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your new
tool....

At Blue Shield of Californiq,
we're dedicated to improving
the Commercial Market
experience for our customers.

Which is why we are happy to
deliver the expanded digital
capabilities of maintenance to
the Employer Enroll Tool for
Small Group and Core lines of
business.



Make enrollment changes with confidence

with the Employer Enrollment Tool

Real-time
installation

Provider and other
downstream systems
will update in their
normal SLA

Visibility to your
data

Group and member
account pages make it
easy to view
information

Smart capabilities

Field level validations
help you avoid typos
and simple mistakes

Simple
submissions
Guided workflows direct

you through each step
of the process



Experience easy enrollments yourself

-

\_

Expected installation of
new hire enrollment

5
minutes

Features available in
one tool

/\
/
|

25

1

Tool submissions with \

self-service status
tracking

100%




Use Google Chrome or
Microsoft Edge browsers

Tool tips

Views default to your recently viewed 5 Enter required fields
1 information. Use the filters My Account indicated by a red asterisk
when first accessing company
accounts
Enter the name of the person
6 processing the submission for the
Use the search bar or Manage all digital signature
p) Groups action button to access a
group record 7 Click View all on the To-Do list to
see the full list of open tasks
Access to edit group and member Group reinstatement will remain
3 information is determined by 8 outside of the tool. Please contact
orofile roles set on the portal Broker and Employer Services to

process group reinstatements



11

More tool tips

10

If the Class field menu is blank check

the member’s address and the group

class plan offerings. Out of state class

plans need to be setup before enrolling

members with out of state addresses. 12
Use the Class card to add out of state

coverage

Part time coverage needs to be setup

at the group level contract before

enrolling part time employees. Use the

Eligibility Options card to adjust this 13
coverage

Download the EET FAQ for more tips

EDI or Electronic File Feed users
should use their file as the primary
source of submitting enrollment
information. EET is recommended
for urgent, timely submissions
between scheduled files.

Newborn dependents will not
display in the tool as full standing
dependents until 31 days after birth.
During the 31-day period, the
newborns are covered under the
subscriber’s plan with access to
coverage

Duplicate submission records will be
captured if changes are submitted via
the tool and paper/PDF. Only one
submission will process completely
with the duplicate displaying a
Pending status.


https://www.blueshieldca.com/bwa/unauth/broker/document?fileName=EETcomboFAQ_2024.pdf

Open enrollment Off-anniversary change
and exceptions

E | | t Make all of your open You can also process changes
n rO I I I e n enrollment changes in the tool outside of open enrollment

5 &

Special Enrollment Waivers & refusals
Period (SEP)

ldentify the qualifying/ life Existing Blue Shield groups do
event in the tool and the tool not need to include members
will offer SEP updates refusing coverage



Eligibility
tips

Waiting periods

The tool will automatically
implement the selected
waiting periods

5

Federal COBRA

Enroll and view Federal
COBRA members

Member level benefits

Responsive fields will reflect
the benefit rules in place

Part-time & full-time
coverage

Enroll and manage coverage
for both levels of employees



Features

Group

Cancel a group

Enroll employees

Edit group address and
contact information
Edit group contribution
amounts

Edit group contacts
Edit bill format

Edit group name

Edit group entity
information

Add a group class

Add a plan or product

Cancel a plan or product
Bulk member cancelation

Member

Cancel a subscriber
Cancel dependents
Order ID cards
Download ID cards

Edit subscriber and
dependent demographics
Edit contact information
Edit class, subgroup,
department code

Add a plan or product
Cancel a plan or product
Add a dependent

Enroll in COBRA



Navigate to the tool

bl Ue @ broker Individual & Family + Medicare ~ Small Business v Large Groups ~ Resources v LOQ In or Register
california connection
i’} Beginning April 1st, a new fillable PDF form will be required to process broker of record and book of business transfer requests. See the Book X
of Business Transfer forms section of the Learn About Our Tools page for details.
Read more

WELCOME TO

BROKER
CONNECTION

Access commissions, client lists, and more

in one convenient place when you're a
hroker with Blue Shield of California

Welcome to Broker Connection

Create an account
Already appointed with Blue Shield? It takes about 5 minutes and 6 quick

steps to register as an agency owner on Broker Connection.

Login

Username
)

~. ecproducer

Password
o Show © Register

D Remember my username To register you need:
¢ The tax ID number for your brokerage or your personal tax ID number

¢ Your Department of Insurance (DOI) license number
« A National Producer Number (NPN), if you have one

Forgot your password? Who can create an account?

Get appointed with Blue Shield

Forgot your username?

