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GETTING STARTED

 

    Your Benefi tMall Administrator will grant you and 
your employees with user access. When a user 
is added, Express Applications assigns a User ID 
with the default password as password. 

    Login with the assigned User ID and the 
initial password.

TIP:  User ID’s and passwords are case sensitive.

 

    The fi rst time you login, Express Applications 
prompts you to create a new password and 
answer a security question. 

 

 

    After updating your password, login with the 
updated credentials.
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MANAGING EMPLOYEES   
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    Once logged in, you will be sent to 
the Employee Manager screen. 

 

   To add a new employee, click 
   Add Employee. 

   To edit an employee, click Edit. 

To view or print an employee’s 
application, click Print. 

 To reset an employee’s password, click 
Reset, which is located to the left of the 
employee’s name.  

    When an employee is added, the system 
automatically assigns a User ID for the 
employee, which is immediately visible 
on the Employee Manager screen.



CENSUS UPLOAD
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    Employers can add multiple employees at one 
time by using the Census Upload feature.

 

  

 

  

 

     

 

 

 

    To create a spreadsheet of employees already 
in the system, click Export Census.  

 

 

    To ensure the proper information is inserted in the appropriate fi elds, click Example to view 
an example spreadsheet to be used as a template for the information and format. 

    There are several fi elds that can be included, but only First Name and Last Name are required. 
The same spreadsheet can be edited and uploaded again without duplicating any records 
in the system. 

    To add multiple employees, click Browse and select the appropriate spreadsheet. Click Upload 
to add the information from the spreadsheet to the Employee Manager. 

TIP:  Do not delete row one, as it is a required fi eld.



PRINT EMPLOYEE MATERIALS
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    From the Employer screen, click Manage Forms to 
print an instruction letter for employees.  

 

 

 

 On the Manage Forms screen, check the 
instruction letter under the Standard Employer 
category. Click Print Selected, and 
Express Applications creates a letter 
for each employee.  

The Select to Email Instructions screen displays 
if the employees’ email addresses are available in 
Express Applications. The instruction letter can be 
emailed to employees after the employer checks 
the box at the bottom of the screen.  

 

EMPLOYEE LABELS

Employee labels can be printed if you choose 
to develop a packet for employees with login 
information. The labels include the employees’ 
User Name and initial password.

On the Employers screen, click View in the 
Labels column to download a PDF of the labels. 

The label template is Avery 5160.

EMPLOYEE INSTRUCTION LETTER

TIP:   If the password is listed as “password”, the employee has not logged into Express Applications.  
If an employee has logged into the system, it will show “confi dential” as the password.



EMPLOYEE APPLICATION      
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After logging in, active employees are sent to the 
Application Agreement screen. 

This screen includes liability information and 
directions. 

The Employee Information screen inquires 
about marital status, dependents, date of hire 
and more. 

The Benefi t Selection screen allows the 
employee to choose the coverage type for 
themselves and spouse/dependent (if applicable).   

 



EMPLOYEE APPLICATION   
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The Enrollment Status screen displays only if the 
employee elects to waive certain coverage offered 
in the Benefi t Selection section.  

The Additional Information screen displays if 
the employee indicates a spouse or dependent(s) 
in the Employee Information section.  

The Carrier Application Questions screen 
displays only if the carrier requires additional 
applicant information. 

The Health Categories screen separates the 
Health Conditions into categories, accompanied 
by extensive descriptions and medical reference 
links. Each category is answered by the employee 
as yes or no selections. 

 

 



EMPLOYEE APPLICATION   
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The Health Conditions screen displays only if 
the conditions relate to the Health Categories 
the employee selected.  

The employee selects from the conditions 
displayed and continues to the next section to 
enter details about the chosen conditions. 

The Carrier Specifi c Health Conditions 
screen displays only if the carrier requires 
additional health information. 

 

Details from all conditions are entered in the 
Health Condition Details screen. 

Only fi elds in yellow are required, but more 
information can be provided if necessary.

 

 

The Medication Information, Current 
and Previous Coverage, and Medicare 
Information screens display if the employee 
indicates yes to taking any prescription 
medications, or has current or has had 
previous coverage (including Medicare).



EMPLOYEE APPLICATION   
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 The Application Review screen gives the 
employee a summary of their application.   

If changes are necessary click Edit, and the 
employee is directed to revise their information. 

 

The Signature Box screen allows the employee 
to electronically sign the application, if needed. 

    The employee records an electronic copy of their 
signature by using the computer mouse. Once 
recorded in the system, the signature displays 
on any application the employee completes and 
agrees to electronically sign. 

 

The Print Applications screen displays when 
the employee completes the application process. 

    Each employee is required to review, print and 
sign each application as instructed.  

The Printable PDF Documents includes all   
information provided by the employee during the 
application process.    

Each application includes an Overfl ow screen 
that provides additional information such 
as additional dependents, health conditions 
and more. 

The following information is for your employers’ records.  Before submitting your application, please review all
information to be sure it is complete.  Then fold the application in half so this page is facing out, and staple.

I. Employee Information
FIRST NAME M.I. LAST NAME DATE OF BIRTH HRS. WORKED PER WK. HIRE DATE

HOME ADDRESS – STREET CITY STATE ZIP CODE COUNTY

Y

For Employer Use NEW HIRE LATE ENROLLMENT STATUS CHANGE RETIREE EARLY RETIREE COBRA

NAME OF EMPLOYER GROUP NUMBER HIRE DATE EFF. DATE02/06/2000 01/01/2001Demo Inc.

Somecounty83815IDSomecity321 Some Street

02/06/20003305/05/1975JohnsonSara

TIP:  Java is required for the electronic copy of the signature. 
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