
New Hire and Life 
Event Processing
HealthFlex Empyrean Transition
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Agenda
• Accessing Empyrean

• Overview of Plan Sponsor Self-Service Events 
and Supporting Documentation

• New Hire/Newly Eligible

• Adding coverage after marriage/birth/adoption

• Dependent and/or spouse loses other 
coverage 

• Dependent and/or spouse gains other 
coverage

• Coming soon: HSA contribution changes
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Access Empyrean
• Notification email last week

• Sender: donotreply@wespath.org

• Will contain temporary password

• map.empyreanbenefits.com/wespath/lo
gin

No email or password doesn’t work? 
Contact activeteam@wespath.org

We appreciate your patience!

mailto:donotreply@wespath.org
mailto:activeteam@wespath.org
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Access Empyrean via Wespath Portal
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Access Empyrean via Benefits Access 
Portal

Note: You will need 
to search for the 
member in 
Empyrean
(No “deep link”)
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Participant Lookup In Empyrean
• Last 4 of SSN: *1234

• First Name Last Name 
(no comma)

• Last Name (at least 1 letter)

• Not available at this time: 

ꟷ Search by P#

ꟷ Last Name, First Name

ꟷ First Initial Last Name
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Information Tab
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Dependents Tab
Note: 
Dependents cannot 
be added directly in 
Empyrean; they 
must flow from 
Benefits Access 
Portal
(same as 
Businessolver)
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Self-Service Events Available 
for Plan Sponsors

• New Hire/Newly Eligible

• Adding coverage for a spouse/dependent 
after marriage/birth/adoption

• Losing other coverage

• Gaining other coverage

• Coming soon: HSA contribution changes

• Coming soon: Annual Election
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Documentation and Job Aids

• Job Aids – add to Plan Sponsor Manual

• Update based upon feedback

• Please provide feedback as you use the 
system



New Hire/Newly Eligible Process 
• Mandatory enrolled at end of the window
• Prevents inaccurate health account funding and receiving 

multiple ID cards
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New Hire/Newly Eligible Process 
New with Empyrean:
• Mandatory enrolled at end of the window
• Prevents inaccurate health account funding and receiving 

multiple ID cards
When can you run this?
• Participants and/or dependents must be added to 

Benefits Access Portal at least the day prior
• 31 day windows for events except birth (60 days)
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New Hire/Newly Eligible Process
• Please note: additional step required if participant is enrolling in an 

HSA plan to ensure the field for the HSA option appears

1. Search by Name or SSN

First Name Last Name

Last Name only

Full SSN

*LAST 4 SSN

2. Navigate to the Events tab to begin enrollment
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New Hire/Newly Eligible Process
3. Select Initiate New Event and choose 

New Hire/Newly Eligible from the 
drop down. Populate Event date with 
the desired effective date.

4. An additional screen will appear with 
details related to the enrollment. 
Review and if the information is 
accurate, click Initiate to be taken to 
the Elections screen.
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New Hire/Newly Eligible Process (HSA plan 
only)

5. If the participant is choosing an HSA 
plan, navigate out of the events to the 
Attributes tab (steps 6-8). If not, go to 
step 9.

6. In the Attributes tab, select Edit 
Attributes.

7. Navigate to the HSA Attestation field.  If 
the participant has attested to the HSA 
Terms and Conditions, select Yes and 
Save. This is required to enroll in an 
HSA.

8. Navigate back to the Elections tab.



16   |  Wespath

New Hire/Newly Eligible Process
9. In the Elections tab, a list of benefits 

options will appear.  For each benefit 
option, select the desired plan from 
the available list. Medical example 
below.

10. Select the radio buttons next to 
dependents’ names to add 
dependents.
Click Select when complete.
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New Hire/Newly Eligible Process
11. Review the confirmation page for accuracy, scroll down and select 

Confirm. 

12. Return to the elections page, see the updated election.

13. Repeat for any of the following benefits, as appropriate:

• Medical

• Dental

• Vision

• Health Care Flexible Spending Account (annual)

• Dependent Care Flexible Spending Account (annual)

• Health Savings Account (annual)

Note: you do not need to enroll individuals in Pharmacy, Activity Program, 
Biometric Screening, or other well-being programs. This will happen 
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New Hire/Newly Eligible Process
14. Return to the Elections tab and verify that 

the benefits are as desired; prorated 
monthly costs should appear for health and 
dependent account benefits.

15. Select the Confirm button at the top of 
the page.  A confirmation page will 
display. Review and if agreed, select 
Confirm.

16. The final screen will display, confirming 
your election event is complete.
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New Hire/Newly Eligible Process
14. Return to the Elections tab and verify that 

the benefits are as desired; prorated 
monthly costs should appear for health and 
dependent account benefits.

15. Select the Confirm button at the top of 
the page.  A confirmation page will 
display. Review and if agreed, select 
Confirm.

16. The final screen will display, confirming 
your election event is complete.



Other Events to Add Coverage
• Similar process to add coverage to a spouse and/or 

dependent for the following life events
• Marriage
• Birth/Adoption
• Dependent and/or spouse loses coverage

• Process with the appropriate effective date
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Dependent and/or Spouse Gains Coverage 
Process

Select Initiate New Event and choose 
Dependent and/or Spouse Gains 
Coverage from the drop down. Populate 
Event date with the desired effective date.

An additional screen will appear with 
details related to the enrollment. Review 
and if the information is accurate, click 
Initiate to be taken to the Elections 
screen.

Reminder: This is the event for when a 
dependent and/or spouse gains other 
coverage, so you will terminate their 
enrollment in the appropriate plans.
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Questions?
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We are here to help!

Start with:
Activeteam@wespath.org
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