Step 1. Log into Broker
Connection

Use the links on the log in page to
reset your password



Navigate to the tool

blue @ broker Individual & Family Medicare v

californic connection

Log In for Access

Shop & Enroll >

New Group Submission Status >
View Client List >

Online Renewal >

Administer Member Level Changes >

Renewal and Post Enrollment packets >

Small Business -~

Public

Small Bus
Medical P
Dental PI

Vision Pla
Life and

Plan and

Step 2. Click on the
administer member level
changes link

The link will route you to the
Employer Enrollment Tool



Homepage

Along the top:

-Search bar allows the user to search records
they have permission to view, including quotes
and enrollments.

‘Home returns the user to the Employer
Enrollment Tool home page.

‘My Groups displays the company account.

‘Resources links the broker to User Guide, Tips
and Tricks, and a tool resource page with
additional information.

Quick Actions:

‘Manage all groups displays the groups
owned by the logged in user and the agency
book of business. To submit a group or
member record change from the home or
landing page, click on the button Manage All
Groups.

blue §

califernio

MY REPORTS RESOURCES ~~

=

Mew Enroliment View Small Group
Enroliments

Enrollment Progress

Not yet started

912023 Effective: 1
10/1/2023 Effective: 2
112024 Effective: 11

Submitted Pending UW

e House Broker

Reqgister

Welcome House Broker!

Quote a Small View Small Group
Group Quotes

In Progress, not Submitted, requires

submitted broker action

912023 Effective: 7 912023 Effective: 1
1012023 Effective: 5
1//2024 Effective: 10

Approved BSC Finalizing | Enrolled

Manage All Groups

To Do

SGRPJULTESTGRP92: Maintenance Documents
Required

SGRPJULTESTGRPS2: Maintenance Documents
Required

SGRPJULTESTGRPI2: Maintenance Documents
Required

SGJULLOCAL ACCESSPLS02: Maintenance
Documents Required




Group level
changes

Remember group features are
available by line of business




Group account

To begin a maintenance record change, select your company. Click on the blue
account name to open the account record page.

ne account record page displays information regarding to your company.
nis is the launch point for all group and member transactions.
ne screen is split it up into different sections and tabs to organize the group’s

iInformation. Click through the tabs and sections to view the current
information on file.




Group account
continued

HOME MY GROUPS MY REPORTS RESOURCES +

( Terminate Employees)( Cancel Group ) ( Enrcll Employee ) ( Edit Group )

Enroll Employee button opens an

Account

. . 5 (if:3
enrollment application flow that will B TraveL acency

guide the user through the enrollment ~ #25  &7  Zm== s mmeree
process.

Edit Group button opens a screen of
cards each a different type of record

change. Click on a card to include it in

EMPLOYER INFORMATION MEMBER ROSTER ENROLLMENT CONTRACTS EMPLOYER CONTACTS PLANS PAYMENT MORE

» Account Information

~ Address Information

» Principal Address

the transaction. Click on multiple , Biling Address
cards at one time to submit many
different record change types in one

> Waiting Period

t rCI n SG Cti O n R ~» Group Contribution



Group level
mMaintenance
SCope

There is different functionality
between Core and Small Group. Core
groups will have the ability to enroll
members, change the demographic
details, and change group contacts.
Small Groups will have more cards
including changes to class offerings,
plan selections, and employer
contribution amounts.

Large Group/

Core

Enroll Employees
Group details
Group contacts
Group plans
Class plans

Group name and
structure changes
Contribution amounts
Eligibility offerings

Billing format

Cancel group

Bulk cancel members
Bulk member plan moves

Enroll Employees
Group details

Group contacts
Cancel group

Bulk cancel members



Enroll employees

Use for - Enrolling new employees and
their dependents

How - This transaction has a two-screen
workflow. First, enter in the enrolling
employee's information. This is the same
information captured on the Employee
Enrollment Application (EEA) form.

Enroll a member

v Qualifying Event Details

Qualifying Event” -

Are you a Full-Time or Part-Time Employee?

Full-Time

Part-Time

e effective date does not reflect the group’s walting period calcu

» Other Health Plan Information

Plegse

gxpand

te fix all invalid fields.

Qualifying Event Date”

lations. If @ walting period applies, the effective date will be




Enroll employees
continued

Next, select the plan election for the
member(s). Click on the boxes to open up
the product and plan fields.

Use the toggle buttons to accept or decline
the products offered by your company.
Then use the dropdown menu to select the
member's plan from the available plans
offered. Click the Save button before
moving on.

Plan selections

Click | en the field he pro Ifor pl O prod

ff |t grouy isplay. Use tf lio t ns to I | prod | tf

lect the fi Il d ther fi fi
Plans fi ty ollment @
‘ @ employee
( Previous >
ff f L grouy isplay. Use 1t lic t ns o I I prod f tf
lectthe fi Il na the fore m fi
Pl f rrent yea liment
Medical
Accept D

® Please select at least one plan to continue




Group cancelation

) Cancel Group
Use for - ancellng a Componyls BIUQ Canceling the group will terminate coverage from Blue Shield of California
Shield coverage. coverage.
How - Confirm the intention to cancel o
coverage. Then provide the cancelation e
date and reason so ended your Blue i

Shield coverage.

