
3 Common Tasks in
Employee Navigator

Management of ongoing data changes



Logging In

Go to www.EmployeeNavigator.com
and click Login
• Returning Users: Login with the 

username and password you selected 
previously. 

• If you forgot your password, contact 
your Inszone Insurance Account 
Manager to have it reset!



Click on Add Employee from your Home
page. This takes you through a guided 
experience adding employee's complete 
with a progress bar so that you know 
where you are in the process!
Any required fields not completed during 
the Add Employee process will prevent you 
from moving forward.
Employee Navigator automatically 
prevents the addition of duplicate records!
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Personal information includes the 
demographic data needed to establish 
a record in Employee Navigator for the 
employee.

Note: Users are prevented from moving forward until required 
fields are completed.
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The Employment page collects 
employee related data that drives 
benefit eligibility and pricing.

Note: Field(s) at the bottom of the Employment page are those 
uniquely required by your company.
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In the last step you have an 
opportunity to invite the employee 
into Employee Navigator by sending 
them a Registration Email which 
includes instructions on where to go 
and how to login.

NOTE: This is not your last opportunity to send the employee a 
Registration Email!
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As you Finish, you can:
• Unlock Open Enrollment
• Go to Profile
• Go to Enrollment
• Add Another Employee
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Your Home page provides direct access to a 
variety of workflow tools to manage data 
accuracy. Any items in the Things to Do will have 
a number in RED identifying how many employees 
have inaccurate data which require follow-up.
Each item has its own workflow for correcting 
inaccurate data.
• The COMPLETED folder has the full list of 

potential data problems, if Completed with a 
Green Check, no action is needed.

• The THINGS TO DO folder has the listing of 
true data issues requiring follow-up with the 
number of impacted records appearing in RED 
on the appropriate line item.
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The Home Page is the location of the 
Employee Search Bar allowing you to view 
and/or update an individual employee 
record.
You can search by Last Name, First Name 
or Full SSN (with or without the dashes).

Note: If you have more than one employee with the exact name, 
you will also see the last 4 digits of the employee SSN allowing you 
to locate the correct record.
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Tip:
• Entering ZZ in the 

Search Bar brings up 
everyone that has that 
string of characters in 
their first or last name!



Clicking on the name of the individual 
employee you are searching for will 
take you to the Employee 
Management screen/dashboard.
Access to Employee Navigator features 
along the data in Employee Navigator 
that you can change starts on this 
page.
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PROFILE
The Profile folder allows you to access 
the separate areas that store your 
employee’s data.
Fields that are open to you can be 
updated. If updated they are tracked 
by who made the change, and what 
day they were changed.
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BENEFIT SUMMARY
The Benefit Summary delivers all the Current, 
Open Enrollment or Historical coverage(s) for an 
employee, depending on which item you select in 
the drop-down on the upper right side of the 
screen.
Visible items are the employee election, 
coverage level, employee per pay cost and 
benefit amount (if appropriate for the plan).
What Else Can I See?
• Covered Dependent(s)
• Spending Account or HSA elections
• Declined Benefits
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TIMELINE
The Timeline shows you:
• All event changes made for an employee
• Who made the change
• What date the change was made
The order on the page is most recent at the 
top and the earliest at the bottom (when the 
record was created).
This is an excellent tool for HR to track 
changes made and provides the ‘proof’ needed 
to the employee regarding each change made.
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TERMINATE EMPLOYMENT
The Terminate Employment hyperlink 
takes you thru the termination workflow.  
Users must: 
• Confirm the mailing address for the 

employee
• Enter the exact termination date 

(Employee Navigator calculates the benefit end 
date based on each plans defined rules)

• Click on the Termination Reason
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TERMINATE EMPLOYMENT (cont’d)
Once a termination has been processed, a 
Termination Actions box appears on the 
Manage Employee page.
These choices include:
• Rehire the employee (rehiring the 

employee with a break in service)
• Undo the Termination (as if it never 

happened)
• Terminate Editor (changing the 

termination date if it was entered 
incorrectly)
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UNLOCK ENROLLMENTS
These hyperlinks give you the ability to 
unlock the type of enrollment needed.  
This is so HR can approve an enrollment 
extension for the employee:
• Unlock Open Enrollment (only available 

prior to the OE Admin End Date)
• Unlock New Hire Enrollment
• Unlock Newly Eigible Enrollment
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MANAGE LOGIN/RESET PASSWORD
If an employee is having difficulty 
logging in or has not yet registered, 
you can manage their login capability 
by
• Sending them a new Registration 

Email, or
• Resetting their password
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Tip:
• Once you are completed 

reviewing or updating 
information for the 
employee you van 
immediately search for 
another employee by 
using the Employee 
Search bar located at 
the top right of the 
page without going back 
to the Home Page.



There are 2 ways you can impersonate 
an employee:
• Using an available hyperlink in the 

Manage Enrollments box
• Clicking Home Page allows you to 

experience the entire site as if you 
were the employee

NOTE: This page is an example of an employee that is past their 
New Hire enrollment period and eligible for Open Enrollment.  The 
Open Enrollment hyperlink is only available during your Open 
Enrollment period. For employees in their New Hire or Newly 
Eligible enrollment period, those hyperlinks would be active.
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IMPORTANT IMPERSONATING NOTE:
The timeline records every change 
made while impersonating the 
employee:
• Who made the change
• When the change was made
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When you have completed 
impersonating your employee, click on 
their name (top center of screen) and 
you will be back in your view and 
authority level within Employee 
Navigator.

Item 3: Impersonating an Employee


