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Disclaimer

While the user guide has been provided to you as a general step by step guide on how to
complete certain updates, depending on your benefits and options available as well as
processes required to be followed there may be additional steps required that are not
included in this user guide. Please contact your Blue Cross Team for any questions or
concerns or for further instructions specific to your Group.

Note: When changes are being made through the administration website it is important
that a recalculation is completed for each change to ensure that the changes will be
applied. Please review the Confirmation statement after each change to ensure that the
benefits are correct. If the changes are completed under the member website then the
change is automatically applied.



Adding a New Enrollment

Click on Employee and select “Add new Employee” from the drop down.

FMEDAVIE

BLUE CROSS

Home Employee Enrollment Extracts Exports L

Manage Emplovees

add Mew Employee {b

Manj; Reset Employee PINS

Unlock Employeeis)
Default Mew Hires By: |Emp|u:n;ee No x|

M wiew EQI Pendir

—

The following screen will appear

Employee

Please, enter the employee number and login of the new emplc
new employee.

Employee Number: I

Login: I

Can{:ell Continue |

Note: Ensure that you follow the requirements set up for your group for the employee
number and login

| Employee |

Please, enter the employes number and login of the new employee, Click the 'Continue’ button to proceed with adding
the new employes.

Employee Numhber: |111222333
Login: [111222333

Cancell Continue I %

Click on Continue



Adding a New Enrollment

Enter the members personal Information, employee Information and dates to complete

the enrolment.

Please fill in the fields below. Click Save once done.

Mote: Fields marked with * are required

Personal Information (lick to shey) Sl

Employee Information teick toshow) <l

Dates (click to hide) h—

Benefits Effective Date Enrollment Window

Enter the member’s personal information:

ceskr

Items marked with an are required fields

Please fill in the fields below, Click Save once done,
Mate: Fieldz marked with * are required

Personal Information (click to hide
Last Mame |Smith First Mame

Middle Initial I

Login [111222333

Gender IMaIe ,l . Birth Date
Language IEninsh <]

Address [123 Main Street

Address I

City I Province
Fostal Code I Country
Work Email

Personal Email

Wark Phone Number I
Hnrme Phnna Mumher I T

|»

John ®

IDHD'IHB?D *

|C!uehec j *

ICanada vl i
o
-~

Cancel | save |



Adding a New Enrollment

Enter the Members Employee Information

Division - Select from the list available (these would be set up to be group specific)
Payroll Number - This is usually the same as the Employee number

Payroll, Cost Center and Location Code- Select from drop down list (these would be
set up to be group specific)

Hire date for Eligibility - this is the effective date that the member is eligible for
benefits with Medavie Blue Cross the day that benefits should start. (Month/Day/Y ear)
Earning Type - Select as per the requirements of the group

Earnings - Current Frozen Earnings, Current Earnings and Future Frozen Earnings
should all indicate the same amount. These fields are mandatory for new employees.
(Ensure that you enter an annual salary if salary is selected)

Original Hire Date - this will automatically be populated with the benefits effective
date. This can be adjusted to the actual hire date.

Please fill in the fields below, Click Save once done,

Mote: Fields marked with * are required

Employee Information icick to hide) &l
Employee Mo. 111222333 Payroll Mo I "
Division |Leaders = - Hire Date (for Eligibility) li N
Payrall |ADp j " Province of Employment |Se|ect j "

Cost Center |Select j n “Yacation Days l—
Location Code |Se|ect j
Earning Type |H0urly j "

If vou selected 'Salary', please enter the annual amount into each Earnings field below, If
vou selected 'Hourly', please enter the hourly rate into each Earnings field, All amounts will
be assigned the same earmings type,

*

Current Earnings I . Fraction aof Full Time |1UU .
Client Specific Code I

Original Hire Date | " LI

Current Frozen Earningsl Future Frozen Earnings I




Adding a New Enrollment

Go down to the Dates section and enter the Enrollment Window (Month/Day/Y ear)

Click on Save

Dates (click to hide)
Benefits Effective Date 08012013 Enrollment Windomw OBO1/2013 o [0BE12003 «

sove |

Once Save is selected a pop up will come up in regards to the Work Email if an email
was not entered. Click on OK to continue with the enrolment.

Message from webpage El

\:\?r) Work email address has been selected as preferred, but not entered. Continue saving data?

Ik | Cancel |

If your plan was set up to apply waiting periods an option will appear to advise if the
waiting periods should be applied. Select “Yes” or “No” and click on save at the bottom
of the page.

| Employes |

The new employee being added is a member of a plan which has configured waiting periods, Should waiting periods
apply to this employee?

apply Waiting Period? & ves  No

Once when the member is added the following screen will appear.

| Employee |

The employee has been successfully added. You can now add another employee by clicking 'Add Another Employee’. You can
view the newly added employee by clicking 'View Employee’ or vou if vou are done just click 'Close’ to close this window.

Add Another Employee | Close | View Employee

Click on View Employee



Adding a New Enrollment

Select the Employee Tab

Coverage Employee Dependents Beneficiaries Audits

111222333 John Smith

Click on the “Assign PIN” on the Employee tab

111222333 John Smith Current Status: Active  Change Status

Personal Information (click to hide) =
Last Name Smith First Name Johin
Middle Initial
Login 111222333 Password ~h Assign Pt |
Gender Male Birth Date 01,/01/1970
Language Enalish
Address 123 Main Street

A pop up will come up with the below information
Click on “Assign”

Employee PIN

Name John Srith Employee Mo. 111222333
Login 111222333

You are about to assign a PIN to this employee, To generate a PIN

for this employee select "assign'. The PIN notice will then need to be
sent to this employee,

Cancel Assign




Adding a New Enrollment

Another Pop up will come up that will allow you to open or save the PIN Letter.

Do you want to open or save this file?

I:D MHame: Passwordhokice, pdf
"i" Type: Adobe Acrobat Document

From: 216.191.93.14

Open Save | Cancel I

harm your computer. |f pou do nat bzt the zource, do not oper or

I ?I Ywhile files from the Intemet can be useful, zome fles can potentially
© zave this file. What's the risk?

Print or email the PIN letter to the employee so they can login and select their benefits.



Print a Confirmation Statement

Note: Whenever a change is made by a Group Administrator that impacts the
Confirmation Statement data (benefits, dependents, and beneficiaries), the administrator
should print and send a new Confirmation Statement to the employee or advise the
member that a new confirmation statement is available.

Go to the Employee Drop Down

MMEDAVIE

BLUE CROSS

Home Employee Enrallmeant

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: IEn‘|r_‘.||C|'g.fee No =] I

Log into the member by clicking on their name

Last Name + - First Name + -

Srith P— John

You will be on the coverage tab on the benefit page. Click on View Confirmation at the
bottom of the page

| Coverage

| Benefits

Hext Year |
}w Confirmation {English) View Confirmation (French) |

11



Print a Confirmation Statement

A pop up will appear. Click on open to view your Confirmation statement.

Do you want to open or save this file?

@ MHame: confirmation, pdf
Type: adobe Acrobat Docurment, 245kKE
From: 216.191.93.14

Open Save Cancel

harm your computer. IF you do not trugt the zource, do not open or

I g N While files fram the Intermet can be uzeful, zome files can potentially
- zave thiz file. What's the rigk’y

A PDF will appear. You can print or save the Confirmation Statement for the member.

Confirmation Statement MEDAVIE

BLUE CROSS"

John Smith printed on September 5, 2013 01:48 PM at 1:45 PME.T.
Employee Id: 0023601
This is your ion of . For your refi . you can print thiz page. You will not receive a statement in the mail.
For information regarding health and dental claims or about specific servi covered, please call Blue Cross Customer Service at 1-888-873-9200 or
log on to the Blue Cross web site at www.medavie.bluecross.ca.
If you have a life event change, you may apply to change your health and dental ige or di dent(s) provi you apply within 31 days of the life event or you may need to
provide evidence of insurability.
Any salary increases during the plan year will not be reflected on the g for LTD, Basic Life and Basic AD&D on the confirmation statement. However, if there
are any claims, it will be based on current salary.
Your Flex Contribution
Benefit Flex Contribution $372
Company Flex 5 $542
Total Flex Contribution $914
Your Benefits
C ffective from: 5, 2013 to Dy ber 31, 2013




Print a Confirmation Statement - Login As

Go to the Employee Drop Down

MMEDAWVIE [

BLUE CROSS

%

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Click on “Login As” option for the member

+ - Status + -

ACT Login As

ACT Login As |

Click on Review Coverage then select Review Current Coverage.

Note: If this is the first year your benefits have been active then you will only see the
option “Review Current Coverage” as an option.

Feview Personal Profils

Other Forms Feview Fast Coverage

Benefit Program

Beneficiary Details/Forms

The Confirmation Statement will open up. Click on Print

MEDAVIE

Confirmation Statement BLUE CROSS"

John Smith printed on August 20, 2013
Employee Id: 0023601

13



Recalculating an Employee

Go to the Employee Drop Down

MMEDAWVIE

BLUE CROSS

Home Employee ‘ Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: IEmpI-::l'yee Mo ;I I

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ?— John

Go to the coverage tab then the Recalculate tab and enter the effective date of the change
and select the recalculate button

‘ Coverage | Employee | Dependents | Beneficiaries | Audits |

| Benefits | Flex | Contributions | Payroll | Premium | EOQI | Overrides Recalculate

| Benefits recalculation for 10AD0 |

You are about to recalculate the employee's benefits for Current period. To perform recalculation, please, dlick
"Recalculate” button.

Effective Date: |11.-'U.7.-'2C|12 ﬁ*“ ' Recalculate |

A confirmation page will appear. Click on Confirm at the bottom of the page

o

Cancel | Confirm |

A pop up will come up to indicate that the recalculated coverage has been successful.

The recalculated coverage has been successfully saved. You can now return to Benefits Tab by clicking "Close”.

Closel

The Recalculation will apply any reductions to the member’s coverage that is required.
14



Modify Employee Personal Details

Go to the Employee Drop Down

MMEDAWVIE [

BLUE CROSS

Home Employee t Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith F— John

Go to the Employee Tab

Coverage | Emplu',feetﬂepemiﬂm—- Beneficiaries | Audits |

Click on Modify Employee at the bottom of the screen

Pass-through fields | hodifg.r Employee |

Make necessary updates
Enter a short description under “Reason for Change” ie. Name change

Click on “Save” at the bottom of the screen

Note: The Employee no. can’t be changed.

