
                                                                                                                                                                                                 
 

 1 



                                                                                                                                                                                                 
 

 2 

Registering for BluesEnroll 
It’s easy to go paperless and manage your plan with BluesEnroll, which is available to accounts of any size.  
You can process enrollment, create reports, and access online resources 24/7.  
FEATURES: 

• Process all enrollment transactions online in real time (enrollment, cancellation, transfer) 
• View all plan enrollment in one location 
• Create log-in IDs for employees to choose their benefits through the tool 
• Access online training videos:  

https://www.benefitfocusmedia.com/content/bcbsma/customer-video-library 
• Download or view over 40 different reports 
 

HELPFUL INFORMATION: 

• Complete the BluesEnroll installation form and send to blue.enroll@bcbsma.com.   
(Note: If you send an Electronic Enrollment file, you aren’t eligible to register for BluesEnroll.) 

• Please include all active group numbers on the form. If you can’t fit the numbers in the space available,  
attach your group structure. You can obtain the group structure from your Account Executive. 

• Under Eligibility and Termination, please note that the default is a zero-day waiting period for new  
hires and terminations. If you have a waiting period, please document it in this section. If your waiting  
period is 60 days, BluesEnroll can automate enrollment for the subscriber. For example, if an employee  
is hired on 1/1, BluesEnroll can automate their effective date to 3/1. 

• Under Employee Contributions, only complete this section if you want to set up Employee Self Service.  
If you do want Employee Self Service, you can enter their contributions here and it will display on  
the tool when employees select their plans. Note: To display rates, we need the employee  
monthly rate per plan, product, and coverage levels (individual, 2 party, family), as well as pay frequency. 

• Complete your registration, and the BluesEnroll team will send instructions on how employees can  
self-register for the tool. 
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HOW TO ENROLL A NEWLY-ELIGIBLE EMPLOYEE IN A  
BLUE CROSS BLUE SHIELD OF MASSACHUSETTS PLAN 

1. From the home page, click Employees on the left-hand side. 

 

2. Click Add a new employee in the upper right-hand corner.  

 

3. Add your employee’s demographic information. 
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4. Registering the employee for user access is optional. If you’re going to enroll all of your employees, select  
Do not create a login account for this person.  Make sure to include the employee’s hire date. Click Save. 

 

5. Select the plan the employee is going to enroll in and click Next.  

 

6. Select the coverage level for the employee and click Next. 
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7. Verify the employee’s effective date. The Effective Date field is editable and defaults to your custom settings. 

 

8. Verify the employee’s selections and click Save. 

 

9. The employee is now active and their benefit selections will appear on the next page. 

  

For a complete video demo of how to add an employee, visit: 
https://www.benefitfocusmedia.com/content/bcbsma/customer-video-library  
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HOW TO ENROLL AN EMPLOYEE IN AN HSA THROUGH HEALTHEQUITY®´: 

1. From the home page, click Employees on the left-hand side. 

 

2. Click Add a new employee in the upper right-hand corner. 

 

3. Add your employee’s demographic information.  
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4. On the next screen, select the applicable Qualified High Deductible Health Plan and click Next. 

 

5. Select the coverage level for the employee and click Next.  

 

6. Verify the employee’s effective date.  
The Effective Date field is editable and defaults to your custom settings. 
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7. On the next page, select HSA - Health Savings Account and click Next. 

 

8. Verify the employee’s HSA effective date.  
The Effective Date field is editable and defaults to your custom settings. 

 

9. Verify the employee’s selections and click Save. 

 

10. The employee is now enrolled in the High Deductible Health Plan. The employee’s HSA eligibility  
won’t show as active in the HealthEquity portal until the following morning.   
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HOW TO ENROLL AN EMPLOYEE IN AN FSA, DEPENDENT CARE FSA,  
AND/OR LIMITED PURPOSE FSA, IN ADDITION TO THEIR MEDICAL PLAN 

1.  From the home page, click Employees on the left-hand side. 

 

2. Click Add a new employee in the upper right-hand corner.  
Then, add your employee’s demographic information. 

 

3. Select the medical plan the employee is enrolling in and click Next. 
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4. Select the coverage level for the employee and click Next. 

