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Introducing 
Employer Hub.

Employer Hub provides you with 24/7 
access via laptop, desktop and tablet 
to your plan and member information, 
as well as your plan documentation 
such as monthly statements and 
company certificates of insurance.  

Benefits for you

•	 Self-service portal which is easy to navigate 

•	 Access to plan information 24/7 

•	 Amendments submitted via Employer 
Hub will be processed quicker than 
requests that are posted or emailed, as all 
the information needed to complete the 
amendment will be correct first time 

•	 Email confirmation of your requests 

What can I use Employer Hub for?
•	 View plan and member information 

including membership numbers

•	 View most plan related documents 

•	 Request to add or remove members

•	 Request to add or remove dependants

•	 Request a Medical Benefits in Kind  
report (P11D)

•	 Request a new membership list

•	 Manage the Group Secretaries associated 
to your plan.

Please note that it is not yet  
possible to add members on  
CPME underwriting through  
Employer Hub. 
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Getting  
started.

You will need to register to use the 
VitalityHealth Employer Hub. This 
is easy to do by simply clicking on 
the ‘Register here’ button on the 
Employer Hub login page.

To complete the registration you’ll need:

1.	 Your Group Secretary membership 
number, you can find this on the plan 
documents we’ve sent you and will 
be different to your own membership 
number. 

2.	 A unique email address to be used 
only in case you need to reset your 
password or security questions.  

Once you have completed the simple 
registration process you’ll be able to 
login to Employer Hub by using your new 
username or your unique email address. 
If you cannot remember your password, 
this can be reset automatically by selecting 
‘Forgot login details?’  

Your Employer Hub account will lock if you 
enter an incorrect password three times or 
if you haven’t logged in for more than  
90 days.  
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Registering  
to use 
Employer  
Hub.

To register to use Employer Hub you 
must be a Group Secretary linked to 
an active plan. Simply click on the 
‘Register here’ button on the home 
screen and the screen opposite will  
be displayed:

Fully complete all three fields and then submit your request. 

You will receive the below confirmation 
message and be sent an email to the 
email address you have entered:
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You can now create your username and set your password:

As well as setting your security questions and answers:When you click on the link in 
the email you will continue the 
registration process and land 
on the screen below and  
the opposite:

When you have completed this 
you will receive confirmation 
that your account is set up 
and you are able to log in to 
Employer Hub: 
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You will also receive a confirmation email like the example below:
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Resetting a password

This will take you to a 
screen to confirm your 
username/email (this 
field is case sensitive). 

From the Log on screen select ‘Forgotten login details?’:

You will then receive an email to your registered email address with a link to change 
your password: 

Click on ‘Reset password’ link.
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You will be asked two of your security 
questions:

Select ‘Confirm'

Once the questions have been verified, 
you will be asked to enter a new password. 

A confirmation message will show and you 
will also receive an email confirmation of  
the change:
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Navigating  
the home 
page.

Manage your plan: View the company 
and plan details.

Manage your members: Search for a 
specific member without having to go 
through the plan’s membership list.

View your documents: Search for your 
plan documentation produced within 
the previous 13 months.

Workplace Wellbeing: A link to a 
whole library of information to assist 
you in promoting workplace wellbeing.

Promoting Vitality: Details information 
about the benefits and advantages of 
having cover with VitalityHealth. 
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Vitality at Work Business: Provides a 
link to information about our innovative 
and cutting edge service.

T&Cs and application forms:  Access 
the literature and tools section on 
the VitalityHealth website, including 
application forms.

Get in touch: All of the contact 
numbers and addresses you may  
need to contact us.

Help and FAQ’s: General help guides 
and FAQ’s for Employer Hub.
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Viewing your plan details.

From the Home screen 
simply click on the ‘Your 
plan’ button to be taken 
to your plan details:

If you are the Group Secretary for more than one plan, the below screen will display and 
you can select which plan you wish to view the details for:

You can ‘sort’ your plans, either ascending or descending, to suit you. By clicking on the 
columns title, the sort arrow will appear.  