Mext




Bulk member cancelation

Use for — Cancel coverage for multiple
members in one screen.

How — Use the toggle button to select
how to provide the cancelation
information. You can directly enter the
information into the tool or provide @
CVS document upload.

Terminate Employees

Cancel coverage for multiple employees at once. Any dependents associated with the
employees will also be canceled from coverage.

Click "Enter Terminations" to enter cancelation information directly on the screen or click

"Upload File" to upload CSV file with member termination information. For direct tool entry,

check the box next to the employee's name from the group roster below then provide the
cancelation information.

Enter Terminations Upload File




Bulk member cancelation
continued

Direct tool entry

How — Select the members and enter
their cancelation details in the table.
Use the check box next to the
member’'s name to select them for
cancelation. For larger rosters, use the
name or |ID search to quickly find and
select members. Next, provide the
cancelation date and reason. If all the
employees have the same date and
reason, use the Apply to all Selected
Employees button to save you clicks.

Enter Terminations Upload File

Termination Date Benefit end date Cancel Reasaon CalCOBRA Eligible

ey

& Select an Option v Select an Option v

&t

(Apply to all Selected Em ployees)

Member Name Member ID
Member Name v MemberlD ~ Termination Date ~ Benefit End Date ~» Cancel Reason ~ CalCOBRAEligible ~» CalCOBRA Eligible ... ~
MINDY K KALING 912912912 & Selectan Op.. = Selectan O... = Selectan Op... =
PARKER POSEY 915915915 & Selectan Op.. = Selectan O... = Selectan Op... =
¢ Previous 1 MNext >

Note only Small Business groups will be asked for CalCOBRA eligibility. If you
select Yes, the tool will automatically trigger the CalCOBRA enrollment to be
sent to the member. You do not need to submit the paper CalCOBRA
notification form when you notify Blue Shield through EET.



Bulk member cancelation

continued
CSV document upload

How — Click on the Download
template link. Read the template
instructions tab before filling in
information. Provide the member
name, cancel date, and reason into
the corresponding columns. If a Small
Business, enter in the CalCOBRA
notification columns. Next, save the
document as a CSV file. Navigate back
to the tool and click on Upload File.
Preview your file in the table before
moving forward.

Upload file

Upload File

Download template

Clear




ClGSS Offe ri ngs Class Offerings

Make changes to the enrcllment classes offered by the group

Check the box to select an available class to be added to the group

Use for - Small Group only. Add additional
classes onto the group. We will not remove
classes from a group, so once they are
added they will remain active.

Classes cannot be offered cannot be re-selected

The group currently offers the classes listed in the table

ACTIVE CA ELIGIBLES

Select the button in the below list of available classes to add a new class to the group.You do not need to

select the classes already offered.

(] Active out of state employees
] COBRA California members

(] CCBRA out of state members

How - The tool will display the current () s st on s romn e
active classes. Select the radio buttons to
add a new class. The tool will display an

auto calculated effective date for the
change to take effect.



Group contacts

Use for — Edit, remove, and add the
contacts for the group.

How - The tool will display the current
active contacts. Select the add contact
button to add new contact
information into the fields. Enter a
cancelation date to remove a contact
effective that date. Validation will
ensure that required contacts are
always active.

“v Update Primary Contact

Phone
(555) 123-4555

Phone Number”

(619) 525-2663

Email*®
no_one@emall.com.inva

lid




Group plan changes

Use for - Small Group only. Group plan

changes at both the product and plan level.

How - This transaction has a two-screen
workflow. First, identify the type of plan
change by checking the box next to that
option, enter the effective date, and qualifying
event information. Then, select the product
related to this change (medical, dental, vision,
or life) by clicking on the card. Multiple
products/ cards can be selected in one
transaction. On the second screen, the tool will
show the current plans offered by the group in
a scrollable list in the top left of the page.

Group plan modifications

Specify the type of group plan change

Check the box to identify the type of plan change and provide the
effective date.Click on the product cards to identify the product
being modified. Multiple product cards can be selected at a time.

Products and plans not being modified do not need to be selected.

I'm making open enrollment plan changes. Apply this change to only the renewal plans. '

(® ves Mo
Add a new product or new plans to wour existing products.

Select the effective date for adding new product andior new plans.

[] cancel a product ar cancel plans within your existing product

Select Coverage Options




G rO U p p | O n C h O n g eS Select Medical Coverage

Make the group plan selections

[}
< O I I I I I I U e To add a plan.select the plan package or option to view the networks and plans avallable to the group. Use the check boxes

1o Indicate plans the group will offer. To cancel a plan, click on the blue Cancel link In the current plan table. Select and use

Ad d O p | O n O r p rOd U Ct the arrows o move the plan name Into the canceled plan label.

