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Purpose

The purpose of this user guide is to provide step-by-step instructions and guidance to 
using the Small Group and Middle Market Enrollment tool for Fully Insured and accounts.

Enrollment Tool Process Overview

The Enrollment tool allows the user to quickly enroll Small Group New Business for Fully 
Insured and Small Group and Middle Market Blue Balance FundedSM ASO. Small Group 
Fully Insured accounts can elect not just medical, but dental and ancillary lines as well, via 
the Enrollment Tool.

 

Enrollment Tool User Guide

Life, Disability, Critical Illness, Accident, and Vision products are issued by Dearborn Life Insurance Company, 701 E. 22nd St. Suite 300, Lombard, IL 60148. 
Blue Cross and Blue Shield of Illinois is the trade name of Dearborn Life Insurance Company, an independent licensee of the Blue Cross and Blue Shield 
Association. BLUE CROSS®, BLUE SHIELD® and the Cross and Shield Symbols are registered service marks of the Blue Cross and Blue Shield Association, 
an association of independent Blue Cross and Blue Shield Plans.

Medical, Pharmacy, and Dental products are offered by Blue Cross and Blue Shield of Illinois, a Division of Health Care Service Corporation, 
a Mutual Legal Reserve Company, an Independent Licensee of the Blue Cross and Blue Shield Association.
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Reminders
• Quotes are not required in order to start enrollment.

• The Enrollment Tool is only for accounts that are new to BCBSMT. If an employer already has 
a line of coverage, whether medical or dental, with BlueCross BlueShield then you should 
contact your Sales Representative prior to initiating the enrollment. 

• Make sure to accurately enter the Producer email address on the Account Information screen 
or you will not be notified if additional information is being requested.

• Any ancillary product with 100% contribution requires 100% employee participation.

• The Required Documents should be completed fully prior to enrollment as they will be used to 
complete fields, and they will need to be attached in the tool.
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Getting Started

To begin submitting a New Business 
enrollment, log into eSales. 

Click Small Group and Middle Market 
Enrollment.

User will be directed to the 
Enrollment Tool homepage.
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Enrolling a Group
With a Quote
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A quote is not required in order to enroll a Fully Insured Small Group account. If using a 
quote to start enrollment, a few fields will pre-populate in enrollment via the completed 
quote.

In the Quote Number field enter the Quote Number from the proposal and select Quoted 
from the dropdown in the Status field. Click Search. If the Status is not updated, no search 
results will generate. The Prospect will display with the ability to Start Enrollment. Once 
selected, the user will be brought to the Account Information page.

      

Enrolling a Group- With a Quote
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The Account Information page will display with some fields already completed based off data from 
the Proposal. Those fields are editable. 

The Account Information page will be explained in more detail in the “Enrolling a Group Without a 
Quote” section.

Reports: Displays a list of available reports.

Documents List: Displays a list of required and optional documents.

Attachments: Allows users to attach documents. This functionality will be discussed in more detail 
later in the job aid.

Account Information
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Enrolling a Group
Without a Quote
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A quote is not required in order to enroll a Fully Insured Small Group account. 

Click Start SG Enrollment without a Quote.

      

Enrolling a Group- Without a Quote
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The Account Information page 
displays with most fields blank. 
The Market Segment and 
Funding Type are not editable, 
as the user can only create a 
Small Group Fully Insured 
enrollment without a quote.

Since no quote was used, only 
the Producer information will 
be present. These fields 
populate based off the ID that 
was used to log into Blue 
Access for Producers℠ 
(BAP℠).

All fields will need to be 
completed in order to continue.

A red asterisk (*) indicates 
mandatory fields.

Account Information
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Complete all required fields and answer the Employee Retirement Income Security Act 
(ERISA) question. When the Yes radio button is selected, additional fields will display that are 
required to be completed. 

Account Information
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Account Information
The Physical Address can NOT be a PO Box, it must be the physical location of the group, and the group MUST 
be located in the state the enrollment is submitted to.  

Be sure the full address and county are correct as rates may be affected. If unsure of the correct county, click 
the Visit USPS hyperlink to search the account’s address and view the correct county via the United States 
Postal Service website.

