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New Administrator 

▪ Be sure to complete the Administrator Request 
Form and email it to Service@BASusa.com

▪ Any time you have a new administrator that 
needs admin access to your location, you will 
need to complete this form 

▪ There can be more than one administrator but 
only one billing contact for MyEnroll.com

▪ Be sure to note on the form who the billing 
contact will be
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Creating an Account

▪ Click on First Time Users to create an account

▪ From there, follow the prompts to set up a 
username and password

▪ You will receive an email with a verification 
code; if it never arrives, check your Junk folder

▪ If you have trouble, the MyEnroll Support Team 
is ready to assist and may be reached at 800-
945-5513 or service@myenroll.com 

▪ Once you have created your username & 
password, you are ready to login to 
MyEnroll.com
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Signing In

▪ Go to www.myenroll.com and enter your 
username and password

▪ BAS uses multi-factor authentication, so you 
will be prompted to enter a Multi-Factor 
Authentication Code

▪ You can set this up via the app or have a code 
texted to your cell phone
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Two Screens

▪ As the administrator at your location and an 
employee, you have two screens - an 
administrator screen and an employee screen

▪ When you login, you will always land on your 
administrator screen

• From this screen, you can access Quick Links, 
System Generated Tasks (e.g., transfer 
approvals), and Personal Tasks

▪ To get to your Employee Profile screen, put your 
last name in the Search Box

• From this screen, you can view your benefits, 
access the Library, submit Life Events, update 
beneficiaries, etc.

Home Screen 2
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Employee Profile Screen

▪ To view the Employee Profile screen for one of 
your employees, put his/her last name in the 
Search box

• As the administrator, you can update data for 
the selected employee when in this screen (e.g., 
Contact Info, Employment Info, Dependent Info)

• You can also complete administrator tasks from 
this screen by clicking on the appropriate link 
under Quick Links (e.g., Transfer Employee, 
Terminate Employee, Edit Class Code, Submit 
Life Event)
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Quick Links
▪ Remember, Quick Links is the place to go to:

• Add a new employee

• Terminate an employee

• Transfer an employee

• Edit Class Codes

• Submit/Mange Life Events

• Access the Library*

*The Library is accessible from the employee profile 
screen only 
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Add New Employee
▪ Click on the Add New Employee in Quick Links

▪ In the New Hire Wizard Program click on Add New Employee

▪ Enter Account/Location (Step 1)

▪ Enter Class Code (Step 2)

▪ Enter Pay Schedule (Step 3)

▪  Enter Employee Demographics (Step 3 Cont.)

• Make sure this information is accurate!

• Enter the correct Workers Comp Class Codes (see next 
slide for details)

▪ Click on Save & Next

▪ Enter Employee Contact Information

• Make sure this information is accurate!

▪ Click on Save & Next

▪ If all information entered is correct, click either Approve or 
Add Another New Hire
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Workers’ Compensation 
Classification Codes

▪ Select the appropriate WCC by selecting the                     
appropriate description* for your new hire

▪ The code will populate the field automatically 
based on the description you selected

 * WCC descriptions are posted in the Library
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Terminating an Employee

• Go to the employee’s profile 

• Select Terminate Employee under Quick Links 

• Confirm that you have selected the correct employee by 
clicking on, “Yes”

• Make sure all information is correct, then click on Save & Next 
Step

• You will see eligible dependents (if applicable) to be covered 
under Continuation of Coverage 

• Under the Qualifying Event Reason, select the best match 
from the dropdown: 

• Non-Cobra Event (for those that did not have medical 
insurance while employed)

• Termination of Employment-18 Months (for those 
employees that had medical coverage while employed)

• Death of Employee with Dependents 

• Early Retiree (offer not limited to 18 months; must be 
60+ years old and have 10+ years of consecutive 
employment)

• Enter the date information; MyEnroll will calculate Coverage 
Last Date and Cobra Start Date 
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Transferring an Employee

▪ Go to the employee’s profile screen 

▪ Click on Transfer Employee under Quick Links

▪ Be sure the correct employee is selected & click on Next

▪ Enter the Transfer Date & click Next

▪ Select the Receiving Location from the dropdown

▪ Select their Receiving Class (if applicable/known)

▪ Then click on Next

▪ Review all information, if correct, click on Finalize
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Submitting a Life Event

▪ Best practice is to have employees submit their 
own life events

▪ Life events cannot be submitted until they 
happen

▪ Life events must be submitted within 30 days 

▪ Supporting documentation is required 
• To submit a life event, the member must login and select, 

Submit Life Event and follow the prompts

• Select the appropriate Event Group, then Life Event

• Enter the Life Event date; the new coverage effective date will 
auto populate, select Next

• Add notes and upload the documentation to support the life 
event and click Next

• Add comments for the administrator and click Next

• Review the information for accuracy and click Next

• The employee will then be prompted to elect/terminate/change 
coverage  

▪ Once the Life Event has been submitted, the Master 
Administrator will either “Approve” or “Decline” or ask for 
more information.
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After the Life Event is Approved

▪ After your employee has submitted a Life Event, 
or after you have submitted it on his/her behalf, 
and it has been approved, the new coverage 
details will be viewable in the Enrollment 
Summary on the employee’s profile page
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Edit Class Code
▪ Go to the employee’s profile page

▪ Click Edit Class Code under Quick Links (or Edit next to 
Benefits Class Code under the employee’s name)

▪ Click on Select a New Class and then, Next

▪ Enter the effective date.

DO NOT UPDATE THE HIRE DATE

▪ Depending on the benefit class code, you may need to 
change/update coverage calculations. Once this is complete, 
click Next

▪ Confirm all information is correct 

▪ Note: At any point, you can always click on Cancel or Start 
Over
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Library

▪ The benefits documents for all the products 
offered under the St Raphael Health Plan are 
posted in the Library along with important 
notices

Be sure to select the appropriate Plan year 
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ID Card Access Information

▪ Located in the Library

▪ Electronic access to ID cards is available 24/7

▪ Hardcopy ID cards will be mailed to the 
member’s home address 7-10 days from the 
coverage effective date

▪ There are no hardcopy ID cards for VSP Vision
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Invoices

▪ To access your invoices, please follow these 
steps:

From either the administration or employee profile screen, 
click on Menu

Then click on Billing

Then “Invoice History PDFs”

Select the invoice you wish to view
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Questions?

If you have questions or concerns, reach out the 
benefits administration team:

 MyEnroll Support Team                                            
 800-945-5513                                              
 service@myenroll.com 

 Tania Howell                                            
 Benefits Assistant                                            
 414-769-3424                                           
 howellt@archmil.org 

 Maureen Wurster                                                 
 HR and Benefits Administrator                         
 414-769-3423                                                          

wursterm@archmil.org 
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