
 

New Hire – Non-IOI Locations 

 
For employees in the following situations, please refer to the information below for instructions on completing 

the new hire benefit enrollment process: 

 

 Employees as Benefit Eligible 

 Employees originally hired as not Benefit Eligible, but due to an increase in hours are now 

Benefit Eligible 

 Employees hired as Temporary – not Benefit Eligible, later converted to Benefit Eligible 

 

You should complete this process for every benefit-eligible employee as soon as they become benefit eligible, 

even if benefit coverage will not be effective for one year (ex: for Life and Long-Term Disability Insurance). 

 

The Benefits Office will have access to the enrollment information so that Tufts Health Plan, CVS/Caremark, 

MetLife Dental and Liberty Mutual can be updated. 

 

Once an employee has made benefit elections, the location’s monthly invoice will also be automatically 

updated.  

 

Add New Employee Record 
 

Under the Employee Tab, click Add New Employee Record listed under Transactions on the left navigation 

pane, and then click Add New Employee to create a record for a newly hired or newly benefit-eligible 

employee. 

 

 
 

 

 



The first page you will see is the Account Information page. As you proceed, additional fields will appear for 

you to populate. 

 

Step 1: 

Click the “Change” blue hyperlink next to Account/Location to choose an option.  

 

Account/Location assigns the employee to the location you would like them enrolled under. This is 

particularly useful for Business Managers who have access to multiple locations. 

 

Step 2: 

Click the “Change” blue hyperlink next to Class Code to choose an option.  

Class Codes have been created and assigned based on which benefits are offered at the location. Thus, 

they are unique and vary somewhat from location to location.  

Common Class Codes include: 

 II - Religious/Clergy Med & Den Only No Contrib. This Class Code should only be used when 

enrolling a non-incardinated priest or religious sister or brother who needs coverage under the 

lay Medical and/or Dental plans.  Choosing this Class Code allows this person to only enroll in 

Medical and Dental, with no dependents, and will not offer this individual the option to enroll 

in Life Insurance, LTD or TAP, if available. 

 LXX – DO NOT USE- Clergy Medical – This Class Code should not be used by location 

Administrators. The Clergy Benefits Office will continue to process these enrollments for 

diocesan priests. 

 90- MLE Non-Primary Location – this Class Code should be chosen when an employee who is 

already enrolled in Medical and/or Dental insurance at another location is hired at a new 

location.  Choosing this Class Code will enroll the employee in Life, LTD and TAP, as 

applicable to your location.   

 Class Codes with available benefits listed – ex: (LXVII - Medical & Dental Only).   Each 

location has at least one Class Code with specific benefits expressed that are available to your 

location through the Archdiocese.  If you need an additional Class Code created, please contact 

the Lay Benefits Office.   

 

Step 3: 

Click the “Change” blue hyperlink next to Pay Schedule to choose an option.  

   Pay Schedule indicates the number of pays that this employee receives.   
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Step 4: 

Enter the newly benefit-eligible employee’s information. 

 

Fields with a red * are required to be completed. 

 

If your location does not offer Life or Long-Term Disability Insurance or the Transition Assistance Program, 

you may enter zero for the employee’s salary. If your location does offer at least one of these benefits, please 

enter a salary even if the coverage is not effective for one year. A zero salary will result in no coverage. 

 

Click “Save & Next” once this page is completed. 

 
 

You will then be taken to the Contact Information tab.  Enter the employee’s address, phone number,                

e-mail, etc. and click “Save & Next.”  

 
 

 

 



The RCAB Benefits Office is not utilizing the Enrollment Kit/Form at the current time, and thus an error 

message appears.  You may continue with the enrollment by clicking “Save & Next” to proceed. 

 
 

Next, verify the information on the Confirmation tab and if accurate click “Approve.” To make an update, 

click one of the previous tabs to return to that page.  

 
 

The newly benefit-eligible employee can now access MyEnroll to complete all enrollment tasks.  If an e-mail 

address was entered for the employee when the record was created in BAS, an e-mail will be sent to the 

employee from BAS inviting the employee to verify his identity and then to set up a user ID and password in 

MyEnroll to make benefit elections within 30 days of his hire date/benefit eligibility date. If no email address is 

available, the location Administrator can provide hard copy instructions on how to access MyEnroll.  If an 

employee knows he will decline to enroll in the Medical or Dental Plans upon hire/new benefit eligibility, the 

employee should still complete the New Hire Enrollment Wizard through MyEnroll and elect to waive these 

coverages.  The employee will also be asked to assign a Life Insurance beneficiary (if his location subscribes to 

this benefit). 