If the group has a different address for Billing or Mailing, the radio buttons can be changed to Yes and additional 
fields will display. PO Box addresses are allowed for these mailing types.
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The Primary Producer, Tax ID, and 
Producer # populate based off the 
proposal.

The E-Mail Address field should be 
addressed to the person who will 
be responsible for inputting any 
additional information that has 
been requested. 

E-mails will be sent to this 
individual when there is missing 
information, and when the account 
enrollment has been completed.

If the Confirm E-Mail Address does 
not match the E-Mail Address field, 
an error message will generate 
upon clicking the Continue button.

Click Continue. 

Account Information
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The Additional Information page displays and includes sections for Eligibility and Vendor options. 

If the group is waiving the new hire waiting period on initial enrollment, select Yes. When changed to No, the 
system requires the number of new hires who are not yet eligible for coverage. If there are no new 
employees that are still ineligible for coverage, indicate 0 as the Number of Employees serving waiting 
period.

The “days” dropdown under Eligibility includes the options for 0, 30, or 60 days as the New Employee 
Waiting Period cannot surpass 91 days.

Additional Information
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Some fields may be hidden or displayed based on how questions are answered. 

Additional Information

If the group has elected an 
HSA or FSA, select Yes and 
then select the correct Vendor. 

If the Vendor it not listed, 
select Other Non-Integrated 
and type in the Vendor Name. 
If left blank, BCBS will default 
to “Other.” 

Some Vendor selections, like 
HSA Bank for Integrated FSA, 
prompt additional elections 
when selected.

After answering all questions, 
click Continue.



SMALL GROUP ENROLLMENT GUIDE Return to Table of Contents 17

The Plan Selections page displays with 
Health already selected as Yes. 
Employers can waive Health coverage, 
and only elect Dental and/or other 
ancillary products. If the employer is 
already enrolled with BCBSMT for any 
line of coverage, do NOT submit 
enrollment. Contact your Account or 
Sales Representative. Health or Dental 
coverage is required on the account 
level in order to elect ancillary lines.

Up to 6 Health Plans can be selected.

Plan Selections

All Ancillary Products default to No. 
When Yes is selected there are 
Contributory and Voluntary options. 
Up to 2 Dental Plans can be selected 
(for 10 or more enrolling). Dental Plan 
Pairing Rules still apply. 

After selecting plans, click Continue 
to go to Member Census page.
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Selecting Yes for Dental 
displays High and Low 
Allocations for both 
Contributory and Voluntary 
plans.

Two plans can be selected 
when 10 or more employees 
are enrolling, and dental 
plan pairing rules apply.

Plan Selections - Dental
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Selecting Yes for Standalone 
Vision Plans displays Basic 
and Voluntary plans. Only 
one plan can be selected. 
Select the plan first and then 
enter the Standalone Vision 
Contribution amount.

For a Basic Standalone 
Vision plan, the Employer 
Contribution amount must be 
a value of 80-100. 

If a Voluntary plan is being 
elected, the value needs to 
be 0-79.

When certain criteria isn’t 
met an error message will 
display.

Plan Selections - Standalone Vision
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Selecting Yes for Life displays 
the Life plan options (Employee 
Basic Life, Dependent Basic 
Life and Supplemental Life).

An Employer can have two Life 
Classes. Class 1 defaults as 
selected with “All Active Full 
Time” as the description. 
Descriptions can be updated 
per the Employer’s request. If 
two classes are selected, then 
the plans will duplicate and 
display with the corresponding 
Class Description.

Select the plan first and then 
enter the Term Contribution 
amount.  Each Class must have 
a different plan selected.

The Term Life Contribution 
amount must be 25% or more.

Plan Selections - Life

When Life is selected, the Salary Period will default to Annual. On the Member Census page, the 
Salary field minimum value is $10,000.
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As with Life, Short Term 
Disability provides the option 
for multiple classes.

Only one Short Term 
Disability plan can be 
elected per class.

The employer can elect 
either Basic or Voluntary.

For a Basic STD plan, the 
Employer Contribution 
amount must be a value of 
25-100. 

If a Voluntary plan is being 
elected, the value needs to 
be 0-24.

When certain criteria isn’t 
met an error message will 
display.

