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CHAPTER 1: E-BILL SERVICES SYSTEM

PURPOSE This chapter provides detailed information on opening
and closing the on-line billing system.

We have simplified the process of reviewing, updating,
submitting and paying invoices with the e-Bill Services
system. This on-line billing system provides an easy,
electronic, and secure way to update billing information,
access a 12-month history of invoices and payments, and
make electronic payments for premium due.

Important Note: By using this web site you agree to our
Internet Service Agreement. The eAdministration system
is a private web site containing confidential information.
Authorized users must utilize this information for business
purposes only. Any unauthorized use of the website
and/or the data contained on the site may be grounds for
penalties, fines or criminal conviction.

BEFORE YOU BEGIN Log on to the eAdministration HOME screen.

E-BILL SERVICES SYSTEM

Open e-Bill Services

To open the e-Bill Services system please follows these steps:
1. Log into the eAdministration system.
2. The HoME menu displays a list of menu options and applications.
3. Click on the e-Bill Serviceslink.

Forms Library Report Portal My Profile User Administration Change Password

Welcome to eAdministration.

Please make a selection from the menu above.



4. The SEARCH FOR SUBGROUPS screen opens and displays a table listing the
Subgroup ID and Name for each subgroup you assigned to your user id.

Search Subgroup ID/Nan

Subgroup ID Name

Select Subgroup

Select

5. Click on the appropriate SUBGROUP ID or NAME link to open the e-Bill Services
WELCOME screen. See below for an example of the Welcome screen.

Contact Us

To view contact information, please follow these steps:
1. Click on the Contact Us menu option at the top of the WELCOME screen.

Select Subgroup Add Subscriber Update Subscriber View/Update Invoice Payment History

2. The Contact Us screen opens and displays the following information:
* Help Desk

* Premium Mailing Address
* Billing Department

@ =] S

Billing Support Premium Payments Technical Support

MNO17 - W700
5700 Health Care Lane Mailing Address Overnight Address
Minnetonka, MN 55343-4522

1-866-322-1210
Select Prompt 2 to report a technical

it SR UnitedHealtheare iIssue or reset your pESSWQfd.
Phone: 1-866-322-1210 PO Box 860511 Lockbox 860511
R (1877 2651508 Minneapolis, MN 55486-0511 1200 Energy Park Drive

Email: life_billing@uhc.com St Paul, MN 55108



Exit

To close out of the E-BILL SERVICES system, please follow these steps:
1. Click on the Exit menu option on the top of the WELCOME screen.
2. The eAdministration Home page will display.

3. To exit out of the eAdministration system, click on the LoG OuT link on the menu
list.

Select Subgroup Add Subscriber Update Subscriber View/Update Invoice Payment History Contact U:



CHAPTER 2: LIST BILL E-BILL PROCESSING

PURPOSE

BEFORE YOU BEGIN

This chapter provides detailed information about online
processing for List Billed groups.

We will set up your access level according to the current
number of invoices sent out for your group. You may be
set up on the group level, which gives you access to all
subgroups within your group, or at the subgroup level,
which gives you access to one or more subgroups within
your group.

Example of Group & Subgroup hierarchy:

Group = ABC Company

Subgroup 1001 = ABC Company Miami, Florida

Subgroup 1002 = ABC Company New York, New York

Subgroup 1003 = ABC Company Los Angeles,

California

Login to the e-Bill Services system by following the
steps in Chapter 1: E-Bill Services System,
Section 1: Access e- Bill Services.
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Section 1: Adding a New Subscriber

PURPOSE This section provides detailed information regarding
adding a new subscriber to a subgroup. The following
screens must be completed through the e-Bill Services
system in order to submit the new subscriber information
to be included on aninvoice:

Add Subscriber

Address and Phone Information

Add Eligibility

The Add Dependent screen must be completed
only if a dependent product is selected in the Add
Eligibility screen

You must submit the new subscriber information
on the Summary screen

BEFORE YOU BEGIN Login to the e-Bill Services system by following the
steps in Chapter 1: E-Bill Services System,
Section 1: Access e- Bill Services.
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Add Subscriber

Subscriber information must be added and updated at the subgroup level. It is your
responsibility to add and/or update subscribers for all the subgroups that you administer.

To begin the Add Subscriber process, please follow these steps:

1. From the Welcome to List Bill screen, click on the ADD SUBSCRIBER menu
option at the top of the screen.

Contact Us

Update Subscriber View/Update Invoice Payment History

Select Subgroup Add Subscri br

Welcome to Financial Protection eAdministration

You are logged in as _
subgroup: [N

Select an option from the above menu to view and/or update your billing information.

2. The Add Subscriber screen opens. The Group and Subgroup ID and Name will
be displayed on this screen

Add Subscriber
>Eligibility >Dependent »Summary

Subscriber Information

Enroliment/Change Type™ : v First Name™ | |
Is subscriber a late entrant? =: ‘Selecl V‘ [ Middle Mame : | |
Group ID : I Last Name™* : | |
Group Name H _ SSN OR Employee ID* | |
Subgroup ID : 1001 DOB™* s |
Subgroup Mame : Gender™ : [Select v
Class™ : ‘ V‘ Marital Status : |Se|ect v|
Class Name : Hire Date™ : | |

Address and Phone Information

Addrass 1ine 1% - | Cit -

Important: All fields in the following screens with a red asterisk indicate required fields
and must be completed before you can continue with the enrollment process.

You will be able to use the tab key to move to the next available field.

12



Reminder: By using this website you agree to our Internet Service Agreement. This is a
private web site containing confidential information. Authorized site users must use this
information for business purposes only. Any unauthorized use of the web site and/or the
data contained on the site may be grounds for penalties, fines or criminal conviction.

Click on the Internet Service Agreement or Privacy Policy link on the screen to review.

3. Click on the down arrow in the Enroliment/Change Type field to open the drop-
down menu list.

Enrollment/Change Type:* | j

Initial Enrollment
Mew Hire

4. Select one of the following options:
Initial Enroliment — to indicate that this subscriber is an employee at the time the
group policy was initiated.
New Hire — to indicate that this subscriber was hired after the group policy was
initiated.

5. Click on the down arrow in the “IS SUBSCRIBER A LATE ENTRANT?” field.

Is subscriber a late entrant? * I TI Click here for a definition of a late entrant and when
Evidence of Inzurability iz required,

6. Select one of the following options:

Yes —to indicate that the subscriber is a late entrant and that the completed
enrollment form was not received within the enrollment period.

No — to indicate that the subscriber is not a late entrant and that the completed
enrollment form was received within the enrollment period.

P
Class:* I d Class Name:
First Name:* MI: l:l Last Name:* l:l
SSM OR Employee ID:* :l DOB:* l:l Gender:* lﬁ
Marital Status: ﬁ Hire Date:* l:l B

7. Click on the down arrow in the CLASS field and select the appropriate option for
this subscriber by clicking on it. The options in the class field will be populated
based on the group assigned to you and the subgroup selected previously. The
CLAss NAME will display when an option is selected

8. Click on the FIRST NAME field and type in the subscriber’s first name.

Continued next page
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9. Use the <Tab > key or click on the Ml field and type in the subscriber’s middle
initial, if necessary. This is an optional step as this field is not required.
10. Use the <Tab > key or click on the LAST NAME field and type in the subscriber’s
last name.
11. Use the <Tab > key or click on the SSN orR EMPLOYEE ID field to type in the
subscriber’s Social Security Number, if known, or employee ID number.
12. Use the <Tab > key or click on the DOB field and type in the subscriber’s
date of birth using the following format: mm/dd/yyyy.
13. Use the <Tab > key or click on the GENDER field. Type M for Male or F for
Female.
14. Use the <Tab > key or click on the MARITAL STATUS field. Type in one of the
following:
e D for Divorced
* M for Married
* S forSingle
* W for Widow(er)

15. Or, click on the down arrow to open the drop-down menu and select one of the
options. This is an optional step as this field is not required.

Marital Status: |

=ingle
Married
Divaorced
iidow(er)

16. Use the <Tab > key or click on the HIRE DATE field. Type in the subscriber’s actual hire
date using the following format:mm/dd/yyyy.

17. Or, select the calendar icon £ to open the pop-up calendar.

Hire Date:* B

Hovember 7| 2006 [ |

Sun Mon Tue Wed Thu FH Sat

1 z 3 4

=1 & 7 2 2 10 11

iz iz 14 15 1 17 18

i3 20 Z1 22 23 24 25
26 27 28 29 30

Friday, Movember 03, 2008

Continued next page
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To use the pop-up calendar:

e Click on the left arrowl. to view a previous month

* Click on the right - arrow to view a future month

¢ Click on the down arrow next to the month to view a list of months
and click on an option.

* Click on the down arrow m next to the year to view a list of years and
click on an option.

* When the correct month and year is selected, click on the date to select the
correct month, day andyear.

18. The ADDRESS AND PHONE AND SALARY INFORMATION follows.

Address and Phone Information

To continue with the enroliment process, please follow these steps:
1. Click on the ADDRESS LINE 1 field and type in the subscriber’s address.

2. Use the <Tab > key or click on the ADDRESS LINE 2 field and type in the
subscriber’s additional address information, if necessary. This field is optional
and is not required.

3. Use the <Tab > key or click on the CiTY field and type in the subscriber’s city
name.

4. Use the <Tab > key or click on the STATE field and type in the first letter of the
two-character state abbreviation. Continue to select this letter key or the down
arrow key until the correct two-character state abbreviation appears.

For example: to select the MN state code, select the “M” key five times until “MN”
appears in thefield.

5. Or, select the down arrow in the STATE field to open the drop-down menu list.
Scroll down the list to select the correct two-character state abbreviation.

State : * I =
[N

AL

AR |—

AZ

AR

Ch

o

CT

D

DE

FL =

Continued next page
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10.

11.
12.

13.
14.

15.
16.

17.

18.

Use the <Tab > key or click on the ZIp CoDE field and type in a valid zip
code using the following format: either 99999 or99999-0000.

Use the <Tab > key or click on the HOME PHONE field and type in a valid phone
number using the following format: 999-999-9999. This field is optional as it is
not a required field.

Use the <Tab > key or click on the WoORK PHONE field and type in a valid
phone number using the following format: 999-999-99999. This field is
optional as it is not a required field.

Use the <Tab > key or click on the EXTENSION field and type in a valid work
phone extension number using the following format: 9999. This field is
optional as it is not a required field.

Use the <Tab > key or click on the ANNUAL SALARY field and type in a
valid salary amount using the following format:99999.99.

Note: This field is required if the subscriber has selected a salary-based product.
Salary-based products are displayed on the ADD ELIGIBILITY screen.

Click on the SALARY EFFECTIVE DATE field and type in the appropriate date.

Or, click on the calendar icon and use the pop-up calendar to select
the appropriate date.

Note: This field is required if an ANNUAL SALARY amount is entered.

Click <Previous > to return to the SUBSCRIBER INFORMATION Screen.

Click <Cancel > at the bottom of the screen if you do not want to
continue with the enrollment process. This action will clear out all
previously entered information and return you to the WELCOME TO
LIST BILL screen.

Click <Next > when all the required fields are completed.

The system will validate information entered in this screen. If
validation fails, a list of incomplete or invalid fields will display in red
text at the top of the screen.

Make any corrections necessary, and then click <Next > again to
validate the information.

When validation passes, the ADD ELIGIBILITY screenopens.
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Add Eligibility

Add Eligibility

Subscriber Name: AGAIN, JOE Subscriber SfE R »Dependent »Summary
Product Selection
Products Salary/lacrements  Imcremeats  Covered Merson  Valum e Utfactive Date
sl Rt 1.00 [1 Subscriber 000 (1122016 (5]
B Aned ADED Life |
m =
1.00 [ Subscriby 0.00 1
bfals 201 _
g 100 [} Subscriber 0ee  [11am0rs | BN
vibser Supplemental § e L
A D&D al
- 0 ; Tizanre |
1.00 0 Subswribur 0.00 % i
ADAD 122018
Supp e
Dep Life 1.00 0 Spone eo0  [jyza0ia |[EE]
Spouse =
“upp | N
Diep ADRD 1.00 [ Spuuse 0.00 11212018 [a5]
[m—
upp
SR TR —
Lt L
$10,000
supp "
g Child Dependents 200000 19272018
Life §2,000 E
supp & [
Dep Child Dupandunts an0000  [y122010 |[EE]

Lite 54,800

To select products for the new subscriber, please follow these steps:

1.

Click on the box to the left of the product description to select the product. A
checkmark will appear in the box to indicate the products have been selected.

The product EFFECTIVE DATE is pre-populated based on the
ENROLLMENT/CHANGE TYPE selected and the HIRE DATE entered in the ADD
SUBSCRIBER screen.

