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ACA Small Group Enrollment User Guide

Purpose

The purpose of this user guide is to provide step-by-step instructions
and guidance to Producers and General Agents (GAs) as they enroll
their groups using the enhanced eSales ACA Small Group Enroliment
tool.

Important: \Ne encourage Producers to use the eSales
ACA Small Group Enrollment tool. Enrolling groups
through this tool and submitting clean cases eliminates
some internal processing steps thus improving the
turnaround time from quote to approval.

Overview of the Enroliment Process

The eSales ACA Small Group Enroliment tool enables you to enroll
your groups online in a user-friendly, efficient step-by-step process.
You can enter the required information and upload the necessary
documents to release your group for enrollment, initiating underwriter
review. Within this portal, you can enter account and additional group
information; select medical, dental and life plans; enter the member
census; view rates; review the account summary, print and verify all
information with your client; upload all required documentation to
release the case for enrollment. You can also view the relevant
reports.

The enhanced online tool helps to streamline and automate the
enrollment process. It provides faster turnaround time for an
enrollment from request to review and final decision. You can track the
status of the request online and keep your clients updated on the
enrollment review request.

Let’s review the steps to enroll a small group (1-50 employees) using
the eSales ACA Small Group Enrollment tool.

Return to Table of Contents
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Overview of the Enroliment Process

(Contd.)

How to Access
and View Reports

How to

Track &

Manage
Enrollment

Once you have gathered the necessary information and documentation
from your client, you access the eSales ACA Small Group Enrollment
tool to enter all required information to release the group for enrollment.
This initiates the Underwriting review process. To successfully enroll
your group online, follow the steps outlined in this user guide.

Steps to Enroll a Small Group:
1. Find a Quote
2. How to Enroll a Small Group

V.

V.

Vi.
Vil.

Account Information
Additional Information
Plan Selections
Member Census

Rates

Account Summary
Release for Enrollment

3. How to Access and View Reports
4. How to Track and Manage Enroliment

i
ii.

iii.
V.

Enroliment Status

More Information Required
Underwriting Approval Received
My Enrollments

Return to Table of Contents
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© Find a Quote

How to
How to
Enroll a How to Access Track &

Small Group and View Reports E:‘::I.:::nt

Let’s begin the online enroliment process. First, you must logon to
the BAP or ‘Producer Portal’, and navigate to the eSales Tools home
page.

Accessing the eSales ACA Small Group
Enroliment Tool

A new link has been added to the eSales Tools home page.

After you create a quote using the eSales quoting application, you
return to the eSales Tools Home page, and click ACA Small Group
Enrollment link to begin the enroliment process.

ACA Small Group Enrollment

o for Small Groups with 1 - 50
total employees for effective
dates 12/01/2015 &
12/15/2015

* for Small Groups with 1 -
100 total employees
for effective dates on or
after 01/01/2016

'ACA Small Group Enrollment
s for Small Groups with 1 -_50

total employees for effective

dates 12/01/2015 &
12/15/2015

* for Small Groups with 1 -
100 total employees
for effective dates on or
after 01/01/2016

Return to Table of Contents
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© Find a Quote (Contd.)

Once you have logged on to the producer portal and clicked
the ACA Small Group Enrollment link within the eSales
Tool, you can now find the quote you created for this group.

Enrollment

Search Existing Accounts/Quotes ~
Search by Quoted status to start enrolling a quoted prospect.

Account Name: | [ Quote Number: |302195 ] ktatus: Quoted ]

Account Number: | Effective Date:

Agent: |

Division: Texas Case ID: |
3o e

M) 1-10f 1N
Effective Date Agent
07/01/2016 SAMUEL OMAR GUERRERD Mid West region - Harlingen sales office

Quote #
802195

Sales Executive

. Search for the quote using any portion of the Account Name or the

Quote Number.
. From the drop-down list, select Quoted as the Status.

. Click Search.
. After you find your required quote, click Start Enrollment. This will

assign a Case ID and reserve an Account Number.

Note:
» Search by Pre-Enrollment only if returning to a case that is already in the

enrollment process.

Return to Table of Contents
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© Find a Quote (Contd.)

Recently Accessed

Account Effective Date  |Sales Executive Status Last Activity

[oWiew | TEXAS TEST 07/01/2016 Enrollment Internal 06/30/2016
Action Required

Release initial bill 06/25/2016
Pre-enrollment 06/2%/2015
In Progress 06/28/2016

Complete 06/28/2016
Acct/Membership entry

Pending UW review 06/28/2016
Pending UW review 06/27/2016
Pending UW review 06/27/2016

[CF5 Wiew ] PRODUCER ENROLLMENT USER GUIDE 08/01/2016
[[& View | DG JOE 07/01/2018
(5 Wiew| ANGELA TEST 5.20 TX 07/01/2016

& View | OPS WALKTHROUGH EXTERNAL 06272016 07/01/2016

5 Wiew | TEXAS ACA SG ENROLLMENT 06/01/2016
= View ] OPERATIONS WALKTHROUGH EXTERNAL 06202016 08/01/2016
= View ] APRIL 4 TEXAS DEMO 06/01/2016

2] HF R

Notes:

+ The Recently Accessed section displays accounts accessed within the past
10 days.

* The My Enrollments section displays all your enrollments.

Account Account # Effective Date  |Sales Executive Divison |Status Last Activity
= View ]APR]L 4 TEXAS DEMO 186176 06/01/2016 T Pending UW review 04/04/2016
5 View ]TEXAS ACA 5G ENROLLMENT 186224 06/01/2016 TX Pending UW review 06/28/2016

{5 Wiew | OPERATIONS WALKTHROUGH EXTERNAL (168123 08/01/2016 T Pending UW review 06/21/2016
06202016

i-Wiew-| OPS WALKTHROUGH EXTERNAL 06272016 (176188 07/01/2016 Complete 06/27/2016
Acct/Membership entry

[-View | TEXAS TEST 176693 07/01/2016 Enrollment Internal 06/29/2016
Action Required

= View ] PRODUCER ENROLLMENT USER GUIDE 176419 08/01/2016 Release initial bill 05/28/2016
5 View ]ANGELA TEST 5.20 TX 187392 07/01/2016 In Progress 06/28/2016
= View ] DG JOE 07/01/2016 Pre-enrollment 05/29/2016

Return to Table of Contents
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© How to Enroll a Small Group

I. Account Information

ﬁﬂﬁﬁ

Account Ilvformal I Additional Information Plan Selection: Member Census < Account Summary Release for Enrollment

On each screen of the enrollment tool, you see a progress bar that
highlights the current step or screen in green. We have used the same
progress bar to walk you through this user guide.

After you search for the quote, and Account Name: CompanyABCD
click Start Enrollment, the Producer: SAMUEL OMAR GUERRERO
Account Information screen is | B Reports || (] Documents List |

displayed.
At the top of each screen, you see -

thr;e butto.nsé:) list of Note: Enrolling cases that have not been
eports: Opens a list o released for enrollment review will be auto

available reports. _ discontinued by the system 60 days from
Documents List: Opens a list of  the effective date.

required documents.
Discontinue: Allows users to
discontinue a case any time
throughout the enrollment
process.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

|. Account Information (contd.)