If you are linked to more than 10 plans then only the first 10 results will be displayed, with 
the subsequent results listed on the next pages. You can choose to increase the number 
of results per page should you wish to do so.

To view a specific plan click on either the plan number or company name:
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Plan overview

Plan overview provides high level information on the plan, such as the plan’s status, 
start/renewal dates, number of active members and group contact information: 

Principal drop down: Select ‘All’ to show all the dependants on the plan. 

First name/Last name search: Find a particular member using their name 
(minimum of 2 characters). 

Advanced member search: A full member search screen as detailed on 
page 15. 

Member information

You can see high level details of all the members who are both active and inactive on 
the plan.  

You can click on any of the members’ names or membership numbers to access their 
full details. 

Clicking on the + next to any principal member shows their associated dependants. 

Once in the plan details screen you will be able to see all the key information about 
the plan. Each section can be expanded by clicking on the + next to the title. 
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Payment information

Payment Information shows the next payment amount and due date. It will also 
show the payment method and frequency of the payment.  

By clicking on the button on the top right hand corner you can download a 
new Direct Debit Instruction. When you have completed this you will need 
to return the form to your servicing team. 

If you select ‘view cover details’ it will show you the full details of cover 
including additional options and limits. 

Categories

An overview of each category on the plan including the mid-term joiner acceptance 
terms will appear.

Adviser

If you have purchased your plan with VitalityHealth via an Adviser, their name will be 
displayed in this section.
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Group secretary

Contact information and names for all the group secretaries will be listed. The primary 
group secretary will always be listed at the top. 

How you receive your plan documents

Shows the current routing for documents and which issue method is being used.

Should you wish to update these preferences simply click on ‘Edit’ in the top right 
and the following screen will display:

Should you wish to add, edit or remove a group secretary, you can do so 
using the buttons on the right hand side of the screen:

Complete the relevant details 
and select ‘save’.

You can now make the 
desired changes by 
selecting the relevant 
drop down options.

You will receive the 
confirmation that your request 
has been submitted:
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Your changes will reflect on 
Employer Hub within an hour. 

The following search screen will be displayed:

Searching for a member.

From the Home screen 
select ‘Your members’

You can search for a member using: 

Vitality Membership number

Staff ID (Corporate Healthcare plans 
only)

Member Name The member’s first 
name and /or last name (minimum of 
two characters)

Date of Birth

Post Code

Member type 

Cover Status: Active shows all live 
members, Cancelled shows all 
leavers, All shows both current and 
previous plan members

Plan Type: You will be able to filter 
search results by plan types by 
ticking the type you wish to search 
for, at least one must be picked

Plan Number: You will be able to 
filter the plan results by selecting the 
relevant plan number from the drop 
down list

Company Name

When searching for members you 
must enter information in at least one 
search field.

Once you have entered the search 
criteria, select ‘Search members’ and 
the results will display.
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If your search returns multiple results then it is possible to ‘sort’ the columns in both 
ascending and descending order to assist in finding your specific result. You will 
need to click on the columns title and the sort arrow will appear.   

If more than 10 results are returned then only the first 10 results will be displayed 
with the subsequent results listed on the subsequent pages. You can choose to 
increase the number of results per page should you wish to do so. 

To view a specific member click on either the membership number or principal 
member name. Selecting the plan number will take you to the view plan screens, 
rather than view member screens.

You can view the principal members’ dependants by selecting the expansion icon next 
to the principal member’s name.

If you wish to refine your search results you can change the search criteria in 
the column on the left hand side and select ‘Update search results’.
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Viewing member details.
You can view all of the key details concerning the member. You can also see if there are 
medical exclusions on the member’s plan, however you will not be able to see what the 
exclusions are due to the protection of sensitive data. 

Request to remove member/dependant.
You can request to remove members and/or dependants from a plan.  

It is not possible to cancel your plan via Employer Hub and as such you are not able 
to remove the last member from cover.  

To remove a member or a dependant, you can either search for the member using 
the member search or from plan details enter the members tab and select the 
relevant member from the list by double clicking on their name. 