If a salary-based product has been selected and the ANNUAL SALARY amount has
not been entered in the previous screen, the following message will appear:

You have selected salary-based products. Please go to the previous page
and enter the salary amount.

Click <Previous > to return to the ADD SUBSCRIBER screen then click on the Next
button to return to the ADDRESS & PHONE AND SALARY INFORMATION Screen.

Click <ANNUAL SALARY> field and type in the subscriber’s appropriate annual
salary amount.

Use the <Tab > key or click on the SALARY EFFECTIVE DATE field and type in the
appropriate date using the following format: mm/dd/yyyy.

Or, click on the pop-up calendar icon to use the calendar function.

Continued next page

17



8. Click <Cancel > at the bottom of the screen if you do not want to continue with
the enrollment process. This action will clear out all previously entered
information and return you to the WELCOME TO LISTBILL screen.

9. Click <Next > when all the required fields are completed.

10. The system will validate information entered in this screen. If validation fails, a list
of incomplete or invalid fields will display in red text at the top of the screen.

11. Make any corrections necessary and click <Next > again to validate the
information.

12. If an Evidence of Insurability (EOI) form is required, you may see an
informational message similar to the following:

Microsoft Internet Explorer x|

P The product zelected exceeds the Guaranteed lzzue Amount. The amount that exceads the combined masirmum will not
\*J) be eligible. Pleaze complete and submit an Evidence of Insurability [EOI) farm ta UnitedHealthcare Specialty Benefits.
Y'ou will be notified when a decizion has been made. The product and the requested amount requirng EOL will remain in
pending status until approved or denied. Please contact your plan administrator for assistance.

Ok, I Cancel |

13. If you need assistance completing and submitting the EOI form, please contact
your plan administrator.

14. When validation passes, and a dependent product has been
selected the ADD DEPENDENT Screen opens.

Update Dependent
Subscriber Name:_
Dependent List

Subscriber | Eligibility |[{eEulEe | Summary

Dependent Name Relation DOB Gender Status

Add New Dependent
Preview Subscriber Enrollment Cancel

18



Dependent Information

First Name = | | Status | v|
MI | | SSN : |
Last Name * : | | Relationship * | v|
DOB = | | Effective Date | |
Gender = | v|

Student Information (Information required only if the dependent has exceeded age limit and is a student)

Student? 3 | V| Student Type : @ Full-Time

(If Yes, complete the following ™
information } () Part-Time

School Name : | | Verified By : | |
Effective Date : | |

Verification Date : | |

Disability Information (Information required only if the dependent has exceeded the age limit and is disabled)

Disability Type s | V| Verified By : | |
Effective Date X | | Verification Date ? | |

Save Dependent Preview Subscriber Enroliment

To add a dependent for the new subscriber, please follow these steps:

1. Click <Add New Dependent> to expand the screen and display the
dependent fields.

2. Click on the FIRST NAME field and type in the dependent’s first name.

3. Use the <Tab > key or click on the Ml field and type in the dependent’s
middle initial, if necessary. This is an optional step as this field is not
required.

4. Use the <Tab > key or click on the LAST NAME field and type in the
dependent’s last name.

5. Use the <Tab > key or click on the DOB field and type in the
dependent’s date of birth in the following format: mm/dd/yyyy.

6. Use the <Tab > key or click on the GENDER field and type M for
Male or F for Female.

7. Or, click on the down arrow to open the drop-down menu and
select an option.

8. Click on the down arrow on the STATUS field to open the drop-
down menu and select an option, if appropriate. This is an
optional step as this field is not required.
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Status: j

Active
Deceased
Premember
Retired

9. Use the <Tab > key or click on the SSN field and type in the dependent’s Social
Security Number, if necessary. This is an optional step as this field is not
required.

10. Click on the down arrow on the RELATIONSHIP field to open the drop-down
menu and select an option.

Relationship: * I j

11. Click on the EFFECTIVE DATE field and type in the appropriate date in the
following format: mm/dd/yyyy. This is an optional step as this field is not
required.

12. If the dependent child is not a student or disabled child over the age limit, click
<Add Dependent> to add the dependent to the Dependent List section.

13. Click <Reset > to clear out the information entered in the previous steps.

14. Click <Cancel > if you do not want to continue with the enroliment process.
This action will clear out all previously entered information and return you to
the WELCOME TO LIST BILLscreen.

Add Dependent — Student

If the dependent child over the age limit and is a student, please follow these steps:

1. After completing Steps 1 through 11 above, click on the down arrow on the
STUDENT field and select an option: Yes orNo.

2. Use the <Tab > key or click on the ScHooL NAME field and type in the name of
the dependent’s school.

3. Use the <Tab > key or click on the EFFECTIVE DATE field and type in the date the
student began attending the school in the following format: mm/dd/yyyy.

Continued next page
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4. Click on one of the radio buttons to indicate the STUDENT TYPE: Full-Time or Part-
Time.

5. Click on the VERIFIED BY field and type in the full name of the person that verified
the dependent child is a student.

6. Use the <Tab > key or click on the VERIFICATION DATE field and type in the date
the student information was verified in the following format: mm/dd/yyyy.

7. Click <Add Dependent> to save the dependent child student information.
Click <Reset> button to clear the dependent child student information.
9. Click <Cancel> button to exit out of the Add Subscriber process.

o

Add Dependent — Disabled

If the dependent child is over the age limit and disabled, please follow these steps:

1. After completing the steps to add a dependent, click on the down arrow on the
DisABILITY TYPE field to open the drop-down menu. Select one the appropriate
option.

Disahility Type: | j
Yerified By: In CGuestion
Perrmanent
Termporary

2. Use the <Tab > key or click on the EFFECTIVE DATE field and type in the
appropriate date for the disability in the following format: mm/dd/yyyy.

3. Use the <Tab > key or click on the VERIFIED By field and type in the full name of
the person that verified the dependent child is disabled.

4. Use the <Tab > key or click on the VERIFICATION DATE field and type in the date
the disability information was verified in the following format: mm/dd/yyyy.

5. Click <Add Dependent> to save the disability information for the dependent
child.

6. Click <Reset> to clear the dependent child disability information.
7. Click <Cancel > to exit out of the ADD SUBSCRIBER process.

Continued next page
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Dependent List

When the Add new dependent button has been selected and dependent information
has been entered correctly, the Dependent List section will display on the screen.

When all appropriate dependents are entered, click <Next >to open the SUMMARY
screen.
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sSummary

To complete the enrollment process, please follow these steps:
1. Review the information on the SUMMARY screen to verify the subscriber
and dependent (if necessary) is entered correctly.
2. Select the appropriate breadcrumb link at the top right-hand side of the screen
to open the screen to make corrections.

3. To make corrections to the SUBSCRIBER INFORMATION, ADDRESS AND PHONE
INFORMATION and/or SALARY INFORMATION, click on the Subscriber breadcrumb
link.

4. The ADD SUBSCRIBER Screen opens.

5. Make corrections to the subscriber information, and then select the Next button
to open the ADDRESS AND PHONE INFORMATION and SALARY INFORMATION
screen.

6. Make any necessary corrections to the subscriber’s address and/or
salary information.

Continued next page
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Subscriber Name: SMITH, MATTHEW P IeNber | Eligibiliy | Dependent lw

Subscriber Information

Subscriber Effective Date : o0s/o01/2016 First Name : I
Group ID : I MI T
Group Name : I Last Name .
Subgroup ID 11001 SSN Or Employee ID : I
Subgroup Name : DoB : —
Class T o002 Gender HY |
Class Name 1 All Active FT Employees Marital Status: :

Hire Date : I

Address and Phone Information
Address Line 1 I 6096 DUNFORD DRIVE Zip Code 1 75033
Address Line 2 : Home Phone
City ! FRISCO Work Phone
State ToTX Extension
Salary Information

Annual Salary : I Salary Effective Date I 01/01/2018

I

7. To open the ADD ELIGIBILITY screen, click on the Eligibility breadcrumb link or
click <Next > from the ADDRESS AND PHONEINFORMATION screen.

8. Make any necessary corrections to the product selections.

9. To open the ADD DEPENDENT screen click on the Dependent breadcrumb link, or
click <Next > from the ADD ELIGIBILITY screen.

10. Make any necessary corrections to the dependent information.

Note: The Dependent link will not be available for selection if a dependent product
was not selected in the ADD ELIGIBILITY screen.

11. To return to the SUMMARY screen click on the Summary breadcrumb link, or click
<Next > from the ADD ELIGIBILITY or ADD DEPENDENT Screen.

12. After reviewing the SUMMARY screen and all information is correct, click <Submit>
to finalize the ADD SUBSCRIBER process.

Continued next page
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13. A confirmation window will open.

14. Select one of the following options by clicking on the radio button:
e Add a new subscriber to open the Add Subscriber screen
o Exit Enrollment to open the Welcome to List Bill screen

Enrollement Confirmation

Request submitted. Do you want to:

OAdd a new subscriber
O Select another subscriber

O Exit Enrollment

Note: The e-Bill system will display new subscriber information in approximately 5
minutes after the information has been submitted.

The new subscriber will not display on an invoice until the following business day.
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Section 2: Reviewing Existing Subscribers

PURPOSE

BEFORE YOU BEGIN

This section provides detailed information regarding how
to review information for existing subscribers for your
subgroup.

To view summary information for a specific subscriber,
you must first select a subscriber from the Search for
Subscribe list.

Login to the e-Bill Services system by following the
steps in Chapter 1: E-Bill Services System,
Section 1: Access e- Bill Services.
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Select Subgroup Add Subscriber Update Subscriber View/Update Invoice Payment History Contact Us Exit

Search for Subscriber

To review subscriber summary information, you must first identify an existing subscriber.
To identify a specific subscriber, please follow these steps:

1. From the WELCOME TO LIST BILL screen, click on the Update Subscriber menu
option at the top of the screen.

2. The Search for Subscriber screen will open.

3. Click on the SUBSCRIBER LAST NAME or SUBSCRIBER ID field and type in full or
partial information and click on the Search button.

4. Alist of subscribers will display based on the search criteria entered.

View Summary

1. Click on the View Summary icon to open the SUMMARY screen for
that subscriber.

Subscriber 1D Subscriber Name Update Subscriber Terminate Subscriber

I S g B

2. You will only be able to view the subscriber information.

3. This information will display as it did on the SUMMARY screen when
you performed the Add Subscriber process.
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Section 3: Updating Existing Subscribers

PURPOSE This section provides detailed information regarding how

to update existing subscriber information for your
subgroup.

The following updates can be made to an existing
subscriber through the e-Bill Services system.

Address Changes

Salary Changes

Quialifying Life Status Change
Update Dependent Information
Cancel Voluntary Products

BEFORE YOU BEGIN Login to the e-Bill Service WELCOME TO LISTBILL screen.
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Update Subscriber

To open the UPDATE SUBSCRIBER screen, please follow these steps:

1. Click on the Update Subscriber menu option on the WELCOME TO LIST BILL
screen.

Select Subgroup Add Subscriber {fy-Update Subscn'ber‘
 ——

:} View/Update Invoice Payment History Contact Us Exit
y,

2. The SEARCH FOR SUBSCRIBER screen opens.

3. Click on the SUBSCRIBER LAST NAME or SUBSCRIBER ID field and type in the full or
partial information and click <Search>.

4. From the list of subscribers, click on the Update Subscriber icon for the
appropriate subscriber.

Subscriber ID Subscriber Name View Summary [ pdate Subscribe| " Terminate Subscriber

e ——
I Q g

5. The UPDATE SUBSCRIBER SCreen opens.

Update Subscriber

== | igibiity | Dependent | Summary
Effective Date of Change: [11/7/2018 )

Subscriber Information

Subscriber Effective Date 5/1/2016 First Name™ N
Enrollment/Change Type™  : v Middle Name N
Is subscriber a late entrant? =: @ Last Name™ ]
Group ID : I SSN OR Employee ID* H E
Group Hame — s
Subgroup ID ;1001 Gender~ :
Subgroup Name (. Marital Status :
Class* : ‘o002 Hire Date” N e
Class Name 1 All Active FT Employees
Address and Phone Information

Address Line 1% H _ City™ H :l
address Line 2 I e :
Home Phone I Extension ]
work phone I

CQalarv Tnfarmatinn
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Update Subscriber — Address/Salary Changes

To make Address or Salary changes for a subscriber, please follow these steps:

1.

10.

11.

12.
13.

14.

15.

Follow the steps defined previously to open the Update Subscriber screen for a
specific subscriber.

Click on the down arrow on the ENROLLMENT/CHANGE TYPE field screen to
open the drop-down menu.

