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New Hire Inside of Open Enrollment
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When your new hire logs into THEbenefitsHUB for 
the very first time, they will come to this page. 
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Their Username will be the first six letters of their last name followed by the first letter of 
their first name and ending with the last four digits of their social security number. 

Their Password will be similar, being their full last name and last four digits of their social. 

Here they will follow the directions on the left side of the 
screen to log in. 
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For security purposes, Benny 
will be prompted to change his 
password. There are password 

specifications which are located 
below for the employee to 

reference.

Once Benny has entered his 
new password in twice, he will 
click Save & Continue to move 

onto the next page.
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We will narrow down the selection to Spouse Life.

Next, Benny will be brought to the System Acknowledgments Page.  This page holds all of the acknowledgments that Benny 
will need to accept as a user of THEbenefitsHUB. He will check the box next to each acknowledgment.

Then click ‘I Acknowledge’ to move onto the next page.
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We will narrow down the selection to Spouse Life.

Benny is then brought to the Company Acknowledgments page. 
These will be the acknowledgments uploaded by you, the Administrator, your Broker, or even us at the system level. It 

will hold more of those HR type, or benefit related acknowledgments. Remember, once an employee has 
acknowledged an item, they cannot “un-acknowledge it”. This means they cannot uncheck an item once the page has 

been saved. 
If there is a form or document attached to an acknowledgment, Benny will be able to click a link to view that form. To 

continue, benny will simply click ‘I Acknowledge’ one more time.
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From there, Benny will be brought to his Personal 
Information page where he can go through and add or 
update any information needed. If Benny has dependents 
that he wishes to elect benefits for, he will scroll down to 
the bottom of the page and change his marital status to 
Married.

After reviewing the information in his profile, Benny can 
click ‘Save & Continue’ to move on. 
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Next up is adding an emergency contact. This 
feature may not be turned on for all companies. 

If you would like this turned on, please contact 
your Account Representative. 

If this is turned on for your company, then Benny 
will be required to input three pieces of 

information for his emergency contacts, first and 
last name and relationship. 

Now, let’s say that Benny doesn’t have the rest of the contact 
information, what should he do? 

He can come back to his profile after completing his walk-
through and find the Emergency link under his personal 

information icon to input the rest of the information.



allsynx

The next step leads us to Dependent 
Information! Here Benny can add any 

dependents to his profile. 

He will select the Add a spouse or 
domestic partner link and be brought 

to the page. 

Troubleshooting: If he cannot see the 
link to add a Spouse or Domestic 

Partner, then his Marital Status may 
be marked as Single under his profile. 
Benny can fix this by returning to his 

Personal Information page and 
amending the selection.
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When adding a spouse or domestic partner, 
Benny will fill out the bolded fields.  Don’t worry, 
THEbenefitsHUB will help verify that there is not 
a duplicated social security number between 
dependents. 

Once the information has been added, he will 
once again click Save and continue on.
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For this example, we did not enter a social security 
number for Benny’s spouse, Taylor HUBster. Don’t worry, 
a forgotten dependent’s social security number will not 

prevent the enrollment walk-through from being 
completed.

He will receive a message warning him that the social is 
missing, but he can continue on and add the social 

security number at a later time.
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Now that a Spouse or 
Domestic Partner has been 

added, Benny can continue on 
to input his child. 
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To add a dependent, Benny will fill in 
all bolded required fields. 

Luckily, when adding dependents, 
the last name and address fields will 
prefill. If another member of the 
family has a different last name or 
address, the employee is able to edit 
the information for each of the 
members.
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There are five fields on this page that drive eligibility, so it 
is imperative that accurate information is inputted here:

1. Date of Birth:  Typically, most benefits will only cover 
dependents up to age 26.  If the dependent is over this 

age, that might be why they are not eligible.

2. Marital Status:  Some voluntary benefits do not cover 
married dependents even if they are under the age of 26.  

Depending on how it was requested during the 
implementation process, this could be a driving force for 
why an employee is unable to see their child dependent.
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There are five fields on this page that drive eligibility, 
so it is imperative that accurate information is 
inputted here:

3. Next is the child type or “This child is my…”:  You 
have multiple selections from here such as Natural, 
Step, Foster, Grandchild, etc. This field defaults to 
Natural, but Benny has the option to choose.  