If you select ‘View cover details’ the plan certificate document will display 
showing the limits and benefits. 

If you select the ‘Plan number’, you will be taken to the view plan screens – 
see page 25.   

Dependants’ details can also be accessed in this screen by selecting the 
expansion icon next to their name.   

Once in the full members details select ‘Remove member(s)’ button in the 
top right hand corner of the screen: 
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Select the member or dependants that need to be removed. If the principal member is 
selected, a warning message will appear to say that all dependants will be removed at 
the same time. 

Select the reason for leaving and the date they are to be removed, this can be +30 
days or -30 days of the request date. If the date they select is outside the +/- 30 days,  
a warning message will appear asking to reselect the dates. 

Once you have confirmed the removal you will see a success message stating that the 
request has been submitted.  

Once 
everything 
has been 
entered, select 
‘Remove’ and 
a confirmation 
screen will 
display.

If all the 
information is 
correct select 
‘Confirm’. If 
you are not 
sure or want to 
make a change 
select ‘Cancel’ 
and you will be 
returned to the 
previous screen. 

Request to add a new employee

You can request to add members to cover on Full Medical Underwriting, Moratorium 
and Medical History Disregarded underwriting terms.  

When adding a new member with dependants, the dependants will need to have the 
same underwriting as the principal member. 

To add a new employee to cover select the ‘Add employee’ button in the 
top right hand corner:
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Any fields requiring mandatory information are highlighted with a red asterisk.*

From the Category drop down select the category the member needs to join. Further 
information about the coverages in the selected category can be viewed by selecting 
‘Cover details’. If there is only one category on the plan there will be only one  
option listed. 

Once you have 
entered the post 
code you can find 
the exact address by 
selecting the ‘Find 
Address’ button.  

Complete the 
relevant fields 
on the form. 
You can cancel 
the application 
at any time by 
clicking on ‘Cancel 
Application’.  
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Should you wish to add a new category to cover, you will need to contact your 
dedicated servicing team to do this at the next renewal of your plan.  

The excess will display for the chosen category. Select the hospital option required and 
whether or not the principal member is currently insured or not. 

The mid-term joiner acceptance terms will be displayed and the allowed underwriting 
terms will be available in the drop down. Select the underwriting terms. If Continued 
Personal Medical Exclusions Underwriting is required then you will need to contact 
your dedicated servicing team as an application form is needed.

Enter the Employment start date (can be up to 30 days in the future, cannot be 
backdated) for the principal member and the date the cover needs to start. Confirm 
whether or not the principal member currently has a plan with VitalityHealth or 
VitalityLife. 

If no dependants need to be added to the plan, then select No and Continue 

To add dependants select ‘Yes’ and ‘Continue’ and the below screen will appear  
(see opposite). 

Complete all the fields for the dependant, selecting the relationship to the principal 
member. If you tick yes to the dependant having current insurance an additional 
question will appear asking if they are currently insured on Medical History 
Disregarded underwriting.  

Email addresses are mandatory for any dependants over the age of 18. 

To add more dependants click on the ‘Add another dependant’ button and 
repeat the process.

You can delete one of the added dependants if required by selecting the delete button 
next to their name. 

Once all individuals have been added to the application select continue and you will 
be asked if any of the applicants are employed in certain occupations.
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If you answer ‘Yes’, you will then be asked to confirm which applicant this 
applies to. 

Once confirmed select Continue.

NB: If yes is selected this will not prevent the application from being submitted but will 
be reviewed on submission to Vitality. 

A review panel will appear with the opportunity to edit the details if required. 
Select Edit next to the section that needs the change. This will take you to the page 
that needs amending. Once corrected select Continue until you are back at the 
review panel. 

The review panel will also detail at the top of the screen the premium impact of 
adding this Employee to cover.

An important information 
section needs to be read 
and a confirmation box 
will need to be ticked 
before you can submit 
the application form.  