Enrollment/Change Type:* | j

Address Change

Salary Change

Qualifying Life Status Change
Update Dependent Information
Cancel Voluntary Products

Select one of the Enrollment/Change Type options:

* Address Change to only change the subscriber’s address or phone
information. You will not be able to update products using this
option.

* Salary Change to only change the subscriber’s Annual Salary and/or
Salary Effective Date. You will not be able to update products using this
option.

Click on the late entrant field and indicate whether or not the information

change is for a late entrant.

Click <Next > to open the ADDRESS AND PHONE INFORMATION AND
SALARY INFORMATION screen.

Make any changes necessary, and then click <Next >.

The UPDATE ELIGIBILITY screen opens. You will not be able to make any
changes in the product selections.

Click <Next > on the UPDATE ELIGIBILITY screen.

If the subscriber has previously selected a dependent product, the
UPDATE DEPENDENT Screen opens.

If the UPDATE DEPENDENT screen opens, click <Next > to open the
SUMMARY screen.

If the subscriber has not previously selected a dependent product, the
SUMMARY screen will display.

Verify the correct information has been entered.

Click <Cancel > to close the SUMMARY screen without saving any changes
made during the update process.

Click <Submit Request> to save the changes made and close the
SUMMARY screen.

When the changes have been submitted, the confirmation window opens:

Continued next page
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Enrollement Confirmation

Request submitted. Do you want to:

O Add a new subscriber
O Select another subscriber

O Exit Enrollment

16. Select the appropriate radio button.

* Add a new subscriber to open the ADD SUBSCRIBER screen.

* Select another subscriber to open the SEARCH FOR SUBSCRIBER screen.
* Exit Enrollment to open the WELCOME TO LIST BiLLscreen.

Update Subscriber — Qualifying Life Status Change

To make a Qualifying Life Status Change, please follow these steps:

Note: Qualifying Life Status Changes include selecting new dependent products and
adding new dependents due to marriage, divorce or birth/adoption of a child.

1. Follow the steps defined previously to open the UPDATE SUBSCRIBER screen
for a specific subscriber.

2. Select the Qualifying Life Status Change option from the ENROLLMENT/CHANGE
TYPE field.

Enrollment/Change Type:* | j

Address Change

Salary Change

Qualifying Life Status Change
pdate Dependent Information
Cancel Yoluntary Products

3. Answer the late entrant question to indicate whether or not the changes are
for a late entrant.

4. Make any appropriate name changes, if necessary.

5. Click <Next > to open the ADDRESS AND PHONE INFORMATION AND
SALARY INFORMATION screen.

6. Click <Next > to open the UPDATE ELIGIBILITY screen.
7. Select any of the appropriate dependent products, if necessary.

Continued on next page
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8. Click <Next > to open the UPDATE DEPENDENT screen if at least one
dependent product has been selected.

9. Follow the steps defined in the enrollment process to add a dependent.

10. Click <Next > to open the SUMMARY screen.

11. Verify the information is correct on the SUMMARY screen.

12. Click <Cancel > to close the SUMMARY screen without saving any changes.

13. Click <Submit Request> button to save all the changes made during the
update subscriber process.

Update Subscriber — Add Dependent

Update Dependent
Subscriber Name:_
Dependent List

Subscriber | Eligibility |(EEGENY | Summary

Dependent Name Relation DOB Gender Status

Add New Dependent
Preview Subscriber Enrollment Cancel

To add new dependent information, please follow these steps:

1. Follow the steps defined previously to open the UPDATE SUBSCRIBER screen
for a specific subscriber.

2. Select the Update Dependent Information option from the
ENROLLMENT/CHANGE TYPE field.

3. Answer the late entrant question to indicate whether or not the changes are
for a late entrant.

4. Click <Next > to open the ADDRESS AND PHONE INFORMATION AND
SALARY INFORMATION screen.

5. Click <Next > to open the UPDATE ELIGIBILITY screen.
6. Click <Next >to open the UPDATE DEPENDENT Screen.

7. Follow the steps previously defined in the enrollment process to add
a dependent.

8. Click <Next > to open the SUMMARY screen.
9. Verify the information is correct on the SUMMARY screen.
10. Click <Cancel > to close the SUMMARY screen without saving any changes.

11. Click <Submit Request> button to save all the changes made during the
update subscriber process.




Update Subscriber — Update Dependent

To update dependent information, please follow these steps:

1.

10.
11.
12.

Follow the steps defined previously to open the UPDATE SUBSCRIBER screen for
a specific subscriber.

Select the Update Dependent Information option from the
ENROLLMENT/CHANGE TYPE field.

Answer the late entrant question to indicate whether or not the changes are for a
late entrant.

Click <Next> to open the Address and Phone Information and Salary
Information screen.

Click <Next> to open the UPDATE ELIGIBILITY screen.
Click <Next> to open the UPDATE DEPENDENT screen.

Click on the DEPENDENT NAME link to expand the Update Dependent screen and
display the existing information for the specified dependent.

Click on the appropriate field and type in the correct information for the existing
dependent.

Click <Next> to open the SUMMARY screen.
Verify the information is correct on the SUMMARY screen.
Click <Cancel > to close the SUMMARY screen without saving any changes.

Click <Submit Request> to save all the changes made during the update
subscriber process.
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Update Subscriber — Cancel Voluntary Products

To cancel one or more voluntary products for a subscriber, please follow these steps:

1. Follow the steps previously defined to open the UPDATE SUBSCRIBER screen
for a specific subscriber.

2. Select the Cancel Voluntary Products option from the ENROLLMENT/CHANGE
TyPE field.

3. Answer the late entrant question to indicate whether or not the changes are for
a late entrant.

4. Click <Next> to open the Address and Phone Information and Salary
Information screen.

5. Click <Next> to open the UPDATE ELIGIBILITY Screen.

6. Click on the checkbox in the TERMINATE column for each product to
be terminated. A checkmark will appear in the checkbox.

7. Click on the TERMINATION DATE field and type in the appropriate date using
the following format: mm/dd/yyyy. Or, use the pop-up calendar function.

8. Click <Next> to open the UPDATE DEPENDENT Oor SUMMARY screen.

9. If the UPDATE DEPENDENT screen opens, Click <Next>to open the
SUMMARY screen.

10. Verify the information is correct on the SUMMARY screen.
11. Click <Cancel > to close the SUMMARY screen without saving any changes.

12. Click <Submit Request> button to save all the changes made during the
update subscriber process.
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Section 4: Terminating a Subscriber

Search for Subscriber

Subscriber Last Name

Subscriber ID

Use the wild card % as a input for the Subscriber Last Name to see all subscribers

Subscriber ID Subscriber Name View Summary Update Subscriber Terminate Subscriber
] ] Q 5| g
] ] q 5| B

Terminate Subscriber

To terminate a subscriber, all the products previously selected for that subscriber must
be cancelled.

To cancel all the subscriber’s products, please follow these steps:

1. Select the Update Subscriber menu option at the top of the WELCOME TO LIST
BILL screen.

2. The SEARCH FOR SUBSCRIBER Screen opens.

3. Follow the steps to search for a specific subscriber to display the Subscriber
Listing.

4. Click on the TERMINATE PRODUCTS icon for the appropriate subscriber.

5. The TERMINATE SUBSCRIBER Screen opens.

Please Enter Termination Date

Terminate Cancel

7. Click on the PLEASE ENTER TERMINATION DATE field and type in the appropriate
date using the following format: mm/dd/yyyy. Or, use the pop-up calendar
function.

Continued next page
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Click <Cancel > to close the screen without terminating the products.
Click <Terminate > to terminate all the products associated with the subscriber.

. The termination confirmation window opens:

Microszoft Internet Explorer

11.

12.

Click <Cancel > to close the confirmation window and return to the TERMINATE
SUBSCRIBER screen.

Click <OK > to continue with the termination process and return to the SEARCH
FOR SUBSCRIBER screen.
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Section 5: View/Update Invoice

PURPOSE This section provides detailed information on how to:
* View the current or an historicalinvoice
* Add or update subscribers for a current invoice
* Submit a request to rebill a currentinvoice

¢ Download a current or historical invoice to Microsoft
Excel

You will receive an e-mail usually on the first business day
after the 15" of each month stating that the latest invoice,
including all subgroup information, is ready for your review
and update. At that time you will be able to retrieve that
invoice using the e-Bill Services system.

If you do not receive an invoice on the first business day
after the 15" of the month, please wait at least until the
19" of the month before contacting our billing
department at 1-866-322-1210. At the prompt, select #1
for billing issues.

37



View Invoices

Group ID : I
Subgroup ID : 1001

Subgroup :

Current Invoices

Invoice ID Due Date Invoice Period Billed Amount Balance Due

182880001759 11/01/2018 11/01/2018 - 11/30/2018 $1,880.31 $1,880.31 Update

Historical Invoices

Invoice ID Due Date Invoice Period Billed Amount Balance Due
182710000000 10/01/2018 10/01/2018 - 10/31/2018 $1,880.31 $1,880.31
182270002459 09/01/2018 09/01/2018 - 09/30/2018 $1,875.81 $1,584.47
181960002114 08/01/2018 08/01/2018 - 08/31/2018 $2,008.91 $0.00
181660002326 07/01/2018 07/01/2018 - 07/31/2018 $2,062.03 $0.00
181350002453 06/01/2018 06/01/2018 - 06/30/2018 $1,910.27 $0.00
181050002268 05/01/2018 05/01/2018 - 05/31/2018 $2,034.55 $0.00
181000000809 04/01/2018 04/01/2018 - 04/30/2018 $5,149.01 $0.00
180460003239 03/01/2018 03/01/2018 - 03/31/2018 $027.64 $0.00
180150002387 02/01/2018 02/01/2018 - 02/28/2018 $924.40 $0.00
173490002420 01/01/2018 01/01/2018 - 01/31/2018 $824.96 $0.00
173190002509 12/01/2017 12/01/2017 - 12/31/2017 $900.20 $0.00
172880002432 11/01/2017 11/01/2017 - 11/30/2017 $909.20 $0.00

Download to Excel

View Invoice Listing

To view a current or historical invoice, please follow these steps:

1. Select the View/Update Invoice menu option from the Welcome to List Bill
screen. (If your menu option is View Invoice, you do not have the correct user
access to perform the update invoice function.)

2. The VIEW INVOICES screen opens.

3. Click on the Update Instructions link at the bottom of the screen to view a listing
of update instructions, ifnecessary.

4. The most recent invoice will display under the CURRENT INVOICE section of the
screen and all other invoices for the last 12 months will display under the
Historical Invoices section.

5. Click <Update > for the current invoice or the INvOICE ID of an historical invoice.

6. The INvOICE OPTIONS screen opens and displays the Group and Subgroup Name
and ID and the Invoice ID number.

Continued next page
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Invoice Options

Group ID
Subgroup ID

Group Name

Subgroup Name

Invoice # 1 182880001759

Invoice Summary Details
Subgroup Member Detail
Subgroup Current Month Summary by Product Detail
Group Summary by Subgroup/Product View

Invoice Options

From the Invoice Options screen you will be able to:
* Verify Group, Subgroup and Invoice ID information.

* View the Subgroup Member Detail of an invoice by selecting the Download
to Excel button.

* View or download to Microsoft Excel the SUBGROUP CURRENT MONTH
SUMMARY BY PRODUCT DETAIL or SUBGROUP SUMMARY BY CLASS/PRODUCT
reports.

* If you have Group level access, you will also be able to view or download
to Microsoft Excel the GROUP SUMMARY BY SUBGROUP/PRODUCT report.

* View specific subscriber details on an invoice.
* Rebill a current invoice after subscribers have been added or updated.




Review Current Invoice

To review the subgroup member details for the most current invoice, please follow
these steps:

1. Click on the View/Update Invoice menu option at the top of the Welcome to
List Bill screen to open the View Invoices screen.

Log Off |

Select Subgroup Add Subscriber Update Subscriber { View/Update Invoice Yayment History Change Password Contact Us

2. Click <Update > next to the current invoice to open the INVOICE OPTIONS screen.

3. Click <Download to Excel > to the right of the Subscriber Member Detail
option to open the current invoice detail information into a Microsoft
Excel spreadsheet.

4. The File Download window appears:

File Download

L2

5. Click <Save >to save the SUBSCRIBER MEMBER DETAIL Excel spreadsheet file
on your computer.

Continued next page
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File Download

(2]
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6. Click <Open > to open the SUBSCRIBER MEMBER DETAIL into a Microsoft Excel
spreadsheet.

Important: If you do not see the Open button on the File Download window, you
might not have Microsoft Excel installed on your computer.

