Quick Quote for the group, begin at ‘Your Recent Activity’.  
a. Find the Quote in the ‘Your Recent Activity’ table.  
b. Under the Actions drop down, click Convert to Buy. 
c. Click Enter. 

2. If you did not previously complete a Quick Quote for the group, click Enroll a New Group to begin the 
enrollment process.

 

Complete the Group Details 

1. When the enrollment process begins, you’ll notice a graphic at the top of each page that shows which step 
you are on in the enrollment process. 
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2. Complete or validate the fields in the ‘Group Details’ screen (* indicates a required field). 

 
Tip: If you select ‘yes, my company has worker’s compensation’ but don’t know the policy #, you can enter 
‘Unknown’ in the  policy # field. 

3. Click Next to continue.
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Enter Group Eligibility  

1. Complete the information in the ‘Group Eligibility’ screen (*indicates a required field). 

 
2. From this point on during the enrollment process, you may click Save for later if you need to step away. Refer 

to the section below, Save and Edit the Enrollment for details.  

3. Click Next to continue. 

  

Enter Contacts Details 

1. Complete the fields in the ‘Contacts’ screen (* indicates a required field). 
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2. Click Next.  

  

Confirm Agent of Record 

1. Complete the Broker or Agent details in the ‘Confirm Agent of Record’ screen. 

2. Click Next. 

   

Add Employees 

1. In the ‘Add Employees’ screen, there are 3 options to begin adding employees: 
Note: If you previously completed a Quick Quote, the census information will be pre-populated, and you will 
not see these 3-choices. Skip to the section below, Verify Employees in the Census. 
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a. Upload Membership Enrollment Spreadsheet –Use this option in lieu of the Employee Enrollment form.  

i. Download the Enrollment Spreadsheet Template.  

ii. Enter all subscriber information needed for enrollment and save to your computer.  

iii. Click Upload New Spreadsheet to upload the spreadsheet from your computer. 

b. Upload Census – This option requires completion of the Employee Enrollment application.  

i. Download the Census Template.  

ii. Enter general employee information into the spreadsheet and save it to your computer. 

iii. Click Upload New Census to upload the census from your computer. 

iv. The Employee Enrollment application is located in the Required Documents screen at 
the end of the Enrollment process. See the Required Documents section below.  

c. Manually Add Employees – Use this option to manually enter all employees. This requires completion 
of the Employee Enrollment form. 

 

Verify Employees in the Census 

1. After you have added employees, verify that the data is correct in the ‘Add Employees’ screen. Make manual 
corrections if needed. 

 

Important: At any time throughout the process, you can upload a new Census. The new Census will 
overwrite all employee data. 
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2. Click Next to continue.  

 

Plan Selection 

1. Select the check marks for up to 3 plan(s) being offered. Use the Search or filters to locate specific plans.  

  
 

2. Click Next to continue. 
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Plan Assignments 

If offering two or more plans, you will need to assign a plan for each employee in the ‘Plan Assignments’ screen. 
Note: If offering only one plan, the system automatically populates the plan assignment. 

1. You can Search and Sort for employees. 

2. Click the Select a Medical Plan drop down to select a plan for each employee. 

 
3. After you have selected a plan for each employee, click Next. 

 

Rating Type and Contribution Details 

1. Complete ‘Rating Type and Contribution Details’ (* indicates a required field).  
Note: Member-Level is the default Medical Rating Type. 
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2. Click Next.  

Rate Presentation 

1. Review the final rates in the ‘Rate Presentation’ (* indicates a required field).  

2. If the information in this screen is not correct, click Previous to go back and make edits. If everything on this 
screen is correct, click Next. 
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Required Documents 

1. Review the list of Required Documents. 
Note: Because you are signing an online application on behalf of your group, download the New Group 
Broker of Record Authorization form and obtain a signature from your group.  

2. When ready to upload the required documents, either click Upload Files or drag and drop the files to the 
target zone. You can upload documents individually or as a batch.  
Note: If you mistakenly uploaded a document, click Delete document to remove it. 

 
3. When you have finished uploading the required documents, click Next.  
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Attestation 

1. Complete the required fields in the Attestation.  
Note: Delegates can sign the attestation. 

2. In the Email field, enter the address for the person who will receive the confirmation email for the submission.  

3. Click Submit to send the New Group Enrollment for processing.  

 

Confirmation 

1. On the ‘Confirmation’ page, click the Employer Application link to download the application for your records.  



 
 

   Author: SK V1 Publish Date: 6/9/2023 Page 13 

 

2. Click Return to Quoting and Enrollment Landing Page. 

 
3. From the landing page, scroll down to Your Recent Activity. 

4. Review the Status column. 

 
a. After submitting the application, the status should show “Received- In Review”. You will receive an 

email confirming that the submission was received. 

b. Once the application has been complete, the status will update to “Completed” and the Welcome 
Packet will be sent out.  
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Save and Edit the Enrollment 

Save your work for later 

1. If you need to step away at any point during the New Group Enrollment, click Save for later to save your 
work. 

 

2. To return to where you left off, go to the ‘Prospect Quoting and New Group Enrollment’ page. 

3. Look for ‘Your Recent Activity’ 

4. Select the Actions drop down for the corresponding business name. 

5. Select Resume Quote and click Enter. 
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Edit previously completed screens 

1. Make changes to previous screens by clicking the Previous button at the bottom of the screen. Allow the 
previous screen to fully load. Continue this process until you get to the page where you need to make a 
correction.  