Currant Plans

Gold Full PPO 50030 OffEx

1)  select the plan package (medical) or RS R T
plan offerings (specialty) type.
2) select from the networks available to

the group. Note we will not show out of
network as selectable options.
3) G IiSt Of plons Wi” be presented. Use the N;wiilkﬁCDHr-;1O [] Access+ HMO [] Local Access+ HMO

[ Tandem PRO [] Full PEO

checkboxes to mark the plans for the group.
Note use select all or deselect all to select

the plans within a whole network.



Group plan changes
continued

Cancel a plan or product

1) In the list of current plans offered by the
group, click on the Cancel link. This will expand
Into two boxes that use toggle arrows to move
plan names between the current plans and plans
to be canceled.

2)  Move a plan into the Cancel box.

3) A confirmation message will display on the
screen that the selected plans will be canceled
and removed from the group offering.

4)  Check the box next to the confirmation
message.

Select Medical Coverage

Make the group plan selections

To add a plan,select the plan package or option to view the networks
and plans available to the group. Use the check boxes to indicate
plans the group will offer. To cancel a plan, click on the blue Cancel
link in the current plan table. Select and use the arrows to move the
plan name into the canceled plan label.

Current Plans Canceled Plans

Platinum Access+ HMO (R) 0/25 OffEx - ) latinum Access= HMO (R) 0/20 OFEx

Platinum Access+ HMO (R) 0/30 OFfEx
Bronze Access= HMO (R) 7000/70 OffEx

Silver Access+ HMO (R) 2300/70 OffEx
Gold Access+ HMO (R) 0/35 OffEx

Silver Access+ HMO (R) 2750/70 OffEx
Gold Access+ HMO (R) 1000/35 OffEx -

Check this box to acknowledge that the above specified plans will be cancelled, and these plans will ng longer be avallable

for enrollment

Note changes to medical benefits will prompt the tool to
re-affirm the selections for the group’s infertility rider.



Bulk member plan

changes

Use for — Small Group only. Update
multiple subscriber plan elections at
once in one screen.

How — The bulk member plan changes
are only available when you make a
group level plan change. Off-cycle and
open enrollment plan changes initiate
different rules so refer back to the Blue
Shield Admin guide to understand the
different enrollment rules.

ACTIVE CA ELIGIBELES

[] Subscriber Name

[] MINDY K KALING

Member ID

912912912

Plan

Plans

Actions

Platinum Access+ HMO (R) 0/25 OffEx

Platinum Access+ HMO (R) 0/30 OffEx

Silver

Acc

+ HMO (RY 2300070 OFffFx




Bulk member plan

changes
Off-cycle plan changes

How — Expand the class sections to view
the impacted subscriber roster for the
respective class plan. Check the box by
the member or members' name to make
their plan assignment. If multiple
subscribers are moving to the same plan,
check the boxes next to all names. Next,
click on the Plan menu and select an
available plan in the menu. Finally, click
on the Action menu and select Assign
Plans. Repeat these steps for all
subscribers in the roster.

Move impacted subscribers to new plans

Expand the section(s) to move subscribers to the available plans. Select the members and use

the action dropdown menu to assign the new plans.

ACTIVE CA ELIGIBLES Plans = Actions =

Gold Access+ HMO (R) 500/35 OffEx

Subscriber Name Member ID Plan Platinum Access+ HMO (R) 0/25 OffEx

Platinum Access+ HMO (R 0/30 OffEx
MINDY K KALING 912912912

-

Note When you make off-cycle plan changes only those impacted by
the change will be eligible for a Special Enrollment qualifying event.
Refer to the Blue Shield Admin Guide for Special Enroliment details.



Bulk member plan
changes

Open enrollment changes

How — Expand the class sections to view
the full subscriber roster for the
respective class plan. Check the box by
the member or members' name to make
their plan assignment. If multiple
subscribers are moving to the same plan,
check the boxes next to all names. Next,
click on the Plan menu and select an
available plan in the menu. Finally, click
on the Action menu and select Assign
Plans. Repeat these steps for all
subscribers in the roster.

Move impacted subscribers to new plans

Expand the section(s) to move subscribers to the available plans. Select the members and use

the action dropdown menu to assign the new plans.

ACTIVE CA ELIGIBLES Bronze DPPO/$1500/MAC/Child Only Ortho w

Assign Plans

Subscriber Name Member ID Plan Reset

Clear All
MINDY K KALING 912912912

PARKER POSEY 915515815

Note When you make open enrollment changes all subscribers are
eligible for a Special Enrollment qualifying event. Refer to the Blue
Shield Admin Guide for Special Enrollment details.