7. Ablank MS Excel spreadsheet will open with the following informational
message.

8. Click <Cancel > to close the informational window without opening the
SUBSCRIBER MEMBER DETAIL spreadsheet.

9. Click <Yes > to open the spreadsheet in read-only mode.

Continued next page
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ABC COMPANY
1234 APPLE STREET
ANYWHERE, MN 55555

Subscriber 1D

Subseriber! Member
Name

Class

098765432
098765432
098765432
098765432

087654321
087654321
087654321
087654321

076543219
076543213
076543219
076543213

065432198
065432198
065432198
065432198

054321987
054321987
054321987
054321987

043219876
043219876
043219876
043219876

032198765
032198765
032198765
032198765

ADAMS, ALICE
ADAMS, ALICE
ADAMS, ALICE
ADAMS, ALICE

BLACK. JOSEPH
BLACK. JOSEPH
BLACK. JOSEPH
BLACK. JOSEPH

EROWN, JOHM
BROWN, JOHN
BROWN, JOHN
BROWN. JOHN

GREEN. JANE
GREEN, JANE
GREEN, JANE
GREEN, JANE

JOHNSON, RICHARD
JOHNSOM, RICHARD
JOHNSON, RICHARD
JOHNSON, RICHARD

MILLER. ROBERT
MILLER. ROBERT
MILLER. ROBERT
MILLER. ROBERT

WHITE, MARY
WHITE, MARY
WHITE, MARY
WHITE. MARY

AllEmployees
Al Employees
AllEmployees
AllEmplogees

AllEmployees
All Employees
AllEmployees
AlEmployees

Al Emplogees
AllEmployees
AllEmplogees
Al Emplogess

All Employees
AllEmplogees
AlEmployees
AllEmployees

AllEmployees
Al Employees
AllEmployees
AllEmplogees

AllEmployees
All Employees
AllEmployees
AlEmployees

Al Emplogees
AllEmployees
AllEmplogees
Al Emplogess

Invoice #: | 07010000271
Invoice Date: 11112007
Coverage Period: 1112007 - 11312007
Group 1D: 210010
Subgroup 10: | 1001
Coveragel Adjustment  Current Month | Subseriber

FPlan Description Coverage Period ¥olume Rate Amt Premium Total
Easic Life and ADED 12007 - 132007 50,000.00 0380000 000 $13.00
AD&D LIFE $ 50,000 1M2007 - Wanz007 50,000.00 0.000000 000 $0.00
SHORT TERMDISABILITY - B0 - $500 2007 - 312007 500.00 0.510000 0.00 $26.50
LOMG TERM DISABILITY - 5034 - $5,000 MAK 1MI2007 - 132007 8,333.00 0440000 000 $IEET F17
Easic Life and AD&D 1MPZ007 - 13z007 50,000.00 0.470000 000 $23.50
AD#ED LIFE $ 50,000 12007 - W3Nz00T7 60,000.00 0.000000 000 $0.00
SHORT TERM DISAEILITY - 603 - $500 12007 - 13z007 500.00 0.510000 000 $25.50
LOMG TERR DISABILITY - B03 - $5,000 MAK 1M2007 - 13Nz007 8,233.00 0770000 000 $E41E FN2IE
Basic Life and AD&ED 120142008 - 124312008 50,000.00 020000 00 $0.00
Easic Life and ADED 12007 - 132007 50,000.00 0620000 000 3100
AD&D LIFE $ 50,000 120112006 - 12¢312006 50,000.00 0.000000 000 $0.00
ADED LIFE $ 50,000 2007 - 312007 50,000.00 0.000000 0.00 $0.00 £31.00
Bagic Life and ADED 12007 - W3Nz00T7 60,000.00 0120000 000 $4.00
AD&D LIFE $ 50,000 1MPZ007 - 13z007 50,000.00 0.000000 000 $0.00
SHORT TERMDISABILITY - B03 - $600 1M2007 - 13Nz007 403.00 0.510000 000 $20.56
LOMG TERM DISAEILITY - 5034 - $5,000 MAK 12007 - 13z007 2,416.00 0130000 000 $5.54 $35.03
Easic Life and ADED 12007 - 132007 50,000.00 0.230000 000 $14.50
AD&D LIFE $ 50,000 1M2007 - Wanz007 50,000.00 0.000000 000 $0.00
SHORT TERMDISABILITY - B0 - $500 2007 - 312007 500.00 0.510000 0.00 $26.50
LOMG TERM DISABILITY - 5034 - $5,000 MAK 1MI2007 - 132007 £,059.00 0.310000 000 $e.ve $58.78
Easic Life and AD&D 1MPZ007 - 13z007 50,000.00 0.230000 000 $14.50
AD#ED LIFE $ 50,000 12007 - W3Nz00T7 60,000.00 0.000000 000 $0.00
SHORT TERM DISAEILITY - 603 - $500 12007 - 13z007 346,00 0.510000 000 FIT.ES
LOMG TERR DISABILITY - B03 - $5,000 MAK 1M2007 - 13Nz007 2,600.00 0.310000 000 $7.75 $39.90
Basic Life and AD&ED 1M2007 - Wanz007 50,000.00 0.230000 000 $1.50
ADED LIFE $ 50,000 12007 - 132007 50,000.00 0.000000 000 F0.00
SHORT TERMDISABILITY - 603 - $500 1MI2007 - 132007 500.00 0.510000 000 $25.50
LOMG TERM DISABILITY - 603 - $5,000 AKX 2007 - 312007 B.266.00 0.230000 0.00 $14.64 5164

Ireecice Total: 00 F410.74 F410.74

10.

11.
12.

13.

The SUBSCRIBER MEMBER DETAIL spreadsheet is loaded into a Microsoft
Excel workbook/worksheet and sorted by the last name of the Subscriber or

Member.

The Microsoft Excel spreadsheet opens into a new window.

The spreadsheet can be manipulated, modified and saved using the

Microsoft Windows Save Asfunction.

To return to the INVOICE OPTIONS screen, click on the INVOICE OPTIONS tab
on the bottom toolbar. Below is an example of the tab:

I@ InvoiceOptions - Mic__.

14. Or, close the Microsoft Excel spreadsheet.
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Update Subscriber from Current Invoice

After reviewing the SUBGROUP MEMBER DETAIL on a current invoice, you will be able to
update the subscriber through the INVOICE OPTION screen.

To review and/or update a specific subscriber or member on the current invoice, please
follow these steps:

1. Follow the steps to open the INVOICE OPTIONS screen for the current invoice.
2. Click on the Subgroup Member Detail link from the INVOICE OPTIONS screen.

Invoice Options

Group ID

Subgroup ID

Group Name

Subgroup Name

Invoice # : 182880001759

Invoice Summary Details
Subgroup Member Detail
Subgroup Current Month Summary by Product Detail
Group Summary by Subaroup/Product View

3. The SEARCH FOR SUBSCRIBER Screen opens.
4. Type in the Subscribers Last Name or ID and click <Search >.

Search for Subscriber

Subscriber Last Name

Subscriber ID

Search Cancel

Use the wild card % as a input for the Subscriber Last Mame to see all subscribers

Click on the View Summary icon to open the SUBGROUP SUBSCRIBER MEMBER DETAIL —
WITH RETROACTIVITY report for the current invoice.

Continued next page

43



Subgroup Subscriber Member Detail - with retroactivity

© 182880001759
1 10/15/2018
1 11/1/2018 - 11/30/2018

Please review your billing detail. If a member change has occurred, please click on the subscriber name to make appropriate

Invoice #
Invoice Date
Coverage Period
Group ID
Subgroup
ID/Description

adjustments.

Once all adjustments have been completed, select the Recalculate Invoice button on the Invoice Options page.

Subscriber/Member Class Current

Plan Description

Coverage Coverage/Volume Rate Adjustment
Name Period Amt Month

Premium

SMITH, JOMATHAN All Active FT Basic Life 11/1/2018 - $50,000.00 0.0700 $3.50
Employees 11/30/2018
SMITH, JONATHAN All Active FT  Basic AD&D 11/1/2018 - $50,000.00 0.0200 $1.00
Employees 11/30/2018
SMITH, JONATHAM All Active FT  Critical Tllness: EE Non-  11/1/2018 - $5,000.00 0.4300 $2.15
Employees Tobacco 11/30/2018
SMITH, JOMATHAN All Active FT Hospital Indemnity Base: 11/1/2018 - £1.00 17.0400 $17:84
Employees EE Option A 11/30/2018
SMITH, JOMATHAN All Active FT Accident Base: EE 11/1/2018 - $1.00 6.0400 $6.04
Employees 11/30/2018
Invoice $29.73
Total:

All adjustments on this page will be based on enrofiment changes. No manual corrections can be done on this page.

If you have billing questions, please call: (866) 322-1210

Return to Welcome Page Return to Invoice List Return to Invoice Options Add New Subscriber Download to Excel Print Page

Note: All adjustments on this page are based on enrollment changes. No manual
corrections can be done on this page.

If adjustments must be made for this subscriber that effects the current invoice,
update the subscriber information, return to the INVOICE OPTIONS screen and select
the Recalculate Invoice button.

5. Click on the name link under the SUBSCRIBER/MEMBER NAME column to open the
UPDATE SUBSCRIBER screen for the selected subscriber or member.

6. Follow the Update Subscriber steps to make the necessary changes. See
Chapter 3 List Bill e-Bill Processing, Section 3: Updating Existing
Subscribers for more detailed information
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Request for Rebill

If subscriber updates have been made and/or new subscribers have been added that will
change the premium due for the current invoice, you may submit a request for rebill.

To submit a request to rebill the current invoice, please follow these steps:

1. Click on the View/Update Invoice menu option at the top of the WELCOME TO
LIST BILL screen.
2. The VIEW INVOICES screen opens.

3. Click <Update > at the right-hand side of the current invoice to open the INVOICE
OPTIONS screen.

4. Click <Recalculate Invoice> to submit the request to rebill the current invoice.

Invoice Options

Group ID
Subgroup ID

Group Name

Subgroup Name

Invoice # ¢ 182880001759

Invoice Summary Details
Subgroup Member Detail Download fo Excel
Subgroup Current Month Summary by Product Detail Download fo Excel
Group Summary by Subgroup/Product View Download fo Excel

Return to Invoice List

Retum to Welcome Page Recalculate Invoice

I

5. The confirmation pop-up message with appear. For example:

Microsoft Internet Explorer

E Y'our request for recalculation of lnvaice [D 070520000526 haz been received and will be recalculated for pour review
L

and payment submizsion. “fou will receive an email notification when the updated invoice iz available.

6. The billing batch run is usually on the 15" of each month. If the system date is
three days prior to the next billing batch run, you may receive the following
message instead:

Microzoft Internet Explorer x|

1 E The cut off date for rebill reguest iz over for this due date
L

Continued next page
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8. You can only recalculate an invoice up to three times between each billing batch
run date. If you attempt to recalculate more than 3 times, an error message will
appear. Forexample:

Your request for recalculation of Invoice ID #XXXXXXXX cannot be processed at
this time. Recalculations of invoices are limited to 3 times. Please contact us at
1-866-322-1210 for assistance. Select option # 1 at the prompt.

Subgroup Summary Reports

There are two other subgroup reports available on the INvOICE OPTIONS screen.

If you have subgroup level access, the SUBGROUP CURRENT MONTH SUMMARY BY
PRODUCT DETAIL and SUBGROUP SUMMARY BY CLASS/PRODUCT report is available for
your review.

To review the subgroup summary reports, please follow these steps:

1. Select the View/Update Invoice menu option from the WELCOME TO LIST
BILL screen.

2. The VIEW INVOICES screen opens.

3. Click <Update > for the current invoice or the Invoice ID link for an
historical invoice.

4. The INvOICE OPTIONS screen opens for the selectedinvoice.

Invoice Options

Group ID

Subgroup ID

Group Name

Subgroup Name

Invoice # : 182880001759

Invoice Summary Details

“ Subgroup Member Detail View Download to Excel

Subgroup Current Month Summary by Product Detail ew Download to Excel
Group Summary by Subgroup/Product View Download to Excel

Retumn to Welcome Page Recalculate Invoice Return to Invoice List

II

5. Click <View > for the subgroup summary report to display on the screen.

Continued next page
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10.

|Note: For examples of the subgroup summary reports, see the next page.

From the report screen, click <Download to Excel > to open the report in a
Microsoft Excel spreadsheet. You will be able to manipulate, save or print
the report using the Microsoft Windowsfunctionality.

Or, click <Print Page> to send the report to your local printer.

Or, click <Return to Invoice Options> to select a different report or view the
SUBGROUP MEMBER DETAIL.

Or, click <Return to Invoice List> to select a different invoice.

