
Agnico Eagle GS+ Portal Reference Guide 

This document was created to assist you in completing your registration and Health and Wellness enrolment with GreenShield. 

Instructions for the Sign-up process: 

 
 
Step 1:  
 
Click Sign up 
 

 
 
Step 2:  
 
 
Select Through an employer or 
organization 
 
 
 
 
Click Continue 
 
 

 



 
Step 3:  
 
 
Check the box indicating you accept Terms and 
Conditions 
 
 
 
Click Continue 

 
 
Step 4:  
 
 
 
Select the option stating that you have a Certificate 
Number 

 
 
 
Click Continue 
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Step 5:  
 
Enter the email you would like to use  
to login to GreenShield+ 
 
This doesn’t need to be your work email address. 
 
 
Click Continue 
 

 
Step 6:  
 
You’ll receive an email with a verification code 
 
 
Enter the verification code 
 
 
Click Continue 
 

 
Step 7:  
 
If you previously had a GreenShield+ account  
from our current EAP, you’ll see this screen 
 
Click Create New Account 
 
If you don’t have a previous account skip to Step 8. 
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Step 8:  
 
Enter the information on the screen 
 
Certificate Number is your Employee Number 
Company Identifier/Client Number is 50030 
 
This was also provided in your enrolment email.   
 
Complete your personal details  
for your GreenShield+ profile. 
 
If prompted, select a password. 
  
 
Your account is set up!  
 
You can now complete your Health and Wellness 
enrolment. 
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Steps for Completing your Health and Wellness Enrolment: 

Once you log in, you’ll see the following welcome screen. Click Continue. 
Please take note of the deadline on the right-hand side. You have until the date displayed to 
complete your enrolment.   

You may also leave and come back at any time to complete your enrolment. Your last 
submission is what will be saved.  

A side note about language selection 

We recommend not toggling back and forth between English and French while in your 
session. This can cause the portal to show both languages in some instances. If you’d like 
to switch languages, we recommend logging out and starting again in the preferred 
language. At the end of this document, you can find a troubleshooting guide, if needed. 

Next is the Terms and Conditions page where the terms of the site are outlined. Please 
check the box and select Continue to proceed. 

 

  



The next page is the Personal Information page (Step 1). Outlining personal details such 
as name, date of birth and salary.   

Should any of these items require updating, please contact your local HR representative.   

 

Should you have any questions, please use the phone number at the bottom of the screen.   

Click Next to proceed. You may also use the “Back” button on any page to go back a page. 

 

 

 

 

 



Next is the Dependents page (Step 2). This is where you can edit (add or remove) 
dependents.  

To add a Spouse or Child, click Add Spouse or Child and complete the details for the new 
dependent. 

 

 

Next is the Benefits page (Step 3) where your selections can be made to choose the 
benefits that suit you/your family. 

Please take note of any important notices at the top of the page that may apply to you. 

 

 

 

 



Further down on the page, you will see the list of benefits that are available to you.   

Use the “View Monthly” drop-down menu to select the pay frequency you’d like to view 
your benefits selections in.   

The “Manage” button within the box for certain benefits is what you click on to choose 
options when there are coverage options to choose from. 

The box on the right side of the page titled “Payroll Deductions including applicable 
sales tax” is where you can see any payroll deductions. These values include tax whereas 
the values within the benefits box don’t include tax. 

 

  



Making your selections 

 

Click the “Manage” button to select 
the option you’d like coverage for. 
The benefit will open up to display 
the options available. 

 
**IMPORTANT** Be sure to check the boxes beside the names of all the dependents 
you’d like to have coverage for. If you added new dependents, you’ll need to check the 
boxes for every benefit. If their name is not selected, they won’t have coverage for that 
benefit. 

Click the “Select” button to select the option you want. 

To compare the options, click on the “View Benefit Details” in blue font to open a compare 
document that outlines the differences between Opt Out, Gold and Gold Plus coverages. 
This can be viewed for Health Care and Dental Care benefits only. 

Be sure to click the green “Save” button for each benefit or your selections won’t be saved.   
Clicking on the “Save” button will also update any costs.  

 



The second page of the Benefits pages are for the Optional benefits.   

If evidence of insurability is required, a message will appear in blue to advise as such.   
The forms will be available to you at the end of the enrolment process. 

 

 

 

  



The third page of the Benefits pages is for the Cash Benefits where you can allocate your 
whole flexible dollar amount or any remaining flex dollars after paying for your benefits.   

You can allocate the whole amount to one account or divide it up across multiple ones. 
Please make sure to read the message at the top of the page. 

 

 

 

The total amount of flexible dollars available to you is displayed on the page.   

Once you have used up all your flex dollars, the “Flex Dollars remaining” balance will 
reflect $0.00 

 

 

 

 

 

 

 

 

 



How to allocate your flexible dollars:  

Type the amount you want to allocate in the box under the name of the account(s) you want 
to allocate the funds to (for example, Health Care Spending Account). 

 

Proceed to the next page by clicking the green “Save Allocations” button at the bottom. 
 

 
QUICK TIP 
 
If you want a quick way to assign your 
full amount to one account, use the 
corresponding “Take it” button to 
allocate the full amount. Otherwise, 
type each separate amount into the 
cash benefits you want to allocate 
funds to.  

 



The next page is the Beneficiaries page (Step 4) where you can assign your beneficiaries. 
Once you’ve assigned your beneficiaries, click on the green “Next” button. 

 

 

The next page is the Confirmation page (Step 5 and final step) where you can have a 
chance to review all the information and selections you made on the previous pages. 

 



Should you want to make changes, click the “Edit…” buttons available. 

 

Be sure to check the box to confirm your selections.  
Then, hit the green “Next” button at the bottom of the page. 

 



You have completed your enrolment! If you’d like to view your Confirmation Statement, 
click the “View my Documents” link below. 

 

Below is the link to sign any documents such as Evidence of Insurability and Beneficiary 
forms. Click on the “Sign Documents” button to proceed. 

 

You’ll then see the following: 

 

Congratulations, you’re done! 



Troubleshooting tips for the Mobile App if you’re experiencing a language issue: 

- logout from the app  

- re-login  

- change language to English 

- navigate through the app and confirm if everything is in English 

- logout from the app 

- re-login 

- change language to French 

- navigate through the app and confirm if everything is in French 