G ro U p d etO i |S Group details

Make changes to the group demographic information

Use for - Update the principal business
address, the business email, phone number,

and mailing contact, the billing address,

billing telephone, and billing contact. (&)  scmomemesr somemens o

Update Billing Address(es)

HOW - CIle On the ClddreSS bOxeS to Open @ CLEAR CONSTRUCTION 525 GARDEN STREET ~ SANTA BARBARA
additional fields and begin typing in new

information. Click on the save button in the )
card before clicking Next.

Note users cannot add new contacts this is just updating
the ones that we are already associated to this group.



Employer contributions

Employer Contributions

Please define the employer contribution

Use for — Small Group only. Update the
group’s contribution amounts.

Dental ®  Subscriver Conrius
How — Use the checkboxes to select the S So oo numee
offered products to make changes. Then
select the checkbox to indicate if the N
contribution is a dollar amount or -
percentage amount and enter the desired : —

amount.




Structure change

Use for — Small Group only. Update the
group’s name and/or legal entity type
information.

How — Enter in the new information into
the respective fields. Use the check box
to indicate the level of changes being
submitted.

Update Business Name

Enter only the information that 1s changing into the corresponding fields.
Use the checkbox to select the type of structure change.

New Group Legal Name New Federal Tax ID (TID) number

New Doing business as (DBA)

New Standard Industry Classification (SIC) and Industry description

New Legal Entity Type

~ Select the type of change(s) requestad:

[] Simple Name Change

[] Comprehensive Business Change




Structure change - complex

Use for — Small Group only. Update multiple

b

N

usiness entity criteria.

ow — Check the box next to the type of
nange. Select multiple boxes for many

nanges.

Update Business Name

Select all that apply -

O ©wnership change

[0 Business purchase cr sale

[] Entity type change

[0 Employess moving 1o other existing business
[] add subsldiary/affillate business

[] Merger

[J Crher

Enter the total number of current Full Time and Full Time Equivalent employess i
Haow many employed in prior calendar quarter? @
How many employed in prior calendar year? @

Enter the total number of current Full Time and Full Time Equivalent employed out of

state 0o




Structure change - simple

Use for — Small Group only. Update the
group’s name and/or legal entity type.

How — Check the box next to the type of
change.

Update Business Name

» Simple Mame Change

Select the group's name change filing. You can select either one or both -

[ ] Filed fictitious business name (FBN) for new fictitious business Doing Business As (DBA)

[] Filed amendment/conversion for corporations/partnerships

( Previous )

Cance




Billing attribute

Modify Billing Information

U se fO r — S MaAa | | G rou p on |y U pd Gte Organize how each premium statement ID j:a.l:mpnf::-i}'s on the bill. Use the
th | t f th b | | toggle buttons to select the desired bill layout.
e layout of the billl.

Premium Statement Print Id

How — Use the toggle button to select «
the standard bill layout or the R
department code layout that
organizes members by their

department code. T




Eligibility Options: waiting Eligibility Options

pe riOd Enter the new eligibility information in the respective section.
Required fields must be completed before moving forward.

Use for — Small Group only. Update
the waiting period rules for the offered © eiting Pariod

class plans.

Change the waiting period for the corresponding Classes offered. Select the date for the

changes 10 take effect then use the drop down menu 1o select the waiting period rule.

How — Enter the date you want the

changes to start in the Effective Date Effective Date
field. Then use the dropdown menu to
the right of the class plan to select the
new waiting period rule.

Effective on the 91st day following d... w

Note you do not need to reselect existing waiting period
rules if they are not changing



Eligibility Options:
] ) Eligibility Options
Contl N UOtIOn COverOge Enter the new eligibility information in the respective section.

Use for — Small Group only. Update Required fields must be completed before moving forward.

the continuation coverage program
between federal COBRA and

» Waiting Period

CalCOBRA.
v COBRA and Cal-COBRA Coverage
HOW - The effeCtlve dqte Of Chq nge Change the continuation of care coverage program. Select the coverage program and enter
will always be the first of the year. Use the most current employee couns.
the toggle button to select the trective Date

continuation program and provide the
eligible employee counts. Federsl COBRA @ Cal-COBRA




Eligibility Options:
continuation coverage

Use for — Small Group only. Update
the group contract to add or remove
coverage for part time employees.

How — The effective date will always
be the group’s anniversary date. Use
the toggle button to select Yes if
covering part time employees and
provide the eligible employee count.
Select No to not cover part time
employees.

Eligibility Options

Enter the new eligibility information in the respective section.
Required fields must be completed before moving forward.

» Waiting Period
» COBRA and Cal-COBRA Coverage

v Part Time Employee Coverage

Change the part time coverage offering. Select Yes 10 offer part-time coverage or No 10 not offer part-

time coverage.

