
Digital enrolment for you and your 
employees. End-to-end user guide.
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Step 1 Add a member.

Use Enrol a member feature to input demographic information of 
the new hire or an existing eligible member, who is not yet enrolled.
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If you have a group of employees to enrol you can use 
Demographic File Upload feature.
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Step 2 Member completes enrolment online.

Member receives Enrol email.

They register on mysunlife.ca and complete Enrol.

Member receives a Welcome Letter.
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Step 3 View the Payroll report.

Download the payroll report to start payroll deductions for new hires 
and/or apply changes for existing members.

You also have access to an online enrolment report which shows a history 
of all plan members who have enrolled online.
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Step 4 You’re all set!

Start payroll deductions and submit contributions to Sun Life.
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If at any time you need to edit member information you can use View or Update Member 
Information feature.
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https://sunlife.hubs.vidyard.com/watch/hf7HQECtJ3y2aMdx4Le5RX
https://www.sunlife.com/content/dam/sunlife/regional/canada/documents/grs/how-to-enrol-a-member-flyer-en-2023.pdf
https://sunlife.hubs.vidyard.com/watch/1MuzDfFaEoBJ4mJXs2Pj8x
https://p1.aprimocdn.net/sunlife/f4d6ca64-5387-4a1d-9223-afcf013b0a47/upload-demographic-file-how-to-guide-en-original-file.pdf
https://www.sunlife.com/content/dam/sunlife/regional/canada/documents/grs/client-online-registration-flyer-en.pdf
http://mysunlife.ca
https://sunlife.hubs.vidyard.com/watch/aBFr2NnP9BLkw4b6EAzSfx
https://www.sunlife.com/content/dam/sunlife/regional/canada/documents/grs/client-onlinefeature-flyers-en.pdf
https://sunlife.hubs.vidyard.com/watch/xjFZwXvmeXutMY5ShiS6Fc
https://sunlife.hubs.vidyard.com/watch/GfbCGygVXTEmEZFRPR7ZSQ?
https://p1.aprimocdn.net/sunlife/4b2c363f-8650-41a5-a7dd-afcf013b0167/grs-contribution-guide-update-2023-en-original-file.pdf
https://sunlife.hubs.vidyard.com/watch/ttcBMeK5Durmbh7SS9Fwcc
https://p1.aprimocdn.net/sunlife/52109530-6d82-421d-97a3-afcf013b05cb/single-member-edit-step-by-step-guide-en-original-file.pdf