Possible Troubleshooting: If Benny went to Alice 
Admin and said “I can’t see my grandchild on the 
election page and I am the legal guardian of my 
grandchild” then Alice Admin would advise the 
employee to change them as a “Court Ordered 
child” and this will allow them to enroll them in 
benefits. 
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There are five fields on this page that drive eligibility, so it 
is imperative that accurate information is inputted here:

4. Disability Status: If the Benny’s dependent is over the 
age of 26 but is legally disabled, this is where he will 

mark that status.

5. Student Status: And finally, if the child is enrolled in 
college, the student status should be selected from the 

drop-down menu.
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If Benny needs to add another child, he may do so by clicking on 
the indicated checkbox at the bottom of the page.
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Benny has one more child to enter 
in, so we will go ahead and enter in 
Trent.

Click Save to be brought to an empty 
Dependent Information page.
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Once all of the dependents have been 
entered in THEbenefitsHUB, Benny will 

review to verify that all of his dependents 
are good to go, and he will receive a 

reminder that he is missing everyone’s 
social security numbers. 

For now, though, he’s going to begin his 
New Hire Walkthrough, by clicking ‘Save 

and Continue’.
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The coverage information (above) will show the employee a bit more about the benefit.

There is some standard wording that will need to be added to the top of the page, but 
there are other sections below that are available if you, the admin, would like any extra 

wording added!
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For Benny to actually make his 
election, he would click the button 
next to the plan name.

By accessing the drop-down menu 
next to the plan name, he is able to 
choose which coverage option best 
fits his needs.

For employer paid benefits, such 
as Basic Life, Benny does not 
have the option to waive the 
benefit since it is free to him.
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The Eligible date listed will 
tell Benny what date the 

benefit coverage starts on. 

As Benny is working on 
electing his New Hire 

benefits first, this date will 
be different than the normal 

plan year date.



allsynx

This election summary is also 
a live configurable field, which 
means that if Benny becomes 
eligible for another benefit 
based on a previous election 
then the election summary 
will automatically update as 
he walks through. 
To move on to the next 
benefit, Benny will click ‘Sign 
and Continue’.

Once he clicks ‘Sign and Continue’ his election will be saved, even if Benny has to sign out and come back later.
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Medical, Dental and Vision benefits are what are known as “tiered” 
benefits. Here Benny is able to elect for himself and any eligible 
members.
Benny is also able to select his tax option on particular benefits dictated 
by you, the admin, and the broker. 

Benny can elect who will be covered under his benefits and who will not. For example, maybe Benny Hubster’s spouse 
Taylor has enrolled in benefits through her workplace and has also covered their child Trent. Benny has the option to 

select Medical Option 2 for himself and Brandi.
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If Benny did not want to enroll in this benefit at all, he can 
select “I waive enrollment” in order to opt out of the benefit.

Let’s move on, click Sign & Continue.
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So let’s go back to Taylor and Trent, the 
dependents that Benny declined coverage for. 
Here he will enter in the reason for the 
declination, then select ‘Sign and Continue’.
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Benny will go through all of the benefits 
listed in his election summary.
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Another type of 
election page is Long 
Term Disability where 

the employee can 
select from various 
waiting periods and 
coverage amounts.
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Then Benny arrives at 
Employee Life.

Here Benny can select from 
various benefit amounts, like 

the election before. Benny can 
also view his new hire 

Guaranteed Issue amount.  
This amount is configured 
based on your company’s 

eligibility.
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Benny is now eligible to enroll any eligible dependents in life insurance. 

Just like the Employee Life benefit, Benny has the ability to view the Guaranteed Issue 
amount for both spouse and child life if applicable.
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The last type of election page is Premium Only, 
which holds a particular dollar amount within a 
frame such as FSA, HSA &/or Dependent Care.

Here Benny will be able to enter a monthly 
contribution based on the allowed range setup 

during the implementation process. 
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If Benny elected over the Guaranteed Issue amount, he will be brought to this page where he can 
either print out the Evidence of Insurability form, or complete it from within THEbenefitsHUB if your 
company has an integration set up. 