Effective Date

@ Yes No

Total number of eligible part time employe...
1




Member level
changes




Member maintenance

bIUe @ Of CG“‘fornTG Q,  sgapriestgr 9 Test House Broker

To initiate a member P —
maintenance record change, (o)
find the group and then the

Account

fa SGAPRTESTGRPGSE + Follow

Approved 1272172999

member. Navigate to the Group Gm. mm.ommereegmmo e
Account page and click on the
M e m b e r R O St e r t G b. Th e t G b Roster is limited to 100 rows. Use search 5:: filter options 1o quickly :fn; T::g::rs. Download the roster to view all subscriber and dependent information.

EMPLOYER INFORMATION  MEMEBER ROSTER  ENROLLMENT CONTRACTS QUOTES COMPLETED QUOTES IN PROGRESS  EMPLOYER COMTACTS PLAMNS PAYMENT MORE

~Mone-- o
.
d I S p | G yS t h e C U r re n t C O n t rq Ct Member Name Member Id Birth Date Status Effective Date Bensfit Begin Date L Bensfit End Date
VAHRADIAN STEPHANIET 912149202 o0/o11eTe Active 04/01/2023 04/01/2022
o HERAS SOTO TODD 912149299 o0/o11eTe Active 04/01/2023 04/01/2022
p e rI O d e I I I p I Oye e S ° S e I e Ct G n JARIEL JEFFREY 912149300 017011978 Active 04012023 040172023

OS5ER BEVERLY 912149301 01011378 Canceled 04/012023 040172023 04/30/2023

MARIAN SABOO 212149539 04/081988 Pending 04/12/2023 06/01/2023

clicking on the name.

Privacy Policy | Report Fraud & Abuse | Legal Disclaimers | Contact | Mondiscriminafion notice | Language assistance | Cobrowse




Member account

Like the group account page, the
member account page holds all of the
valuable enrollment information for
the selected person.

Click the buttons in the top right corner
to initiate a transaction for this
subscriber and any enrolled
dependents.

. Member
MIGUEL TORRES

Subscriber Id
909338975

CLEAR CONSTRUCTION

DETAILS PLANS DEPENDENTS  TRANSACTION HISTORY  PRIMARY CARE PROVIDER

~ Subscriber Information

First Name
MIGUEL
Last Mame

lllllllllll

Diate Of Hire
07-29-2019
Original Effective Date
2019-10-01

~  Address Information

Home Street Address
304 W ROBERT AVE
Maziling Street Address
304 W ROBERT AVE

s Contact Information

Date Of Birth
09-07-1989
Age

34

Gender

Male

SEN
615431172

OXMNARD CA

tate
OXMNARD CA

Zip
93030

Zip
93030




Member level
Mmaintenance
scope

Both Core and Small Group have
the full suite of member
maintenance functionality.
Additionally, the Employer
Enrollment Tool includes all prior
Benefits Management Tool
functionality.

Cancel member
Reinstate member
Order ID card
Download ID card
Member demographics
Member contact
Member plans

Add dependent(s)
COBRA enrollments
Dependent cancelation
/reinstatement



Member cancelation o

Use for — Canceling an employee's Blue Cancel member

Shield coverage. If the employee has Canceling members will remove them from Blue Shield of California
dependents this will also cancel their healthcare coverage

coverage.

“w Subscriber

009338975 Cancellation Reason *

How - Click on the cancel member button on the
member account page. Provide the cancelation

reason and date.

If your company offers CalCOBRA coverage you
will see an additional field. Indicate if this
member will elect the CalCOBRA coverage and

Cancellation Date” @ Benefit End Date

Cal-COBRA Eligible
Yes Mo

we will send out the CalCOBRA packets for
enrollment. Companies offering Federal COBRA
will not have this additional field.



Order ID cards

Use for — Reissuing member ID cards. If
the employee has dependents this will
send new ID cards for the household.

How - Click on the ID card button on the
member account page and select the Order ID
option. A window will open confirming the ID
card order.

Tip! ID cards will be sent to the channel
identified by the member. If the member
selects digital communications and digital ID
cards, we will send the reissued card to their
Blue Shield app. If the member selects paper
communications and paper ID cards, we will
mail the ID card.
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Cancel member

99999

99999

Edit Subscriber

ID Card request has been submitted




Download ID cards

Use for — Reissuing member ID
cards. If the employee has
dependents this will send new ID
cards for the household.

How - Click on the ID card button on
the member account page and select
the digital download option. A
window will open confirming the ID
card order. Only medical ID cards are
available at this time.

Tip! Changes to the member record
can take up to 2 business days to
generate a new ID card.