15



Modify Employee Personal Details - Login As

Go to the Employee Drop Down

] MMEDAWVIE [

g BLUE CROSS

Home Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Click on “Login As” option for the member

+ - Status + -

ACT Login As

ACT Login As |

Click on Review Personal Profile

John Smith
Tuesday, August 20, 2013

Review Personal Profile -.u

Review Current Coverage
T - Emrmm
Cther Forms

Beneficiary Details/Forms

Click on “Change”

—

16



Modify Employee Personal Details - Login As

Update personal information and click on save.

Note: Depending on your group set up and processes you may be restricted from

updating certain personal details.

Modify Personal Profile
Address: 123 Main Street
Employee Address Line 2
City:  Maontreal Quebec

Postal Code: ®O9xOxa

Country:  Canada j
Personal Email: | john@Caompany ABC.com| ‘
Please select your preferred address for all email () Personal Email { Wark Email

notifications:

Horme Phone Mumber: 0000000

X Cancel

17



Modify Employee Date of Birth
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MMEDAWVIE

BLUE CROSS

Home Employee Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith F— John

Go to the Employee Tab

Coverage | Emplu',feetﬂepemiﬂm—- Beneficiaries | Audits |

Click on Modify Employee at the bottom of the screen

Pass-through fields | hodifg.r Employee |

Make update to members date of birth
Enter a short description under “Reason for Change” ie. Update birthday

First Mame |J|:|hn

Birth Date IGE

Click on “Save” at the bottom of the screen

Cancel | Save |

18



Modify Employee Date of Birth

Go to the coverage tab. Click on the recalculate tab.
Enter the effective date of the change and select the recalculate tab

| Coverage | Employes | Dependents | Beneficiaries | Audits | m

| Benefits | Flex | Contributions | Payrall | Premium | EoI | Overrides | Recalculate |

Benefits recalculation for 0004793 John Smith

You are about to recalculate the employee's benefits for Current period. To perform recalculation, please, click
"Recalculate” button,

Effective Date: IDQJ‘D1.-"2013 jﬁ/ \ Recalculate |

A Benefit Summary page will appear
Click on Confirm at the bottom of the page

S

Cancel | Confirm |

A pop up will come up to indicate that the recalculated coverage has been successful.
Click on close.

The recalculated coverage has been successfully saved. You can now return to Benefits Tab by clicking "Close™.

Close |

You can now click on View Confirmation on the Benefits tab and print the confirmation
statement for the employee.

19



Modify Dependent Personal Details

MMEDAWVIE

BLUE CROSS

Home Employee t Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ? John

Go to the Dependent Tab

Coverage Emplovee | Dependents F

Click on the dependents name that you need to update information for

Govered Dependents For 0023601 John Smith

Dependent Name Birth Date
lane Smith *—-"‘ 04/22/1999
Jacy Smith 04,/09/2002
Judy Smith 07/16/1961

20



Modify Dependent Personal Details

Make necessary changes to dependent information
Update the effective date of the change (if required)
Click on Save at the bottom of the page

| Coverage | Employee | Dependents | Beneficiaries | Audits |

Edit Dependent

Please modify the fields you wish to change. When you are done press the "Save" button,

First Name Last Name

IJane—EIizabeth|
Initial |

IDBID'IIEDH
IDBID'IIEDH

August 01, 2013

Relationship
Birth Date Gender

Change Effective Date Smoker Status

Dependent Effective Date

[Srmith
[Child (under 21} =]

IFemaIe vl

The dependent update will now appear

In the rare occurrence where an incorrect effective date was entered for a dependent, call Blue Cross for assistance.

Cancel | Save |

| Coverage | Employee | Dependents | Beneficiaries | Audits |

Covered Dependents For 0023601 John Smith

Dependent Name Birth Date Relationship
Jane-Elizabeth Srith ‘_ 08/01/2013 Child {under 21}
Jacy Srmith 04/09/2002 Child {under 21}
Judy Smith 07/16/1961 Spouse

Gender Status
Fernale Active |
Fernale Active |
Fernale Active |




Modify Current Beneficiary Information

Go to the Employee Drop Down

MMEDAWVIE

BLUE CROSS

Home Employee t Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ?— John

Go to the Beneficiaries tab

| Coverage | Employee | Dependents | Beneficiaries ﬁts | B
| Benefits Flex | Contributions | Payroll | Eremium | EOI | Owerrides Recalculate

Click on Beneficiaries name
Beneficiary

Judy smith 4

22



Modify Current Beneficiary Information

Update beneficiary details. ie date of birth
Click on Save

Beneficiary Is % 5 person © an estate © A charity

First Name Judy

Last Name Stith

Initial

Birth Date B1o11961  e—
Relationship Spouse j

Beneficiary Is & revocable © Irrevocable

Trustee IN;A

Revocable: means that the designation of beneficiary can be changed without the beneficiary's consent.
Irrevocable: means that the designation of heneficiary CANNOT be changed without his or her consent,
The IRREVOCABLE designation of a minor cannot be changed until he or she reaches the age of majority.

-

Cancel | Save |

23



Change a Beneficiary

MMEDAVIE B

BLUE CROSS

Home Employee t Enrallmeant

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: |Emp|0yee ND;I |

Log into the member by clicking on their name

Last Name + - First Name + -

Smith ‘F—- Johin

Go to the Beneficiaries Tab

Coverage Employee Dependents Beneficiaries I Audits

Select Choose Beneficiaries

Employee Life Insurance
Mame {On-File)

Jane Smith

Judy Smith

Choose Beneficiaries “’

Select Add Beneficiary Information

Adid Beneficiary Information r‘-

24



Change a Beneficiary

Add new beneficiary details and click on add

Press the 'add' button once complete,

Beneficiary Is & g person O An astate © A charity

First Name Jirn

Last Name Srnith

Initial

Birth Date 01,/04/1943
Relationship Parent ﬂ

Beneficiary Is & Revocable © Irrevocable

Trustee

Revaocable: means that the designation of beneficiary can be changed without the beneficiary's consent,
Irrevocahble: means that the designation of beneficiary CAMMOT be changed without his or her consent,
The IRREVYOCABLE designation of a minor cannot be changed until he or she reaches the age of majority.

[ -
Cancel | Add |

Update Benefit % and click on save. Total must equal 100%.

Press the 'Save' button once complete,

Name Relationship Birth Date Benefit 2o
Jane Srnith Daughter{Revocable) 01/01/2013 |25_
Jirn Smith Parent{Revocable) 01/04/1943 |25_
Judy Smith Spouse(Revaocable) 07/16/1961 IED—

Total Percent |1EID

Add Beneficiary Information | Cancel | Save |

Print the Beneficiary form and have the employee sign and date the form and return to
you for processing.

Ny

Primt Beneficiary Form English Print Beneficiary Form French

25



Change a Beneficiary- Login As

Go to the Employee Drop Down

] MEDAVIE

| BLUE CROSS

Home Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Click on “Login As” option for the member

Login A&s |

Click on “Beneficiary Details/Forms”

Review Persocnal Profile

Dansiaia C1rrene [ na s
Heview Current Coverages

Cther Forms

\ Eeneficiary Details/Forms

Select Choose Beneficiaries

Your Beneficiaries

Employee Life Insurance
On-File Beneficiaries

Judy Sith - Spouse (Revocable) 100%
D.0.B. 07161961

Choose Benefidiaries



Change a Beneficiary- Login As

Click on Add New Beneficiary

Employee Life Insurance
Choose Your Beneficiaries:

Beneficiary Relationship Birth Date Percentage
Uty Sriith Spouse (Revocahle) 07/ 1 961 100 % .
Total: 100 %

Add New Beneficiary 3 cancel

Complete the new beneficiary details. Click on Add.

Please fill in the fields below for your new beneficiary. If designating a heneficiary wha is a minar arwha lacks legal capacity you
may wish to appaint a trusteefadministrator. This appaintment may not be suitable for all purposes. Do not make a trustee
appaintment ifyou are in the province of Quebec because it does not apply for that provinee, Also, do not make a trustee
appaintment it vou have already, in any document, made a trusteefadministrator appointment which might apply. Ifyou are
designating a trusteefadministrator, we recommend you consultwith a legal advisor, and with any proposed trusteefadministrator.
Fress the ‘Add" hutton when complete.

Beneficiary Is: ._ﬁ Ferson L) Estate ) Charity
First Hame:  jgpe —
Initial:

Last Hame:  sSmjth

Relationship:  Daughter j
BithDate:  1anuary v| 1 x| eomiz 7|

Trustee: ‘ Judy Smith| |

Adjust the Beneficiary amounts. Click on Save.

Basic Employee Life Insurance
Choose Your Beneficiaries:

Beneficiary Relationship Birth Date Percentage
* Q
* Q

Total: 100 %

Add New Beneficiary X Ccancel

Jane Smith Daughter (Revocable) a7 6M 961

-
-

Judy Smith Spouse (Revocable) 010172013

27



Change a Beneficiary- Login As

Print the Beneficiary form for the Employee to sign so changes can be confirmed on the
administrator website.

Your Beneficiaries

| Your beneficiary designation is nat complete until your form is signed, dated and received

Beneficiary Form

28



View Outstanding Beneficiary Pending

Go to the Employee Drop Down

MMEDAWVIE

BLUE CROSS

Home Employee Enrollment

Click on Manage Employees

Under Manage Employees check off “View Beneficiaries Pending Only” and click on
Search

Manage Employees

Search By: |Emp|u:u,ree ND;l |

[ wiew EOI Pending Only

W wiew Beneficiaries Pending Only

[T wiew Incomplete Enroliments Qnly

[T view Defaulted Enrallmernts Only

™ view Completed Enroliments Mot Transferred Only
™ wiew with Waiting Benefits Only

[T wiew New Hires Only

Status: | Mot terminated =]

Search |

A list of outstanding Beneficiaries will appear.

Note: Follow up with the employees as required. The beneficiary designation is not
complete until the form is signed, dated and received by the group Administrator.

29



Confirm Pending Beneficiary for a Member

Once when the signed Beneficiary form is returned from the member then you must go
into the admin site and confirm the beneficiary information.

Go to the Employee Drop Down

MMEDAVIE B

BLUE CROSS ™

Home Employee t Enrallmeant

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: |Emp|0yee ND;I |

Log into the member by clicking on their name

Last Name + - First Name + -

Smith F—- Johin

Go to the Beneficiaries Tab

Coverage Employee Dependents Beneficiaries I Audits

30



Confirm Pending Beneficiary for a Member

Click on the Confirm Pending (this may need to be done for multiple benefits)

Pending {(Until the Beneficiary Declaration is siqgned, dated and received)
Jane Smith 01/01/2013 50%
Judy Smith t 07/16/1961 50%

Choose Beneficiaries | Confirrn Pending | Delete Pending

Put a check mark in the confirm box
Click on save at the bottom of the page.