Plan Selections - Short Term Disability
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The Long Term Disability 
display mimics Short Term 
Disability and provides the 
option for multiple classes, 
with only one plan eligible to 
be selected per class and 
has the same requirements 
for Contribution Amounts.

For a Basic LTD plan, the 
Employer Contribution 
amount must be a value of 
25-100. 

If a Voluntary plan is being 
elected, the value needs to 
be 0-24.

Plan Selections - Long Term Disability

When certain criteria isn’t met an error message will display.
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Critical Illness has options for Basic and Voluntary plans.

For a Basic Critical Illness plan, the Employer Contribution amount must be a value of 25-100. 

If a Voluntary plan is being elected, the value needs to be 0-24.

When certain criteria isn’t met an error message will display.

Plan Selections - Critical Illness
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Accident Insurance has options for Basic and Voluntary plans.

For a Basic Accident Insurance plan, the Employer Contribution amount must be a value of 25-100. 

If a Voluntary plan is being elected, the value needs to be 0-24.

When certain criteria isn’t met an error message will display.

Plan Selections - Accident Insurance
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Member Census

Members can be added to the census by importing the Smart Census Import Tool (SCIT) or manually, by 
adding members and their family groups individually. All Full-Time eligible employees must be included in 
the enrollment, even those waiving coverage.  The SCIT template can be accessed by clicking Import 
Census. 
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Member Census - Import Census

When importing a census, it must be the SCIT file, or it will not load. Click the blue Census Import Template 
link to download a template. 

To upload a completed SCIT, click Choose File and then path to the folder where the file is saved. Select the 
file and click Open.
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Member Census - Import Census

After the file has been selected, the file name will display next to the Choose File button. Click Load File to 
load the census. If there are no errors or warnings, click Override and Import to load the SCIT into the 
Member Census page.

Note: Any Error Messages displayed will need to be addressed before the census can be successfully 
imported. Warning Messages are soft warnings and will not prevent the file from being imported but may 
require manual intervention.
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Member Census - Import Census

The imported census will now display on the Member Census page. If any changes are needed, 
click the View button next to the member that requires an edit, and changes can made. Members 
display as 10 subscribers per page. Click the arrows to view members 11 and beyond.



SMALL GROUP ENROLLMENT GUIDE Return to Table of Contents 29

Member Census - Add Member

Click Add Member.

The Enrollment for New 
Member window opens. 
Complete all required fields. 

If all coverages are being 
waived, only the Waive  
Reason Code, First Name, 
Last Name, and Employee 
Signature Date will be 
required.

Click Save and Close, and 
the waived member will be 
added to the Member 
Census.
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Member Census - Add Member

If the group is offering both health and dental plans, and an employee is only waiving one of those coverages 
while electing the other, click No for Waive All Coverage.

Complete all required fields and click Continue.
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Member Census - Add Member

If medical or dental coverage 
are being waived, a Waive 
Reason Code is required.

Coverages being elected will 
need the level of coverage 
(EO, ES, EC, or EF and CO, 
CS, CC, or CF for COBRA) 
included, along with the plan 
selection.

Available plans are 
displayed based on the 
selections made on the Plan 
Selections page.

Click Continue to proceed to 
Dependent Information.
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Member Census - Add Member

Click Add Dependent to add 
a Spouse and/or 
Dependent(s) one at a time.

Enter all required fields. 

If the dependent has a 
different address than the 
subscriber, change the 
Dependent Address same as 
Subscriber to No, and the 
dependent address can be 
added. 

Click Save BEFORE clicking 
Continue. If the page is not 
saved, the data will be lost.
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Member Census - Add Member

After saving the dependent, their name will appear on the top left under Select Dependents. If additional 
dependents need to be added, that can be done by repeating the process of clicking Add Dependent and 
saving each entry.

When all dependents have been added and saved, click Continue.
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Member Census - Add Member

If Medicare information needs to be added to any members, click the name and additional fields will 
display under the Other Coverage section. If entering information on this page, click Save prior to 
clicking Save and Close. If no Medicare information is required to be entered, just click Save and Close 
to be returned to the Member Census page.
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Member Census

Once all eligible members are accounted for in the census, enter the Enrollment Totals to continue to the 
Rates page. The Total Eligible Employees should match the number enrolled plus the number waiving.