Member
BOYD U MAXIMO
Subscriber Id Sroup
912496710 SGRPSEPTESTGRPOS

DETAILS FLANS DEPENDENTS  TRANSACTION HISTORY

W

W

Subscriber Information

First Name

BOYD

Last Name
MAXIMO

Middiz Initial

U

Date OTHire
M-01-2022
Orginal Effective Date
2023-09-01

Address Information

Home Street Address Address Line 2

Stafus
Active

PRIMARY CARE PROVIDER

Date Of Birth
01-01-1978
Age

45

Gender

Male

SSN
811000437

City State

Owder 1D Card

Cancel memb-er

Fequest digital download

zip

Edit Subscriber

producer/s/member-3607?recordld=a7iDN00000002zzYAA&accountld=001DNO00008xSB5YAE

e to Blue S... w Enterprise Transfor... salesforce @ Free templates | Ca... a EEA Question Track... @ Group Enrollment A...

ID card successfully downloaded.

“Mote that recent

coverage changes will take 2-3 days to reflect on the member ID card.

§ Employer Enrolime...

& BFX @ ccage

a 2 %t B @

Recent Downloads

BlueshieldCA_|DCard.pdf
389 KB - Done

IMG_1216.mp4
232 MB » 1 hour ago

Show zll downloads

blue ©

california

Subscriber
BOYD U MAXIMO

ID# XEA912496710

09/01/2023
INDIVIDUAL
PPO

Network Name

Primary Care: 0% Specialist $45
Urgent Care Canter 0% Teladoc 0%
Emergency Aoom  $250 + 10%

004336

Platinum Full PPO 0/0

We ara e o halp:
blueshieldea.comigo

(288) 319-5999  Customer Sevice
m m
(877) 2638962 Mental Heslth Customer Swc.

(BT7)304-0508 Mo belp 24/7
(B00)810-2583 o locate providers outsice af CA

S0
b
ey et n el ATl S afpcket e,

R Medica el e s i of i, 0. B 272540 i,
oA w20

(800) 5418852 C Praviter Customer Sanvice
(neites hosgtals fr pe-auth]

[ —

(BT7)601-9083 Pediatric Visian Benatits and Claims

(BB8) 7024171 Pecanic Dol Banfis src Clsims

(800)835-2362  Telsioc

i 7 5
Lok iy, UT 4300567

[ p——"

»

L2
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M e M be I p | 0 N ChO ng eS Member plan modifications

Specify the type of member plan change

U Se fo r — M e m be r p I G n C h G n g eS to Check the box 10 identify the type of member plan change to edit enrolled plans or cancel enrolled plans. Then provide the
p rOd U CtS O n d p I O n S. date for this change and request reason.

Add Products or Change Plans Cancel Product

How - This transaction has a two-

screen workflow. Qualifying Event- .
1) Identify the type of change with Qualifying Event Date 5
the toggle button, enter the e e A M e e _

effective date, and qualifying event
information.

( Previous )

Cancel




Member plan changes
continued

2) Click on the member's name to
open the box and view the current
plan elections. Use the radio buttons
to accept or decline product
coverage. For accepted products, use
the dropdown window to the right to
select an available plan. Click on
Save.

product offered by the group will display. Use the radio buttons to accept or dec

Plans for current year enroliment o

selectthe plan for enr
e
atl e plan 1o

rollment and

then save before moving forward.




Add dependents

Use for — enroll dependents to
an existing subscriber.

How — This transaction has a two-
screen workflow. These are the saome
fields as the EEA form.

1) Enter the enrollment application
information by directly typing into the
fields.

Add dependent
Enroll dependents 1o the subscriber

Emter the member application Infarmation Imto the flields. Click <Add new dependent to enrcll multiple dependents together.
Click Delete dependert 1o remaove the additional dependent application fields.
Required fizlds must be completed before moving forward.
Qualifying Event Date

w 0B-20-2023

s [Dependent Detalls

Dependent Type™ v
First Name~ Middle Initial + Last Name~”

Date of Birth” & Primary Care Provider Primary Care Dentlst

Communication Preference

( Add another dependent )




Add dependents
continued

2) Select the plan elections for
the dependent based on the
employee’s elections. Click on the
Save button before moving to the
next step.

Plan selections

Make the member plan selections

Click on the member's name 1o open the fields to change the products and/or plans. Only the products and plans within the
product offered by the group will display. Use the radio buttons to accept or decline a product and the drop down window to

select the plan for enrollment and then save before moving forward

@ MIGUEL TORRES
@ dependent name X

Medlcal

(® Accept Decline Gold Trio HMO 0/30 OffEx

Save

Mext




Member details

[}
M e m be r d etO I I S Make changes to the member demographic information

Click on the member type to open the fields to change the member information.

Required fields must be completed before moving forward.