Or, click <Return to Welcome Page> to return to the WELCOME TO LIST
BILL screen.
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Subgroup Current Month Summary by Product Detail:

h Summary By Product Detail

Invoice # : 182710000000
Invoice Date 1 9/28/2018
Coverage Period : 10/1/2018 - 10/31/2018

Group ID H
Subgroup ID :

Historical Invoice Summary

Current Period Total Amount

Plan Description Count

Wolume Due

Basic Life 114 £5,657,499.00 0.0700 $396.03
Total - Basic Life 114 £5,657,499.00 $396.03
Basic ADED 114 £5,657,499.00 0.0200 $113.15
Total - Basic AD&D 114 £5,657,490.00 £113.15
Supp Life

Ages 25 - 29 2 $200,000.00 0.0550 $11.00
Ages 30 - 34 4 $350,000.00 0.0650 $22.75
Ages 35 - 39 3 $200,000.00 0.0920 $18.40
Ages 40 - 44 3 $140,000.00 0.1420 $19.88
Ages 45 - 49 4 $310,000.00 0.2260 $70.06
Ages 50 - 54 3 $250,000.00 0.3580 $89.50
Ages 55 - 59 2 $150,000.00 0.5410 $81.15
Total - Supp Life 21 %1,600,000.00 $312.74
Supp AD&D 21 %1,600,000.00 0.0200 $32.00
Total - Supp AD&D 21 £1,600,000.00 $32.00

Invoice Total Amount Due: $1,880.31

If you have billing questions, please call: (866) 322-1210

Return to Welcome Page Retum to Invoice List Return to Invoice Options Download to Excel Print Page
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Group Summary Report

Invoice Options

Group ID
Subgroup 1D
Group Name
Subgroup Name
Invoice # : 182880001759
Invoice Summary Details
Subgroup Current Month Summary by Product Detail
Group Summary by Subgroup/Product > Download to Excel
Return to Welcome Page Recalculate Invoice Return to Invoice List

If you have group level access, the GROUP SUMMARY BY SUBGROUP DETAIL
report is available for your review.

To review the group summary by subgroup report, please follow these steps:

11. Select the View/Update Invoice menu option from the WELCOME TO LIST
BILL screen.

12. The VIEW INVOICES screen opens.

13. Click <Update > for the current invoice or the Invoice ID link for an
historical invoice.

14. The INvOICE OPTIONS screen opens for the selectedinvoice.
15. Click <View > for the report to display on the screen.

Note: For an example of the report, see the next page.

16. From the report screen, click <Download to Excel > to open the report into
a Microsoft Excel file.

17. Or, click <Print Page> to send the report to your local printer.

18. Or, click <Return to Invoice Options> to select a different report or view the
SUBGROUP MEMBER DETAIL.

19. Or, click <Return to Invoice List> to select a different invoice.

20. Or, click <Return to Welcome Page> to return to the WELCOME TO LIST
BILL screen.



e Group Summary by Subgroup/Products:

Group Summary by Subgroup/Product

Coverage Period : 10/1/2018 - 10/31/2018

Group ID : I

Group Invoice Summary

Subgroup ID/Description Plan Description Adjustments  Current

1001 - MACKIE WOLF ZIENTZ &

MANN
Accident Base/Enhanced: EE $55.00 $55.00
Accident Base/Enhanced: EE+CH $28.08 £28.08
Accident Base/Enhanced: EE+SP $17.52 $17.52
Accident Base/Enhanced: Family 382.24 $82.24
Accident Base: EE $30.20 $30.20
Accident Base: EE+CH $13.20 £13.20
Accident Base: Family $20.80 $20.80
Basic AD&D $113.15 5113.15
Basic Life $396.03 £396.03
eirieal THemnees U & Enn &1 nE &1 ne
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Section 6: Paying an Invoice

PURPOSE This section provides detailed information regarding
paying an invoice using the e-Bill Services system. You
have the option to print the invoice and pay by mail, pay
each month electronically- or setup payment method
Scheduled Direct Debit.

To pay your invoice electronically, you must provide bank
information and authorization by submitting an Electronic
Payment Authorization form. See Chapter X for more
detailed information on obtaining the proper form.

To schedule Direct Debits for invoiced amounts that occur
automatically each monthly based upon "Payment Date"

selection during the setup process, on either the 10th or the

25th calendar day of the month.

BEFORE YOU BEGIN Login to the e-Bill Services system and opening the
WELCOME TO LIST BILL screen.

Group ID :

Subgroup ID :

Group

Subgroup

Current Invoices
Invoice ID Due Date Invoice Period Billed Amount Balance Due
202290001018 09/01/2020 09/01/2020 - 09/30/2020 $1,009.20 £593.80
Historical Invoices
Invoice ID Due Date Invoice Period Billed Amount Balance Due
201270001340 08/01/2020 08/01/2020 - 08/31/2020 $075.12 50,00
201670001288 07/01/2020 07/01/2020 - 07/31/2020 $055.04 50,00
201360000966 06/01/2020 06/01/2020 - 06/30/2020 $967.12 $0.00
201060001028 05/01/2020 05/01/2020 - 05/31/2020 $067.12 $0.00
200750001087 04/01/2020 04/01/2020 - 04/30/2020 $907.22 50.00
200470001350 03/01/2020 03/01/2020 - 03/31/2020 £751.03 50,00
200360000326 02/01/2020 02/01/2020 - 02/29/2020 (3382.54) 50,00
193420001198 01/01/2020 01/01/2020 - 01/31/2020 $2,002.87 50,00
192190001428 12/01/2019 12/01/2019 - 12/31/2019 52,216.48 50,00
192880001571 11/01/2019 11/01/2019 - 11/30/2019 $2,102.76 $0.00
192580001325 10/01/2018 10/01/2019 - 10/31/2019 $2,310.05 $0.00
192270001499 09/01/2019 09/01/2019 - 09/30/2019 $2,351.55 50.00
Click here to open the Update In Nz SCreen
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Payment Options

Group ID Amount Due : %5,345.00
Group
Subgroup ID :

Subgroup

Get Adobe Reader Print Remittance Form Make Online Payment Retum to View Invoices

ust be installed on your comp

ubmitted to the billir

Pay Invoice by Mail

To pay your invoice by malil, please follow these steps:

1. Click on the View/Update Invoice menu option at the top of the screen to open
the VIEW INVOICES screen.

2. Click <Pay Invoice> at the bottom of the screen to open the PAYMENT OPTIONS
screen.

3. To pay with a check, click <Print Remittance Form>.

Note: You must have Adobe Acrobat Reader installed on your computer to view and
print the remittance form.

Premium Invoice Remittance Summary

Subgroup 1D:

Payment Due Date:  11/1/2018

Invoice ID Coverage Period Amount
09/01/2018 - 09/30/2018 $1,584.47

- 10/01/2018 - 10/31/2018 $1,830.311
11/01/2018 - 11/30/2018 $1,880.31

Total Premium Due : PLEASE PAY AMOUNT AS BILLED $5,345.09

Payment Amount $6,345.09
Make Checks Payable To: UNITEDHEALTHCARE

Return Payment To:
UnitedHeslthcare

PO Box 860511

Minngapolis, MM 55486-D511

If you are paying by check, please return this page along with your payment to the address above.
If you have billing questions, please call 1-866-322-1210

Continued on next page
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4. The Premium Invoice Remittance Summary appears as a Portable Document
Format (PDF) file.

5. The remittance summary will display all the invoices that are currently unpaid
in the following format:

* Invoice Number

* Coverage Period

* Invoice Amount Due
* Total Premium Due

6. Click on the Print icon on the Adobe Acrobat Reader toolbar to print the
remittance summary in landscape. Be sure to return the remittance
summary with your payment.

7. Mail your Payment to the address provided at the bottom of the invoice.
8. Or, for Overnight payments use the following address

Unimerica Life Insurance Company of Mew Yark
Lockbox 860511

1200 Energy Park Drive

St Paul, MM 55108

Make Online Payment

Payment Options

Group ID z Amount Due : %$5,345.09
Group

Subgroup ID :

Subgroup

Get Adobe Reader Pnnt Remittance Form ‘ Make Online Payment . Retumn to View Invoices

To make an online payment, please follow these steps:
1. Click on the Make Online Payment button on the PAYMENT OPTIONS screen.

2. The address to send the form is located in the Contact Us menu item. You will
need to provide the following account information:

* Bank Name, Address and Phone

* Bank Routing Number

* Your Account Name, Number and Type

* Authorized Signer Name, Phone Number and email address
* The Make Online Payment screen opens.

Continued next page
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Important Note: To make an electronic payment, the Electronic Payment
Authorization Form must be completed, signed and mailed to the billing
department. See Chapter 3: Forms Library System, Topic: Electronic Payment
Authorization Form to learn how to obtain a copy of the form.

Make Online Payment

Group 1D :
P Due Date Total Amount Due
Group Name : 09/01/2020 $7,528.07

Subgroup ID
Subgroup Mame

Amount Due . $7,528.07

Date to Submit Payment : |

Payment Amount : |

|
|
Bank Mame : | Old |
|
|

Account Number : |#m#
Routing Mumber : |####|‘#

Payments requested for the same day that are made prior to 3:30 PM CT will be credited to your account today and show a receipt date
in 2-Bill the next business day. Payments requested for the same day that are made on or after 3:30 PM CT will be credited to your
account the next day and have a receipt date in e-Bill two business days later. When selecting a future payment date, your account will
be cradited on the same day and show a receipt date in e-Bill the next business day.

3. The BANK NAME, ACCOUNT NUMBER and ROUTING NUMBER fields are populated
with your bank information when you have set up this option with our Billing
Department. You will not be able to enter this information on-line.

4. Ifthe bank information has not been previously set up with the billing department,
you will receive the following message at the top of the MAKE ONLINE PAYMENT
screen: Your bank information was not found. Please submit the Electronic
Payment Authorization form to our Billing Department. You will not be able to
continue with the on-line paymentprocess.

5. Verify the amount due matches the outstanding amount due for all your online
invoices. If there is a discrepancy, contact our Billing Administrator.

Continued next page
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6. Click on the PAYMENT AMOUNT field and type in the actual amount of your
payment.

7. Click on the down arrow at the end of the DATE TO SUBMIT PAYMENT field to open
the pop-up calendar.

8. Select the date of the month the money will be transferred from your account to
our billing team. The payment date must be a business day.

9. Click on the > arrow on the pop-up calendar to change to the following month.

10. Please review the selecting a payment date information in red text at the bottom
of the screen.

11. Click on the Submit Payment button on the MAKE ONLINE PAYMENT screen to
submit your online payment.

12. Or, click on the Cancel button to close the MAKE ONLINE PAYMENT screen and
return to the PAYMENT OPTIONS screen.

13. When you submit your online payment the confirmation window opens.
14. A PAYMENT CONFIRMATION NUMBER is created and displayed on the confirmation window.
15. Please print the screen for your records, if necessary.