In addition to the Reports, CEnvolment |

Documents List, and Discontinue o commames S
buttons, you will also see the L
Attachments button once the case (B Reports ) ([ Documents 1zt || BAttachments
reaches the Release for Enrollment
screen, allowing you to attach
documents.

In the earlier step, you found the quote. Now, let’s discuss the next steps
to enroll a small group using the eSales ACA Small Group Enroliment
tool. This entire process includes seven steps as discussed earlier.

On the
Account

.
Information

screen, enter R r—
) “Employer's Legal Name: [COMPANYABCD.
*Does this group cover domestic partners?:  Oyes Ona

the information om0 [
*Is Group subject to COBRA?:  Ovyes Ono
ar the 1t of the month, only. PR OTEEE  @r=®mn
‘Contact Name: Contact Title:
*ERISA Regulated Group Health Plan : O Yes O No

. . *SIC Code: [o11z | -Wheat farms
| n th e req u | red *Poly Effective Date: [57/03/3016 | HMO an MOP Plas are svaibie “COBRA Administration?:  Oves Ono
“Case Submitted to BCBS: [06/30/2016
Blue Access for Employers (BAE)
Account Phone Gurbers s [ . [ e —
1
screen using S s — ——

h =Gty [ State: Texas
t e *Zip Code: [75080 *County: |please Select|wv |

d O C u m e n tati O n (1 Please refer to the USPS website for the appropriate county applicable to group. An incorrect county selection could result in incorrect rates. Visit USPS
E-Mail Address of Authorized [ Secondary E-Mail Address: [

Company Official:

you collected e SN —
*Administrative Contact: Contact Title:

for yo u r g ro u p . =Different Billing Address?: Oves @no “Different Mailing Address? Ores @
All fields

marked with

an asterisk (*)

are required.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

|. Account Information (contd.)

Important! TEFRA should always be marked
‘No’ unless otherwise noted on the BPA.

General Information

*Employer's Legal Name: [companvaBCD

*Employer ID Number (EIN): |}'7}'}'777?7

*I= Group subject to COBRA?:
*SIC Code: D111 -Wheat farms

i . . *COBRA Administration?:
*Policy Effective Date: [p7/01/2016  HMO and MOP Plans are available
for the 1st of the month, only.

Is Group subject to TEFRA?:
*Case Submitted to BCBS: IO&;’SO}'ZU 16

*Does this group cover domestic partners?:

Blue Access for Employers (BAE)

Contact Name: | Contact Title: |

Phone (numbers anly): | E)d:.| E-Mail Address: |

Note:

+ Case Submitted to BCBS is a required field which defaults based on the current
date that the user has accessed the case.

+ |If a Blue Access for Employers (BAE) contact name is entered, the email
address will be required.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

|. Account Information (contd.)

2. Answer the Employee Retirement Income Security Act (ERISA)

E m I =ERISA Regulated Group Health Plan : @ ves O No
p 0 ye e *ERISA Plan Year - Beginning Date: [ “ERISA Plan Sponsar: [
Retirement * ERISA Plan Year - End Date: [

Income Security

“ERISA Regulated Group Health Plan : O Yes @ No

Act (ERISA) Ry —

QUESHioN. When the | 7 i ot o

Yes or No radio bmm;"wim.ﬂmm“wm
buttons are e

selected, additional

fields will populate.

All fields require a

reSponse.

E nter t h e Address 1: [TWAIN STREET Address2: [
*City: [DALLAS State: Texas

Company’s w2 o e o o

. Please refer to the USPS website for the appropriate county applicable to group. An incorrect county selection could result in incorrect rates. Visit USPS I
Physical s
Company Official:

T Secondary -Man Radress: |
Ad d r es S/CO n t act *Phane {numbers only): Ext. Fax (numbers only):
=administrative Contact: [VANA TATE Contact Title: [

|nf0rmat|0n The =Different Billing Address?: Ovyes ®o =Different Mailing Address?: Ovyes ®no

County will default

based on the zip Note: When the zip code does not default, the user must
code entered, select the county from the drop-down list. Please click

unless it is a shared the USPS link to check for the appropriate county.
zip code (across Incorrect county selection could result in incorrect rates.

multiple counties).

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

|. Account Information (contd.)

Step 3 continued:

If there are
*Address 1: |— Address 2: |—

separate physical e m— B —s
TH e “County: [Please Select v
and I I Ia_l | I n g *E-Mail Address of Authorized Secondary E-Mail Address:

‘Company Official:

*Phone {numbers only): Ext. Fax (numbers enly):

addresses, select e o — o

the Yes radio wi e E—
=State:

button for bi I I i ng *Zip Code: “County: [please Select| v|

*E-Mail Address of Authorized Secondary E-Mail Address:

pany I:

address and No T Y — SO —
radio button for the ——— e
mailing address to

populate the

additional mailing

address fields. Important! Until further notice, if a group has
. multiple addresses, for the physical address,

.E?ter th(.a required select Yes for billing address, and No for

Information. mailing address.

If Yes is selected

fc.)r.the, ‘different Note: Out of state addresses are acceptable in the billing
billing’ and/or and mailing address sections.
‘different mailing

address’ questions,
additional fields will
populate. Enter all
the required
information.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

|. Account Information (contd.)

In the Producer
Information section,
the Primary Producer
and/or General
Agent information
will auto-populate
from quoting, based
on the Producer or
GA ID used at login.

4. To add a Primary
Producer or
Subproducer
(writing agent)
click Find.

5. Enter any portion
of the Producer’s,
General Agent’s
or Sub Producer’s
Name, Phone
Number or
Producer Number.
In this scenario,
we are searching
a Producer’s
name.

6. On the Find a
Producer
window, click
Search.

Producer Information
Primary Producer

“Primary Producer NamNUEL OMAR GUERRERO

*Tax ID/SSN: 452589264 *Producer £: 000019906

Telephone #: [5563502900

Complete Address: 5216 N Epressway #B Brownsville TX 78526 Fax #: [5563502903

E-Mail Address: [sguerrerol @farmersagent.com

A\ Please reach out to your Sales Representative if there are multiple producers involved and commissions need to be split.

General Agent

General Agent Name:

Tax ID/SSN:

E-Mail Address:

Complete Address:

Producer #:

Telephone #: [

Subproducer

Subproducer Name:

Subproducer =:

= - Required

Producer Name: |

Phone Mumber: I
Producer Mumber;: I

| Search

Note: Ensure that the email address is accurate. All
the notifications and communications regarding your
case will be sent to this email address. During the
Underwriter Review, in case the Underwriter needs
more information or any additional information, then
all relevant emails will be sent to this email address.

0,

Important! If there are split commissions,
contact your Sales Representative.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

|. Account Information (contd.)