=Total Eligible Employees field cannot be updated manually. The number is calculated based off the 
numbers entered in the previous fields. The # of Employees enrolling and waiving are populated from the 
census and cannot be updated manually. 

Click Continue.
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Rates

Rates will be displayed by 
clicking on the Magnifying 
Glass icon next to each plan 
after a Rating Model has been 
selected.

The Rating Models for the 
Health plans are Member Level 
and 4-Tier Composite. 
Whichever option is selected 
will be the rating model for both 
medical and dental plan 
selections.

Select the Rating Model the 
group has elected and click 
Continue.

Electronic Payment Information 
is required. The group’s 
physical address defaults from 
the information entered on the 
Account Information page.
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Rates

When selecting Member Level Rates, a table of 
rates by age will display which is then applied 
to individual members (employee or dependent) 
according to the employee’s coverage election.

When selecting Composite Rates, four-tier 
rates are calculated based on the summation of 
Member Level Rates for all enrollees in the 
plan.
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Rates - Ancillary

Ancillary products will have their own rating 
models regardless of what was selected for 
medical or dental. 

For instance, Standalone Vision will display 
Composite Rates and Short Term Disability 
plans will have Member Level Rates.
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Account Summary

The Account Summary page 
provides a synopsis of the 
information that has been 
entered for the account. This 
page can be used to perform a 
quick review for accuracy, and if 
any changes are needed the user 
can click the Change button in 
the header and be taken directly 
to the corresponding page. For 
instance, clicking Change on the 
Additional Information section will 
take the user to the Additional 
Information page.

If everything is correct, click 
Continue. 
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Release for Enrollment

The Release for Enrollment page displays all the required documents in bold, red font with 
an asterisk. The account can not be released to BCBS without all the required documents 
being attached. Click the View/ Attach Documents button to complete the task.
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Release for Enrollment

Click View/ Attach Documents 
button

The Attach Documents window 
opens, and the user can attach 
files required for Underwriting 
review.

Click Choose File to select the 
appropriate files.

When the file name appears, 
select the Document Type from 
the dropdown, and click Attach 
File.
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Release for Enrollment

Attached files appear under the 
Existing Attached Documents section. 
If any files are deleted, they will move 
to the Deleted Documents section.

Once all files are uploaded click the ‘x’ 
in the top right corner. 

The Release for 
Enrollment page will now 
show all attached files as 
“Attached.”
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Release for Enrollment

With all required documents 
attached, the certification box at 
the bottom of the page will no 
longer be grayed out. Click the 
certification box and the 
Release button will turn from 
blue to green.

Click Release and the Confirm 
Release for Enrollment window 
displays.

Confirm the information 
displayed is accurate and click 
each checkbox. Once all boxes 
are checked the Confirm button 
will turn Green. 

Click Confirm to send the 
account to BCBS for review and 
approval.
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Enrollment - Submitted Status

Release Confirmation will display, and the account has now been submitted. Clicking the Return Home 
button will bring the user to the Enrollment Home Page and reflect the account with the new Status under 
the Recently Accessed section.
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View Finalized Account

Once the account has been approved and finalized, the Producer whose email was included on the 
Account Information page will receive an autogenerated email.

If Reports, Attachments, or History details are needed, the account can still be retrieved by searching 
from the Enrollment home page and clicking View. 

(Note: All Reports are available after BCBS has completed account activation, Attachments are 
available immediately after loading, and History can be accessed at all times throughout the 
enrollment process.)
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Reports

Clicking the Reports button will display all available reports. The Welcome Letter will not be 
available until after account approval.
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History

Clicking the History button will display the record of each activity the account was in, the date 
the account moved into the activity, and the duration of time the case was in each activity. There 
are also descriptions of what each Activity entails. This is available throughout each step in the 
workflow.
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For questions about quoting, enrollment and benefits, 
please talk with your Sales Executive. 

For technical issues with the eSales Quoting tool, please 
contact our ITG Service Center at 1-888-706-0583. 

For questions regarding any of the information within 
this user manual or the enrollment process, please 
email us at: SGMM_TechSupport@hcsc.com.

Helpful Resources

mailto:SGMM_TechSupport@hcsc.com
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