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How to upload business (work) email addresses -   

Guide 
 

When you launch mygroupinsurance.vivium.be you will have to upload business (work)    

email addresses once. In principle you won't have to repeat this process. 

 

You will fill in the business email address individually each time a new employee is being affiliated. 

 

Occasional email address changes are also done on an individual basis by going to the participant's 

'Personal data’ section. 

 

The only time we recommend using this Excel file again is, for example, if your company domain 

name changes.  

 

Preparation 

1. If necessary, update your personnel file in EB-Connect  
Make sure all participants involved have been input into EB-Connect. 
The next day view the "Overview actions" screen to see whether these changes have been processed.  

 

On the day itself 

2. Under Downloads (right-hand column), select    "Overview of insured parties"  
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3. Enter your email address and click "Request". 
You'll then be sent an email as soon as your download is ready (within an hour). 

  

 
 

4. Once you receive your email:  

 

- go to the "Overview of actions" screen (left-hand column)  
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- Select your  overview of insured parties   and an Excel file will open. 

 

 
 

5. Complete Excel list, column AC, ‘Professional email address’. 

 

 
 

• Enter data only in the GREEN fields, otherwise your upload will fail. 

 

• Are you working with VLOOKUP (vertical search)? Then carry out a "COPY - PASTE VALUES" after the 

VLOOKUP so that no formulas are left in the Excel file. 

 

• Enter email addresses precisely without unnecessary symbols or dots.  

 

• If an employee does not have a professional email address, you can use a different email address.          

 

• Normally column AA 'Privé e-mailadres' will be set to 'N', i.e. the employee has not yet added a 

personal email address.  Employees do this themselves when logging in for the first time. 

 

 

  Save this list on your PC. 
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6. Under Uploads (right-hand column), select   "Insured parties to be completed").  
Note that you are on the "organizer" screen. 

 

 
 

 

 
Search for the completed list in your folders using the "Browse" button, then click "Uploading". 
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7. Check whether the status on the "Overview of actions" screen is "Sent” (Envoyé(e)/Verstuurd") 

 

 
 

If this is not the status shown, please contact your file administrator. 

 

 

 

 

Your professional email addresses are now being processed.  
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The day after, your employees will receive the following email. 

 

 