Use for — Update the subscriber and any
dependent demographic information V

(hame, DOB, DOH, gender, etc.). -

Gender Marital Status
Male v Gender Identity Single

Date of Hire
07-29-2015

How — Directly type in the new
information to the fields. If the subscriber
Earnings (excluding overtime, bonuses, etc.) Earnings Fregquency

has dependents, use the accordions to
expand the dependent fields for updates.

Salary Effective Date




Member contact &
classification

Use for — Update the member’s contact
information, addresses, class and
subgroup assignment, and any
department code in use.

How — Click on the box with member's
name to edit the contact information
for that member. Directly type in the
new information to the fields. Click on
the save button in the box before
clicking Next.

Note the Google address lookup will not
include second address line and needs to be
added manually.

Member contact and classification

Make changes to the member address, contact Information, class, subgroup, and depariman

Click or the members name 10 open the fields o changs the membe

Home (Physlcal) Address
304 W ROBERT AVE

City State Zlpcode
OXNARD Ca 93030
Address line 2

[J Use updatad Home address for malling address

[] Use updated Home address for all dependents

r information.

t code

Mailing address (If different from home)
304 W ROBERT AVE
State Zipcode
Ch 93030
Address line 2
Work Ph
BO5 793 9407
Language Preference
Home Phone English v
Email
Class Effective C
ACTIVE CA ELIGIBLES - 0-01-2019 &
Sub Group Effective Date
CLEAR COMSTRUCTION - 0-01-2019 &
(@ Add/Update Department Code Cancel Department Code
Department Code Effective Date B

Cancel




Federal COBRA
enrollment

Use for — Enroll an existing
subscriber in COBRA.

How — Select the qualifying event,
class, and subgroup information. The
tool will give the option for plan
changes, but this is not a required

step.

COBRA enrollment
Enroll the subscriber and any dependents into COBRA
Enter the COBRA application informaticn into the fields Use the radic buttons and drop down windows to change the current

plan selections for the COBRA coverage Required fields must be completed before moving forward.

s (Qualifying Event Details

Choose Qualifying Events w Original Qualifying Event Date” =
s Classification Selection
Class” + Subgroup” -

This fleld 1= reguired. This fleld 15 required.

The group Indicated that they do not cover COBRA members. Please cancel this enrollment and navigate to Class Offerings
within the group malntenance section before beginning the COBRA enroliment.




Exception
reviews

If a submission requires a document or
Blue Shield review, a screen will display in
the work flow prompting you for the exact
iInformation required.

If you do not have a required document
on-hand, use the Will upload later check
box and click next. It it important to
complete the transaction even if the
document is provided at a later time.

Exception Review
The current transaction contains an exception and needs to be

reviewed by Blue Shield before processing it. We will send status
communications to the email on file for this account.

Enter the exception reason in the field below. As an added opticn,

upload documentation to help support this exception request by

clicking on the document upload button to search and attach the
document. Note that documents are not required at this time.

ENCErTIONS DCCLNEFT 5 REEDN




Upload documents for
exceptions

Some submissions fall under an exception and
needs to be reviewed by

a Blue Shield team.

The tool will prompt users during the submission if
there is an exception.

The screen will display what was captured and if
any supplemental

documents are needed and what those
documents are.

Users can upload the requested documents on
this screen:

Click upload document

Select the document from your files

Enter an exception comment

Click next to submit the transaction with
documents

Users can check a box to upload documents later:

Check the box will upload later and submit the
transaction without
documents

System generated emails will remind you to
upload documents s o
processing can begin

To upload a document, navigate to the tool
homepage

Click view more on the To Do list panel

Click on the maintenance documents required link
next to the group’s
name

Click on the blue upload document button in the
top right-hand
corner

The tool will reload the exception document
request screen Click

Upload document

Select the document

Click save



Support

Access tool resources on Broker
Connection’s resource page

Additional resources for enrollment and
eligibility support:

e 2023 Admin Guide

e Employer Connection Quick Start Guide

* Employer Connection Reference Library

Need to talk to someone?

e Sales Account contact list

* Small Group Employer Services
(800) 325 - 5166
 Core Group Employer Services

(855) 747 - 5809


https://www.blueshieldca.com/bsca/bsc/public/common/PortalComponents/employer/StreamDocumentServlet?fileName=EMP_A44164-LargeBusinessOwner-AdminGuide-1-23.pdf
https://www.blueshieldca.com/bwa/unauth/broker/document?fileName=A42516_2-19_EC-FAQ-QuickStrt-Guide.pdf
https://www.blueshieldca.com/bsca/bsc/wcm/connect/employer/Employer_Contents_EN/administrator-resources/reference/
https://www.blueshieldca.com/bwa/unauth/contact-sales-support
https://www.blueshieldca.com/bsca/bsc/wcm/connect/employer/employer_contents_en/administrator-resources/getting-started-plus?current=true
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