
Enrollment Quick 
Start Guide



Welcome to the Benefix Platform 

Your insurance broker is now using Benefix to digitize your enrollment 
process. This means less time chasing paper applications from your 
employees and more time working on your business. 

This guide will show you how to navigate the system and get your 
enrollment submitted quickly and pain-free. 

��



You’ll receive an invitation 
from your broker to create 
your account. This will allow 
you to collaborate on your 
group’s enrollment digitally 
within Benefix.

Just click “Sign In” to create 
your password and you’re 
ready to go!

Your Invitation

Welcome to Benefix!



Utilize this link to log back 
into your Benefix account

Logging In

Need to log back in? 

Forgot your password?

Reset your password by 
clicking on “Forgot?” in the 
password box

https://app.benefix.us/group_admins/sign_in


From your dashboard, you 
can access your Enrollment 
Checklist by clicking on the 
“2023 Enrollment” button 

You can also view and edit 
your employees via the 
“Employees” button

Your Dashboard

How to Navigate 
the Dashboard



The ‘Enrollment Checklist’ is 

your to-do list, but it also 

doubles as your Progress 

Tracker: 

● Each required step is listed, 

allowing you and your broker 

to know which items are 

outstanding vs. complete

● Every time an employee 

works on their application, the 

checklist updates in real time.

Enrollment Checklist

Tracking Your 
Enrollment Progress



The group application can either be 

completely filled out by the broker or 

together through a collaborative effort.

● At the top of the Group Application, you 

can click on ‘Highlight Incomplete Fields’ 

to see which required information still 

needs to be filled out.

● Be sure to click ‘Save’ at the bottom of the 

application each time you've entered new 

information.

Completing the Group Application

Filling Out the Group 
Application



Email Script:

Dear ____________,

I wanted to share with you that we are 
using a new platform, Benefix, for our 
Open Enrollment this year. Benefix is an 
entirely digital platform, so no need to 
worry about any paperwork!

On ___________, you will receive an email 
invitation from Benefix to finalize your 
account. Once you do, Benefix will walk 
you through a few simple steps that can be 
completed from a computer, tablet or 
smartphone! You will be able to easily 
confirm your personal information, view 
the plan(s) offered, as well as, payroll 
contributions.

Inviting Employees to the 
Benefix System

Benefix has created a template to help 
navigate communications with your 

group regarding this new process 



Employee Applications

To invite employees to their applications, click ‘Invite 
Employees’ in the Employee Application section.

• You have the option to send Invitations via email or 
text message

• Enter the required, carrier-specific information then 
click ‘Send Invitations’

Sending Employee Applications Keeping Track of Employee Applications

Our colored system helps you stay on top of digitally 
collecting paperwork:

: Invite not sent
: Invite sent but not opened
: Invite opened but not complete
: Application complete (may be awaiting a group 

admin signature
                                                



All progress trackers will reflect as green once all 
employees have completed their questionnaires.

NOTE: Once an employee completes their 
application, your signature as the group admin may 
be required before it is marked as complete.

Employee Applications (contd.)

Completed Employee Applications

• Easily track the number of sent invitations and 
the number of completed applications for 
employees from the ‘Enrollment Checklist’

• Once all employee applications are complete, 
you’ll see both progress trackers reflect green

Employee Application Tracker



Additional Documents

You can easily track the progress of any 
additional documents required by the carrier 
from the ‘Enrollment Checklist’

● Examples include: tax documents, EFT form, 
group size certification, etc.

● Once all required additional documents are 
completed, the progress tracker will reflect 
green

Additional Documents can easily be downloaded 
and/or uploaded. Any document that says ‘required’ 
is required by the carrier.



Collect E-Signatures

Benefix makes e-signing 
documents simple by allowing you 
to sign all required documents at 
one time. 

Simply click ‘Collect E-Signatures,’ 
review any terms and conditions, 
then sign. Once all signatures are 
captured, your broker can finalize 
and submit your group’s 
enrollment!



Thank you for Enrolling 
through Benefix!

For more resources, visit our
Help Center:

https://help.benefix.us/en/

https://help.benefix.us/en/