 

2. To return to the most current page, click Next and allow the next page to load before clicking Next again. 


	Table of Contents
	Overview
	Access the CPQ Quoting Tool
	Open Prospect Quoting and New Group Enrollment
	1. From the Broker Self Service Portal, click the Prospect Quote to Enroll link in the lower right corner.
	2. The ‘Prospect Quote to Enroll’ page opens.

	New Group Enrollment
	Begin New Group Enrollment
	1. If you previously completed a Quick Quote for the group, begin at ‘Your Recent Activity’.
	b. Under the Actions drop down, click Convert to Buy.
	c. Click Enter.
	2. If you did not previously complete a Quick Quote for the group, click Enroll a New Group to begin the enrollment process.
	Complete the Group Details
	1. When the enrollment process begins, you’ll notice a graphic at the top of each page that shows which step you are on in the enrollment process.
	2. Complete or validate the fields in the ‘Group Details’ screen (* indicates a required field).
	Tip: If you select ‘yes, my company has worker’s compensation’ but don’t know the policy #, you can enter ‘Unknown’ in the  policy # field.
	3. Click Next to continue.
	Enter Group Eligibility
	1. Complete the information in the ‘Group Eligibility’ screen (*indicates a required field).
	2. From this point on during the enrollment process, you may click Save for later if you need to step away. Refer to the section below, Save and Edit the Enrollment for details.
	3. Click Next to continue.
	Enter Contacts Details
	1. Complete the fields in the ‘Contacts’ screen (* indicates a required field).
	2. Click Next.
	Confirm Agent of Record
	1. Complete the Broker or Agent details in the ‘Confirm Agent of Record’ screen.
	2. Click Next.
	Add Employees
	1. In the ‘Add Employees’ screen, there are 3 options to begin adding employees: Note: If you previously completed a Quick Quote, the census information will be pre-populated, and you will not see these 3-choices. Skip to the section below, Verify Emp...
	a. Upload Membership Enrollment Spreadsheet –Use this option in lieu of the Employee Enrollment form.
	i. Download the Enrollment Spreadsheet Template.
	ii. Enter all subscriber information needed for enrollment and save to your computer.
	iii. Click Upload New Spreadsheet to upload the spreadsheet from your computer.
	b. Upload Census – This option requires completion of the Employee Enrollment application.
	i. Download the Census Template.
	ii. Enter general employee information into the spreadsheet and save it to your computer.
	iii. Click Upload New Census to upload the census from your computer.
	iv. The Employee Enrollment application is located in the Required Documents screen at the end of the Enrollment process. See the Required Documents section below.
	c. Manually Add Employees – Use this option to manually enter all employees. This requires completion of the Employee Enrollment form.
	Verify Employees in the Census
	1. After you have added employees, verify that the data is correct in the ‘Add Employees’ screen. Make manual corrections if needed.
	2. Click Next to continue.
	Plan Selection
	1. Select the check marks for up to 3 plan(s) being offered. Use the Search or filters to locate specific plans.
	2. Click Next to continue.
	Plan Assignments
	1. You can Search and Sort for employees.
	2. Click the Select a Medical Plan drop down to select a plan for each employee.
	3. After you have selected a plan for each employee, click Next.
	Rating Type and Contribution Details
	1. Complete ‘Rating Type and Contribution Details’ (* indicates a required field).  Note: Member-Level is the default Medical Rating Type.
	2. Click Next.
	Rate Presentation
	1. Review the final rates in the ‘Rate Presentation’ (* indicates a required field).
	2. If the information in this screen is not correct, click Previous to go back and make edits. If everything on this screen is correct, click Next.
	Required Documents
	1. Review the list of Required Documents. Note: Because you are signing an online application on behalf of your group, download the New Group Broker of Record Authorization form and obtain a signature from your group.
	2. When ready to upload the required documents, either click Upload Files or drag and drop the files to the target zone. You can upload documents individually or as a batch.  Note: If you mistakenly uploaded a document, click Delete document to remove...
	3. When you have finished uploading the required documents, click Next.
	Attestation
	1. Complete the required fields in the Attestation.  Note: Delegates can sign the attestation.
	2. In the Email field, enter the address for the person who will receive the confirmation email for the submission.
	3. Click Submit to send the New Group Enrollment for processing.
	Confirmation
	1. On the ‘Confirmation’ page, click the Employer Application link to download the application for your records.
	2. Click Return to Quoting and Enrollment Landing Page.
	3. From the landing page, scroll down to Your Recent Activity.
	4. Review the Status column.
	a. After submitting the application, the status should show “Received- In Review”. You will receive an email confirming that the submission was received.
	b. Once the application has been complete, the status will update to “Completed” and the Welcome Packet will be sent out.

	Save and Edit the Enrollment
	Save your work for later
	Edit previously completed screens
	1. Make changes to previous screens by clicking the Previous button at the bottom of the screen. Allow the previous screen to fully load. Continue this process until you get to the page where you need to make a correction.
	2. To return to the most current page, click Next and allow the next page to load before clicking Next again.


	Important: At any time throughout the process, you can upload a new Census. The new Census will overwrite all employee data.




Accessibility Report





		Filename: 

		02-SG New Self Service Group Enrollment (Broker).pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

