
Initial Employee Application 

This section reviews the process for a 
new employee to create their 

account. 

 



New employees will go to DCHealthlink.com and select “get started” under employee  



Select continue to understand your options.  



The employee should enter their email address and create a password. Passwords 
must include 8 or more characters, 1 upper case, 1 lower case, and a special character.  
Then click “create account”.  



Fill out the indicated personal information in order to match to your employer. Click 
“Continue”.  



You will be matched to your employer and you will have the option of enrolling in 
employer-sponsored benefits or individual benefits.  



  

Fill out missing information and click continue  



To add a family member to your employer sponsored coverage, select “Add Member”. 
If you are not adding a family member to your employer sponsored coverage, select 
“continue”  



If shopping for family members, please make sure that you indicate which 
members to include by selecting or unchecking the checkbox next to their 
name. Click “Continue” to proceed to plan shopping or “Back to my account” 
to go to the account home page.  



All the plans offered by your employer will be listed on this page. You can filter by 
Metal level, Plan type, Network, Carrier, HSA Eligibility, Premium Amount, and 
Deductible Amount. When an employee is ready to make their plan selection, click 
“Select Plan”.  
Alternately, to waive coverage, click “Waive Coverage” on the right side of the screen 
and select the appropriate reason from the drop down menu.  



Review the information listed, then select confirm.  



This is the confirmation page once an employee has submitted their plan 
selection. Select “continue” to be redirected to your employee homepage 



On the employee’s homepage, you will see your enrollment summary tile. 
Information included here includes the coverage effective date, the date the 
plan was selected, and the plan name. If your employer offers dental 
coverage, please select shop for plans to review the dental options available 
to you.  



Select dental under benefit type 



All dental plans offered by your employer will be listed on this page. You can filter by Metal level, 
Plan type, Carrier, Premium Amount, and Deductible Amount. When an employee is ready to 
make their plan selection, click “Select Plan”.  
Alternately, to waive coverage, click “Waive Coverage” on the right side of the screen and select 

the appropriate reason from the drop down menu.  



Review the information listed, then select Confirm.  



Review the information listed, then select Continue.  



On the employee’s homepage, you will see two enrollment tiles: one for 
health and the other for dental.  



Reporting Qualifying Life Events 
(QLEs) 

This section will review how to 
report qualifying life events within 
an employee’s account. 



An employee’s account will display their current plan selection in the top tile. This 
is indicated by the “coverage selected” showing. To report a qualifying life event, 
please use the box on the right side titled “Have life changes?” For this example, 
we will use “Had a baby.” 



After clicking “Had a baby,” a box will appear where you can enter the date 
of birth. Qualifying life events must be reported within 30 days of the 
event and cannot be reported in advance. After you enter the date of 
birth, click “Continue.” 



A text box will appear saying “Based on the information you entered, you 
may be eligible to enroll now but there is limited time.” Click “Continue”.  



Click “Add Member” to add the newborn’s information to the account.  



Please fill out the required fields, including name, date of birth, relationship, 
and gender. If you do not have the social security number, check the “I don’t’ 
have an SSN”. Social security numbers are not required for dependents. Once 
the information has been entered, click “Confirm Member”. 



To add more family members, click “Add Member” and proceed through the 
steps as just discussed. When all family members have been added, click 
“Continue” to proceed to plan shopping.  



Confirm that all desired family members are selected and click “Shop for new 
plan”. If the employee would like to remove a dependent from coverage, unselect 
the box next to the dependent’s name 



The available plans will display. Confirm that you are shopping for all desired dependents by 
viewing the number of dependents as displayed at the top of this page. The employee’s 
current plan selection will be noted by a star with “your current 2016 plan” listed in the box. 
Employees can filter by plan name, premium amount, deductible, carrier, among other 
features. When ready, click “Select plan” in the desired box.  



Confirm that all desired dependents are included in the plan confirmation 
summary. The coverage effective date will display in the lower right corner. For a 
newborn, the coverage effective date is equal to their date of birth. Most other 
qualifying life events result in a coverage effective date of first of the month 
following the event. Click “confirm” when ready. To return to plan shopping, click 
the “Back” button in the browser or “previous”  



This is a list of qualifying life events as listed in the “Have life changes box” within 
the employees account.  



To terminate coverage due to a qualifying life event, select the appropriate 
reason from the “Have life changes?” Box.  



Click “Select plan to terminate” 



Confirm that this is the employee’s current plan selection and click “Terminate 
Plan” 



To make changes to the employee’s or dependent’s demographic information, click 
“Manage Family” on the left side of the screen.  



Click the pencil icon that displays on each family member’s information to make any changes 
to their demographic information. You can also add family members here by selecting “add 
member.” If you add a family member on this page, please do not forget to report a 
qualifying life event. In order for the newly added family member to have coverage, a 
qualifying life event must be reported to trigger a new enrollment. If you just add your 
family member to this page and do not report a qualifying life event, they will not be added 
to your coverage. 



To make changes to the employee’s information, click the “Personal” tab. 
Demographic changes such as name changes and address changes can be made 
here. Once an employee has matched to their employer, the date of birth and 
social security number cannot be changed through the employees account and 
must be made by calling or emailing DC Health Link. Click “Save” to confirm the 
changes.  
 



Employees will have a message center within their accounts. Confirmations 
about changes made to their plans selections will be sent here.  


