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The first step is to get the employee pricing by sending over the employee name, gender, 
effective date, date of birth and tobacco user status to your Total Benefit Solutions 
account manager or our group client help desk at groupservices@totalbenefits.net . Be 
sure to include all family members who may be enrolling to get the most accurate 
figures.

Your account manager will return a customized plan selection form to you for that 
employee along with an enrollment transaction authorization (ETA) and any required 
enrollment forms.

After plan selection/s are completed by employee (or waived) please return all 
documents including the ETA form to your account manager or to our HIPAA secure 
fax at 1(888)287-3186
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After enrollments are completed you will receive confirmations from us that they are 
done including proof from the carriers. If you do not receive these notifications, we may
have not received your forms so please inquire if you do not hear back within 24 hours! 

Please be sure to audit your next invoice for accuracy and notify us immediately of any 
discrepancies! Carriers only allow a limited amount of time to make corrections should 
any be discovered later, usually only 30 days and notify us immediately if anything is 
incorrect. 
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Custom Selection 
Form

Enrollment 
Transaction 
Form (ETA) for 
adding or 
removing 
employees from 
your plan)

https://totalbenefits.net/quick-forms/group-forms/
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As always please contact your Total Benefit Solutions Inc account manager 
or group services team at (215)355-2121 by phone or by email at 
groupservices@totalbenefits.net of you have any questions or concerns.
Thank you!
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