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❶  E-mail Link 

Log in to the CRC tool using the registration link 

that was emailed to you from your broker.   

A. Click Register Here. 

B. You can copy the Passcode from the e-mail. 

(You will need this information in the next 

step to complete the registration).  

 

Account Registration:  

❷ Account Registration Page 

A. The Account Registration page displays. 

B. Paste the passcode you copied from the e-mail  

in the Passcode field.  

C. Enter your first and last name in the First and 

Last name field. 

D. Enter your e-mail address in the E-mail  

Address field. Enter it a second time for  

confirmation. 

E. Enter your password in the Password field. 

Enter it a second time for confirmation. 

F. Click Complete Registration. 
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❸ Registration Successful Page 

A. The Registration Successful page displays. 

B. Click Return to Login. 

 

❹ Account Login Page 

A. The Account Login page displays. 

B. Enter your e-mail address. 

C. Enter your password you created during  

registration. 

D. If you forget your password, you can click  

Login Assistance link. Login assistance can be 

used only if you forget your password. This 

will open a new page where you will enter 

your e-mail address (username) and click OK. 
Click Submit. You will receive an e-mail with a 

link for you to create your new password. 

Click Cancel to return to the Account Login 

page.  

E. Remember Me. Check this box to  

remember your e-mail address the next time 

you visit the Account Login page.  

F. Click Sign In. 
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 Account Login:  
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❺ Company Information Page 

A. The Company Information page displays. 

B. The data displayed under Company Information is entered and updated by your Broker in CRQS. If you need the 

information updated, please contact your broker.  

C. Click Invite Employee.  

 

 Company Information:  
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❻ Invite Employees 

A. The Invite Employees page displays. This page invite employees to complete their census information.  

B. The Copy Invitation allows you to copy the text to your clipboard. The text can then be pasted into an e-mail  

addressed to your employees. The Registration URL in the message will allow employees to register and login to the 

Client Ready Census. The passcode will be the same for all employees. 

C. Click Close to return you to the Company Information page.  

D. From the Company Information page, click  Add an Employee to manually enter an employee’s demographic  

information on their behalf.  

NOTE: When you first access the Company Information page, the employee listing will say 0 Employees.  Records would 

appear in the list once you add an employee or when an employee begins to  add their census  information.   
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❼ Employee Tab Information  

A. This page has three sections: Employee, Family, Coverage. You will need to complete the Employee tab information  

section before continuing. The Family and Coverage tab will be grayed out. 

B. From the Employee tab information section, enter the employee’s first and last name, date of birth, and gender in 

the appropriate field. 

C. From the Contact section, enter Home Zip, Home City/County, E-mail Address. 

D. From the Employment Information section, enter the annual salary.  

E. From the Medical Information section, select the employee medical information. 

F. Click Save and Continue. 

 Employee Tab Information : 
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❼ Employee Information (contd.) 

A. The Family tab information displays. 

B. From the What is your marital status? drop down menu, select your status. If you select Married or Domestic  

Spouse, you will need to complete that section. 

C. Click Add Child(ren).  

D. Enter your child’s information. All the required fields are marked with * 

E. Click Save and Continue. 

 Family Tab: Information  

 

Client Ready Census™ Employer Guide 



 

October 2016 Client Ready Census ™ Employer  Guide 7 

❼ Employee Information (contd.) 

A. From the drop down menu, select the Medical, Dental, Vision, Life, and Disability options. 

Note: Waived means coverage is offered elsewhere. Declined means you are not electing coverage.  

B. Click Save and Confirm. 

  

 Coverage Tab Information:  
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❽ Review and Confirm Employee Information Page 

A. The Review and Confirm Employee Information page displays for your review. 

B. If you need to make any changes, click Edit. 

C. Click Confirm and Submit to return to the Company Information page. This will generate a confirmation message and 

send an e-mail  to you. 

  

 Review and Confirm Employee Information:  
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❾ Company Information/Employees  

A. Employees—This displays the total employee count. 

B. Sort by—This drop down menu allows you to sort the employee listing by (a) First Name or Last Name.  

C. Employee Status—The green checkmark indicates the employee has entered, reviewed, and confirmed their  

information and submitted to you. 

D. Timer icon— This indicates the employee has not completed and confirmed their information or you have not  

completed on their behalf.  

E. Click the Delete icon to delete an employee from this list. A confirmation box will appear. This action cannot be undone. 

F. Click Submit Census to send your completed employee census to your broker.  

 

 Company Information/Employees:  
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❿ Confirm Message displays  

A. Click Cancel to return to the Company Information page.  

B. Click Ok to confirm. You and your broker will receive an e-mail confirming the census has been submitted.    

NOTE: You and your employees cannot edit the census information after submitting the census. When employees login to 

the system, they will be redirected to the Employee information review page. If any changes need to be made to the 

census, please contact your broker.  

C. You have successfully submitted your employee census information message will appear. 

 

Your process is now completed. 

 Submit Census Confirmation:  
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