16. Click <Back to View Invoice> to close the confirmation screen and return to the VIEW INVOICES
screen.

Payment Confirmation Details

Payment Details

Payment Confirmation Number 1 29756
Group ID

Group Name

Subgroup ID

Subgroup Name

Amount Paid

Payment Date : 08/19/2020

Bank Details

Bank Mame 1 old
Account Number

Routing Number

Back To View Invoice
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Scheduled Direct Debit ACH — Add Account

e Allowed three transaction daily, any combination of “Add, Update or Cancel”.

wWelcome.,

J UnitedHea.ltllcaI‘e’ eAdministration

ontact Us Loa Off

Sroup 1
Subgroup ID
Sroup

Subgroup

Current Tnvoices
Inwvolce ID Due Date Inwvolce Period B1

ed Amount Balance Due
201070000001 as/01 20m0 osso1r2020 - 0Br31/2020 cios.25 cios.25

torical Invoices
Due Date

Zoi1s7000030F OF 012020 OF/ 0L 2020 - OF/31/2020 s101.51 s101.51
201260000170 assa1sZ0P0 O6/01/2020 - 06/ 20,2020 =101.51 =101.51
Zoio6c000212 ossoi1s2020 05/01/2020 - OS/21/2020 £101.51 s2=2.77
zoorsooooosT o4r0 1L 2020 09/ 0L 2020 - O/ BO/Z020 s1o1.51 so0.00
Zonazoooonaz azRfa1 020 02/ /01,2020 - 02/21/2020 =101 51 =0.00
zZooiscooo1s0 ozso01/2020 0Z/01/2020 O2/29/2020 s101.51 so.00
1ozasuuULUSs [SEWITEWSTT) V1 ULFZOZ0 - OLFB1LSZ0Z0 S1ws.s2 su.oo

10000224 1zs01r2010 1z/01/2019 - 12/21/2019 s1z22 =2 so.o0o0

1101201 11/01/2019 - 11/30/2019 sizs.32 so.o0
10/01,2019 10/01/2019 - 10/21/2019 s128.32 s0.00
ocoso1s2010 0S/01/2019 - OS/20/2010 s1izs.22 so.o00

1s1ss00002s5= osso1s201s 0S/01/2019S - OS/31/2019 s1izs.32 so.oco0

Manage Payment Method May Inwvoice Downiload to Excel

PAYMENT METHOD LIST

Group ID :
Group Mame :
Subgroup ID :

Subgroup Mame :

uled Direct Debit Payment Method | Return To View Invoices

Payment Method List

There are no payment methods to display

welcome,

w UnitedHea.ltIlcaI'e@ eAdministration

Add/Update/Delete Payment Acc t Information

Sroup ID
Sroup Mame

Select Subgroup ID's

L=

Payment Type : Scheduled Direct Debit

Routing Mumber

Account Mame

[
Bank Mame :
[
[

Account Mumber

Confirm Account Mumber = : |

Financial 26 Institution : [1oo0

Account Type — ;. @ checking (OSavings

Payment Dare — @ 10th of Every Month (02Sth of Every Month

[ I accept the terms and condi

I Add Account turn To Manage yment Method
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Select View/Update Invoice, menu option
Select Manage Payment Method, button at bottom of screen-
Select Add Scheduled Direct Debit Payment Method, button

Select Subgroup or Multiple Subgroups, that will use the same Account Information
a. Select >>, double arrows pointing right to Add

b. Select <<, double arrows pointing left to Remove

HMwn =

5. Enter All Required Fields, (if incorrect Routing number entered more than two times,
prompted to try again later or at another time)
* Routing Number
« Bank Name (will auto populate after valid routing number has been entered)
* Account Name
e Account Number
« Confirm Account Number
* Account Type
* Payment Date
6. Click box next to “l Accept the terms and conditions” link, read and review then close page or you
may return to eAdministrative URL tab.
7. Click Check box next to "l Accept the Terms and Condition"
8. Select Add Account

Scheduled Direct Debit ACH — Update Account

e Allowed three transaction daily, any combination of “Add, Update or Cancel”.

Lz
PAYMENT METHOD LIST

Group ID
Group Name
Subgroup ID

Subgroup Mame

Add Scheduled Direct Debit Payment Method Return To View Invoices

Payment Method List

Account Payment Account Account Routing ment Customer

Pay Lo
Description Type Type Number Number Percent Date glr"cr;'ager Bill

Last
Modified

7/1/2020
Scheduled E— R A .
CITY Direct Debit CHKG w1234 *=¥13958 100%s 10th 3 -2 - 9:25:53
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Addy/ Updatey/ Delete Payment Account ITnforrmation
Group 1D :
Group Mame

Select Subgroup ID's 2041

Payrment Type

Bank Mame

Confirm Routing Mumber

[
[
[
Routing Mumber = E |
[
[

Financial 26 Institution

Accoun t Tvpe - : @checking (Osawvings
Payment Date - : @ Ewery Month 10th (OEwvery Month 2Sth

[CO1 accept the terms and conditions

I Update Account Delete Account Return To Manage Payment Method

Select View/Update Invoice, menu option

Select Manage Payment Method, button at bottom of screen-

Select Account Description, for Subgroup you want to update

Select Subgroup or Multiple Subgroups, that will use the same Account Information
a. Select >>, double arrows pointing right to Add
b. Select <<, double arrows pointing left to Remove

Hwn =

5. Enter All Required Fields, (if incorrect Routing number entered more than two times,
prompted to try again later or at another time)
+  Routing Number
« Bank Name (will auto populate after valid routing number has been entered
» Account Name
* Account Number
«  Confirm Account Number
+ Account Type
+ Payment Date

6. Select Click box next to “I Accept the terms and conditions” link, read and review then close page

or you may return to eAdministrative URL tab.
7. Click Check box next to "I Accept the Terms and Condition”
8. Select Update Account
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Scheduled Direct Debit ACH — Cancel Account

*Allowed three transaction daily, any combination of “Add, Update or Cancel”.

Lz

PAYMENT METHOD LIST

Group ID
Group Mame
Subgroup ID

Subgroup Mame

Add Scheduled Direct Debit Payment Method Return Te View Invoices

Payment Method List

: Customer
Account Payment Account Account Routing _ Payment toes Last
Description Type Type Number Number Percent Date g‘r"cr,'ager Bill Modified
7/1/2020
cITY Scheduled. CHKG sy 334 ey 3658 100% 10th 3 -2 3":;3‘."5:53

Addy/Updatey/Delete Payment Account Information

Sroup ID
Sroup Mame

Select Subgroup ID's 3041

Payment Type

Banl Mame =

Account Marme —

Account Mumber =

Confirm Account Mumber =

Confirmm Routing MNMumber =

|
[ |
[ |
[ |
Routing NMumber = = |
[ ]
Financial 2 Institution = |

Account Type = . @cChecking (OSawings
Payment Date ;. @ Ewvery Monmth 10th (OEwery Month 2S5th

(1 accept the terms and conditicons

Update Account Return To Manage Payment Method

Select View/Update Invoice, menu option
Select Manage Payment Method, button at bottom of screen:
Select Account Description, for Subgroup you want to Cancel
Select Subgroup or Multiple Subgroups,

a. Select >>, double arrows pointing right to Add

b. Select <<, double arrows pointing left to Remove

5. Select Click box next to “l Accept the terms and conditions” link, read and review then close page
or you may return to eAdministrative URL tab.

Click Check box next to "I Accept the Terms and Condition"
7. Select Delete Account

HAwn =
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Section 7: Payment History

Payment History

Group ID
Subgroup ID

Group Mame

Subgroup Name :

History Details

Received Date Payment Method Receipt Type Check Number Amount
8/21/2018 Check Payment 152595 $2,008.91
7/31/2018 Check Payment 152346 $2,062.03
7/24/2018 Check Payment 152268 $3,044.82
5/23/2018 Check Payment 151662 $5,149.01
4/24/2018 Check Payment 151382 $027.64
3/5/2018 Check Payment 150832 $1,749.36
1/17/2018 Check Payment 150245 $900.20
1/4/2018 Check Payment 150189 $909.20
11/27/2017 Check Payment 149735 $886.02

Download to Excel

Payment History

To review the payment history for your subgroup, please follow these steps:

1. Click on the Payment History menu option at the top of the WELCOME TO
LIST BILL screen.

2. The PAYMENT HISTORY screen opens.

3. Click <Download to Excel > to load the information into a Microsoft
Excel spreadsheet.

4. Click on the date link under the RECEIVED DATE column to open the
RECEIPT DETAIL screen.

5. Review the receipt detail for the specified received date.

6. Click <Return to Payment History> to close the screen and return to the
PAYMENT HISTORY screen.

If you have any questions regarding your payment history, please contact the billing
department at 1-866-322-1210. At the prompt, select #1 for billing issues.
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CHAPTER 3: FORMS LIBRARY SYSTEM

PURPOSE This chapter provides detailed information regarding the
Forms Library System. Most of the forms identified in the
Administration Manual are accessible through the

eAdministration website.

As an external user, the user ID assigned to you will
identify the appropriate Contract Situs State and
Underwriting Company necessary to provide a listing of
available forms.

The list of forms can be restricted by selecting one of the
following categories:

Administrative Guide

Beneficiary Forms

Claim Forms

Conversion & Portability Forms
Enroliment Forms

Evidence of Insurability (EOI) Forms
Miscellaneous Forms

BEFORE YOU BEGIN | ogin to the eAdministration Home page.
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Opening Forms Library
Report Portal My Profile User Administration Change Password

username Forms
Horne Contract Situs
Lag out ot [MInMESOTA =l
Change Password Und i
e-Bill Services NAErWItiNG  [nited Healthcare Insurance Compan |
Forms Library Comparny I pany E
R rt Portal
sportFona Category | j
Farm I
Important The forms displayed here are hased on the situs state and underwriting company for the group
Note: assigned to your user id. Some of these forms may not be applicable. Please confirm that your group
has purchased the appropriate product associated with the form prior to using. Refer to your group
policy and individual certificate for verification.
[search | _J
Results
MName Category
Administration Manual (All Sections) Administration Manual
Administration Manual (Critical Ilness Section administration Manual
Administration Manual (e-Bill System Section administration Manual
Administration Manual (EAP Section Administration Manual
Administration Manual (Life Policies Section Administration Manual
Administration Manual (List Bill e-Bill Processing Section) Administration Manual
Administration Manual (List Billed Group Section] administration Manual
Administration Manual (LTD Section administration Manual
Administration Manual {On-line Forms Section Administration Manual

You will access the FORMS LIBRARY from the eAdministration HOME screen.
To open the Forms Library, please follow these steps:

1. Follow the steps to open the eAdministration HOME screen. See Chapter 1:
System Overview, Section 2: Getting Started, topic: Opening eAdministration
for more detailedinformation.

2. The eAdministration HOME menu displays a list of applications and/or functions
you have access to. Forexample:

* Log out
* Change Password
* My Profile
* e-Bill Services
* Forms Library (if assigned to the userid)
* Report Portal (if assigned to the userid)
3. Click on the Forms Library link to open theFORMS screen.

4. The CONTRACT SITUS STATE and UNDERWRITING COMPANY fields are disabled and are
for display only. These fields are populated based on the Contract Situs State and
Underwriting Company associated with the group assigned to the user id.

Important Note: Some of these forms may not be applicable. Please confirm that your group
has purchased the appropriate product associated with the form prior to using. Refer to your
group policy and individual certificate for verification.

5. Click <Search> to display a listing of all the available forms. Each form will
display as alink.
6. Click on the appropriate form name/link to open the form in a Portable Document

Continued next page
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Format (PDF) into a separate window.

7. To print the form, click on the printer icon on the Adobe Acrobat Reader toolbar.

-1/ apps.unimeri om/0nLineForms/0OnlineFormsDocuments/100-5476_Unimerica_Proof_of Death.p - Microsoft

SEBIER PTG e

#4apps unimeica. com/OnLineForms/OnlineF ormsD ocuments/100-5476_Linimerica, f_Death pdf

Tnimerica Fsurance Compang
PROOF OF DEATH FOR GROUP INSURANCE

INSTRUCTIONS: _

1. Claimant please fill in and sign section below. Any person who knowingly
2. Certified Death Certificate must be included in proofs. insurance company files 2
3. Attach copy of police report, if accidental or misleading information
4. Attach copy of toxicology report if driver under law.

SECTION 1

CLAIMANT'S SIGNATURE

I'hereby make claim for the death benefits on the life of

: under Group Policy Number ‘ 8.8, Number

If & dependent, name of insured

Address

8. To close the Adobe Acrobat Reader window, click on the ‘X" at the top right-hand
side of the window, or click on the File menu option then click on the Close
option.

| 3 http:/fuwbdb02:8081 70nLineForms/UploadFiles/1 00 5476_Unimerica_Proof_of_Death.pdf - Microsaft |
e ¢! z & =R

[ OnLineForms/UploadFiles/100-5476_Urnimerica_Proof_of_Death pdf

Unitnerica frmeraree Company

PROOF OF DEATH FOR GROUP INSURANCE

INSTRUCTIONS: -
1. Claimant please fill in and sign section below. mlﬂm‘ﬂm lmowingl
2, Certified Death Certificate must be included in proofs, MR T0s Com iy ﬂﬁﬂ |
3 i i idental

Continued next page
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9. To log out of the FORMS Library and eAdministration system, click on the Log out

lin

k on the menu list located on the left-hand side of the FORMS screen.

10. When you select the Log-out link, or have timed out of the website, the Log In
screen will display.

usernaime Forms
Harme Contract Situs
Log aut State [MINNESOTA =]+
Change Password Und i
g-Bill Services MEEMWILENY [ nited Healthcare Insurance Compan |
Farrs Library Company I Rany J
R rt Portal
=Re e Category | j
Farm Administration Manual
Important Benaficiary Forms n the situs st
Mote: Claim Forms N e forms may
Conversion & Portability Forms k associated
Do Mot Use rification.
. Enrollment Forms
A Evidence of Insurability (EOQI) Forms
Miscellaneous

Fesults

Search on a Category
To limit the results form listing by category, please follow these steps:

1.
2.

»

Log on into the Forms Library system to open the FORMS screen.

The CONTRACT SITUS STATE and UNDERWRITING COMPANY are
automatically populated based on the group assigned to your user id.

Click on the CATEGORY field down arrow to open the drop-down list.
Click on an option from the category drop-down menu list.

Click <Search > to create a list of available forms based on the
category selected.