Producer Name: |Rngars
Phone Mumber: |
Producer Mumber: I

Search Results
1) () 1-10 0f 43 () ()
Producer Name Producer Number Phone Fax R/DST Contact Name
Use  JDWIGHT LOUIS ROGERS 000000353 30635581344 8053560371 01/04/021 Dwight Rogers
WILLIAM GRADY ROGERS 000000672 9407230771 01/02/014 T Hutchings

ROGERS BEMEFIT GROUP 000018793 6028508866 6022960884 07/99/0%9  |Marla Wilkersen
INC

ROBERT LEQ ROGERS 000013196 5567241038 3567261174 03/26/065
use | WILLIAM C ROGERS 000020092 4697513512 8156424550 01/02/019

LATRUMNDA SHERION 066583000 2144054989 01/02/018
ROGERS

MOEL GENE ROGERS 000006477 2107349801 2107349813 03/26/065 Noel Rogers
GLENDA ROGERS 082378000 3344060093 07/99/059
[ Use ]JAMES PATRICK ROGERS 0000075597 9725231579 9725231579 01/02/015 JAMES ROGERS
shnicka Rogers 099454000 3664274830 07/99/099

7. Once the appropriate Producer is displayed, select them by
clicking Use.

8. After selecting a Producer, you are automatically re-directed to
the Account Information screen.

9. Click Continue to proceed to the Additional Information
screen.

Note:

» Ensure that you enter information in all the required fields before clicking
Continue to proceed to the next screen.

* The system will time out after several minutes of inactivity. Information is
saved by clicking the green Continue button.

-

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

[l. Additional Information

How to
How to Access Track &
and View Reports Manage
Enroliment

o | o0 l]o o o o o

(&3

How to
Enroll a
Small Group

\=Y=)
Account Information bdditional Information I Plan Selections Member Census Account Summary Release for Enrollment

In the earlier step, you have entered the required account
information for your group. Next you will enter additional group level
information.

Step Il: Additional
Information &= =)

*1s the company headquarters in Texas?:

*Is this an independent school district that is a large employer electing to participate
s 3 small employer?:

1. Enter the group level
information in the
required fields using At ity G057 Oves O
the documentation e e ey i

provided. All fields b f ot ke G, @O

marked with an

asterisk (*) are

required. Use Note: The Policy Anniversary Date’ will default
Previous and based on the group’s effective date. When Yes is
Continue to move selected for questions regarding retirees, additional

backward and forward fields will populate and require answers.

in the tool. Depending
on your selection Yes
or No, different
additional fields will be

displayed. Return to Table of Contents

Do all employees reside in Texas?:  @yes ONo
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© How to Enroll a Small Group (Contd.)

ll. Additional Information (contd.)

Eligibility Date
*Waive the waiting period on initial enrollment? ®ves Ono

The eligibility / waiting period cannot exceed 91 calendar days.
The Eligibility Date for an employee who becomes eligible after the Effective date of the Employer's health plan is determined by:

OThe Date of Employment Cthe I day of the following I |Se|ect
@ The El day of employment OThe I day of the month following date of employment

Eligibility Date: If No is selected, the Number of Employees serving
waiting period becomes a required field. If Yes is selected, this field will
not be visible. The waiting period cannot exceed 91 days.

Enter the Percentage of the Premium that the Employer is going to contribute towards Employee and Family Coverage:
(®)100% of the Employee Coverage Premium and an amount equal to OOtherl—
100% of the Employee Premium will be contributed toward the Family Coverage Premium.
% of the Employee Coverage Premium,
I_ % of the Employee Plus Spouse Coverage Premium,
I_ % of the Employee Plus Child{ren) Coverage Premium and
I_ % of the Family Coverage Premium.

Employer Contribution information will default to “100% of the
Employee Coverage Premium and an amount equal to 100% of the
Employee Premium will be contributed toward the Family Coverage
Premium.’

You may elect to enter specific contribution percentages for each
dependent tier, or specify Other and enter an amount.

Return to Table of Contents




ACA Small Group Enrollment User Guide

© How to Enroll a Small Group (Contd.)

ll. Additional Information (contd.)

HSA Vendor Selection

If HSA is selected, a vendor may be selected from the below options. (If option &, B or C are not selected, the HSA vendor will default to other or none).
O A. Benefit Wallet

O B. HSA Bank

O €. FlexHsA Plan

O ather/None

e e (=)

If a HSA is selected on the paperwork, a vendor may be selected here from the
available options. If no option is selected, the HSA vendor will default to
‘Other/None.’

2. Click Continue to proceed to the Plan Selections screen.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

[1l. Plan Selections

How to
How to

Find a Enroll a How to Access Track &

Quote Small Group and View Reports Manage

Enroliment
@ © © ) @ @ @
V=]
W=
Account Information Additional Information \ Plan Selections Member Census Rates Account Summary Release for Enrollment

Now that you've entered additional information, you can select the
appropriate medical, dental and life plans for your group using the
documentation provided. All fields marked with an asterisk (*) are

required.
Step lll: Plan Selections

1. On the Plan Selections
screen, for Health, the
Yes option will default. If
the group has not
elected a health plan
(i.e. Dental or Life only
plans), you must
manually select No.

2. The No option will
default for In-Vitro
Coverage. If In-Vitro
IS covered, you must
manually select Yes.

| Health © Yes ® No

In-Vitro Coverage: U Yes ® to

Blue Choice PPO Network

Office Visit/ ER Copay™/ER op surg Ped Dental
Flan # Ded In/Out Specialist __|Coins In/Out| OPX InfOut Coins IPIn/Out|  In/Out In/Out Rx

PPO Plans

Blue Platinum Plans

D P600CHC $250/$500 $25/445 80%/60% |$1250/$2500 $300/80% $150/ $100/$200 70%/70% $0/$10/$35/$75/$150
$250

[l psotcHc st 525/545 100%/100%)| 51 £300/100% $150/ | $100/$200 | 70%/70% | $0/$10/$35/575/5150
$250

Blue Gold Plans

| cs20cHC  |$1000/52000 £20/540 80%/50% |$3500/57800]  $400/80% NA/NA NA/NA 70%/70% $15/$40/555

[ es2scHe s 520/560 100%/80% 300/100% S150/ | 5100/5200 | 70%/70% | SO/$L0/$50/$100/5150
$250

O cs22cHC  |$1250/$2500 $30/$50 80%/60% | $3500/$7000 $400/80% NA/NA NA/NA 70%/70% $15/$30/$45

(]| Gs21CHC  [$3125/56250 £25/550 100%/100%| $3125/6250)  $400/100% NA/NA NA/NA 100%/100% $10/$40/560

D G617CHC $30/$50 100%/100%, $3000/$6000 $400/100% $200/ $150/$250 100%/100% $0/%$10/$50/$100/$150
$300

| esiscHC  |$1500/53000 510/560 80%/60% |$3500/57000  $400/80% 5200/ | S150/$250 | 70%/70% | S$0/§10/$35/575/5150
5300

@ Attention
® The number of plans benefit designs selected exceeds the maximum selection of benefit designs allowed (3 benefit designs).

Note: You can only select a specified number of
medical, dental or life plans. You will receive the
attention message as shown above if the number of
plans you select exceeds that number.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

lll. Plan Selections (contd.)

—

| Health U Yes @ No

In-Vitro Coverage: @ Yes O No

All Plans shown below are In-Vitro eligible.
Texas Department of Insurance mandates that the option to purchase In-Vitro Fertilization (IVF) be made available to applying groups.
Employers have the option of accepting or declining the IVF benefits. If the IVF benefit is elected, significant rating impacts will apply.

