
How to Enrol a plan member online

If you’re ready to submit a contribution for a member who is not yet enrolled on Manulife’s 
administrative system, use the Enrol a member feature on the Plan Sponsor Secure Site.

STEP 3:
Enter the plan member’s contact information. 

Click Continue to the move to the next screen.

STEP 2:
To complete the enrolment process for the member(s), enter 
the required information for the member.

Click Continue to the move to the next screen.

Important note:
If you do not have a signed enrolment form from the 
member, select the second radio button and Manulife 
will mail an Enrolment Action Form to the member for 
verification and a signature.

STEP 1:
Log-in to the Plan Sponsor Secure site. Select Manage Your Plan and then select Enrol a Member from the left hand menu.



Click Continue to the move to the next screen.

STEP 5:
Enter the plan member’s investment instructions. 

Option 1: Member has not provided investment 
instructions – contributions will be deposited to the plans 
default fund. Click

Option 2: Member has provided investment instructions – 
click Continue. All the investments available within the plan 
will be listed.

Enter the investment instructions provided by the member. 
Click Continue at the bottom of the page.

STEP 6:
Verify and complete the enrolment.

Once you click Enrol, you will receive an on-screen 
verification. The member is now active on Manulife’s 
administrative system and a contribution can now be 
submitted for this member.
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STEP 4:
If you have the plan member’s signed enrolment form, enter 
the plan member’s beneficiary information. If you do not 
have the signed application form, click the No Beneficiary 
Instructions button.