The list of available forms will display in the Results area based on the
Contract Situs State, Underwriting Company and Category. In thisexample,
the Claim Forms category wasused.
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Forms
Gttt SIS [MINNESOTA B
Underwritting p =
Company |United Healthcare Insurance Company =l
Category |Clairn Forms j
Form L ]
Important The forms displayed here are based on the situs state and underwriting company for the group
MNote: assigned to your user id. Some of these forms may not be applicable. Please confirm that your group
has purchased the appropriate product associated with the form prior to using. Refer to your group
policy and individual certificate for verification.
Actions
Search
Results
Name Category
Claimant Statement for STO/LTD Clair Forms
Critical Illness Claim Form Package Claim Forms
Critical lllness Health Screening Benefit Claim Farm Claim Forms
LTD Claim Package Claim Forms
STD Claim Package Clair Forms
United HealthCare Matice of Claim for Accelerated Benefits Claim Forms
United HealthCare Proof of Death for Group Insurance Claim Forms
United HealthCare Staterment of Claim for Accidental Dismemberment Claim Farms
United HealthCare Waiver of Premium Claim Form Clair Forms
Forms
Contract Situs
MINMESOTA
State I J
Underwritting -
United Healthcare Insurance Compan i
Campany I pany J
Category | j
Form [5TD Claim Package |
Important The forms displayed here are based on the situs state and underwriting company for the group
Mote: assigned to your user id. Some of these forms may not be applicable. Please confirm that your group
has purchased the appropriate product associated with the form prior to using. Refer to your group
policy and individual certificate for verification.
Ackions
Search |
Results
Mame Category
STD Claim Package Claim Forms

Search by Form Name

If you know the exact name of the form you need, search by the form name by following
these steps:

1. Click on the Forms Library link on the eAdministration HOME screen to open the
FORMS screen.

2. Click on the FoRrw field and type in the exact name of the form.
3. Click <Search> to display the form as a link under the Results section.
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username
Home

Lag out

Change Password
e-Bill Services
Forms Library
Report Portal

Forms

Contrack Situs
State

Underwritting
Company

Category

Farm

Important
Mote:

Actions

Search |

RFesults
MName

Electronic Payrment Authorization Form Miscellaneous

[MINMESOTA I
|United Healthcare Insurance Company j*
[Miscellaneous -

The forms displayed here are based on the situs state §
assigned to your user id. Some of these forms may not
has purchased the appropriate product associated with
policy and individual certificate for verification.

Category

Electronic Payment Authorization Form

To print the Electronic Payment Authorization form, please follow these steps:
Click on the Forms Library link on the eAdministration HOME screen to open the

1.

w

FORMS screen.

Click on the CATEGORY down arrow to open the drop-down menu list.
Click on the Miscellaneous option from the drop-down menu list.

Click <Search> to display the Electronic Payment Authorization form as a
link under the Results section.

Click on the Electronic Payment Authorization Form link to open the form
in Adobe Acrobat Reader.

Click on the printer icon on the Adobe Acrobat Reader toolbar to send the form

to your local printer.

Click on the “X” at the top right-hand side of the window to close the
Adobe Acrobat Reader window.

Or, click on the File menu option at the top toolbar, then click on the Close

option.

66



CHAPTER 4: REPORT PORTAL SYSTEM

PURPOSE This chapter provides detailed information regarding the
Report Portal system on our eAdministration website.

We have developed several reports that are accessible
through our website. As an external user, the user id
assigned to you will identify the appropriate
Group/subgroup necessary to create the available
reports.

BEFORE YOU BEGIN Login to the eAdministration HOMEscreen.
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Opening the Report Portal

e-Bill Services Forms Library Report Portal My Profile User Administration Change Password Log out

Welcome username
Exit

Click on an arrow below to view a report, If the report has Excel formatting available, a checkbox will appear to allow you
to select the report in Excel format,

ATP LTD Report
ATP STD Report
Evidence of Insurability Report Internal
Evidence of Insurability Report Mo SSNM Internal
Life Paid Claim
Life Pended Claim
Loang Term Disability Claims by Individuals
LTD &uto Benefit
LTDr &Auto Benefit Ext
Short Term Disability Claims by Individual
STD Auto Benefit
STD Auto Benefit Ext

Waiver Report

TP P 9P PP P9y 9y vyoywoew

To access the web-based Report Portal, please follow these steps:

1. Follow the steps to open the eAdministration HOME screen. See Chapter 1: System
Overview, Section 2: Getting Started, topic: Opening eAdministration for more
detailed information.

2. The eAdministration HOME menu displays a list of applications and/or functions you
have access to. Forexample:

e Log out
e Change Password
e My Profile
e e-Bill Services
e Forms Library (if assigned to the userid)
e Report Portal (if assigned to the userid)
3. Select the Report Portal link to open the REPORT PORTAL screen.

4. The REPORT PORTAL screen will display a listing of the report. The reports listed are limited by the
products associated with your group.

5. Click on the green arrow to the left of the report name to open the report parameter screen.
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Report Parameter

When you select a report from the Report Portal screen, a report parameter screen may

[#] Return To Report List Exit
Group Name | PBC COMPANY =l BT [1002 ABC COMPANY SUBGROUP T |
Incurred Start | E] ¥ oL Incurred End | Q
Crate Date ¥ NULL
4 4 |z of 15 Pl [100% I Find | rMext | Select a format 'l Expart | = 3
Life Paid Claim Report
Detail of all selected accounts
Froup Mumber: 300000 Group Mame: ABC COMPARNY
Subgroup Mumber: 1002 Subgroup Name: aBC COMPANY SUBGROUP TWO
Incurred Dates:
Claim I Benefit Incurred Date  Received Date Paid Date Benefit Amount  Interest Amount  Paid Amount  Het Before T
Member Hame: Relationship Date of Birth

appear. The report parameter screen allows the user to enter criterion in order to limit

the report content.

To filter a report from the REPORT PARAMETER screen, please follow these steps:
1. Open the Report Portal screen to view a listing of the available reports.

2. Click on the green arrow to the left of the report you want to create.

3. The GRoupr NUMBER or NAME field will be pre-populated with the Group ID and Name

associated with your user|D.
4. The SuBGROUP ID and NAME field will contain a drop-down list and will be pre-
populated with the subgroups associated with your user id.

5. Some fields may default to Null, which means that all available information based
on these fields will display on thereport.

6. To restrict the information displayed on the screen, de-select the Null checkbox
by clicking on it. The checkmark will be removed and the textbox next to the de-

selected checkbox will be opened for you to entertext.

Continued next page
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Incurred Start I | MULL Incurred End I x|
Date

S M| T | W T F |S
I - I i = )
4 4 )1 of T 2 3 4 ] Find | Mext |Sele|:t a format =l Expart ] =

Group Mumber; 30 % 27 28 30 N

Subgroup Number: 10

Ciate

4  August, 2007 ) | 2 NI

s 6 7 8 9 101 Life Paid Claim Report

12 13 14 15 16 17 18
1M 20 21 22 23 24 2% Detail of all selected accounts

Today is

5.

~

10.

For date fields, click on the calendar icon to open the pop-up calendar and select a
date.

Or, just click on the date field and type in a valid date in mm/dd/yyyy format.
Click on the open textbox field that is not a date field and type in valid information.

Or, if the field has a down arrow, click on the down arrow to open the drop-down
menu list.

Click <View Report> to create the report based on the criteria entered or defaulted.
The report will display on the screen.

Group Name | AEC COMPARY | Sularaug | 1002 ABC COMPANY SUBGROUP T |%
Incurred Start | _w:] [l nuLL Incurred End | _w:]
Date Date ¥ UL

4 4 |1 of 15 [kl |100% = Find | Mext  |Select a format =] Expart 4] =

Report Functions

The report displayed on the screen can be viewed on the screen page by page, exported
in a different format or printed.

To page through the report, please follow these steps:
1. To page through the reportclick:

* Click on theright arrow @ to move to the nextpage
* Click on the left arrow 2/ to move to the previous page

* Click on the right arrow with a barafter it to jump to the last page

* Click on the left arrow with a bar before it to jump to the first page

2. Or, click on the page field and type a page number to jump o _oss to that page.

3. Click on the FIND |NEXT textbox field | Find | Me=t 16 type in aspecific
word, and then click Find to search through the report for a specific item.

4. Click Next to search for the next instance of the item in the textbox.
Continued next page
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5. To export the report into a different format, click on the down arrow on the Export
field to open the drop-downlist.

| select a format &l Export 3 = |

®ML file with report data
ZsY {comma delimited)
TIFF file

Acrobat (PDF) file

Wweb archive

Excel

6. Click on a format then selectExport.

7. The report will be exported into the format selected and will open in a separate
window.

8. To print the report as displayed on the screen, click on the printer icon to send it to
your local printer.

9. To close the report and report parameter screen, click on the Return to Report List
icon. The listing of available reports will appear.

< Ed| Bietum To Report List

S

Udelcome username
( Ex it)

Click an an arrow below to wiew a report. If the report has Excel farmatting available, a checkbax will appear to allow you
to select the report in Excel format,

ATP LTD Report
ATP 57D Report
Evidence of Insurability Report Internal
Evidence of Insurability Report No 22N Internal
Life Paid Claim
Life Pended Clairm
Long Term Disability Claims by Individuals
LTD Auto Benefit
LTD Auto Benefit Ext
Short Term Disability Claims by Individual
STD Auto Benefit
STD Auto Benefit Ext

W aiver Report

P Y P 9P P99 VPPV VY

10. To close the report portal, click on the Exit link. You will return to the WELCOME
screen.

11. If you have not timed out of the web site, you may need to also select the Log out
link on the WELCOME screen.

12. When you select the Log-out link, or have timed out of the web site, the LOG IN
screen displays.
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CHAPTER 5: USER ADMINISTRATION

PURPOSE This chapter provides detailed information regarding the
User Administration functionality. You must be setup as

the group or subgroup “Super User” to gain access to this
functionality. You will be able to add and maintain the
users for your organization.

This chapter will provide step- by-step instructions on the
following functions:

e Add User

e Update User

o View User

¢ Reset Password
e Terminate User

Once you login to the eAdministration system, the USER
ADMINISTRATION link will be displayed in the menu list on
the HOME page.

BEFORE YOU BEGIN You must have been given access to the User
Administration system. And login to the eAdministration
HOME screen.
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Section 1: User Listing

User Administration

User ID User Type First Name Last Name E-Bill Forms  Report Active/Terminated
Services Library Portal

SUBGROUP Active

U I :nc =

O _ SUBGROUP 7 Terminated
BILLING (03/30/2017)

O M GRrOUP v ACiiee
= Terminated

OO M cRour v ¥ of (01/29/2018)

Opening the User Maintenance System

To open the User Administration system, click on the USER ADMINISTRATION link.

The User Listing screen displays all existing user assigned to your organization. You will
be able to review the following information for each user:

* A checkbox to select an existinguser

* UserID

e User Type

* First Name

* Last Name

* E-mail address

» System access to e-Bill Services, Forms Library or Report Portal
* Active or Terminated status

The following command buttons are available from this screen:
* View User (to review the existing information for a user)
* Reset Password
* Update User
* Add User
Terminate User




PURPOSE This section provides detailed information on adding
a new user

BEFORE YOU BEGIN Login to the eAdministration system and open the

User Listing screen by clicking on the User
Administration link.

74



Section 2: Add User

User Administration

User ID First Name Last Name E-Mail E-Bill Forms Active/Terminated
Services Library
SUBGROUP Active
O D e =
[ M svecrouR 7 Terminated
BILLING (03/30/2017)
O N crouP v Active
= Terminated
O D cRouP o L o (01/29/2018)
P
Reset Password | Update User (§ ) Terminate User
-"‘-5-=. i
Add User
Effective Date : [11/03/2018 |
User ID : ‘ |
First Mame |
Last Name |

Email Address

\
\
\
["] opt-out e-mail notifications

2. User Access

User Type : ‘GROUP v‘
(Hint: GROUP user type automatically has access to all active sub-groups)
Active Sub Groups All active sub group(s).
Select All
1001 I
Applications
Application Name Data

[ e-Bill Services
[ Forms Library

[ Report Portal

Report Name

Evidence of Insursbility Report Last 4 SSN [MLS-02_xe)
MCR-024_e; Life Paid Claim Detail by Incurred Date

MCR-14_e; Life Insurance Waiver of Premium Report

Add User Screen

To add a new user, please follow these steps:
1. Click <Add User> on the USER LISTING screen to open the ADD USER screen.
2. The ADD USER screen displays these areas:
* |dentity
* User Access
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Add User

Effective Date : [11/03/2018 |

User ID : | |

First Mame

Last Mame

Email Address

3
3
3
[] opt-out e-mail notifications

Identity Section

To enter user identity information, please follow these steps:

1.
2.

