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Using this presentation as a resource, you will learn how to:

• Use Forgot Your Username slide 4

• Use Forgot Your Password slide 6

• Add/Activate or Remove a Group Number slide 9

• Member Roster and Eligibility features slide 10

• Add a Family Member slide 14

• Change Coverage slide 24

• Cancelation Reason slide 32

• Reinstate Policies slide 33

• Enroll a New Member slide 34

• Recent Submissions slide 43

• Contact Us - Use Self Service Features slide 49

• (Name Change, SSN and Date of Birth updates)

• FAQs slide 52
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Forgot Your Username or Password

4
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Forgot Your Username

5

Call the Web Help Desk 
1 (800) 278 - 1247
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Forgot Your Password

6
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Forgot Your Password

7
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Your password hint will be displayed. 
Call the Web Help Desk if the hint doesn’t help.
1 (800) 278 - 1247

Forgot Your Password
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Add/Activate, or Remove a Group Number

9

• Keep your Group Numbers up to date by Adding and Activating any newly 
added Group Numbers or Removing any old Group Numbers 

• Once you Add a Group Number and get notification it is added make sure 
to go back and Activate that Group Number to process transactions
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Member Roster & Eligibility Features
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View Member Roster

11

View a list of Active, Terminated, and Pending subscribers.

Hold the CTRL Key to select multiple groups.

Verify enrollment statuses.

0011123230

0011123211

0011142421

0011152521

0011122200
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Choose your Member

12

0011123230
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Choose your transaction

13
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Add a Family Member

14

Name Change

Update SSN

Questions
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Anything starred in red is required

15

When adding a 
Family Member use 
Qualifying Event 
Date

• Date of Birth

• File Date Of 
Divorce

• Date of Marriage

• Date of Adoption

Desired Effective 
Date cannot be 
before Qualifying 
Event Date

John Doe 111X00011
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Family Member Information

16
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Enter Family Member Information  

17

• When adding a 
Dependent Student, 
the students age 
should be 19-26

• When selecting a 
Handicapped 
Dependent the 
dependent should be 
OVER 26 years old
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Make changes or Continue

18
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Medicare Information

19

If Yes is selected Medicare 
Information box pops up
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Other Coverage

20

• Other Coverage 
Information  if 
coordinating benefits 
with another carrier

• You can type in the 
Other Carrier Name
first select Search then 
cancel out of the 
Carrier Name Search 
box

If Yes is selected Other 
Coverage Information 
box pops up
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Legal Statements

21
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Add a Dependent Summary 

22

• Make sure that the

Dependents were included

• Green Check Mark
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Add a Dependent Confirmation

23

Print Enrollment Form, Save as PDF or use Resent 
Submissions and you’re complete! Allow 3 – 5 business days
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Change Coverage 

24

• Submit 1 Change Coverage enrollment

For Medical, Dental and RX policy changes

• Submit 2 separate Change Coverage

enrollments for Dental & Medical

When different Effective Dates
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Change Coverage

25
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Select Coverage

26

• Select Yes to change or 
add coverage

• Select:  new Medical Group 
Number, Medical Class and 
Enrollment Code.

• Select Yes to add or 
change Dental coverage
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Family Member Information  

27

• Must select coverage

• For all dependents
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Medicare, Other Coverage Information, and Legal Statements 

28
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Change Coverage Summary

29

• Make sure that the

Dependents were included

Green Check Mark
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Final Proof and Edit step

30

• Verify all information is accurate

• Scroll down and verify all dependents have

Coverage

• Must display Green Check 
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Change Coverage Confirmation 

31
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Reason for Cancellation & Desired Cancellation Date

32

Use the accurate reason

for cancellation
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Reinstate Policy

33

• The policy must be in a cancelled status for the 
Reinstate button to display.

• Can go back to the 1st of the previous 30 days.

• Will receive an edit message if try to go back 
farther

• Submit to Enrollment & Billing Support – slide 
49 when Over the previous 30 days.
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Enroll a New Member
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Enroll New Member

35
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Enroll New Member

36
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Anything starred in red is required

37

• Submit 2 separate Change Coverage

enrollments for Dental & Medical

when different Start dates.
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Enroll a New Member

38

• Select Reason for Enrollment 
• New Hire

• Enter the Hire date
• Enter the effective date, it can be after

Hire date
• It is up to the employer if there is a 

waiting period before employer
coverage beings. 
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Select Coverage

39

• Select Decline when you don’t want to make 

any changes to the Plan. It will not terminate

Coverage. Retains the same coverage

• Leave unselected to select coverage

• Select: Medical Group Number, Class, 

Enrollment Code.

• Continue for Dental and Pharmacy when

applies
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Add a Family Member

40
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Enroll a New Member Summary

41

• Verify that all dependents have

the green check mark for coverage

• Otherwise the dependents will not

be covered
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Resent 
Submissions 

feature
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Recent Submissions

43
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Recent Submissions

44
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Recent Submissions

45

Select subscriber name to view

the details of the enrollment   
transaction

Jane Doe

John Doe

Clark Kent

999999999

1111X1111

2222X2222
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Recent Submissions

46

165 Court St.

Male

999999999

Joe

Smith

1 (607) 777-9999
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Recent Submissions

47

999999999

111111111

Record of the Information

entered in the enrollment

transaction
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Contact Us – Use Self Service Features
For the Most Efficient Service
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By Email    For Name Change, SSN & DOB Updates

49

Use for name changes, date of birth, SSN, Reinstate back 
beyond the 31 days.  Goes To Enrollment & Billing 
Support – most efficient method. Allow 2 – 5 business 
days

Need back up coverage – get your security before

it is needed. 
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By Phone

50
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Frequently Asked Questions

• Send name changes, updates to the Date of birth or the Social Security # 
to the Contact Us By email to Enrollment & Billing Support.

• Logon and select the link

51
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Frequently Asked Questions

• Submit 1 New Enrollment or Change Coverage transaction for 
Medical, Dental and Rx coverages. 

• Submit separate Medical and Dental enrollment when the polices 
have different effective dates.

• Use the links at the top of the Enrollment Transaction to enter 
enrollment for Medicare Advantage & Supplemental members 

• If you need to Reinstate beyond the pervious 1st of the previous 30 
days – Submit the to Enrollment & Billing Support, slide 49

• Submit address change per policy

52
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