Important! Selecting In-Vitro Coverage will significantly increase
rates and change the plans.

I Andillary Products - Dental O Yes ® No

If Dental 1s purchased, select from the following Dental plans.
Coinsurance
Plan # Plan Type|Deductible In/Out " |Annual Benefit Max| Out-of-Network Reimb. In Network Out Of Network Orthodontia Lifetime Max

True Group
High Allocation
D DTXHRO1 Passive £25/525 £3000 S0uUC 100%,/80%/50%/50% 100%/80%/50%/50% £2000
D DTXHROZ Passive £50/550 £2000 S0uUC 100%,/80%/50%/50% 100%/80%/50%/50% £2000
O ©oTxHRo3 Passive $50/550 51500 S0uUC 100%,/80%,/50%/50% 100%/80%,/50%/50% $1500
D CTXHRO4 Passive £50/550 £1000 S0uUC 100%,/80%/50%/50% 100%/80%/50%/50% £1000
D =1 | Passive £50/550 £1500 MAC 100%/80%/50% NA 100%,/80%/50%/NA NA

DTXHMOS
D *3 | Passive £25/525 $750 MAC 100%,/80%,/ NA/NA 100%/80%/ NA/NA NA

DTXHM11

2. The Ancillary Products- Dental radio button will default to No. When
the Yes radio button is selected, the product selection fields will populate.
Select the applicable dental plan.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

lll. Plan Selections (contd.)

Ancdillary Products - Dental ® ves O nNo

Life O Yes ® No Do you want to delete the Plans?
M Group Life and AD&D [ Short Term Disability O Depen @
Life and STD Benefit Selections .

On the Ancillary Products section, if the Yes radio button is selected
and you want to change the answer to No, a message will appear
asking “Do you want to delete the plans?” Select OK if no products
are wanted in this category. This does not remove any benefits in any
other category, it only collapses the section where No was selected.

Return to Table of Contents
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© How to Enroll a Small Group (Contd.)

lll. Plan Selections (contd.)

Life O ves ® No
| —

[ Group Life and AD&D [ short Term Disability O Dependent Life

Ect from the following Life plans.

Life and STD Benefit Selections ~

Employer Life Contribution

Enter the Percentage of the Premium that the Emplovyer is going to contribute towards Life Coverage.
100% participation is required if contribution is 100%. The minimum contribution is 253 for Term Life and STD.

#*Term Life Premium I

Define up to 3 classes of employees. For each dass, select a multiple of eamings or a flat amount. If a multiple of earnings is selected, an annual salary will be
required on the next page. Uncheck classes to remove them from use.
Life Short Term Disability
Class Description Flat Salary Max Flat Salary Max
M1 |[all Active Full Time @ [$30000 Qf [pocoo QJ Of |
Ua | Ol Of I Ol Ol I
s |f Of Of I Of Ol [

Term Life Options
Age Reduction Factors:
|35"/n at 65yrs and 50% at 7Oyrs, 75% at 75yrs, 85% at BDyrs

3. The Life radio button will default to No. When the Yes radio button
is selected, the Life plan options will populate. Select the applicable
Life Products, and click the ‘Life and STD Benefit Selections’ link
to populate the additional required fields. Only those fields
applicable to the selected ancillary products will populate.

4. Click Continue to proceed to the Member Census screen.

Return to Table of Contents
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V. Member Census

Account Information Additional Information Plan Selections Member Census

.

Step IV: Member Census:

You have entered the appropriate plans for your group. Next, you will
enter the Member Census either manually or via a file import method

using the provided documentation. Note: The census does NOT carry
over from the quote.

== =

Census Count: TN

]

(4D -0of0 ")
Health Coverage
Type

Dental Coverage
Type

‘Vlew Member |Name Relationship Code | Gender | Date of Birth | Age State | Health Plan Selected Dental Plan Selected

=% of Employees On Payraoll
+ # of New Hires

- # of Temperary Employees
- # of Part Time Employees
- # of Seasonal Employees

- # of Terminated Employees

= Total Eligible Employees

Enrollment Totals

- # of Employees Serving An Eligibility Waiting Period

Health Coverage

# of Employees Enrolling In Health

# of Employees Waiving With Other Health Coverage

1A

# of Employees Waiving Without Other Health Coverage

Dental Coverage
# of Employees Enrolling In Dental

= of Employees Waiving With Other Dental Coverage

1

= of Employees Waiving Without Other Dental Coverage

AT

MNote: BCBS may restrict open enrollment for those accounts not meeting 75 percent particapation.

= - Required

IMPORTANT! Information for all eligible employees

waiving coverage must be included in order to calculate
the participation percentage.
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V. Member Census

Manual Entry

The steps below will walk you through how to manually enter
member census.

Member Census
Census Count: [T | B Import Census_|[2]
Mo-0of0'\?
Health Coverage |Dental Coverage
View Member |Mame | Relationship Code | Gender | Date of Birth | Age Type Type State | Health Plan Selected Dental Plan Selected

1. On the Member Census screen, click Add Member to manually add
the Member Census information.

2. Click Continue to go through the Employee Information, Coverage
Elections, Dependent Information, Other Coverage, and Employee
Application Complete Screens. As members are added, the census
count will auto-populate the appropriate number of rows. Let’s
begin with the Employee Information screen.

o 2a: Employee Information: General census information
regarding the employee. The Employee Signature Date field
IS in this section.

2=
loyee Infor: ion Coverage Elections ~ Depem dent Inl formation Other Coverage
ve All Coverage O ves @ no. o
[generalanformavion o 000 O |
Last Name: [Barey = First Name: [Mark  MidInit: |
MName Suffix
SSN: [6EEEssE66 “Date of Birth: [05/05/1575  (mem/deivyry]
Gender: [
*address 1: [austen villa Address 2:
*City: ,Augn— “state: [Texas -
Zip Code: 500z
Home/Cell Phone: Business Phone:
mail Address:
Employment Information
Marital Status: |p|ease Select- *Employment Status: IActive -
Job Title: | *Hire Date:
(
Hrs/Week: | Employee Signature Date: | (mm/ddlyyvy)
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V. Member Census

Manual Entry

Step 2 continued: Add Member: Enrollment for New Member
o Employee Information: The Waiver information is also
included in this section. You will have minimal data entry if a
member waives all coverage. You are required to select the
Waive Reason Code and Name.

I [ Ly ‘
mployee Information I Coverage Elections Dependent Information Other Coverage,
*Waive All Coverage @) ves () No /
*Waive Reason Code: |Se|ect ‘Waive Reason Description: |

o 2b: Coverage Elections: Enter Health, Dental and Life
product option selection at the member level.

| Enrollment for New Member

ot

: =
Employee Information Coverage Elections

*Health Coverage @) ves () No
*Dental Coverage: (@) ves () No
*Life Coverage: (®) yes () No

Health Coverage

*Coverage Type: IEO -

*Type of Coverage: () Blue Choice PPO Network - PEOOCHC
®) Blue Choice PPO Network - GE20CHC
O Blue Advantage HMO Metwork - B634ADT

Dental Coverage
*Coverage Type: |EgQ

*Type of Coverage: ®) Dental Plans - DTXHRO1

Life Coverage

*Term Life:

Return to Table of Contents
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V. Member Census

Manual Entry

Step 2 continued: Add Member: Enrollment for New Member
o 2c: Dependent Information: General census information
regarding covered dependents is entered here. If Dependents
are covered, click Add Dependent and the applicable fields
will populate.

