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OVERVIEW OF SIMPLYHUB’S ENROLLMENT WEBSITE
SimplyHUB is our benefit administration and online enrollment platform. It is easy to use and gives employees
access to their Association Health Plan (AHP) information. Administrators and the AVMA AHP Team also have the
ability to co-browse with employees who have questions while they are enrolling by observing what the employee is
doing or remotely taking control of their browser to complete a task. Administrators can run reports, look up
employee information, and manage employees eligibility by adding new hires, terming former employees or
entering life events for qualified participants.
This Job Aid describes the common activities that an administrator or enroller performs on behalf of an employee. If
an employee is enrolling themselves, instructions will begin on the Welcome to Open Enrollment Screen, which
begins on page 8. For other activities or more detail, please view the Administration guide by selecting the User
Guide icon in the top right corner of SimplyHUB’s main page. If you have any questions or need help, contact your
AVMA AHP Team by dialing 833-454-5433 and selecting option 2.

Login to the SimplyHUB System
Access the website www.benselect.com/AVMALife. Enter your User ID and password and press Login. Your User ID
is your Social Security Number and your password (PIN) is the last 4 digits of your Social Security Number plus the 2
digit year of your birthday. For example, if your SSN is 435878977 and you were born in 1983, your username would
be 435878977 and your password would be 897783.
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Administrative Site
Once you are logged in, the majority of tasks that you will perform will be from the Enrollment menu bar.

Enrollment Actions
There are several actions that you can accomplish by using the Enrollment menu. Moving your mouse over the
Enrollment menu displays the options available to you such as finding or adding an employee or viewing ‘pending’
changes.
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Adding a New Employee
To enter a new employee into the system, select Enrollment, New Employee. You will enter all the information
about the employee. To save the employee, click the Create Employee button. The new employee is now saved in
the system.

4

Simply HUB

ADMINISTRATOR GUIDE

Terming an Existing Employee
Select the employee to term. From the Employment tab, enter the termination date in the Termination Date field,
enter a reason and click Save. Coverage

Finding an Existing Employee
To locate an employee currently in the system, select Enrollment, Employees. You can enter all or part of the
employee’s last name, first name, Employee ID, or SSN. Click the Search button. A list of employees matching the
criteria you entered is displayed. Click the name of the employee.
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Enrolling an Employee in Coverage
Once you have located the employee, click the Enroll button to begin enrollment.

If you have any questions, call an AVMA AHP Team Member at 833-454-5433.
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Welcome to Open Enrollment
You will see a welcome screen. Click the Next button and you will be able to verify the employee’s personal
information, dependents, and employment information.

Personal Information Page
You may see a personal information page similar to the one below. Depending upon the case settings, you may be
able to change or update the employee’s information on this page. In the example shown, all the fields are readonly and would need to be modified in the administration system. Click the Next button to continue.
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Adding Dependents
You can add the employee’s dependents on the Dependents page by clicking the Add Dependent button. Once you
have entered all the information for the dependent, click the Save button to complete the process. Repeat as
necessary to enter all of the employee’s dependents.

Employment Page
The employment page will be populated with location, department, title, salary and pay group information based on
what’s provided in the administration system.
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Medical Page
Select the appropriate medical plan and tier selection or decline coverage for the employee. For example, clicking
the radio button in the Employee + Spouse column for BCBS PPO will enroll the employee and spouse in that
coverage. Once the selection is made, click the Next button.
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Individuals to be Covered Page
Select which dependents the employee desires to be covered on the plan. Once the selection is made, click the Next
button.

Sign and Submit Page
Once all selections have been made according to the employee’s benefit needs, you will see the Sign and Submit
screen. This is a summary of the employee’s benefit selections. If a plan needs to be changed, click on the plan
name to return to that section. If all selections are correct, click the Next button.
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Review / Sign Forms Page
You will see the Review / Sign Forms screen. After the employee’s benefit selections are validated, you will need to
enter the Administrator or Enroller’s PIN to complete the selection process and then click the Sign Form button. The
employee’s PIN is only used if the employee enters their PIN directly themselves.

Completing your Enrollment
Once you have completed your enrollment, you will receive an email confirmation within 24 hours. You may also
log back into the enrollment site to verify that you submitted your enrollment form, view plan documents, or learn
more about your benefits.
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