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The home page serves as the central hub for accessing all features within the Portal.
From here, users can easily navigate to various tools and resources such as:

e View employees

e View all elections and balances

e Check status of imports
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You can get real-time data on all employees directly from your dashboard.

Select Employee or Search Employee Tab
for Employee on Dashboard Select Scroll or Search for Employee
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You can add new employees as well as enroll them in benefits within the Employee Tab.

Select Employee Tab Employee Tab
Select + New Employee
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You have access to various reports on enrollments, financials, contributions and much more. Additionally you can run
new reports when needed.

Select the Reports Tab
Or Specific Report from Dashboard

Reports Tab

| Select Report or select New Report to run a report.
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The Tools Tab will give you access to your Plan Information as well as Links and additional Resources.

Select Tools Tools Tab

Select Plans to view current and past plan information.
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You can import demographic, enrollment and contribution files directly into the portal using standard excel or CSV
formatted import files.

Select Import Import Tab
You can view completed and pending imports, as well as add a new import.
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The Requests Tab allows you to contact your administrator with various requests such as:
e Add New Employee
e Add Employer Contacts
e Attach Files
¢ Request Documents
e Change Payroll Deductions

Requests Tab

Any current request will be shown here, and you can also
submit a New Request.
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