Enrollment for New Member
(@)

|
Employee Information Coverage Elections lDependent Information I Other Coverage
Select Dependents Dependent Information for New Dependent
Add Dependent *Last Name: | *First Name: | MI: |
*Date of Birth: | [/ dd vy} ssn: |

*Relationship: IPIease Select -
“Gender: [plegse Select| v |

e

m * - Required fields
T - Required when HMO has been selected as the Health Plan

* - Required when CPO has been selected as the Health Plan

Enter the dependent information click Save and then click Continue.
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V. Member Census

Manual Entry

Step 2 continued: Add Member: Enrollment for New Member
o 2d: Other Coverage: Any applicable Medicare information for
both the employee and dependent are entered here. When
the name is selected, additional Medicare information fields
will populate.

Enter the information and then click Save and Close.

o=

Employee Information Coverage Elections Dependent Information I Other Coverage

Select Member Medicare Information for Dean John
Dean, John Medicare HIC Mumber: I

Medicare Eligible (v/N/U): ISeIect-
Medicare Reason: ISeIect
Medicare Primary or Secondary: ISeIect -
Plan Start Date Eid Eriiz

Medicare & [ [mm/ddfyyyy) [ (mm/dd/yyyy)
Medicare B I (mmy/ddiyyyy) | (mm/ddyyy)

===

* - Required fields Sa d Close
m + - Required when HMO has been selected as the Health Plan [ E S ]
* - Required when CPO has been selected as the Heazlth Plan

NOTE: When HMO coverage is elected, additional fields will become visible to
enter the Medical Group and PCP information. If no Medical Group IPA # is
entered 597 will default. If the medical group defaults to 597, the member will
not be able to access benefits until a medical group is selected. Please be
sure to inform the member.

IMPORTANT! PCP and Medical Group information is
required. Users may select the Provider Help link to access

the provider finder portal.
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V. Member Census (contd.)

Manual Entry (contd.)

g =)

[ —
Account Information Additional Information Plan Selections Member Census Rates Account Summary Release for Enrollment

Member Census

Census Count: IF0 s | EE Export Census ' EEE Import Census
Ma-20f2 M)

Health Coverage |Dental Coverage

View Member |Name Relationship Code | Gender | Date of Birth | Age Type Type State | Health Plan Selected | Dental Plan Selected
= View ] John Dean Employee M 04/14/1978 | 38 EO EOQ ™ P&O0OCHC DTXHRO1
5 wiew | |Lily Doe Employee F 06/06/1576 | 40 EO EO ™ S610CHC DTXHRO1
Enrollment Totals Health Coverage

% of Employees On Payroll # of Employees Enrolling In Health

|

+ # of New Hires # of Empl Waiving With Other Health Coverage

- # of Temporary Employees # of Employees Waiving Without Other Health Coverage

il

- # of Part Time Employees

Dental Coverage
- # of Seasonal Employees # of Employees Enrelling In Dental

- # of Terminated Employees # of Employees Waiving With Other Dental Coverage

o

il

. N . .
- # of Employ Serving An y Waiting Period # of Employees Waiving Without Other Dental Coverage

AT

= Total Eligible Employees

Note: BCBS may restrict open enrollment for those accounts not meeting 75 percent participation.

* - Reguired

Step lll: Member Census continued.

3. Onthe Member Census screen, enter the total # of Employees on
Payroll. This is a required field. The fields which follow must also
be completed if applicable. The census totals for health and
dental coverage will default based on the census information
entered.

4. After manually entering the information, you can click Continue to
proceed to the Rates screen.

Notes:
* Members can be deleted by clicking the red ‘X’ next to their name.
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V. Member Census (contd.)

Import Census

Step IV: Member
= —

Census (Import
Census) STETTID

|_E Export Census ||/ 1mport Census B

1. To use the Import
Census option,
on the Member
Census screen,
click Import
Census.

2. If you don’t have
the latest
?;?’lpslﬁtseil‘zlg:(l)(rihe Relationship Code | First Name 'I:': Last Name H[':::i::?;:e Gr:f;::::m
Template link. HCSC Census Data Entry El

3. Save the file on ik
your local drive.

' j Continue
4. When you open Tinos

Montana
the file it asks Oihons
your region.
Select the region, |
and click

Continue.

General Information If HMO Plan is
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V. Member Census (contd.)

Import Census (contd.)

Mote: Please download the updated template for Tx division.

Download the Census Import Template or view an example of a formatted import file.

rowse. ..
A census already exists. Do you wish to overwrite or append to the existing census?
® Overwri te

Census Import File Instructions continued:

In the previous step, after you have selected the region, it will ask where
to save it, please DO NOT give a file name only select a folder location
and click OK. The import file will not load into eSales if the file extension
name is changed. The extension must be .xlsm. Now you can use this
file for data entry and importing.

5. Click Browse and select the appropriate file.

6. Click Load File. The census information will automatically populate
into the Member Census page.

7. Once you have completed the file import steps, click Continue to
proceed to the Rates screen.

Return to Table of Contents




ACA Small Group Enrollment User Guide

© How to Enroll a Small Group (Contd.)

V. Member Census (contd.)

Import Census (contd.)

Helpful Tips

» Each time you open the template, a new template will open. Save will
not override the information. You must click Save As and give the
template a new name to make a copy of the template which can be
edited and saved separately for each group. Be sure to keep the file
extension .xlsm.

« If macros are not enabled when the template is opened, a yellow
message box will appear notifying users that macros must be
enabled. Click enable content at the top.

» Once the document is opened, select Division and hit Continue. It is
suggested that you Save As at this time and name your spreadsheet
to identify the group and state.

 Validation rules have been put in place to make the template user
friendly, and State specific. It is important to use the correct
template for your state to avoid data entry issues.

« When the document is saved without the appropriate fields populated,
the fields will highlight yellow indicating cells where information is
required. There are also validation rules in those cells to assist users
with entering correct information in the acceptable format.

« The Employee section of the template which is shaded in orange is
mandatory. All other fields are grouped together by shaded colors.
Red fonts are used to indicate conditional mandatory information is
required based on previous entries.
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V. Rates
Find a ::r‘;l:‘; How to A 'Il'llr::kt;
Quote Small Group e E:r:'lllan!::nt

Account Information Additional Information Plan Selections Member Census Rates Account Summary Release for Enrollment

You have entered the Member Census. Next, you will view rates for
your group. No data entry is required on this screen.

Step V: Rates

1\ ATTENTION: There are two billing options to select from

1. The Ratlng 1) Member level age rates OR

2) Composite rates.

M Od eI IS Compesite rates are calculated by aggregating the total premium across a four tier format. Important to note that billing changes are only allowed at policy

displayed. You
need to select
the Rating
Model either
Member Level
or 4-Tier
Composite.

