
SERVING YOU ONLINE



Group administrator portal

• New portal launched July 13, 2020

• Key features

• Add new members

• Terminations

• Off-work notifications

• eBilling
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All changes made prior to this date 
will be reflected on next billing 

statement
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Click on name or status 
to access member record

Click on Billing to 
access billing 

statements
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Click on Add Member to add new employee
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Field highlighted in orange where missing 
information required

Click on Info 
bubble for 

description or 
more information
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If no dependents to 
be added field will not

open to enter dependent 
information
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Open or collapse each accordion to 
review employee information 
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Click to terminate member 
from benefits

Click to update off-work status 
(i.e lay-offs, maternity leaves)
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Indicate if benefits continued 
during leave
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Terminated employees can be 
reinstated within 6 months 
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Success message indicates if 
completed in real-time or 

additional processing is required
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If more than one billing division – click here to do wnload all 
current bills for all divisions

Select individual 
statements for the 

last 12 months here

Click download to retrieve a  
PDF copy

Add up to 3 email addresses  
to receive billing notifications
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Important Notes

This presentation reflects the views of Empire Life as of the date published and is subject to change without notice. 
The information in this presentation is for general information purposes only and is not to be construed as providing 
legal, tax, financial or professional advice. The Empire Life Insurance Company and its affiliates assume no 
responsibility for any reliance on or misuse or omissions of the information contained in this document. Information 
obtained from and based on third party sources are believed to be reliable, but accuracy cannot be guaranteed. 
Please seek professional advice before making any decision.

®/TM Registered trademark and trademark of The Empire Life Insurance Company.
Policies are issued by The Empire Life Insurance Company.
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