 

5. Verify the employee’s effective date. The Effective Date field is editable and defaults to  
your custom settings. 

 

6. On the next page, select FSA – Flexible Spending Account and click Next. 
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7. Enter the contribution amount and click Next. 

 

8. Verify the employee’s FSA effective date. 

 

 

9. Select Dependent Flexible Spending Account and click Next. 
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10. Enter the contribution amount and click Next. 

 

11. Verify the employee’s Dependable Care Flexible Spending Account effective date and click Next. 

 

12. Verify the employee’s selections and click Save. 

 



                                                                                                                                                                                                 
 

 14 

 

  



                                                                                                                                                                                                 
 

 15 

HOW TO ENROLL AN EMPLOYEE WITHOUT A MEDICAL PLAN IN A FSA,  
DEPENDENT CARE FSA, OR LIMITED PURPOSE FSA 

1. From the home page, click Employees on the left-hand side. 

 

2. Click Add a new employee in the upper right-hand corner.  

 

3. Then, add your employee’s demographic information. 
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4. Select the Standalone Financial Services Plan(s). 

 

5. Select the coverage level for the employee and click Next. 

 

6. Read the reminder that the employee is enrolling in the FSA only and not a medical plan.  
Then, click Next. 
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7. Verify the employee’s FSA effective date. 

 

8. Select FSA – Flexible Spending Account.  If the employee isn’t electing the FSA, click  
Decline coverage for this person. Then, click Next. 

 

9. Enter the contribution amount and click Next. 
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10. Select the Dependent Flexible Spending Account.  If the employee didn’t elect  
the Dependent Care FSA, click Decline coverage for this person. 

 

11. Verify the employee’s Dependent Care FSA effective date and click Next. 

 

 

12. Verify the elections are correct and click Save.  The employee is now enrolled in the FSA.  

 

For a complete video demo of how to add an employee to a financial account, visit: 
https://www.benefitfocusmedia.com/content/bcbsma/customer-video-library 
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HOW TO TERMINATE AN EMPLOYEE ON YOUR PLAN  
(IF THE EMPLOYEE IS LEAVING EMPLOYMENT) 

1. Enter the name or social security number of the employee you’re terminating. 

 

2. Under Manage employee on the right-hand side, click Terminate Employee. 

 

3. Enter in the termination date, select the reason for the termination, and click Next. 
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Verify the termination and click Save.  (Note: If you terminate the employee on 5/4, the employee’s  
last day of coverage will be 5/3, and the employee will no longer be active on the plan beginning 5/4. 

 

 

For a complete video demo of how to terminate an employee on BluesEnroll, visit: 
https://www.benefitfocusmedia.com/content/bcbsma/customer-video-library
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HOW TO CANCEL AN EMPLOYEE ON YOUR PLAN (IF THE EMPLOYEE IS  
STILL EMPLOYED BY YOU, BUT MOVING TO ANOTHER HEALTH CARE PLAN) 

Enter the name or social security number of the employee whose plan you’re canceling. 

 

2. Click Benefit details on the left-hand side. 

 

3. Click Edit on the right-hand side. 
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4. If the employee is canceling benefits for their entire family, click Cancel Benefits for All. If the employee  
is covered under multiple benefits, like medical and dental, you’ll need to do this under each benefit plan. 

 

5. Enter the cancellation date and click Next. 

 

6. You’ll see the employee’s plan canceled on the Benefit details page. 
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HOW TO CANCEL ONLY ONE MEMBER OF AN EMPLOYEE’S FAMILY ON YOUR PLAN 

1. Enter the name or social security number of the person you’re canceling. 

 

2. Click Benefit details on the left-hand side. 

 

3. Click Edit on the right-hand side. 
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4. Click Edit Due to Change Reason. 

 

5. Select the reason for cancellation. 

 

6. Enter the cancellation date and click Next. 
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7. Click Edit next to Coverage Level. 

 

8. Select the new coverage level and click Next. 

 

9. Select the member you’re canceling. 
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10. Click Next. 

 

11. Enter the cancellation date and click Next. 

 

12).  Confirm the cancellation and click Save. 

 

For a complete video demo of how to cancel only one member of an employee’s family on your plan, visit: 
https://www.benefitfocusmedia.com/content/bcbsma/customer-video-library  
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