ATTENTION: There are two billing options to select from
1) Member level age rates OR 2) Composite rates.

Select a rating model, and click the magnifying glass in the Rates
column next to the product to view rates and Census information.

Return to Table of Contents
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V. Rates (contd.)

Examples of both Member Level Age Rates Example
options are provided

h @mMember Level (J4-Tier Composite
e re . /1 ATTENTION: There are two billing options to select from

1) Member level age rates OR
2) Composite rates.

Compesite rates are calculated by aggregating the total premium across a four tier format. Important to note that billing changes are only allowed at policy

2 . After m akl n g anniversary date. Please carefully select the desired billing format for your enrolling client.
your selection, e

. Emplover Name: COMPANVABCD Plan: PSOOCHC Cone 107 10753
you can click | o e Employer 7ip Cote: 75080 Emptoyer County: Datas
P H 1 Total Monthly Total Monthly Total Monthly Total Monthly Total Monthly Total Monthly
rint to pnnt the | it Jpm| imed b e nead el terieee kol et kol e
<21|  s3os.er 20 ss23.49 B ssez.36 aa so7z.78 sz s940.07 so|  $1307.04
21 sas1.59 23 553890 57 ss96.21 as s695.42 53 s982.45 61 $1,353.27
rates 2| swiss  |a0| ssieer |s8| sscoos |4 srease  |sa| svomzo | e2| suseser
" 23 $451.59 51 $555.16 ED) $607.77 a7 575273 ES $1,073.55 55 $1,421.66
. . 24 sas1s9 32 s569.72 a0 s615.47 a8 <787.40 ss|  s1123.55 sa|  s1.44a77
3 Click Continue 5| tewsse |ss| swews mn| sezee || ewmes |mr| snavsen smt| ssasacr
" 26 $483.15 34 $584.65 az 5638.11 s0 s860.12 s8 $1,227.10
27 £504.71 a5 £588.50 a3 £653.52 51 £898.17 £ =1,253.58

tO ProCeed t0 the |- i oo v e s e s it e s e e
Total Monthly
ccoun = eelsonstip code outcorsitn | s | coveraserise | sume | mesnow

1 [John Dean | Employee | 04/14/1978 | 38 | E0 | ™ $600.06

Total: $600.06
S u I I I l I I ar = - Total Monthly Health Cost includes the effects of Health Insurer and Reinsurance Fees, plus any federal and state taxes applicable to these fees.
Estimated Health Insurer & Reinsurance Fees = $15.92

< Print

Composite Rates Example

Omember Level  ®4-Tier Composite

NOTE. ComDOSIte rates i\ ATTENTION: There are two billing options to select from

are calculated by BT peiat

aggregating the total B e bty e D e e s B e S e Al
premium across a four
tier format. Important to SRS

note that bl"lng Changes ‘ Employer Name: COMPANYABCD Plan: PS00CHC Case ID: 10793

Effective Date: 07/01/2016 Employer Zip Code: 75080 Employer County: Dallas

are only allowed at policy =

4-Tier Rates

anniversary date. Please Employes only } Employes + Spouse * } Employes + Chid * } Employee + Famy -
$807.76 $1,215.53 $1,215.53 $1,823.29
carefully select the

* The Compesite Rates shown in the above 4Tier Rates table are specific to the plan shown in the header section and based on the census entered
desi red bi”ing format for AND includes the effects of Health insurer and Reinsurance Fees,plus any Federal and State taxes applicable to these fees.

. . Total Monthly
yo ur enro I I | ng CI e nt_ Name Relationship Code Date of Birth Age Coverage Type State | Health Cost®
1 [ohn Dean Employee 04/14/1978 ES) 0 I $607.76

Total: $607.76

- Total Manthly Health Cost includes the effects of Health Insurer and Reinsurance Fees, plus any federsl and state taxes applicable to these fees.
Estimated Health Insurer & Reinsurance Fees = $16.12

& Print

Return to Table of Contents
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VI. Account Summary

0 () o (] ) (]

()

(=)
IAccount Information Additional Information Plan Selections Member Census Rates kl\ccount Summary Release for Enroliment

Step VI: Account Summary:

The Account Summary screen allows you to review all of the input
data by section. Review the information you have entered and revise
if needed.

Account Summary

Separate panels with ] =
scroll bars display key P—— m—

Employer’s Legal Name: COMPANYABCD

information from previous e —

SIC Code: 0111-Wheat farms. Is Group subject to COBRA%  No

screens. Click Change in Bicodrrnefulis st
each panel to view the
relevant page if you want e B
to make any edits. If . :
changes are made, click -
Continue to go back to P —

the Account Summary

screen. This ensures that 7 7 P )
a" editS h ave been Saved e B e e o e ot venone Mo

and rates have been

adjusted if necessary.

Is Group subject to TEFRA?:  No

Do all employees reside in Texas?:  Yes

Click Continue to move
to the Release for
Enrollment screen.
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VI. Account Summary Report

Before moving to the Enrollment for Release step, let’s discuss the

Account Summary Report.

An Account Summary Report
is available in the Reports list
after you click Continue on the
Account Summary screen.
This report should display the
Producer’s name.

Before the case is released,
select the Account Summary
document from the Reports list
by clicking Reports at the top
of the screen. It is
recommended that this
document be reviewed and
approved by the client for
accuracy and to ensure that all
plans, rates, and census
information are accurate
BEFORE the case is released.
You can also view and print the
report after the case has been
approved.

The Account Summary Report
is not emailed with the
Welcome Letter. Please access
it through Reports on the
online tool.

Welcome Letter$t
Binder Check Routing Sheet™

CeccountSunmancs)

MB Alternate Plans Reporttt

Account Summary BlueCross BlueShield
2 of Texas

SAMUEL OMAR GUERRER
5216 N Epressway 4B
Brownsville, TX 78526

RECONMPANYAEED
Account #:
Effective Date:07/01/2016

General Information:

Legal Name of Company: COMPANYABCD Employer Identification Number {EIN): 77777777
1 n

Standard Industry Code (SIC): 0111 Description of SIC (Nature of Business): Wheat farms
Policy Effective Date: 07/01/2016 ous

Domestic Partner: N
ERISA: N it

COBRA: N COBRA Admin: N
Public Entity: N InVitro: N

Note: Make sure that you review the data for
accuracy prior to releasing the case. Once
the case is released, no changes can be
made. If additional information is required,
you will be notified and your case will be
opened to you to add the missing or
requested information.
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VIl. Release for Enrollment

How to
How to Access Track &
and View Reports Manage
Enrollment

How to
Enroll a
Small Group

Find a
Quote

ov=

Account Information Additional Information Plan Selections Member Census Rates Account Summary Ecl:asc for Enrollment

Step VII: Release for Enrollment

Based on the default required documents, under the Documents Needed
for Enrollment section, the list will populate. Additional documents may
be required based on the selections made during the data entry process.
In order to release the case for enroliment successfully, these documents
must be attached.

1. Click View/Attach
Documents.

2. Click Browse and locate
the appropriate system folder

Release for Enroliment

BEERDEDDDD X

and file.