You can now select to 
submit the application to 
Vitality.
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You will then see a screen explaining what happens next. Once the work item has 
been completed an email will be sent, confirming that the item has been processed. 
Standard plan documentation will be issued as it is currently.

Request to add a dependant.
You will be able to request to add dependants to cover through Employer Hub with 
Full Medical Underwriting, Medical History Disregarded or Moratorium underwriting 
terms. For all Continued Personal Medical Exclusions underwriting applicants it is still 
necessary to complete an application form.

Select the member for which the dependant(s) need to be added and click on 
the ‘Add Dependant(s)’ button in the top right hand corner of the screen: 
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Enter the individual’s details and insurance information. The fields marked with a red 
asterisk are compulsory to complete before the application can be submitted. 

An email address is mandatory for any dependants over the age of 18. 

Once all the details have been entered you can either select to add another dependant 
or to continue with the application.

When you click to proceed with your application you will be asked if any of the 
applicants are employed in certain occupations.

NB: If yes is selected this will not prevent the application from being submitted but will 
be reviewed on submission to Vitality.

If you answer ‘Yes’, to any question, you will then be asked to confirm which 
applicant this applies to. 

Once confirmed select ‘Continue’.



26

A review panel will 
appear with the 
opportunity to edit 
the details if required. 
Select ‘Edit’ next to 
the section that needs 
the change. This will 
take you to the page 
that needs amending. 
Once corrected select 
‘Continue’ until you are 
back at the review panel. 

The review panel will 
also detail at the top of 
the screen the premium 
impact of adding this 
Employee to cover.

Once you have 
reviewed to check 
that the details are 
correct, you will need 
to tick the important 
information box to 
confirm that you want 
to proceed and select 
‘Submit application 
to Vitality’. 

A message will appear to confirm submission to VitalityHealth:
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Viewing plan documents.
You can access certain plan documentation (full listing below). Documents will be 
accessible via Employer Hub for 13 months. Should you require sight of a document 
older than this then you will need to contact your dedicated servicing team.

To view your plan document 
select the ‘your documents’ 
button on the home page:

You can also navigate to the plan documents page by selecting the ‘view plan 
documents’ button at the top of the plan details page.

This will take you to the documents page where all the documents for the plan can 
be viewed:

Within the ‘Important plan documents’ section the most recent versions of the 
following documents will always be listed (when available): 

•	 Plan summary 

•	 Company certificate of insurance 

•	 Invoice 	  

•	 DDI confirmation 	  

•	 Membership List (not Corporate Healthcare) 

•	 P11D (not Corporate Healthcare) 

•	 Monthly statement (not Corporate Healthcare) 

•	 Changes to the plan

The page is separated into two main sections ‘Important plan documents’ 
and ‘All documents’.
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As a new version of any of the documents is produced it will replace any older 
copies. The key documents section is designed to provide ease of access to the most 
frequently used documents. 

Within the ‘All documents’ section you can filter the documents by a date range or 
event type from the drop down. If there is no name next to the event type then this will 
indicate that it is a company document not a member document.  

Once you have located the document you want, this can be viewed by clicking on the 
document description. 

This will open the document in a separate window. 

Some of the documents when selected  
will display a list of the individual  
documents issued within the pack such  
as the new business pack as this will  
contain the invoice and employer  
certificate: 

If you wish to download a copy of a  
document rather than opening and  
viewing it then simply click on the  
green arrow:
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Event name Product Document title