Gonfirm Pending Beneficiaries

You've chosen to confirm pending beneficiaries for the Employee Life Insurance Flan

Name Relationship Birth Date Benefit %o Confirm
lane Smith Daughter 01/01/2013 IED % \ 3
Judy Smith Spouse 07/16/1961 IED o

Total Percent for Primary Beneficiaries: |100 L7

Cancel | Save |

Go to the Coverage tab

Click on the benefits tab

Click on view Confirmation

Print the updated Confirmation Statement for the member with the new beneficiaries or
advise the member to log in and print the updated statement from the member site.
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View Outstanding EOI Pending

Go to the Employee Drop Down

MMEDAWVIE

BLUE CROSS

Home Employee Enrollment

Click on Manage Employees
Under Manage Employees check off “View EOI Pending Only” and click on Search

Manage Employees

Search By: |Employee Mo v | |

M wiew EOI Pending Only

™ view Beneficiaries Pending Only

™ wiew Incomplete Enroliments Only

[ wiew Defaulted Enrollmernts Only

[Mwiew Completed Enrollments Not Transferred Only
™ wiew with Waiting Benefits Qnly

™ wiew Mew Hires Only

Status: |MNot terminated |

A list of outstanding EOI’s will appear.
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Confirm Pending EOI for a Member

Once when a decision from medical underwriting is made a copy if the letter will be sent
to the Group Administrator. Once this is received you must go into the system to remove

the pending on the outstanding EOI.
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MMEDAWVIE

BLUE CROSS

o
g
2
m
?

Home Employee

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.

Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last Mame + - First Mame + -

Smith ? John

Go to the EOI Tab

weficiaries | Audits |

| Fremium | ECQI Owverrides | Recalculate
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Confirm Pending EOI for a Member

Check that the EOI was received Change the EOI approval status from pending to
approved or rejected and enter the effective date that was indicated on the letter.

Click on update at the bottom of the page.

| Benefits | Flex | Contributions | Fayroll | Fremium | ECQI | Owverrides Recalculate

Benefits Requiring EOI For: 1B3XD5100 KEVIN ELnameMAK for the Current period.

Assigned Pending EOI Form Date Eam

Benefit Coverage Coverage Received Received gg)tll']c;val Elaicgiiake
- - Option 1 CQption 3 » - Iy
Optional Life o 557000 ¥ W |Approved =] [11/01/2012

Print Cover Letter - English I \ \

Print Questionnaire - English |

Update I Next Year

Go to the Benefits tab

Click on View Confirmation

Print the updated Confirmation Statement for the member or advise the member to login
and print the updated statement from the member site.
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Reset an Employee’s PIN

Go to the Employee Drop Down

MMEDAWVIE [

BLUE CROSS

Home Employee t Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ?— John

Go to the Employee Tab

| Cn:n'..'erage§Empln:|vee | De

| Benefits

Flex | Contribu

Click on “Reset PIN” on the Employee tab

Password Reset PIN |
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Reset an Employee’s PIN

The following pop up message will appear

Employee PIN

MName John Smith Employee MNo. ooz3601

Login 0023601

You are about to reset this employee's PIN, Please confirm. If you
select to do this, a new employee PIN will be generated, This new

PIM will then need to be sent to this employee,

Cancel | Reset |

Click on “Reset”

A second pop up message will appear you can open or save the document

File Download x|

Do you want to open or save this hile?

Ei_. Mame: Passwordhokice,pdf
Type: Adobe Acrobak Document
From: 50.100.12.109

Open Save | Cancel I

harrn wour computer. [ pow da nat tust the zource, da not open ar

l--";l Wwhilz filez from the Intermet can be uzeful, zome filez can potentially
b,
b save this file. What's the risk?

Save and email the PDF out to the member or print the PDF and provide to the member.
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Unlock an Employee’s PIN

Go to the Employee Drop Down

] MEDAVIE

| BLUE CROSS

Click on Unlock Employee(s)

Enter Employee Number for employee that needs to be unlocked and click on submit (or
select Unlock All Employees Option)

/2 Unlock Employee Account - Microsoft Internet Explorer proxi - |EI|5|

£ | htkp:fi50.100.12,109}ClearwaterAdmin/ AdminEnglishyPrivateEmployesadin/UnlockEmployvesf

Unlock Employee Account

Enter an Employes number to unlock their account or click "Unlock: All
Employees' to unlock all employee accounts.

Employee Number: I

Close |

Submit |

Unlock all Employees

DT T T T @ meeme

R ST
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Terminate an Employee

Go to the Employee Drop Down

MMEDAWVIE [

BLUE CROSS

H

Home Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.

Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ?— John

Go to the Employee tab

Coverage Employee |7hnt5 Beneficiaries

Audits

Click on the “Change Status” button

Current Status: Active Change 5tatus I

o
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Terminate an Employee

Select “Terminated” from the drop down list

Current Status

Change Status To

Effective Date

Active

Terminated

[

Select
Inactive

Leave of Absence

Long Term Disability
Short Term Disability
Iatemity/Farental Leave
Retirerment

Death

Terminated with Benefits
Leave with Benefits
Ineligible

Expatriate

Layoff

Strike

Temporary

Active Disabled
Terminated with Benefits
Terminated with Benefits

WCB

-LTD
- LTD/Life

Cancel I

Change Status |

Heep Status |

Enter the effective date (this will be the actual date in which you want benefits to be

terminated)

Current Status

Change Status To

Active

|Terminated

Effective Date *I1 10172012

Select the “Change Status” button

Cancel I Cha ng&ﬂtus | Heep Status |

You will return back to the Employee tab and the status will now have changed to

terminated.
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Re-activate an Employee

Go to the Employee Drop Down

MMEDAWVIE [

BLUE CROSS

Home Employee t Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name
Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ?— John

Go to the Employee Tab

Coverage | Emplovee

Click on the Change Status button

Current Status: Terminated Change Status
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Re-activate an Employee

Change the Status to Active and enter an effective date

Click on Change status at the bottom of the page.

Current Status Terminated

Change Status To |,&ctwe L{"—-
Effective Date [11/15/2012 <=

Cancel I Change S‘t_alus | Keep Status I

Depending on when the member was termed (current or previous plan years) there are a
few different screens that may appear.

Option 1:

The “Change Employee Status” page will appear

Change the Status under action to “Activate” for all benefits required
Ensure correct effective date for each benefit being activated is correct
Click on Save at the bottom of the page

Change Employee Status

Please select what vou wish to do with this employes's coverage

Benefit Status Action Efaff:twe

Health Terminated ‘ Activate -l \‘ |11,29,2012
Dental Terminated Activate 'I |1 1/29/2012
Basic Life (Employee share only) Terminated Activate 'I |11,-29,-2012
Dependent Life (Employee share only) Terminated Activate vl |11‘.-29‘.-2012
Optional AD&D Terminated Activate -l |11,29,2012
Optional Life Terminated Activate -I |11,-29,-2012
STD {(Employee share only) Terminated Activate vl |1 1/29/2012
LTD (Employee share only) Terminated = |11‘.-29‘.-2012

Back | Save |

Once this is saved you can skip down to the Recalculate Employee section.
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Re-activate an Employee

Option 2:

If the benefits have not been active since the previous plan year then you will be
presented a blank screen. Click on save at the bottom of the page.

‘ Change Employee Status ‘
Change Employee Status
Please select what you wish to do with this employee's coverage

Effective

Benefit Status Action
Date

Cancel | Back | save |

On the employee tab click on Modify employee

Pass-through fields | Modify Employee |

Update any information that needs to be updated:

Update the effective date in the Hire date (for eligibility) field with the members new
benefits effective date.
Salary information- make sure all three salary fields are updated

Hire Date (for Eligibility) 111/29/2013

42



Re-activate an Employee

At the bottom of the page enter the effective date and reason for the change and click on
save.

Current Indicative Data Effective Date 11/25/2013
New Indicative Data Effective Date 11/25/2013
Reason For Change re-hired employee|

save
Ensure all other member details are correct ie. Dependent details
If waiting periods are applicable on the employee page you will need to check the Apply

Waiting Period status and modify as required. To update click on Modify Waiting button
and change the waiting period to Yes or No and enter change reason and save.

Future Frozen Earnings $25,571.00
Fraction of Full Time 100 %
Years In System 0

Apply Waiting Period Yes

Modify Waiting |~ ———_

Go to the Coverage - Benefits tab. You should see a Click here option. Click on this
button. This will bring back a list of benefits.

| Coverage | Employee | Dependents | Beneficiaries | Audits | @

‘ Benefits | Flex | Contributions | Payroll | Premium | EOI | Overrides | Recalculate

Current benefit selections for

Note: This employee is missing subscriptions for the following benefits: Health Care, Dental Care, Optional Employee
Life Insurance, Spousal Life Insurance, Employee AD&D Insurance, Short Term Disability, Long Term Disability,

Optional Single or Family AD&D, Basic Employee Life Insurance. Click Here | to add subscriptions for the missing
benefits.

Coverage Dates: November 29, 2013 - October 31, 2014

Employee has no active subscriptions

View Previous Coverage: |Select F Next Year

View Confirmation (English) | View Confirmation (French) |

Modify System Dates
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Re-activate an Employee

At the bottom of the page select the Modify System dates button.

| Coverage | Employee | Dependents | Beneficiaries | Audits I m

| Benefits I Flex I Contributions I Payroll I Premium I EOI I Overrides I Recalculate

‘ Current benefit selections for |
Note: This employee has blank subscriptions for the following benefits: Health Care, Dental Care, Basic Employee -

Life Insurance, Optional Employee Life Insurance, Spousal Life Insurance, Employee AD&D Insurance, Short Term
Disability, Long Term Disability, Optional Single or Family AD&D. Please select options for these benefits or
Click Here | to remove the blank subscriptions.

Coverage Dates: November 29, 2013 - October 31, 2014 Modify Benefits
Annual Annual Payroll Payroll B

Benefit Option Category Price Flex $ Deductions Deductions =

Tag Spent Annual Per pay

Health Care - $0 $0 $0 $0.00

Dental Care - $0 $0 $0 $0.00

Basic Employee Life Insurance $0 $0 $0 $0.00

Employee AD&D Insurance - $0 $0 $0 $0.00

Optional Employee Life Insurance - $0 $0 $0 $0.00 |

Spousal Life Insurance - $0 $0 $0 $0.00

Optional Single or Family AD&D - $0 $0 $0 $0.00

Chart Tarm Nicahilife &n &n &n &n NN .

View Previous Coverage: Select |T Next Year

View Cenfirmation (English) | View Confirmation (French) ‘

Modify System Dates |4/"

Ensure that the Effective date for benefits is correct. Enter new effective date for the
benefits as required.