3. Select the document type
from the Documen t Type ﬁ £1 1 confrm that sl uploaded documents requiring a signature have been signed. [ elease |
drop-down list.

4. Click Attach File. The NOTE: ONLY those items with a red
document shows in the asterisk are required. If items that do not
Existing Attached have a red asterisk still read “missing”

. users will be able to continue and
Documents section. If the release. The Release button will remain

wrong document has been grayed out until all required documents
attached, use Delete are attached.

Document to remove the
document. Return to Table of Contents
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VIl. Release for Enroliment (contd.)

As each document is attached, ==

Select Browse to find a file(s) to attach. Uploaded files must be less than 50MB.

the Documents Needed for
Enrollment list updates to show
Attached. The Release button
remains grayed out until all
required documents are
attached.

£
:09 | BINDER CHECK ROUTING SHEET
17 RATE DECLARATION FORM
125 |EMPLOYEE ENROLLMENT APPLICATION

5. Select the ‘| confirm that all
= ] 1 confirm that all uploaded documents requiring a signature have been signed. Release

uploaded documents requiring §confirm that sl uploaded documentsreauiring  sgnature have been sgned. (EETRCR

a signature have been signed’

check box.
6. Click Release to release the 0 v sicted Hember Leve Ratng .

group to Underwriting for revieW. ::%ﬁi‘ﬁé’éi‘&i‘Zﬁ,ﬁéé‘:‘%&“{?ﬁi&‘aﬁﬁ

7. Confirm your selections.

These include: Rating Model, L] 2=

Plans, and the Effective Date for

the group. Click Confirm. NOTE: The tool is compatible to support Zip

files. A zip file may be uploaded and the
applicable doc type selected. (i.e. employee
applications) However, keep in mind that all
required documents must be attached and
document type selected, in order to release
the group.
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VIl. Release for Enroliment (contd.)

8. After confirming, you receive a message saying “Thank you! Your
account has been submitted for review.”
9. At this point you can click Return Home to return to the home page.

(Account Information Additional Information Plan Selections Member Census Rates Account Summary Release for Enrollment

Release Confirmation

I Thank you! Your account has now been submitted for review.l

Once you click Release, the group is in a read-only status. No additional
changes can be made until after the Underwriter has reviewed the case.
If the Underwriter requires more information, they send you an email
notification requesting more information and allowing you to go back into
tool and enter/upload missing information or documents. If you require
changes, prior to approval, please contact your sales representative as
soon as possible.

Return to Table of Contents
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VIl. Release for Enroliment (contd.)

The Documents List button in the header provides access to the list of
required and optional documents required for enrollment. You can click
where it says “Some of these forms are available for download here”.
The BAP Downloadable Forms for Small Group Products will open in a
new browser. From this browser, forms may be opened and saved for
attachment in enrollment.

Please remember to gather these documents to attach at the end of the enrollment process.
Some of these forms are available for duwnload

9 Month State Continuation

BEMEFITWALLET DISCOVERY FORM

Binder Check

Binder Check Routing Sheet

COBRA Application

COBRA Transmittal Form

Composite Rate Declaration Form

Dependent State Continuation

Disabled Dependent Form

Disclosure Motice/HMO Consumer Choice Benefit Plans
Domestic Partner Affidavit

Employee Enrollment Application

Employer Group Information (EGI)

Employer Representative Authorization (ERA)
HSA Bank Discovery Form

Other
@@ BlueCross BlueShield Bludaccess
n of Texas N7 TorProdican”
‘ Home ‘ Get a Quote ‘ Pharmacy Forms Drovidec ‘ Contact Us ‘
Downloadable Fe
Downloadable Forms for Small Group
Fr for Indwidual Products
o il Podte || Products

Forms for Small Group Products
(2-50) Here are some commonly used forms for condueting business with Blue Cross and

Forma for MR a1 Group Blue Shield of Texas (BCBSTX). To access more downloadable forms, please log
Products (51-150) in to Blue Ac format
(PDF). To vi lost

r‘u;ms’ for Large Group Products 7
Forms for Medicare Products
SMALL GROUP FORMS (Groups of 2-50)
Stock #/ Enroliment Forms and Change  Texas Form #
Dato Forms
112012 Affidavit of estic Partnership & NIA
NIA Away From Home Care Guest NiA
Membership Application B — for HMO
members
TXBPASG- 2016 Benefit Progr: licat NA

am A
OFF-EX01.16 | (BPA) for New Small Groups 2-50 & —

for new accounts effective on or after
1172016

Return to Table of Contents
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VIl. Release for Enroliment (contd.)

Important! If Composite Rates are selected, the 4-Tier Composite Delaration form
must be attached.

The Binder Check for the initial months premium & Binder Check
Routing Sheet must be mailed in to the Blue Cross Blue Shield office
before a case will be approved. Otherwise, your membership may not be

activated.

Before the group is released, print the
Binder Check Routing Sheet from the aeome =ter®

] . IBinder Check Routing ShEEa
reports list by clicking Reports. Select

’ . ) Account SummanyE
Binder Check Routing Sheet, print, and ne aternate Plans Reports:

fill the following:
* Check number

+ Check Amount )
+ Dollar amounts to be applied B,RC,O;ST'EI“;SMM
A dollar amount is required in two Esates wols
places on the form for all enrolling Routing Sheet
groups: Small Group Enrollment - Binder Check
 To identify premium for health/dental | Ascoutnumber
Cove rag e Effective Date: 07/01/2016
+ To identify premium for Dearborn Cheok Number
National
. . . APPLY CHECK AS FOLLOWS:
* Ifthe group is not enrolling in any S T DEARBORN NATIONAL FORLIFE PRODUCTS
Dear?of,n Natlonal prOdUCtS’ Indlcate SubmitBinderChgckalongwiththisformtu:
zero “0.” This space should not be Blue Cross Blue Shiel.
1001 E. Lookout Dr.
left blank; blank spaces are Bulding . 120 Floer
unacceptable.
[} The Check aCCompanying the form le‘l:n\:brape:.dlanlcﬁgr?:;ﬁll:rgﬁlr:tar&:a:;laugag;bld!i::!;mapaw.
must be an exact match to the
amounts indicated on the form. Return to Table of Contents
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How to
Find a ::r:l:: How to Access Track &
Quote and View Reports Manage

Small Group Enroliment

You can access and view reports by clicking Reports in the upper left-
hand corner of each screen.

Account Name: CompanyABCD
Producer: SAMUEL OMAR GUERRERO

| @ Documents List |

Types of documents accessible in the Reports list include:

Welcome Letter:

The Welcome Letter is available after Underwriting approves the case.
An email advising that the group has been approved will be sent to the
producer or GA. You can then go into Reports to retrieve the
Welcome Letter. The Welcome Letter itself will NOT be sent within the
email.

Binder Check Routing Sheet:

The Binder Check Routing Sheet is the document that must be
physically mailed in to the Blue Cross Blue Shield office before a case
can be approved.

Account Summary: The Account Summary Report will become
available in the Reports List after Continue is clicked on the Account
Summary screen.

Return to Table of Contents
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|. Enrollment Status

Once enrollment has been released, you can track the status of the
case by searching the group from the Enrollment home page.