After Benny has finished with this page, he will select ‘Save and Continue’ to move on to the next 
page.
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Now that Benny has finished enrolling in 
his benefits, he will need to add his 

beneficiaries.

At the top of the page, this is where he can 
view a definition of what a beneficiary is 

and there may be a video displayed if 
requested by your company.
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Adding a beneficiary is a two-step process, 
the first step is to Manage Beneficiaries
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Benny may add a 
beneficiary from a 

dependent he has already 
entered in THEbenefitsHUB
which, once selected, will 
populate the dependent’s 
information so he won’t 

have to complete any 
double entries.
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OR, he can select from another 
type of beneficiary, such as, a 

trust or a charity. 

Depending on how the benefits 
are setup in THEbenefitsHUB, 
Benny may automatically be 

added as a beneficiary from here 
if a dependent life benefit, for 
example, requires Benny to be 

the beneficiary.
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Once all of the dependents have been selected, 
Benny will click ‘Sign and Continue’ to move onto 
the next step.
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After Benny Signs and Continues, he will 
need to Designate Beneficiaries. 
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There are two ways this can be set up for your company, so yours may not 
look exactly like our Bright Passage example. 

Your employees will either have the option to choose to designate once 
for all products, or they will have the option to designate product by 

product.
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When designating beneficiaries once for all products, Benny will see the primary 
and contingent beneficiaries change for each product as they are typed in. 

The points that appear under the benefit can be utilized when distributing amounts. 
When all qualifications are met, they will be marked in green like we see here.
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Your Designate Beneficiary page may look different from ours, there are 
times when a carrier does not allow certain type of beneficiary. 

If that is the case, when Benny is on step two of adding beneficiaries, he will 
be unable to see that beneficiary as an option.
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If Benny wants to see which 
Beneficiary types are not allowed, 
he may hover over “View Limited 
Beneficiary Types” next to the 
product name. 
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Once Benny has entered all the 
information, he will save this page by 

clicking Finished. 

After clicking finished, a copy of the 
Beneficiary information will be saved 

for historical purposes.
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Now Benny has completed his online 
enrollment as a New Hire! 
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New Hires going through 
enrollment will see this 
page showing them the 

benefit elections that will 
be prepared for their 

upcoming Open Enrollment.

Benny will click ‘Continue 
Enrollment’.
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On the next page, Benny will going 
see the Consolidated Enrollment 
Form page, showing him the 
elections he has made thus far 
during his New Hire enrollment, but 
warning him that he is not finished 
enrolling.

At the bottom of the page, Benny will 
find the ‘Continue’ button which will 
allow him to move on to his Open 
Enrollment walkthrough.
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Now Benny is in his Open Enrollment 
walk-through!
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He will be walking 
through the same 

benefits that he saw 
during his new hire 
walk through but 
now he is electing 
for the future year. 

To alleviate confusion the header at the top of the 
page has changed from ‘My New Hire Enrollment” 

to ‘My Benefits Enrollment’. 
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When Benny arrives at his beneficiary page, he has the option to 
switch up his designations but you will see that his percentages 

have remained the same from his New Hire enrollment.
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Now Benny has completed his entire Open 
Enrollment walk-through! 
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From the Consolidated 
Enrollment form, Benny 
can view his personal and 
dependent’s information…
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His selections…



allsynx

…And the 
benefits he 
waived.
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This Consolidated Enrollment Form can be customized 
upon your request, by adding personal information, 

dependent information, employee payroll ID, emergency 
contact information, or beneficiary information.

Please, Contact your Account Representative or 
Implementer if you would like this updated.
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From this page, Benny can either print this page, go to the main menu, or go back through his 
enrollment walkthrough. He can also email a link to himself to log back into THEbenefitsHUB to view 
his elections.  

Due to HIPAA we cannot actually email this information, but Benny can log back in easily to view it all 
again.
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Thank you for tuning in to our Training Tutorial!

If you have any further questions or concerns, 
feel free to contact your Account Representative 

or send us an email at learn@allsynx.com.
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