@ Modify System Dates - Microsoft Internet Explorer provided by Medavie - Blue Cross i i s - | 2] ﬂ

Modify Benefit Effective Dates I Modify Employee Record Dates

Benefit Status Effective Date New Effective Date

Health Care Active 11/29/2013

Dental Care Active 11/29/2013

Basic Employee Life Insurance Active 11/29/2013

Employee AD&D Insurance Active 11/29/2013

Optional Employee Life Insurance Active 11/29/2013 N
Spousal Life Insurance Active 11/29/2013 i
Optional Single or Family AD&D Active 11/29/2013

Short Term Disability Active 11/29/2013

Long Term Disability Active 11/29/2013

If you change any dates, you are overriding the system calculated dates. Past and/or subsequent transactions may be

dj If any adj S are ded based on changing the dates, they must be

(R —

incorrect if these dates are

calculated and entered manually.




Re-activate an Employee

Click on the Modify Employee Record Dates tab. Update the Benefits Effective date to

the same date. Click on Save.

€ Modify System Dates - Microsoft Internet Explorer provided by Medavie - Blue Cross _— ——— . C="a ﬁ

Modify Benefit Effective Dates Modify Employee Record Dates

DO NOT USE this function unless you understand the impact of changing these dates

Name Current Date New Date
Benefits Effective Date 11/01/2012 [t1/25/2013

Date Last Changed 11/29/2013

Status Change Date 11/29/2013

Critical Change Date 11/29/2013

Original Effective Date 11/01/2011

Benefits Continuance End Date

Note: If you change any dates, you are overriding the system calculated dates. Past and/or subsequent transactions may

be incorrect if these dates are If any adj are based on the dates, they must be

calculated and entered manually.

cancel | save | |

Note: Once you return to the Coverage Benefits tab if there is still an option to Click here
then an extra step is required for this member. Click on the Modify Benefits tab.

If any benefits need to be adjusted then you would click on the Modify benefits tab and

go through each tab to update the benefits.

Note: This employee has blank subscriptions for the following benefits: Health Care, Dental Care, Basic Employee
Life Insurance, Optional Employee Life Insurance, Spousal Life Insurance, Employee AD&D Insurance, Short Term
Disability, Long Term Disability, Optional Single or Family AD&D. Please select options for these benefits or

Click Here | to remove the blank subscriptions.

Coverage Dates: December 3, 2013 - October 31, 2014

\ Modify Benefits

On the Modify Benefits tab at the bottom of the page enter the new effective date and
click on Save all. This will refresh the benefits and update any changes just completed.

Effective date of the benefit changes: [12/03/2013 i

Cancel All | Help | saveAl

This will bring a page up with a list of all the benefits updated. Click on Close
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Re-activate an Employee

Recalculate Employee

Go to the Coverage tab. Click on the Recalculate tab

werrides | Fecalculate

Enter the effective date of the change and click on the Recalculate button.

You are about to recalculate the employee's benefits for Current period. To perform recalculation, please, click
"Recalculate” button.

Effective Date: I:I1:‘U1:"2013 |

A Benefit summary page will appear.

Click on confirm on the next screen and then close. The benefits $ amounts will now be

updated.

Cancel | ::cu'rﬁrm |

A pop up will come up to indicate that the recalculated coverage has been successful.
Click on Close.

You can now click on the View Confirmation on the Benefits tab and print the
confirmation statement for the employee.

The member will now be reinstated. You are unable to open the enrolment window in

order for the member to make any changes they will need to wait until the following day
and do a life event to change dependents, beneficiaries etc.
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Terminate a Benefit

Go to the Employee Drop Down

MMEDAWVIE [

BLUE CROSS

H

Home Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.

Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ?— John

Go to the Employee tab

Coverage Employee |7hnt5 Beneficiaries

Audits

Click on the Change Status button

X

Current Status: Active Change Status |

Click on the “Keep Status” button

Cancel Change Status | Keep Status
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Terminate a Benefit

Change the “Action” to Terminated for each benefit you wish to terminate (Member must
have at least one benefit active)

Change the effective date for each Benefit being terminated

Change Employee Status

Please select what yvou wish to do with this employee's coverage

Benefit Status Action Bf;f:t e

Health Active \W \AIW
Dental Active W W
Basic Life (Employee share only) Active IW, IW
Dependent Life (Employee share only) Active W W

Click on save at the bottom of the page. The benefits will now have been removed.
You can now click on the View Confirmation on the Benefits tab and print the

confirmation statement for the employee or advise the employee to log in and print the
updated confirmation statement.
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Re-Activate a Benefit

Go to the Employee Drop Down

MMEDAWVIE [

BLUE CROSS

Home Employee t Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ?— John

Go to the Employee tab

Coverage | Employee |7hnt5 | Beneficiaries | Audits |

Click on the Change Status button

S

Current Status: Active

Change Status |

Click on the “Keep Status” button

Cancel Change Status | Keep Status




Re-Activate a Benefit

Change the “Action” to Activate for each benefit you need to activate

Change the effective date

Change Employee Status

Flease select what you wish to do with this employee's coverage

Benefit Status Action Ef;::a:tive

Health Terminated\ Im \IW
Dental Terminated Im W
Basic Life (Employee share only) Active Im IW
Dependent Life (Emplovee share onlv) Active | T | Lammmnan

Click on save at the bottom of the page
Go to the Coverage tab. Click on the Recalculate tab

werrides | Fecalculate

Enter the effective date of the change and click on the Recalculate button.

You are about to recalculate the employee's benefits for Current period. To perform recalculation, please, click
"Recalculate” button.

Effective Date: I:I1:‘U1:"2013 |

A Benefit summary page will appear.

Click on confirm on the next screen and then close. The benefits $ amounts will now be

updated.

Cancel | _Col'rﬁrm |

A pop up will come up to indicate that the recalculated coverage has been successful.
Click on Close.

You can now click on the View Confirmation on the Benefits tab and print the
confirmation statement for the employee.

50



Adding Waiver of Premium to a Member

Go to the Employee Drop Down

MMEDAVIE e

BLUE CROSS

Home Employee t Enrollmeant

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: IEmpIc:',.-'ee Mo LI I

Log into the member by clicking on their name

Last Name + - First Mame + -

Smith ‘?— John

Go to the Employee tab

Coverage | Employee *Dependents | Beneficiaries | Audits |

Click on Change status button

Current Status: Active Change Status |

Click on Keep status at the bottom of the page

™~

Cancel I Change Status | Heep Status
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Adding Waiver of Premium to a Member

Change the “No Action” to the “Waive Premium” option for all required benefits.

Change the effective date.

Optional AD&D Active No Action [~] 01/29/2015
Optional Life Active No Action [~] 01/29/2015
STD (Employee share only) Active No Action FI 01/29/2015
LTD (Employee share only) Active \. Whaive Premium E\A W

Cancel | Back | Save |

Click on save at the bottom of the page

Click on the Coverage tab

Go to the Benefits tab

Click on View Confirmation

Print the updated Confirmation Statement for the member.
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Removing Waiver of Premium for a Member

Go to the Employee Drop Down

MMEDAVIE e

BLUE CROSS

Home Employee t Enrollmeant

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: IEmpIc:',.-'ee Mo LI I

Log into the member by clicking on their name

Last Name + - First Mame + -

Smith ‘?— John

Go to the Employee tab

Coverage | Employee *Dependents | Beneficiaries | Audits |

Click on Change status button

Current Status: Active Change Status |

Click on Keep status at the bottom of the page

™~

Cancel I Change Status | Heep Status
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Removing Waiver of Premium for a Member

Change the “No Action” to the “Activate” option for all required benefits.
Change the effective date.

‘ Change Employee Status |

Change Employee Status

Please select what you wish to do with this employee's coverage

Benefit Status Action E‘:f:twe
Long Term Disability W aived Premium IActivate j IDQ;’DSD_D']S
Health Benefits Active IND Actian j IDQ;’DSD_D']S

Click on save at the bottom of the page

Click on the Coverage tab

Go to the Benefits tab

Click on View Confirmation

Print the updated Confirmation Statement for the member.

54



Terminating a Dependent

Note: Mid plan year there may be students who have reached the maximum student age.
These dependents must be terminated from the system in order for them to be removed
from the file. Claims will no longer pay once the maximum age is reached.

Go to the Employee Drop Down

MMEDAWVIE

BLUE CROSS

Home Employee Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search
Manage Employees

Search By: |Emp|c|'_~ree No =] I
Log into the member by clicking on their name

Last Name + - First Name + -

Srith ‘ John

Click on the Dependents Tab

Click on the Status “Active” for the dependent that should no longer be covered.

Covered Dependents For 0023601 John Smith

Dependent Name Birth Date Relationship Gender Status
Jane-Elizabeth Smith 08/01/2013 Child {under 21) Female * Active |
Jacy Srmith 04/09/2002 Child {under 21} Female Active |
Judy Smith 07/16/1961 Spouse Female Active |
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Terminating a Dependent

Enter the effective date that you want the dependent status changed. Click on OK.

Confirmation

Changing a dependent’s status from &ctive to
Inactive terminates all benefits for the dependent.
Do you want to continue?

If you are ok with this change please specify the
effective date.

Effective Date |_/ 7

Cancel OK

A message will come up to say the system is recalculating the dependent.

Click on “Continue” when the below pop up box appears.

Fecalculation complete, Please press 'Continue’ to
return to application,

Continue

The dependent will now appear inactive on the dependents tab.

Covered Dependents For 0023601 John Smith

Dependent Name Birth Date Relationship
Jane-Elizabeth Smith 08/01/2013 Child {under 21}
Jacy Smith 04/09/2002 Child {under 21}
Judy Smith 07/16/1961 Spouse

Gender

Fernale

Female

Female

Status
Inactive
Active

_actwe |

Active
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Re-activating a Dependent

Go to the Employee Drop Down

MMEDAWVIE

BLUE CROSS

Home Employee Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search
Manage Employees

Search By: |Emp|c|'_~ree No =] I

Log into the member by clicking on their name
Last Name + - First Name + -

Srith “ John

Click on the Dependents Tab
Click on the Status “Inactive” for the dependent that should now be covered.

Covered Dependents For 0023601 John Smith

Dependent Name Birth Date Relationship Gender Status
Jane-Elizabeth Smith 08/01/2013 Child {funder 21} Female .-.* Inactive |
Jacy Srmith 04/09/z2002 Child {under 21} Fermale Active |
Judy Srinith 07/16/1961 Spouse Fernale Active |

Enter the effective date that you want the dependent status changed. Click on OK.

Confirmation

Changing a dependent’s status from Active to
Inactive terminates all benefits for the dependent.
Do you want to continue?

If you are ok with this change please specify the
effective date.

Effective Date ILI_I

Cancel | OK |
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Re-Activating a Dependent

The dependent will now appear active on the dependents tab.