3.
4.

o

Open the Add User screen.

To change the default effective date, click on the EFFECTIVE DATE field and type
in a future date in mm/dd/yyyyformat.

To keep the default effective date, click on the USER ID field

Type a valid user id into the USeR ID field. User ids must be at least 8 characters
in length. User ids cannot be modified so be sure they are correct before you
select the Submit command button.

Recommended guidelines for user ids are:
The first letter of the user’s first name and the last name.

If the first letter of the first name and last name are less than 8 characters, back fill
the remaining characters with numeric characters.

For example:  If user's name is Alice Blue, user id could be ablue123 or ablue2007.

If user’'s name is Alice Blueandgold, user id could be ablueandgold (user id can
exceed 8 characters.)

Click on the FIRST NAME field and type in the user’s actual first name.
Click on the LAST NAME field and type in the user’s actual last name.
Click on the EmMAIL ADDRESS field and type in the user’s actual email address.

Important: The user's email address is required as the passwords are system generated and sent to
the user via email.
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2. User Access

User Type : |GROUP v|
(Hint: GROUP user type automatically has access to all active sub-groups)
Active Sub Groups All active sub group(s).
Select all
Applications
Application Name Data

[J e-gill Services
[J Forms Library

[J rReport Portal

Report Name

Evidence of Insurability Report Last 4 S5N (MLS-02_xe)
MCR-024_e; Life Paid Claim Detzil by Incurred Date

MCR-14_e; Life Insurance Waiver of Premium Report

User Access Section — User Type

To assign user access, please follow these steps:
1. Click on the down arrow of the USER TYPE field to open the drop-down menu list.
2. Select one of the following options:

* Group —to allow user access to all data within your organization as well as all
available eBill Services system functionality.

* Subgroup —to limit access to subgroup(s) data only with all available eBill
Services functionality.

» Subgroup Billing — to limit access to only subgroup(s) data and eBill Services
billing functionality for List Billed subgroups. This user type will nhot be able to
access Self Billed subgroups in the eBill Services system.

* Subgroup Enrollment — to limit access to only subgroup(s) data and eBill
Services enrollment functionality for List Billed groups. This user type will not
be able to access Self Billed subgroups in the eBill Service system.

3. Alluser types will be eligible for Forms Library and Report Portal access.

Continued next page
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2. User Access

User Type : [erouP ¥
(Hint: GROUP user type automatically has access to all active sub-groups)
Active"sub Groups All active sub group(s).
Select All
Applications
Application Name Data

[] e-Bill Services
[ Forms Library

[] Report Portal

Report Name

Evidance of Insurability Report Last & SSN (MLS-02_xe)
MCR-024_e; Life Paid Claim Detsil by Incurred Date

MCR-14_a; Life Insurance Waiver of Premium Report

User Access Section — Active Subgroups

If a subgroup user type is selected, please follow these steps:

1. Click on at least one of the checkboxes to the left of the subgroup ID and Name to
select the subgroup. You are able to assign more than one subgroup to a user.

2. Acheckmark will appear, and the user will only have access to the selected
subgroup(s).

3. To select all subgroup, click on the SELECT ALL checkbox.

Important: If the GRoup user type is selected, all subgroups are automatically selected and will be
available to the new user.

Continued next page
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2. User Access

. [GrROUP v|

User Type
(Hint: GROUP user type automatically has access to all active sub-groups)
Active Sub Groups All active sub group(s).
Select All
2001 ]
Applications
Application Name Data

[ e-Bill Services
[] Forms Library

[ Report Portal

' Report Name

Evidence of Insurability Report Last 4 SSN (MLS-02_xe)
MCR-02A_e: Life Paid Claim Detail by Incurred Date

MCAR-14_s: Life Insurance Waiver of Premium Repart

User Access Section — Applications

To assign specific applications to a user, please follow these steps:
1. Click on the checkbox next to the application to select it.

2. Ifyou select the E-BILL SERVICES application checkbox, the user will have access
to the on-line billing system.

If you selected Then user will have eBill Services access for:

User Type:

Group All e-Bill functionality for all subgroups within

your organization.

Subgroup All e-Bill functionality for only subgroup(s) specified.

Subgroup Billing Only billing functionality for the Self Billed

subgroup(s) specified. Not applicable to List Billed

Subgroup Only enrollment functionality for the List Billed

Enrollment subgroup(s) specified. Not applicable to List

Billed subgroups.

3. Ifyou select the FORMS LIBRARY application checkbox, the user will have access
to the online forms. The user will be able to view and print any necessary forms
and the Administration Manual.

4. If you select the REPORT PORTAL application checkbox, the user will have access
to the online reports. And the report selection checkboxes will become enabled.

5. Ifyou selected the REPORT PORTAL application checkbox, you must select at

least one report. A Group user type will have access to all the data for all the
subgroups within your organization. Any of the Subgroup user types will be
limited to data for only the specified subgroup(s).
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Applications

Application Name Data
[T e-Rill Services

[Tl Forms Library

Report Mame
[ Incurred Claim Exp Report for Life LTD

¥ Report Portal [T Life Paid Claim External
[Tl Life Pended Claim External
[T waiver Report External

Submit Cancel

Complete the Add User process

To complete the Add User process, please follow these steps:

1.

2.
3.

Review all the information entered for this user. Verify the USER ID and USER
TYPE is correct as these fields cannot be modified later.

Click on the Submit command button to save the user information entered.

Click on the Cancel command button to close the ADD USER screen and return to
the USER LISTING screen without saving the user information entered.

When the user has been created successfully, you will receive the following
confirmation message:

Add User complete

The user has been created successfully.
an e-mail has been sent to the user with his password,
Please send a separate e-mail to the user with his/her user id.

Continue |

Click on the Continue command button to close the confirmation message and
return to the USER LISTING screen.

The system generates a random alpha-numeric temporary password and sends
it to the user viaemail.

You must notify the user in a separate email of his/her user id.

Note: When the user logs into eAdministration using the temporary password, he or she will be
prompted to change the password, select a security question and provide a security answer. The
security information is used to validate the user when they forget their password.
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Section 3: Update User

PURPOSE This chapter provides detailed information regarding the
Update User process. You will be able to modify the

following information for an existing user:
* First and Last Name
* Email address
* Access to active subgroup
* Access to the applications; eBill Services, Forms
Library, Report Portal

BEFORE YOU BEGIN Login to the eAdministration system and open the USER
LISTING screen.
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User Administration

User ID User Type First Name Last Name E-Mail ==:1]]] Forms  Report Active/Terminated
Services Library  Portal

SUBGROUP Act

O S 5T Y

[ I SuecRouP 7 Terminated
BILLING (03/30/2017)

O M crouP v Active
= Terminated

O D cRouP o L o (01/25/2018)

Update User

To update an existing user, please follow these steps:

1. Click on the USER ADMINISTRATION link at the eAdministration HOME screen to
open the USER LISTING screen.

2. Click on the checkbox to the left of the user id to select an existing user. A
checkmark will appear in thecheckbox.

3. Click on the Update User command button to open the UPDATE USER screen.

4. The following fields are disabled and display the information entered when the
user was set up:

» Effective Date
e UserID
* User Type

Continued next page



Effective Date

User ID

First Name

Last Name

Email Address

User Type

1. Identity

. 03/03/2016

QOpt-out e-mail notifications

2. User Access

. |SUBGROUP BILLINC v

Active Sub Groups No active sub-groups assigned to this user.

Applicatic

Applications

o Namae Data

o e-Bill Services

Farms

Repart

Report

Lviden

Ubrary
Portal

Rmport Name

Waiver of Pramium Ragert

"

10.

11.

CR-13_1 Life Panded

Click on any of these identity fields to modify the information entered:
* First Name

* Last Name

* Email Address

Click on the checked checkbox for an active subgroup or application to remove it.
The user will no longer have access to the data for the subgroup or application.
Click on the unchecked checkbox for an active subgroup or application to add

a checkmark. The user will now have access to that subgroup or application.
Click on the SELECT ALL checkbox to check all the subgroups. The user will have
access to the data for all the subgroups within your group or organization.
Unchecking the REPORT PORTAL application checkbox will remove access to the
previously selected reports.

Click on an unchecked report to add a checkmark. The user will have access to
that report.

Click on a checked report to remove the checkmark. The user will no longer have
access to thatreport.
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Complete the Update User process

To complete the Update User process, please follow these steps:
1. Review all the modifications for this user.
2. Click <Submit > to save the modified user information and close the UPDATE
USER screen. The USER LISTING screen opens.
3. Click <Cancel > to close the UPDATE USER screen and return to the USER
LISTING screen without saving the user information entered.

Important: If the EFFeECTIVE DATE, USER ID or USeR TYPE heeds to be changed, you must terminate the
old user id and create a new one. See Section 6: Terminate User for more detailed information.
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Section 4: Miscellaneous Functions

PURPOSE This section provides detailed information regarding the
remaining functions of the User Administration application.

You will be able to:
* View the current information for an existing user
* Reset an existing user’'spassword
* Terminate an existing user

BEFORE YOU BEGIN Login to the eAdministration system and open the USER
LISTING screen.

User Administration

User ID User Type First Name Last Name E-Mail E-Bill Forms Active/Terminated
Services Library
SUBGROUP Active

O I i = :

_ SUBGROUP Terminated
| BILLING L (03/30/2017)
[0 M GrOUP v Aciive
O S crouP ¥ v v (577387551a)

Reset Password | Update User Add User Terminate User

View User

If you need to verify the current information for a user, you are able to view this
information without going through the UPDATE USER process.

To review information on an existing user, please follow these steps:

1. Click on the USER ADMINISTRATION link at the eAdministration HOME screen to
open the USER LISTING screen.

2. Click on the checkbox to the left of the user id to select an existing user. A
checkmark will appear in thecheckbox.

3. Click <View User> to open the VIEwW USER screen.

Continued next page
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1. Identity

Effective Date . 030372016

User ID : _
First Name : _
Last Name : _
Email Address : _n\aw L

Opt-out e-mail netifications

2. User Access

User Type : SUBGROUP BILLINC v

Active Sub Groups No active sub-groups assigned to this user.

Applications
Application Name Data
| e-Bill Services
Forms Library
Report Portal
Report Name
Evidence of Insurability
Report Last 4 SSH [MLS-

02_xe)

MCR-02A_e: Life Paid Claim

Detail by Incurred Date

MCR-14_e; Life Insurance

Waivar of Pramium Repart

MCR-15_e; Life Panded

Claim

4. Allthe fields on this screen are disabled and display the current information for
the user selected on the USER LISTINGScreen.

5. Click <Close > to close the VIEW USER screen and return to the USER LISTING
screen.
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Reset Password

If the user is locked out of the login process, it may be necessary for you to assist them
in resetting their password.

To reset a password for an existing user, please follow these steps:

1. Click onthe USER ADMINISTRATION link at the eAdministration HOME screen to
open the USER LISTING screen.

2. Click on the checkbox to the left of the user id to select an existing user. A
checkmark will appear in thecheckbox.

3. Click <Reset Password> and the system will generate a new password for the
user.

4. The following confirmation message will display:

Reset Password complete
The user password has been reset and an e-mail has been sent to the e-mail address on file.

Continue |

5. The user will receive an email with the system-generated temporary password.

6. Click <Continue > to close the confirmation message and return to the USER
LISTING screen.
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Terminate User

It may be necessary to terminate users that are no longer with your organization or if the
EFFECTIVE DATE, USER ID or USER TYPE for an existing user needs to be corrected.

To terminate an existing user, please follow these steps:

1. Click on the USER ADMINISTRATION link at the eAdministration HOME screen to
open the USER LISTING screen.

2. Click on the checkbox to the left of the user id to select an existing user. A
checkmark will appear in the checkbox.

3. Click <Terminate User> to open the TERMINATE USER screen.

1. Identity
Termination Date 4 [11/03/2018
(mm/dd/yyyy)
User ID : _
First Mame : —
Last Name : _
Email Address : I —

Opt-out e-mail notifications

4. The TERMINATE USER screen opens with only the TERMINATION DATE
field enabled. The other fields are disabled and display current user
information.

5. Click on the TERMINATION DATE field to enter a valid date in mm/dd/yyyy format.
6. If the default date is correct, you do not need to enter a new date.

7. Click <Cancel > to return to the USER LISTING screen without terminating
the user.

8. Click <Submit > to save the termination date.
9. The following confirmation message will display in a separate window:

Microzoft Intemnet E x|

? Do you want to terminate thiz user ?
—

k. I Cancel |

10. Click <Ok > to terminate the user and return to the USER LISTING screen.

11. Click <Cancel to close the confirmation message and return to the TERMINATE
USER Screen.
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