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Adding Members | New Hires
New Hires should be added within the first 90 days of   
coverage.

Select ADD Member from the home page or the menu bar
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Adding Members | New Hires
Choose Next under New Hire
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• Fields with a red asterisk 
are required* 

• Enter demographics

• Check Use ‘& Family’ 
addressing for mailings  
if there are dependents.

• The Hire Date is optional, 
but encouraged. Keep in 
mind that if someone 
comes off of your 
benefits, but later rejoins, 
they would need another 
General Rights Notice 
when they rejoin the plan 
(most often occurs with a 
re-hire). 

• Select Add Member to 
complete the entry.

Notice will be automatically 
generated and mailed the 
next business day.
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