
The Benefits 
Administration 
Toolkit
The Benefits Administration app gives admins or brokers the tools they 
need to administer your group benefits. This makes it possible for you 
to work with any broker and use Zenefits as your system of record, 
allowing you to utilize Zenefits to its fullest potential.

Each of the following tools are designed for admins or brokers so 
that they can: create and download benefits proposals, load custom 
benefits plans, launch and monitor open enrollment, and submit 
enrollments to insurance carriers.
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Load custom benefits plans
Zenefits offers the flexibility to create 
a custom plan, or you can use our 
Plan Library with over 8,000 plans to 
choose from. While you load your plan 
information, the rest of your team will  
be able to track your progress from  
their dashboard.
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Launch Open Enrollment
Once renewal information is loaded, you 
can send automated email invitations to 
employees. This email includes all the 
information and deadlines that employees 
need to participate in open enrollment.
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Monitor Open Enrollment
During open enrollment you can monitor 
employee progress, edit dates for open 
enrollment, or send email reminders for 
your employees.
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Submit enrollments to 
insurance carriers
After employees enroll in benefits or 
open enrollment ends, Zenefits will 
automatically generate tasks and email 
reminders that include the information 
you need to send to carriers. Depending 
on your Zenefits package, company size, 
and carrier, you may also have access to 
EDI and form automation.

Ongoing maintenance 
is simple in Zenefits

Zenefits will automatically invite new hires to enroll in coverage. 
Employees have year round access to Zenefits and can make 
changes as they need. Each time, our system auto generates 
enrollment tasks and syncs with your payroll to automatically 
update employee deductions.