Covered Dependents For 0023601 John Smith

Dependent Mame Birth Date Relationship Gender Status

Jane-Elizabeth Smith 08/01/2013 Child {under 21) Ferale Active

Judy Smith 07/16/1961 Spouse Fernale Active

Jacy Smith 04/09/2002 Child {under 21} Female Active |
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Terminating a Dependent - Login As

Go to the Employee Drop Down

] MEDAVIE

g BLUE CROSS

k

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Click on “Login As” option for the member

Status + - Divid + -

ACT i} Login &s |

Select Life Event Change which is located at the bottom of the page.

L’ | want to Review my Current Coverage

T @ Life Event Change
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Terminating a Dependent - Login As

Enter the effective date of the life event change. Select the reason for the Life Event
change (Choose the one that best indicates the change you will be making)

Note: Depending on your set up for your group the below options may vary.

Date of Life Event Chande:  08/30,/2013 E

Marriage or eligibility of vour common-law spouse
Separation or divarce
Birth ar adoption of a child
Death of vour spouse or ofthe last dependent child
f Loss of a child, ar a child becomesiis no longer eligible for coverage

Involuntarily loss or gain access to coverage under your spouse's plan

Click on Next

A disclaimer will appear. Click “I Agree”

Disclaimer
Your employver may require you to pr

Benefits plans must be administered
coverage during the year only if vou
child or marriage.

By completing this change, vou certif
information that vou are about to pr
falsification or material omission of ir
employment.

Cancel | 1Agree jd—""

Click on Next on the personal details page
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Terminating a Dependent - Login As

On the Dependent page click on the Trash can to delete the dependent. Note: This will
permanently remove the dependent from the members file.

Life Event Change

Jane-Elizabeth Smith

Relationship:  Child {under 21}
Gender: Female Covered Under Other Plan: Mo .

Birth Date:  08/01/2013

A pop up will appear click on OK.

This action will terminate all benefits for this
dependent. This action cannot be reversed.
Do yol want to continue?

The dependent will now be removed from the file.

You have no dependents on file

Add New Dependent

Click on Next until you reach the last page which is the Enrollment Summary page

Note: If you are removing all dependents ensure that the benefits are changed to Single
coverage on the Benefits pages.
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Terminating a Dependent - Login As

Click on Confirm once you reach the Enrollment Summary page.

A pop up will appear click on OK if the life event has been completed.

Confirm Life Event Change

If ywou are satisfied with your choices press
"Dk to confirm your enrollment. Othensise
select "Cancel" to continue your enroliment.

Your change is now complete. A new confirmation statement will be available to view or
print.

Enrollment Process is Now Complete

Thank you, John Smith

Your enrollment process is now completel Your selections have been confirmed and submitted.

Confirmation Statement
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Adding a Dependent - Login As

Go to the Employee Drop Down

B MMEDAWVIE

g BLUE CROSS

k

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

search By: |Employee No »| |

Click on “Login As” option for the member

Status + - Divid + -

ACT i} Login &s |

Select Life Event Change which is located at the bottom of the page.

L’ | want to Review my Current Coverage

T @ Life Event Change
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Adding a Dependent - Login As

Enter the effective date of the life event change. Select the reason for the Life Event
change (Choose the one that best indicates the change you will be making)

Note: Depending on your set up for your group the below options may vary.

Enter the date and type of change

Diate of Life Event Change:  08,/30,/2013 E

= | Marriage ar eligibility of vour commaon-law spause
| Separation or divorce
‘Vj Birth or adoption of a child
| Death of your spouse or ofthe last dependent child
| Loss of a child, ar a child hecomesiis no longer eligible for coverage

- Imvoluntarily loss or gain access to coverage under your spouse's plan

Click on Next

A disclaimer will appear. Click “I Agree”

Disclaimer
Your employver may require you to pr

Benefits plans must be administered
coverage during the year only if vou
child or marriage.

By completing this change, vou certif
information that vou are about to pr
falsification or material omission of ir
employment.

Cancel | 1Agree jd—""

Click on Next on the skip the personal details page
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Adding a Dependent - Login As

Click on “Add New Dependent”

Life Event Change

You have no dependents an file

Add New Dependent

Add dependent details and click on Save.

Add New Dependent

First Name: Judy Last Name: Smith
Initial: Relationship: Child {under 21} j

Birth Date: sugust =] s =l 2oz 7 Gender:

| ) Caovered Under Other Plan w

Effective: August 30, 2013

The dependent details will now appear.

Life Event Change

Judy Smith

Relationship:  Child {under 21}
Gender: Female Covered Under Other Plan: Mo . .

Birth Date:  08/05/2013
Add New Dependent

Click on Next until you reach the last page which is the Enrollment Summary page

Note: If you are adding the first dependent ensure that the benefits are changed to family
coverage on the Benefits pages.
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Adding a Dependent - Login As

Click on Confirm on the Enrollment Summary page

A pop up will appear click on ok to confirm the enrolment.

Confirm Life Event Change

If wou are satisfied with your choices press
"Dk to confirm your enrollment. Othenwise
select "Cancel" to continue your enrcliment.

Your change is now complete. A new confirmation statement will be available to view or
print.

Enrollment Process is Now Complete

Thank you, John Smith.

Your enrollment process is now complete! Your selections have been confirmed and submitted

Confirmation Statement
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Update a Regular Dependent to a Student

Go to the Employee Drop Down

MMEDAWVIE

BLUE CROSS

Home Employee Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search

Manage Employees

Search By: |Emp|c|'_~ree No =] I

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ‘ John

Click on the Dependent Tab
Click on the Dependent name

Covered Dependents For 0019066 John Smith

Dependent Mame Birth Date Relationship

Michael Smith 0&8/08/1995 Child {under 21)
Robert Smith == 01/01/1993 child {under 21}
Judy Smith 08/05/2013 Child {under 21}

Gender

Male

Male

Female

Status

Active |
Active |
Active |

Select Student from the drop down list

Last Name |Smith

Relationship Student (under 2513k

Gender [Male =] h
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Update a Regular Dependent to a Student

Add the Effective date of the change

ie. Date in which the dependent reached maximum regular dependent age

Change Effective Date I::|1,"|:|1,"2|:|13

Dependent Effective Date

Click on save at the bottom of the page

Cancel | -Savel

The Relationship has now been adjusted to indicate Student.

Covered Dependents For 0019066 John Smith
Dependent MName Birth Date Relationship
Michael Smith 058/08/1995 Child {under 21}
Robert Smith a1/01/1992 Student (under 25) (
Judy Smith 08/05/2013 Child {under 21}

Gender

Male

Male

Fermale

Status

Active |
Active |
[awe]

Active
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Update a Dependent to a Disabled Dependent

Note: Before updating a dependent to a disabled status please ensure that it has been
approved by the Medical underwriting team.

Go to the Employee Drop Down

MMEDAVIE

BLUE CROSS

Home Employee Enrallmeant

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search
Manage Employees

‘ Search By: |Emp|o'_«ee Noj |

Log into the member by clicking on their name

Last Name + - First Name + -

Srith “*‘_—- Jahn

Click on the Dependent Tab
Click on the Dependent name

Covered Dependents For 0019066 John Smith

Dependent Name Birth Date Relationship Gender Status
Michael Srnith 08/08/1995 Child {under 21} Male Active |
Robert Smith === 01/01/1993 child {under 21} Male Active |
Judy Srnith 08/05/2013 Child {under 21} Fernale Active |

Change the relationship to Disabled

Edit Dependent

Please modify the fields you wish to change. When you are done press the "Save" button.

First Name Robert Last Name Smith
Initial Relationship Child (under 21) [=]
. Select
Birth Date 06/03/1996 Gender Child (under 21)
Smoker Status Student (ages 21- 25
. - Disabled
Change Effective Date 03/01/2015
Dependent Effective Date November 01, 2011

Click save at the bottom of the page.



Updating an Employee’s Salary mid plan year

Note: Salary updates usually are done if a significant increase is done to the member’s
salary. Please discuss this process with your Blue Cross team prior to making changes to
the salary mid plan year.
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MMEDAWVIE

BLUE CROSS

o
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Home Employee

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: IEmpI-::l'yee Mo ;I I

Log into the member by clicking on their name

Last Mame + - First Mame + -

Smith ?— John

Go to the Employee tab

rCDveragE | Employee wnts | Beneficiaries | Audits |

Click on Modify Employee at the bottom of the page

_\ =]

Pass-through fields | Modify Emplovee |

Scroll down to the Salary within the Employee Information
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Updating an Employee’s Salary mid plan year

Adjust all three salaries to the new amount (Current Frozen Earnings, Future Frozen
Earnings and Current Earnings)

Current Frozen Earnings IEDDDD Future Frozen Earnings +ISDDDD
Current Earnings . IEDDDD Fraction of Full Time Im ar,
Client Specific Code I Years In System 2

RAMQ proof of coverage received? e 0 Ng

Original Hire Date IU?.-"EE.-QUH

Enter the effective date of the change and enter the reason for change
Click on Save

Current Indicative Data Effective Date IS £
Mew Indicative Data Effective Date Iml,rml,rzmS
Reason For Change |Sa|ar3f change

Cancel | Save |

Note: A pop up may appear if the email is not completed. Click on OK to continue

Click on the Coverage tab

Cuverag% a Employee De

Click on the recalculate tab

| Owerrides | Recalculate |

Enter the effective date of the change. Click on the Recalculate button

You are about to recalculate the employee's benefits for Current period. To perform recalculation, please, click
"Recalculate” button,

Effective Date: |:]1ID1JQD13 G|

A confirmation statement page will appear. Click on Confirm at the bottom of the page.

Cancel " Confirm |

Click on View Confirmation and print the confirmation statement for the Employee. All
amounts will now reflect the cost of benefits based on the new salary.



Applying Benefit Reductions and terminating benefits mid plan year

Note: Depending on your plan set up some benefits may have a reduction set up for some
benefits that need to be applied once the member reaches a certain age. They may also
have benefits that they are no longer eligible for mid plan year. If required by your plan
set up you must make these adjustments throughout the year.
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Home Employee

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search
Manage Employees

‘ search By: |Employee No x| |

Log into the member by clicking on their name

Last Name + - First Name + -

Srith F—- John

Go to the Employee tab

|_C|:|'urerage | Emplovee rwnts | Beneficiaries | Audits |
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Applying Benefit Reductions and terminating benefits mid plan year

To terminate a benefit that the member is no longer eligible for:
Click on the Change Status button

>

Current Status: Active

Close

Change Status |

Click on the “Keep Status” button

Cancel | Change Status | Keep Status |

Change the “Action” to Terminated for each benefit you wish to terminate (Member must
have at least one benefit active)

Change the effective date

Employee AD&D Insurance Active IND Actioh j IDBHDQDH
Child AD&D Insurance Active \ Terminate IDBBDQDH
Employee Life Insurance Active IND Actioh j IDBHDQDH

Click on save at the bottom of the page

Go to the coverage tab then the Recalculate tab and enter the effective date of the change
and select the recalculate button

| Coverage | Employee | Dependents | Beneficiaries | Audits |

| Senefits | Flex | Contributions | Fayroll | Fremium | EOQI | Cverrides Recalculate

Benefits recalculation for 10AD0

You are about to recalculate the employee's benefits for Current period. To perform recalculation, please, click
"Recalculate” button.

