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Introduction 
 

The purpose of this user guide is to outline the functionality available for Brokers to view and 
manage a group’s enrollment. This function is only available if the group utilizes e3 web 
enrollment. If a group enrolls utilizing other enrollment methods, the function to Manage Enrollment 
through eBroker is not available for those groups.  

 

From the Manage Your Enrollments function you can perform the following tasks: 

 

• view group details  

• view member information  

• make modifications to member information  

• update dependent information  

• add subscribers and dependents 

• terminate coverage 

• make plan changes during open enrollment 

 

Resources 
 

Questions About e3 Web Enrollment? Contact e3_inquiries@sentara.com and receive a 

response within one business day. 

 

Questions About Training? Contact thelearninghub@sentara.com and receive a 

response within one business day. 

 

 
  

mailto:%20e3_inquiries@sentara.com
mailto:thelearninghub@sentara.com
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Manage Your Enrollment 

On the home screen click the Manage Your Enrollment button. The list defaults to Recently 

Viewed. To view a list of all groups enrolled in e3 Web Enrollment, click the arrow and then 

select Group – Enrollment from the dropdown list.  
 

 
 

From the display list, click on the desired group’s name listed under the Account Name Column. 
 

 
 

 

Group Demographics 

 

On the Group Demographics page you can:  

1. View high level group information  

2. View group demographics  

3. Engage in enrollment tasks  

4. View enrollment insights  

5. View group contacts, including benefits administration, billing, and general contacts  

6. View employee classes  

7. View a list of members  
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8. Add a new subscriber  

9. Modify existing subscriber information (by clicking the Actions arrow at the far right of the 

row)  
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Member Actions 

Next to each existing member’s name is an Actions button. Select the arrow to access the 

following options: 

• Member Details – From the Member Details screen you can:  

o View any pending changes the member has made, pending plans, their current 
plans/enrollment information, demographic information, information about dependents, 
and print or order ID cards 

o Update Member button  

• Update Member -Edit Subscriber Details (same as the Edit Member Details) 

• Update Life Events -  Add or delete coverage due to a life event such 
Marriage, Divorce, Termination, and enroll or delete subscribers. 

• Other Correction - Add or Edit Dependents Demographic and Enroll  

• Edit Member Details – From the Edit Member Details screen you can quickly edit the 

Subscriber’s demographic information.  

• Edit Group/Subgroup – From the Edit Group/Subgroup screen you can change the 

Subscriber’s subgroup information.  

NOTE: The feature to edit subscriber/member demographics is available in both the Member 

Details and Edit Member Details options.   
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Member Details 

 
 

 

Member Details – From the Member Details screen you can:  

• View any pending changes the member has made, pending plans, their current 
plans/enrollment information, demographic information, information about dependents, and 
print or order ID cards 

 

• Update Member button  

o Update Member -Edit Subscriber Details (same as the Edit Member Details) 

o Update Life Events -  Add or delete coverage due to a life event such Marriage, 
Divorce, Termination, and enroll or delete subscribers. 

o Other Correction - Add or Edit Dependents Demographic and Enroll  
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Update Member button  

After clicking Update Member, a pop-up window will appear. Select Update Member to make 

edits and then click Next. 
 

 

 

o Update Member -Edit Subscriber Details (same as the Edit Member Details) 

o Update Life Events to include one of the following events, and add or delete subscribers:  

o Adoption 

o Birth 

o COBRA 

o Court Order 

o Death of Dependent 

o Death of Subscriber 

o Divorce 

o Employee Requested Cancellation (Dropping Coverage) 

o Employment Status Change 

o Legal Separation 

o Loss of other coverage 

o Loss of dependent child status 

o Marriage 

o Now eligible for other coverage 

o Retirement 

o Termination of all coverage 

o Other Correction - Add or Edit Dependents Demographic and Enroll  

 

Editable member information is featured in white blocks on the screen. Grayed out blocks of 

information are not editable. 
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Once you have completed your edits, click Next. 
 

Congratulations! You have successfully updated the member’s details. Click Finish to complete 

the process. 
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Life Event  
 

After clicking Update Member, a pop-up window will appear. To make one of the changes listed 
above, select the Life Event button.  

 

 

Select the appropriate Life Event from the drop down menu: 

o Adoption 

o Birth 

o COBRA 

o Court Order 

o Death of Dependent 

o Death of Subscriber 

o Divorce 

o Employee Requested Cancellation (Dropping Coverage) 

o Employment Status Change 

o Legal Separation 

o Loss of other coverage 

o Loss of dependent child status 

o Marriage 

o Now eligible for other coverage 

o Retirement 

o Termination of all coverage 

 

Provide the date of the event and click Next. 

Life Events might add or remove coverage for the member or their dependents, depending on 

the event selected. 
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Review member information and make edits as needed. Editable member information is 

featured in white blocks on the screen. Grayed out blocks of information are not editable. 

 
Once you have completed your edits, click Next. 

 

 

Review and update any relevant dependent information and click Next. 
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Select the plan, if applicable.  
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After completing the process of plan selection, review the plans selected. If changes are needed, 

click Edit. 

If the information and selections are correct, click Enroll. 

 

 

If details have been updated successfully, a confirmation screen will appear. Click Finish. 
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Terminate Employee Coverage 

To cancel member coverage, follow the process flow for Update Life Event, select Termination of 

all Coverage from the dropdown menu and enter the event date. Click Next. 
 

 
 

Validate the information on the following screen and click Next. 
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You will receive confirmation that the member has been terminated. Click Finish. 
 

 

 

Edit Dependent Information 
 

To update a member’s dependents, select the Member Details option. 

 

 

 

On the Member Details page, scroll down to the Dependents section. Click on the arrow by the 
dependent’s name and select Update Dependent. 
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Terminate/Remove a Dependent’s Coverage 

To remove coverage for a dependent, click Update Member from the member details page. 
 

 

Select Life Event to make edits and then click Next. 
 

 
Select Employee Requested Cancellation (Dropping Coverage) from the dropdown menu, 

provide the date of the event, and click Next. 
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Review member information and make edits as needed. Once you have completed your edits, click 

Next. 
 

 
 
 
 

On the following screens, uncheck the dependent’s name for which you need to remove coverage 

in the Dependents section, then click Next. 
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After completing the process of removing the dependent from applicable plans, review your 

changes. If changes are needed, click Edit. 

If the information and selections are correct, click Enroll. 

 

 

 
If details have been updated successfully, a confirmation screen will appear. Click Finish. 
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Other Correction 

After clicking Update Member, a pop-up window will appear. Select Other Correction, enter 
the date of the correction, and then click Next. 

 

 

Edit Employee Subgroup 

 
To change a member’s subgroup, click on the arrow at the far right of the row under Actions and 
select Edit Group/subgroup. 
 

 

 
 
Select the new Subgroup and select an Event Date and then click Next. 
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A confirmation screen will appear. Click Finish. 
 

 

 
 

IMPORTANT NOTE: If you have already terminated the member, you will need to follow the Rehire 
process before you are able to complete the Subgroup change. 

 

 
 