New Business

Business Healthcare

Welcome letter

Invoice

About your insurance services

Company Certificate of Insurance

Membership List

Corporate Healthcare

Welcome letter

Company Certificate

Group Secretary plan terms and conditions

Renewal Invite Business Healthcare

 Renewal invite letter

 Renewal premium breakdown and membership list

Changes to the plan

About your insurance services

Group Secretary plan terms and conditions

Renewals

Business Healthcare

Company certificate of insurance

Membership list

Payment summary

Renewal confirmation letter

Corporate Healthcare

Company Certificate

Renewal confirmation letter

Changes to the plan

Event name Product Document title

Change cover or 
change category

Business Healthcare

Updated company Certificate of Insurance

Change cover or 
change category Your updated plan details

Change payment 
terms Your updated plan details

Change plan 
factor multiplier Your updated plan details

Change plan 
factor multiplier Your updated plan details 

Change plan 
factor multiplier Your updated plan details 

 Mid-term joiners - 
Employees Your updated plan details 

Mid-term joiners - 
Dependants Your updated plan details 

Member details/
exclusions 
updated

 Your updated plan details

Employee 
removed  Your updated plan details

Dependant 
removed Your updated plan details

Membership List Membership list

Bank Details 
Updated Important information about your payments

Monthly statement Your monthly statement

Employers 
Cashback pay-out Your Employer Cashback

Medical Benefit in 
Kind (P11D) P11D report

The documents that you will be able to view in Employer Hub are listed in the below table:
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Requesting a membership list.
You can request a membership list for Business Healthcare plans and view it in 
Employer Hub within two working days. A copy will also be sent via the current routing 
preference on the plan. If you require a membership list for a Corporate Healthcare 
plan, this can be requested through Employer Hub and will be emailed to you directly.  

You will see a 
confirmation 
message:  

To request a membership list enter the plan details screen and select ‘View 
plan documents':

Once in the plan documents select ‘Request membership list’:

Requesting a medical benefits in kind (P11D).
You can request a P11D for your Business Healthcare plan which will be available to 
view in the document hub within two working days and a copy will be emailed directly. 
If you request a P11D for a Corporate Healthcare plan, this will be emailed directly and 
will not be visible within Employer Hub.

To request a P11D enter the plan details screen and select ‘View plan 
documents’: 
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Uploading documents

As an alternative to email or post documents to Vitality you can also use the upload 
documents button to send documents to VitalityHealth:

Once in the plan 
documents select 
‘Request P11D 
report’. Then select 
the tax year and 
select ‘Confirm’. 

Please note that the P11D will only be available after the end of the tax year.  
The request P11D button will only be visible when a P11D is available. 

For Business Healthcare 
plans you will then see 
a confirmation message 
advising that a copy of 
the P11D will be available 
to view within the plan 
documents within two 
working days:

The document will be received by Vitality and processed in the same way as 
documents emailed or posted would be.
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Add, amend and remove a group secretary.
To make changes to the group secretaries linked to your plan click on the ‘Group 
Secretary’ section on the plan details page: 

This form will display:

To add a new Group Secretary to cover click on the ‘Add’ icon.

Complete the form with the details of the new Group Secretary. All fields with a red 
asterisk must be completed before you can submit the request.

If you require the new Group Secretary to be the primary Group Secretary for the plan 
tick the relevant box. The previous primary Group Secretary will become a secondary 
Group Secretary.

Upon submitting your request you  
will receive a confirmation message:

To amend an existing Group Secretary select the ‘Edit’ button next to the relevant 
Group Secretary and the below form will display:

Update the relevant 
fields ensuring all fields 
with a red asterisk  
are completed. 

Note, you should not  
use this screen to add a 
new Group Secretary  
to cover.

There must always be a 
primary Group Secretary 
and as such it is not 
possible to untick this 
box. To change who 
is the primary Group 
Secretary tick this box in 
the relevant entry for the 
new Group Secretary.
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To remove a Group Secretary select the ‘Delete’ button next to the relevant entry and 
the following screen will be displayed:

Upon submission you will see 
the following screen confirming 
that the request has been 
received and will be processed 
within two working days:

Insert the date from which you wish to remove the individual as a Group 
Secretary and select ‘Yes Delete’.

Please remember that by removing a Group Secretary their access to 
Employer Hub will automatically end too.

Amend member details.

To amend the details such as spelling of a name for a member on cover, 
navigate to the member details page for the relevant member and select the 
‘Edit’ button in the top right hand corner of the screen:
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The following screen will display upon which you can update the details as necessary. 

A reminder that  
all fields with a red 
asterisk must be 
completed before 
submitting your 
request. 
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