Effective Date: |1 1/07/2012 | ‘-" Recalculate |
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Applying Benefit Reductions and Terminating Benefits mid plan year

A confirmation page will appear. Click on Confirm at the bottom of the page

S

Cancel | Confirm |

A pop up will come up to indicate that the recalculated coverage has been successful.

The recalculated coverage has been successfully saved. You can now return to Benefits Tab by clicking "Close".

Close |

The Recalculation will apply any reductions to the member’s coverage that is required.
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Adding a Dependent/ Changing Benefits to Family - Login As

Go to the Employee Drop Down

] MEDAVIE

g BLUE CROSS

k

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.

Manage Employees

search By: |Employee No »| |

Click on “Login As” option for the member

+ - Status + -

ACT Login As

ACT Login As |

Select Life Event Change at the bottom of the page
L’ | want to Review my Current Coverage

T @ Life Event Change
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Adding a Dependent/ Changing Benefits to Family - Login As

Change the effective date and select the correct option from the list available. Click on
next at the bottom of the screen

Note: Depending on your set up for your group the below options may vary.

Date of Life Event Change: | 09,05/2013 B

Marriage or eligibility of your common-law spouse

Separation or divarce

Birth or adoption of a child

Death of your spouse or of the last dependent child
Loss of a child, or a child becomesiis no longer eligible for coverage

Involuntarily loss ar gain access to coverage under your spouse's plan

=N

Click on “T Agree” for the disclaimer

Disclaimer

Your employer may reguire you to provide documentation regarding the date of your status change.

Benefitz plans must he administered in accordance with plan rules. Under plan rules, you are permitted to change your coverage during the year
only if you experience certain life events as described inthe Plan Details, such as birth of a child ar marriage.

By completing this change, you cerdify that you have read the Life Event infarmation in the Plan Details and that the information that you are about to
pravide is true and correct. You understand that any fraudulent statement, falsification or material omission of information may subject you to
discipline up to and including termination of employment.

—
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Adding a Dependent/ Changing Benefits to Family - Login As

Click on Next on the personal information page

PERSOMNAL INFORMATION
Click on Add New Dependent

Life Event Change

You have no dependents on file

Complete the dependent details and click on Save

First Name: Jacy Last Name: Smith

Initial: Relationship: Child {under 213 j

Birth Date: Septemberj 1 j 2013 j Gender:

L) Covered Under Other Plan @

Effective: Septermber 1, 2013

The dependent will now appear. Click on next.

Coverage should now indicate family on the Health Benefit page.
Note: Depending on your plan design you may need to select “Change dependent
coverage” in order to change benefits to family or to add the new dependent to the

coverage.

Click on Next until you reach the Enrollment Summary page
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Adding a Dependent/ Changing Benefits to Family - Login As

Click on Confirm

A pop up will appear to confirm the life event. Click on OK.

Confirm Life Event Change

If wou are satisfied with your cholces press
"Ok" to confirm your enroliment. Othernwise
select "Cancel" to continue your enrolliment.

A confirmation page will appear to indicate the process is complete you have the option
to view/print your Confirmation statement

Errollment Process s Naow Complete

Thankyou, John Smith

‘four enroliment process is now complete! Your selections have been confirmed and submitted.

Confirmation Statement
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Removing a Dependent/ Changing Benefits to Single - Login As

Go to the Employee Drop Down

] MEDAVIE

g BLUE CROSS

k

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.

Manage Employees

search By: |Employee No »| |

Click on “Login As” option for the member

+ - Status + -

ACT Login As

ACT Login As |

Select Life Event Change at the bottom of the page
L’ | want to Review my Current Coverage

T @ Life Event Change
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Removing a Dependent/ Changing Benefits to Single - Login As

Change the effective date and select the correct option from the list available. Click on
next at the bottom of the screen

Note: Depending on your set up for your group the below options may vary.

Date of Life Event Change:  09,05/2013 =

Marriage ar eligibility of your cammaon-law spouse
Separation or divorce
Birth or adoption of a child

Death of your spouse or ofthe last dependent child

Loss of a child, or a child hecomesfis no longer eligible for coverage

Involuntarily loss ar gain access to coverage under your spouse's plan

Click on “I Agree” for the disclaimer

Disc

laimer

Your employer may reguire you to provide documentation regarding the date of your status change.

Benefitz plans must he administered in accordance with plan rules. Under plan rules, you are permitted to change your coverage during the year
only if you experience certain life events as described inthe Plan Details, such as birth of a child ar marriage.

By completing this change, you cerdify that you have read the Life Event infarmation in the Plan Details and that the information that you are about to
pravide is true and correct. You understand that any fraudulent statement, falsification or material omission of information may subject you to
dizcipline up to and including termination of employment.

—
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Removing a Dependent/ Changing Benefits to Single - Login As

Click on Next on the personal information page unless updates are required as well

PERSOMNAL INFORMATIOMN

Click on the trash can beside the dependent details.

A pop up will appear for you to confirm that you want to remove the dependent. Click on

OK.

This action will terminate all benefits for this
dependent. This action cannot be reversed.
Do you want to continue?

The dependent will no longer appear. Click on next.

Coverage should now indicate single.
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Removing a Dependent/ Changing Benefits to Single - Login As

Click on Next until you reach the Enrollment Summary page.

Click on Confirm

A pop up will appear to confirm the life event. Click on OK.

Confirm Life Event Change

If wou are satisfied with your choices press
"Dk to confirm your enrollment. Othenwise
select "Cancel" to continue your enrollment.

A confirmation page will appear to indicate the process is complete you have the option
to view/print your Confirmation statement

Errollment Process s Now Complete

Thankyou, Jehn Smith

Your enrollment process is now complete! Your selections have been confirmed and submitted.

Confirmation Statement
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Removing Health and/or Dental Benefits (Spousal Coverage) - Login As

Note: Reason for removing Health and Dental Benefits mid plan year must be due to a
gain of coverage.

Go to the Employee Drop Down

B MEDA

"k BLUE crROSS

h

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: |Emp|0yee ND;I |

Click on “Login As” option for the member

+ - Status + -

ACT Login As

ACT Login &s |

Select Life Event Change at the bottom of the page
L’ | want to Review my Current Coverage

@ Life Event Change
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Removing Health and/or Dental Benefits (Spousal Coverage) - Login As

Change the effective date and select the correct option from the list available. Click on
next at the bottom of the screen

Note: Depending on your set up for your group the below options may vary.

Date of Life Event Change: | 00,05,/2013 H

Marriage ar eligibility of your common-law spouse

Separation or divorce

Birth ar adoption of a child

Death of your spouse ar of the last dependent child

Loss of a child, or a child becomesiis no longer eligible for coverage

V Involuntarily loss or gain access to coverage underyour spouse's plan

Click on “T Agree” for the disclaimer

Disclaimer

Your employer may reguire you to provide documentation regarding the date of your status change.

Benefitz plans must he administered in accordance with plan rules. Under plan rules, you are permitted to change your coverage during the year
only if you experience certain life events as described inthe Plan Details, such as birth of a child ar marriage.

By completing this change, you cerdify that you have read the Life Event infarmation in the Plan Details and that the information that you are about to
pravide is true and correct. You understand that any fraudulent statement, falsification or material omission of information may subject you to
discipline up to and including termination of employment.

—

Click on Next on the personal information and dependent pages unless updates are
required as well

PERSOMAL INFORMATION
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Removing Health and/or Dental Benefits (Spousal Coverage) - Login As

Note: Depending on your plan set up you may have an option to opt out of the benefit
and not have the waive coverage button available. (See screen shot for Opt out coverage)

Waive Coverage Option (If Applicable)
On the Health Benefit page select Waive Coverage for all benefits
3 moduec @

K

Prescription Drugs @
Option Coverage

T Modules @
2 Moduleb @

3 Modulec @

T <

Opt out option (If Applicable)
If you have the opt out option then select this option for each benefit that is no longer
required due to spousal coverage.

Health Care @
Option Coverage Category Annual Cost  Hutreco § Applied Per pw‘elec{

1 Nocoverage/opt out @ - 50 S/
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Removing Health and/or Dental Benefits (Spousal Coverage) - Login As

Complete the waiver form for each benefit that needs to be waived. Click on save.

Prescription Drugs Coverage Waiver

ou have selected to waive your Prescription Drugs coverage. In order to proceed wou must
fillin all the fields helow.

Flan Start Date: 0112013

Reason for Waiver: Spousal Coverage

For Proof of Coverage

Insurance Company: Company ABC

Policy Murnber: 12345-123

Mote: All fields must be completed to submit form

¢ Cancel Save

Click on Next until you reach the Enrollment Summary page.

Click on Confirm

A pop up will appear to confirm the life event. Click on OK.
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Removing Health and/or Dental Benefits (Spousal Coverage) - Login As

Confirm Life Event Change

If wou are satisfied with your choices press
"OK" to confirm your enrolliment. Othenwise
select "Cancel" to continue your enrollment.

A confirmation page will appear to indicate the process is complete you have the option
to view/print your Confirmation statement

Enrollment Process is Now

Complete

Thankyou, John Smith

Your enrollment process is now complete! Your selections have been confirmed and submitted.

Confirmation Statement
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Adding Health and/or Dental Benefits (Loss of Spousal Coverage) - Login As

Note: Reason for adding Health and Dental Benefits mid plan year must be due to loss of
coverage.

Go to the Employee Drop Down

B MEDA

"k BLUE crROSS

h

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.
Manage Employees

Search By: |Emp|0yee ND;I |

Click on “Login As” option for the member

+ - Status + -

ACT Login As

ACT Login &s |

Select Life Event Change at the bottom of the page
L’ | want to Review my Current Coverage

@ Life Event Change
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Adding Health and/or Dental Benefits (Loss of Spousal Coverage) - Login As

Change the effective date and select the correct option from the list available. Click on
next at the bottom of the screen

Note: Depending on your set up for your group the below options may vary.