1. Enter information in

any of the descriptor

fields. or select the Effective Date: 07/01/2016
, Case ID: 10793

case from the Recently Wieg | mormrm)
J

Accessed or My
Cases section on the
enrollment home
screen. Once the group T — S|k
is selected, click weraneE G S T
History.

Activity Status Definition

Enrollment Data Entry Pre-enroliment "Pre-enrollment status is defined as one of the

following. 1. A producer or General Agent has

. . . initiated the enrcllment process but has not

On the Act I V I ty H I Sto ry submitted the case to BCBS yet. 2. BCBS has
received enrollment paperwork and is reviewing for

completeness. The case has not been submitted to

window, activities, along Cndernena et

. .. Underwriter Review Pending UW review or Enroliment documentation has been submitted to
Wlth actlvlty d ate Status Subsequent UW review Underwriting for review
1 1 Submitter Review Mot approved or UW has completed review of submission and has

Enrollment More Info returned the enrollment to the submitter either not

and d u rati O n Of actlvity are Required aﬁzmv:g tl'!e su:mi:sioﬂ urlr:tqulisting §ddﬂioﬂa\
displayed. A list of activity ErvlimentMors e |Cvllment orenfo UM s rcesod ol formaion nd e
and status definitions is

also displayed.

Note: Quick status information can also be
found in the header next to Status.

Return to Table of Contents
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ll. More Information Required

Once you have released the group for enrollment, the Underwriter
reviews the case and sends an email notification if more information is
required.

If you receive an email notification that more information is required to
complete the enroliment review, you can go back into the eSales ACA
Small Group Enrollment tool to enter the missing information and/or
uploaded missing documents. The email notification specifies the type of
information/document that is missing.

A sample email notification requesting more information is below.

To: GA or Producer contact email address

CC: Sales Rep email address

From: Blue Cross Blue Shield of <full state name>

Subject: <Employer's Name> Case ID # 12345 — More Information Required

Blue Cross Blue Shield of <full state name> (BCBSXX) requires additional information to
continue reviewing the small employer group coverage enrollment for <Employer's Name>
Case ID # 12345. The following information needs to be updated or provided:

Include the appropriate reason code(s) selected by the underwriter. Reason Codes include:

o Missing/Incorrect/Incomplete Document(s) - Please see the notes below related to this
reason code.

Request for Clarification

Effective Date

Data Change Needed

Other
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I1l. Underwriting Approval Received

An email notification will be sent to the Producer once the case
has been approved by Underwriting.

Sample ‘Enrollment Approved’ email below.

Blue Cross and Blue Shield of Texas (BCBSTX) has approved COMPANYABCD for amall group emplover coverage with an effective date of 08/01/2014.
BCBSTX iz in the process of finalizmg your group's enroliment. You will receive another email notification after Identification Cards have been requested.

To access Welcome Letter for this accounts enrcllment log into eSales using the below Ink and mstructions:

https:iproducers hesc net'producers Jogm
1. Select ACA Small Group Enrollment from eSales Home Page

2. Search for vour ccount in enrollment, once found, select the 50 Y= Jontion next to the zccount name
3. From the zccount nformation page select (52 Reports-)
4. Selept Welcome Letter

Thank you for vour business.

Please do not reply to this e-mail This e-mail box i3 designated for outgoing messages only.

The Welcome Letter is available after Underwriting approves the group.
An email advising that the group has been approved is sent to the
producer or GA. You can then click Reports in the tool and retrieve the
Welcome Letter. The Welcome Letter itself is NOT sent within the email.
An email is also sent once membership is complete.

Welcome Letter BlueCross BlueShield
of Texas

June 28, 2016

June 30, 2016

SAMUEL OMAR GUERRERO
5216 N Epressway #8
Brownsville, TX 78526

RE: COMPANYABCD
Account #:176188
Effective Date:07/01/2016

COMPANYABCD has been approved and your rates are indicated below. These
rates are effective 07/01/2016.

Enroliment information, including member applications, is being processed. Member ID cards will be mailed
shortly. Thank you for your continued business.

General Information:

[Waiting Period 0 I COBRA: N | COBRA AdminN | JEFRA:N | PublicEntty N | County: Dallas | In-vitro:N DF;L‘"% N

Note: The Welcome Letter should display the Producer’s name.
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I1l. Underwriting Approval Received (contd.)

ID Cards: An email notification is sent to the Producer when ID
cards are released, indicating that temporary ID cards are
available. Sample ‘ID Cards Released’ email below.

Membership processing for COMPANYABCD (Account # 176419) iz complete and member ID eards have been requested. Temporary ID cards will be available as of the effective date of the account. To access temporary [Ds for members of this account, follow these steps:
1. Log mto Blue Aceess for Producers (BAP) using the followig Ink: https:/producers hese netproducers/login
2. From the BAP homepage, click the Blue Access for Employers (BAE) icon to access the BAE Acoount Search screen
3. Select an account name from the listing. A maximum of 200 accounts will be listed
4. If the account name 15 not Listed, enter the name m the search fields and click Find
3. Find the employee or dependent by using one of two search metheds:
Search Option 1:
2 On the BAE homepage, select the Request/Print ID Card option from the "T want to" mem.
. Select the Employee or Dependent radio button as appropriate

c. Enter the employes or dependents SSN/ID Number or Last Name,

d. Click the Find button

confirm the composite rates with the group
before releasing the enrollment case to BCBS.

@ Important! Ensure that you as Producers

Note: If the case is not approved for enrollment by Underwriting, a Not Approved
email notification is sent to the Producer or GAs with the reason code(s). Contact
your Sales Representative if you have questions regarding a case that is not
approved.
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V. My Enrollments

After enrollment has begun, you can view the case in the My
Enrollments section of the enroliment. This section lists all cases
currently in the enrollment process. You may sort columns for
easy tracking.

Account Account # Effective Date |Sales Executive Divison | Status Last Activity
[~ View ] APRIL 4 TEXAS DEMO 186176 08/01/2016 TX Pending UW review 04/04/2016
7 View ]TE)(AS ACA 5G ENROLLMENT 186224 06/01/2016 TX Pending UW review 06/28/2016

[ Miew | DPERATIONS WALKTHROUGH EXTERNAL 168123 08/01/2016 TX Pending UW review 06/21/2016
06202016

7 View ]TE)(AS TEST 176693 07/01/2016
oMiew | OPS WALKTHROUGH EXTERNAL 06272016 176188 07/01/2016

Pending UW review 06/29/2016

Complete 05/27/2016
Acct/Membership entry

7 View ] PRODUCER ENROLLMENT USER GUIDE 176419 08/01/2016 TX Release initial bill 06/28/2016
= View ]ANGELA TEST 5.20 TX 187392 07/01/2016 In Progress 06/28/2016
= View ] DG JOE 07/01/2016 Pre-enrollment 06/29/2016

TX
TX
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Resources and Help

For technical issues with the eSales enrollment tool, please contact our
ITG Service Center at 888-706-0583.

If there are any questions regarding any of the information within the user
manual or the enrollment process, please feel free to email us at:
ACASmallGroupEnrollmentSupport@bcbsil.com
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