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Welcome to the HealthPass Online Portal (HOP) Renewal Walkthrough! We understand that renewing your group's health insurance can be a daunting 

process as you struggle to keep track of the various options, procedures and requirements.

But it doesn't have to be; in fact, the whole process from beginning to end can take as little as five minutes! Our goal is to help your renewal be as 

smooth and stress-free as possible. By familiarizing yourself with the information contained in this walkthrough, you will know just what to expect as 

your group approaches their renewal date, and in turn know just what to do when your renewal window opens.

As always, if you have any questions, please reach out to our Renewals Department by either emailing renewals@healthpass.com or dialing 888-313-7277 

and asking to speak to a Renewals Specialist. We're here to help!
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70 Days 60 Days 10 Days

Your 
Renewal 

Date
30 Days

Renewal kits
and

recertification
letters are 
available

Renewal 
window opens

Groups are 
auto-renewed

Renewal 
window closes 
for groups that 

have started 
their renewal

Last day to 
make renewal 

changes

Below is a timeline of the standard renewal process. 

Note: All timeframes are approximate and subject to change.
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Your renewal kit is posted online 70 days prior to your renewal date. 

How to access your renewal kit : 

•Log into the HOP

•On the top navigation, hover over Exchange Admin, then click Client 

Documents

•Click on the blue links to view the posted documents

Was your group selected for recertification?

If your group was selected for mandatory audit, or recertification, you will find a 

“Recertification Audit Letter” posted in your Client Documents.
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Groups only making changes to
employee coverage.

Employee Level Changes

Submit completed 
Renewal Attestation Form

Groups making changes to their
hours worked per week to be 
eligible for coverage; COBRA 
Administration participation 

and/or ancillary (dental
and vision) product offering(s).

Group Level Changes

Submit notated tax 
documents

Groups selected for mandatory
recertification. A notice is sent 90 
days prior to your renewal date.

Mandatory Audit, or 
Recertification

Submit notated tax 
documents

You may be required to submit documentation in order to process your renewal and continue your group policy. This chart will help you determine 

whether documentation is required for your renewal.

NOTE: The renewal window closes on the 20th of the month prior to your renewal date for groups who have not started their renewal application. 

Groups making changes after this time must send required documents in addition to their signed renewal application to renewals@healthpass.com 

to re-open the renewal.

Groups not making changes to
their policy or employee 

coverage.
If your group was selected for
recertification, the applicable
renewal documentation are

still required.

No Changes

No documents required
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NOTE: If this link does not show, the renewal window may have closed. 

Contact the renewals department for assistance.  

Start your online renewal after gathering your required documents. 

Log into the HOP

Click “Continue Your Renewal Application”
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Review and update your company information as needed.

Upload the required documents by clicking “Choose File”.

Specify the type of document uploaded.

Click Save and Continue.
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Review your Broker and General Agent information and then click Save and 

Continue.
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Review your employee census.

Add employees as needed by clicking Add a New User .

Click Save and Continue. 

A subsequent message appears, Click OK.
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Your application is now in Group Elections. 

Choose the medical and ancillary plans you would like to offer your employees 

for the upcoming policy year. You may choose to offer all plans or a select 

number of plans, though it is recommended to allow employees access to the 

full portfolio.

NOTE: At this point of the application you will no longer be able to edit your

Company Information. Any changes should be submitted using the Renewal 

Application and forwarded to renewals@healthpass.com for processing.
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Create a defined contribution strategy. Enter the dollar amount (if any) to be 

contributed toward your employees’ benefit costs. 

Continue to Next Step.
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Review your bank information by clicking the “Payment Information” link.

Select a Paperless Billing option. 

Agree and continue. 
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Select an option to start an open enrollment window.

•Option 1: Select “Yes, send an email notification” to email all eligible employees. 

A pop-up will appear to customize your open enrollment email before 

sending. 

•Option 2: Select "Complete employee enrollments on their behalf" to make 

benefit coverage selections on their behalf. 



Your application status is now “Enrollment in Progress”. 

If you chose to send an email notification to all employees, emails have been 

sent notifying employees they are now able to log in an make their elections. 

Emails are sent from communications@healthpass.com. 

If you chose to complete enrollments on your employees behalf, you will be 

directed to the Quick Admin Enrollment page. 
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NOTE: If no open enrollment window is open at a site, the panel will not appear.

Quickly view the status of open enrollment using the Open Enrollment (OE) 

Guage.  The OE Gauge appears in the child site’s admin homepage whenever a 

group has an open enrollment window at new group installation or renewal. 

• Find out who has completed, started, and/or not started their open 

enrollment. 

• Click on the corresponding arrows to detailed information for a group of 

employees. A report will open in a new tab.

• Send emails to employees directly from the portal



Once all employees have made their plan selections you will need to “End 

Enrollment” to complete your renewal and submit your application for review.

Navigate to Exchange Admin, then Group Manager. 

Select your group. 

Click "End Enrollment".

NOTE: Once enrollment has ended, employees cannot make changes to their plan 

selections. The HealthPass Team will review your submission and contact you if 

additional information is needed. If your submission is complete, a confirmation 

email will be sent.
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Review employee enrollments using reports. Client Quick Lookup reports are 

the most commonly used reports on the Admin Homepage for easy access.

•Renewal Plan Comparison Report shows benefit elections for all 

employees based on two dates selected, even if no change occurred

•FSA & Commuter Member Enrollments/Contributions report shows all 

members enrolled in an OCA plans with contribution amounts

•Medical Member ID Census report shows all members ID numbers 

•Employee Benefits Snapshot report shows all enrolled and waiving 

employees with plan names, coverage effective dates, and premium 

amounts

•Employee Census with Usernames report shows all Active/Eligible 

employees username and email information for HOP access to self-enroll



Need help? Contact the Retention Team at 

renewals@healthpass.com or 888-313-7277.
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