Date of Life Event Change: | 00,05,/2013 H

Marriage ar eligibility of your common-law spouse

Separation or divorce

Birth ar adoption of a child

Death of your spouse ar of the last dependent child

Loss of a child, or a child becomesiis no longer eligible for coverage

V Involuntarily loss or gain access to coverage underyour spouse's plan

Click on “T Agree” for the disclaimer

Disclaimer

Your employer may reguire you to provide documentation regarding the date of your status change.

Benefitz plans must he administered in accordance with plan rules. Under plan rules, you are permitted to change your coverage during the year
only if you experience certain life events as described inthe Plan Details, such as birth of a child ar marriage.

By completing this change, you cerdify that you have read the Life Event infarmation in the Plan Details and that the information that you are about to
pravide is true and correct. You understand that any fraudulent statement, falsification or material omission of information may subject you to
discipline up to and including termination of employment.

—

Click on Next on the personal information and dependent pages unless updates are
required as well

PERSOMAL INFORMATION
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Adding Health and/or Dental Benefits (Loss of Spousal Coverage) - Login As

Note: Depending on your plan set up you may have an option to opt out of the benefit
and not have the remove coverage button available. (See screen shot for Opt out

coverage)

Remove Waiver Option (If Applicable)

On the Health Benefit page select remove waiver for all benefits now required

Health Benefits @

Coverage has been waived

Remove Yaiver

Prescription Drugs @

Coverage has beenwaived

Remove Yaiver

Dental Benefits @

Coverage has beenwaived

Remove YWaiver

Select the benefit option.

Health Benefits @

Option Cowverage Category
1 wodule s @ Single
2 Modulep @ Single
3 moduec @ Single

Annual Cost flex § Applied Per Pay Select

$843 \ N/

$1,071 $149 $35.46 @
$1,627
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Adding Health and/or Dental Benefits (Loss of Spousal Coverage) - Login As

Opt out option (If Applicable)
If you have the opt out option then select the new option for each benefit that is now
required.

Health Care @

Option Coverage Category Annual Cost  Hutreco $ Applied Per Pay Select
1 Mo coverage/Opt out (7] - 0 -
2 pasic @ Farnily 51,640 $1,840 $0.00 @

Click on Next until you reach the Enrollment Summary page.

Click on Confirm

A pop up will appear to confirm the life event. Click on OK.

Confirm Life Event Change

If wou are satisfied with your choices press
"0k to confirm your enroliment. Othenwise
select "Cancel" to continue your enroliment.

A confirmation page will appear to indicate the process is complete you have the option
to view/print your Confirmation statement

Errollment Process s Naow Complete

Thankyou, John Smith

‘four enroliment process is now complete! Your selections have been confirmed and submitted.

Confirmation Statement
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Changing a Benefit Option

Go to the Employee Drop Down

] MEDAVIE

g BLUE CROSS

k

Click on Manage Employees

Do a search by looking up the employee number or last name. Click on Search.

Manage Employees

search By: |Employee No »| |

Click on “Login As” option for the member

+ - Status + -

ACT Login As

ACT Login As |

Select Life Event Change at the bottom of the page
L’ | want to Review my Current Coverage

T @ Life Event Change
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Changing a Benefit Option

Change the effective date and select the correct option from the list available. Click on next at
the bottom of the screen

Note: Depending on your set up for your group the below options may vary.

Date of Life Event Change: | 09/05/2013 H

Marriage or eligihility of your comman-law spouse

Separation or divorce

Birth or adoption of a child

Death of your spouse ar of the last dependent child

Loss of a child, or a child hecomesiis no longer eligible for coverage

V Involuntarily loss ar gain access to coverage underyour spouse's plan

Click on “I Agree” for the disclaimer

Disclaimer

Your employer may reguire you to provide documentation regarding the date of your status change.

Benefitz plans must he administered in accordance with plan rules. Under plan rules, you are permitted to change your coverage during the year
only if you experience certain life events as described inthe Plan Details, such as birth of a child ar marriage.

By completing this change, you cerdify that you have read the Life Event infarmation in the Plan Details and that the information that you are about to

pravide is true and correct. You understand that any fraudulent statement, falsification or material omission of information may subject you to
dizcipline up to and including termination of employment.

—

Click on Next on the personal information and dependent pages unless updates are required as
well




Changing a Benefit Option

On the Benefits pages select the new option for each benefit that requires to be changed

to a new option. Click next to go through all the benefit pages.

Health @

Option Coverage Category Annual Cost flex $ Applied
1 Basic @ Family $1,923
2 Comprehensive 6 Family $2,667 $1,870

Once on the Enrollment Summary page click on Confirm

A pop up will appear to confirm the life event. Click on OK.

Confirm Life Event Change

If ol are satisfied with your choices press
"0k to confirm your enrallment. Othenwise
select "Cancel" to continue your enrollment.

A confirmation page will appear to indicate the process is complete you have the option

to view/print your Confirmation statement

Errollment Process s Now Complete

Thankyou, John Smith

Your enrallment process is now completel Your selections have been confirmed and submitted

Confirmation Statement

Per Pay

$15.33
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Transferring a Member

Go to the Employee Drop Down

MMEDAWVIE [

BLUE CROSS

Home Employee ‘ Enrollment

Click on Manage Employees

Do a search by looking up the employee number or last name
Manage Employees

search By: |Employee No »| |

Log into the member by clicking on their name

Last MName + - First MName + -

Smith ?— John

Go to the Employee Tab

Coverage | Emplovee I

Click on Modify Employee at the bottom of the page

nce of Employment Mova Scotia
ion Days a
Pass-through fields I _Modifl_.r Employee
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Transferring a Member

Depending on the set up of your group you may need to adjust the following options:
Update Hire Date (for eligibility) to the effective date of the transfer to the new Division.
Change the division by selecting an option from the drop down list.

Change the payroll by selecting an option from the drop down list.

Change the cost center by selecting an option from the drop down list.

Change the location code by selecting an option from the drop down list.

Update the salary in all three fields.

Employee Information cick to hide)
Employee No. Q023601 Payroll No |DD23501
Division |Regu|ar- all other pm,j Hire Date (for Eligibility} ID?HEQUM
Payroll IADP j Province of Employment IOntariD j
Cost Center INBISDn j Yacation Days ID
Location Code ICANADA -
Earning Type*
If vou selected "Salary’, please enter the annual amount into each Earnings field below, If yvou
selected 'Hourly', please enter the hourly rate into each Earnings field. All amounts will be assigned
the same earnings type.
Enter Effective date and reason for change and click on save.
Current Indicative Data Effective Date NS
Mew Indicative Data Effective Date IL. |
Reason For Change I
sove

A Pop up box may come up to indicate that the email is not completed
Click on OK to continue

Message from webpage il
‘? y

\"'4“) Perzonal email address has been selected as preferred, but nok entered. Continue saving daka?

(04 I Zancel |
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Transferring a Member

On the Employee Tab under the Division you will notice a “Switch Plan” button. This
must be clicked on in order to change the benefits.

Note: This will only be an option if there is a change in the benefits.

Employee Information rclick o hide)

Employee No. 0023601 P.

Division Fegular - all other provinces H
_'-'-'-* Switch Plan |

Payroll anp Pi

A pop up will come up.

Select the option to “Open the employee’s enrollment window so they can make their
new elections” or you can do a login as and make the selections for them. (Recommended)

You can also select the option “I will make the employee’s new elections from the admin.
Ensure the effective date is correct and enter a reason for the change

Click on Switch Plan

Switch Plan

You have selected to switch plans for the employee.
This operation will:

Terminate current coverage.
Generate payroll adjustments.
Generate premium adjustments.
Remove terminated coverages.
Remove subscriptions history.

(LR L]

This operation cannot be undone, If you would like to perform this operation please enter
the effective date and the reason for the change.

Effective Date: IDQIIE;QD']S

Change Reason: ||:hanged positions

Once the above is completed how will the employee's new elections be entered?

T 1 will make the employee’s new elections from the admin.

g Open the employee’s enrollment window so they can make their new elections.
The switch plan is a

* Flex to Flex

T Other (Flex to Traditional, Traditional to Flex, Traditional to Traditional)
Employee's new enrollment window:  from |09/05/,2013 to |10/05/72013

Cancel Switch Plan
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Transferring a Member

If applicable you will see the waiting periods at the bottom of the page on the employee
tab. To update click on Modify Waiting button and change the waiting period to Yes or
No and enter change reason and save.

Future Frozen Earnings $25,571.00
Fraction of Full Time 100 %
Years In System 0

Apply Waiting Period Yes

Modify Waiting \

Note: The coverage tab will now have no benefits listed.

You can reset the members PIN on the Employee tab and advise them to select their
benefits or you can select their benefits for them through the Login As option.

Login As options

Click on the “I want to Enroll” at the bottom of the page

@ | want to enroll

Complete the Enrollment by completing the mandatory information. Click next to
continue through each page until you reach the Enrollment Summary.

Click on Confirm.

A pop up will appear to confirm the enrollment. Click on OK.

Confirm Enroliment

PLEASE READ: You are confirming your
coverage and will not be able to make any
changes until another enrolliment period
[unless you have a Life Event, i e adding a
dependent etc). If wou are satisfied with your
choices, press "Ok" to confirm your
enrollment. If you think you still might want to
make changes before your enroliment
window closes, press "Cancel”.

Transferring a Member

The Confirmation statement will appear to View/Print.
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Thankyou, John Smith.

Your entollment process is now complete! Your selections have been confirmed and submitted.

Confirmation Statement
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Generate Data Extracts

Click on the Extract tab. Select Generate Data Extracts. Enter the Extract Name. Select
the criteria you would like to run the query for. Select the Extract Type (ie. Employee
Information, Dependent Information etc.)

Home

Employee Enrollment Extracts

Exports

Manage Employees

Search Employees =
Generate Data Extract

View/Download Extract

Click on Execute

Generate Data Extract

Medavie Blue Cross

&

jo e e Tile Tl |

Extract Name: |Emu|uyee Data
Selection Criteria: ‘—
Status: |AI:twa
Gender: ---- Select ——-- ¥
Age: to
Language: —--Select —- ¥

Dependent Status: - Select —- =

Extract Type:

Employee Information
Dependent Information
Current Benefit Subscriptions
Current Flex 2llocation
Beneficiary Infarmation

Current Wwaived Subscriptions

j Divisian:
Cost Center:
Location:

Province:
Change Date:

{Note: Future Extracts are only svailsble during the Annual Enrallment Pariod.)

Bl

(rrn/dd/yyyy) (rarn/dd/yyyy)

' Future Benefit Subseriptions

' Future Flex allocation

© Future Wwaived Subscriptions

=

Erecuts

A pop up message will appear to advise that the Data Extract request was received.
Click on Ok

ff‘_'Eenerating Data Extract Request - Microsoft Internet Explorer proy

=101 x|

£ | https:,l',l'cu:unneu:t.medavie.bluecruss.u:a,l'I:uu:au:lmin,l'.ﬁ.dminEninsh,l'F‘rivate,l'Re|:|u:urts,I'GenerateDataExtractStepE.a| % | 3t

Generating Data Extract Request

-

Your request to generate Data Extract has been received and processing of your
request has begun. ¥ou will be informed via email when the operation is
complete. The tracking ID of your requestis: 2135. Please make note of the
tracking ID as it can be used to check the status of your request if required.

Done

[

T T @ mteme

lra v | R0 -
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Generate Data Extracts

Click on the Extract tab. Select the View/Download Extracts

Home Employee Enrolimant Extracts Exports

Search Employees =
Generate Data Extract
Wiew/Download Extract

Manage Employees

Your Data Extract just requested will appear (may take a minute to appear)

Click on the Name of the Extract you wish to open.

Home Employee Enrollment  Extracts Exports Users Setup HRIS Utilitias

Data Extracts

The following are previous data extracts:

Name Date

Emplovee Data.zin 01/23/2013 8:16:19 &AM

A pop up will appear. Click on Open or Save
o

Do you want to open or save thiz file?

[l%ll Mame: Employves Data.zip
Type: Compressed (zipped) Folder

From: connect.medavie.bluecross.ca

Open Save | Cancel I

harm your camputer. 1 pau do nat trust the zource, do nat open or

I ? | Yw'hile files from the Intermnet can be useful, zome files can potentially
-~ zave thiz file. What's the rizk?

Created by
Sharon Edgett

If open is selected then the file will open up in a .csv zip file. You can open and work

with the data available.
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Run a Carrier Export

Click on the Exports tab. Select Carrier Export.

MEDAWVIE

BLUE CROSS

Home Enrollment Exports Users

Carrier Export

Payroll Export

Manage Employees

Search By: Salary Contributions Export

i “acation Days Export

Billing/Premium Export
Flex Contributions Export

0

Click on Next for the Carrier File you want to Export

Carrier Exports

Select the policy below you wish to export:

Carrier Policy Last Export
Blue Cross ;‘Z?,Lﬂasmzlgifow to Next
Enter date range for the export. Click on Export.
Blue Cross () policy #
Please enter the date range for which you wish to export this policy
Export Period: [03/06/2013 ﬂ to [03/20/2013 ﬂ
Back Export
The following are previous exports of the above policy:
Carrier Exports {Start Date to End Date)
February 18, 2013 to March 5, 2013 Download Export il
January 27, 2013 to February 18, 2013 Download Export ﬂ
A pop up will appear indicating that the request was received. Click on Ok.
{::'Eenerate Carrier Export Request - Microso = |EI|5|

P Connect, meday e, DIUeCross. ca mir, mincngls FIvate Expor Xpor Epa, asprpid= Id= ]
hikkp ) t.medavie.bl (B AdmingAdminEnglish/Private /Export/ExpartStep3, asp?pid=19%cid=158] | ki

Generate Carrier Export Request

[—

Your request to generate a Carrier Export has been received and processing of
your request has begun. ¥ou will be informed via email when the operation is
complete. The tracking ID of your request is: 2151. Please make note of the
tracking ID as it can be used to check the status of your request if required.

[~

T T T @ nteret

|\:.;,I > |-:+;1|:u:|% - 4
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Run a Carrier Export

Return to the Carrier Export results by clicking on Next.

Last Export

January 23, 2013 to ~~h
Mext

January 31, 2013

Select the Export just requested. Click no Download report.

The following are previous exports of the above policy:
Carrier Exports (Start Date to End Date)
January 22, 2013 to January 26, 2013 Download Export ‘_

You can now Save the document and send the file to Blue Cross as per the process that
has been set up for your group.

File Download x|

Do you want to open or save this file?

[|%|! Mame: Blue Cross - 02-05-2013.zip

Type: Compressed (zipped) Folder

From: connect.medarie.bluecross.ca

Open Save | | Cancel I

I iy | YWhile files from the Intermet can be useful, zome files can potentially
e harm pour computer. IF you do not trugt the zource, do not open or
S5 zave this file. What's the rigk?
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Run a Payroll Export

Click on the Exports tab. Select Payroll Export.

é BLUE CROSS

Home Employee Enrollment Extracts Exports Users 5
Carrier Export F
Favyroll Expaort
Payroll Exports o : i
Billing/Premium Expo
Flex Contributions Export
Select the payroll below you wish|Salary Contributions Expart
Vacation Davys Export
Click on Next for the Payroll File you want to Export
Payroll Exports Medavie Blue Cross
Select the payroll below you wish to export:
Payroll Provider Last Export
ADP WEBST Change,Separate, XML JD;:L‘?;SE‘{D?%DQIDSH o T e
webs Standard WEBST Change,Separate,xML jﬂgz ih,zgéizw Mext
o
no extract WEBST Full,None, <ML JD;HEL?Q?%Z%DZIUSH o Next
ceridian WEBST Change,Separate, TEXT JD:HTE”;?E{SDZJU%%H to et

At the bottom of the page click on Export. The next payroll period will automatically

populate.

%

The next scheduled payroll period is 01112013 to 012472013 Export |

A pop up will appear indicating that the request was received. Click on Ok.

ﬂ'_.:'Generate Payroll Export Request - Microsoft Internet Explorer pru\ridé,. - |EI|£|

£ https:,l',l'u:u:unnect.medavie.bluecru:uss.ca,l'bcadmin,l'.ﬁ.dminEngIish,I'F'rivate,l'Pa';.frDII,I'Pa';.-'ruIIExpDrtStepB.asp?pid=| % ‘ L

Generate Payroll Export Request

Your request to generate a Payroll Export has been received and processing of
your request has begun. You will be informed via email when the operation is
complete. The tracking ID of your request is: 2152. Please make note of the
tracking ID as it can be used to check the status of your request if required.

=

[

Done ’_I_I_ I_I_ I_la Intermet |Jﬁ - | H100% v g
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Run a Payroll Export

Return to the Payroll Export results by clicking on Next.

MU gx0rgun WWEBD T FUIL MU, AN January’ 10‘ 2013 AL
" December 30, 2012 to
Ceridian WERST Change,Separate, TEXT Tanuary 15 2013 —+ Mext

You will now see your export range just requested.

Payroll ADP

The following are previous exports of the above payroll:
ALl | 2009 | 2010 | 2011 | 2012 | 2013

Payroll Exports {Start Date to End Date)

"-* January 11, 2013 to January 24, 2013
(RBunon February 5, 2013 @ 1:59:47F PM)

Click on Download Payroll
Payroll ADP

The following are previous exports of the above payroll:
ALl | 2009|2010 | 2011 | 2012 | 2013

Payroll Exports {Start Date to End Date)

lanuary 11, 2013 to January 24, 2013 \‘
o Download Payroll
(Rur on February 5, 2013 @ 1:59:47 PM) Download Payrall

You can now Save the document and send to your payroll provider or import into your
payroll systems.

Do you want to open or zave this file?

[l%lh Mame: 8001ADP - Feb052013.2ip
Type: Compressed (zipped) Folder
From: connect.medayie.bluecross.ca

Open Save | | Cancel I

harm your computer. |f pou do nat trust the source, do not open or

I ? | YWhile filez fram the Intermet can be uzeful, same files can potentially
~ zave thiz file. Yhat's the nsk?
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Run a Billing/Premium Export

Click on the Exports tab. Select Billing/Premium Export.

MEDAVIE

BLUE CROSS

Home Employee Enrollment Extracts Exports Users

Carrier Export
Pavyroll Export
Billing/Premium Export ‘"\[b
Flex Contributions Export -

Manage Employees

Search By: Salary Contributions Export

i Vacation Days Export

Click on Next for the Billing/Premium File you want to Export
Billing/Premium Export BC

You can view/generate bills for the following carriers:
Blue Cross

Policy Covered Benefits
Healtha, HealthB, HealthC, Employee Life Insurance, Basic Life Insurance,
Optional Life Insurance, Spousal Life Insurance, Child Life Insurance, LTD,
Employee Critical Iliness, Spousal Critical Iliness, Child Critical lliness, Basic
Family AD&0D Insurance, HCEA, Personal Account

Basic ADBD Insurance Mext

At the bottom of the page click on Generate Bill.

Manage Billing

Blue Cross

The following policies are in effect for this carrier:

Policy Covered Benefits

Healtha, HealthB, HealthC, Employee Life Insurance, Basic Life Insurance, Optional Life Insurance, Spousal Life Insurance, Child Life Insuranc
LTD, Employee Critical Illness, Spousal Critical Illness, Child Critical Hliness, Basic Family AD&D Insurance, HCEA, Personal Account

Basic ADRD Insurance

Billing Period:  May 2013

Back Billing History | Generate Bill

A pop up will appear indicating that the request was received. Click on Ok.
{~ Generate Bill Request - Microsoft Internet Explorer provided by Medavie - B - 0] =|

3|

£ | https: jfconnect, medavie,bluscross . cafbcadminfadminEnglishfPrivateBiling/EilingGens ategilStep3, asproid=158sdz

B
Bl

Generate Bill Request

Your request to generate a Bill has been received and processing of your request has
begun. ¥You will be informed via email when the operation is complete. The tracking ID
of your request is: 2155. Please make note of the tracking ID as it can be used to check
the status of your request if required.

[~
Done I_l_l_l_l_l_lg Internet |75 - [®100% - 4
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Run a Billing/ Premium Export

Return to the Billing/Premium Export results by clicking on Next.

Nextl

Click on Billing History.

Manage Billing

Blue Cross

The following policies are in effect for this carrier:

Policy Covered Benefits

Healtha, Healths, HealthC, Employee Life Insurance, Basic Life Insurance, Optional Life Insurance, Spousal Life Insurance, Child Life Insuranc
LTD, Employee Critical Illness, Spousal Critical Iliness, Child Critical Ilness, Basic Family AD&D Insurance, HCEA, Personal Account

Basic ADAD Insurance

Billing Period: May 2013
BLckl Generate Bill
You will now see your export range just requested.
Click on Download Bill
Generated bills for Blue Cross =
Bill Periods English Bill
April 2013 Download Bill *" it
March 2013 Download Bill ﬂ
February 2013 Cownload Bill ﬂ

You can now Save the document, open and view your bill.
File Download x|

Do you want to open or save this file?

[l%lh Mame: Blue Cross_Rill_april_2013.zip
Type: Compressed (zipped) Folder

From: 216.191.93.14

Open Save | | Cancel I

| CH | YWhile filez from the Intemet can be useful, zome files can potentially
G harm your computer. |f pow do nat trust the source, do not open or
S5 zave this file. what's the nigk?
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