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OVERVIEW

The State Health Benefit Plan (SHBP) has developed the SHBP Web Portal
for Administrators to give ‘at your fingertips’ access to your employee’s
health insurance coverage and health information.

Payroll Groups may use the SHBP Administrator’'s Web Portal to:

» Perform ‘“Year Round’ functions
» Perform ‘Open Enrollment’ functions
» Perform ‘Retiree Option Change Period’ functions

SHBP Staff Members may use the SHBP Administrator's Web Portal to:

Manage Payroll Groups
Modify Members
Manage User Roles
Add Dependents
Modify Accounts

YVVYVYY

This SHBP Administrator Web Portal User Guide will assist you in successfully
completing the available functions.



TECHNICAL CONSIDERATIONS
ACCESS AGREEMENT / USERNAME AND PASSWORD

Technical Considerations:

Technical considerations for locations that are setting up common points for multiple
users to participate in the SHBP Open Enrollment through the internet based
system:

1.

This is a secure system due to the sensitive nature of the data utilized by the
application. As such this means that an SSL (Secure Socket Layer)
connected will be required for the application to work.

Due to the secure nature of the application, a session time out of 20 minutes
has been established, this means that if any user exceeds 1200 seconds of
time without interacting with the application server, the server will terminate
the session and the user will get an error and will be required to log on again
and start the selection process over again. Registration would not be
required again. When people are reading the Terms and Conditions page,
they sometimes get delayed and this results in the session timing out. Itis
also very possible for people to get into the selections and then decide to go
and review a provider website or the decision guides and while doing that,
timeout from the application servers.

Caching needs to be turned off, at every level. For this system to work
correctly and to be secure. This means that caching at the browser level
needs to be turned off as well as any proxy server that is utilized and at the
firewall. Some locations use a caching server and some have firewalls that
reduce the connections to a single stream, in both cases this will result in
spurious timeouts for the users and these configurations should be avoided.

Auto complete, a function of most modern browsers that allows the browser to
remember the username and password of the user, should be turned off for
any browser that is being used in a community environment to connect to the
SHBP Open Enrollment system. The use of auto complete features of the
browsers presents a serious security issue as well as providing for spurious
timeouts, as some browsers will attempt to connect with previously used
session data if it reconnects with saved login data.

The URL for this application is https://www.myshbp.ga.gov/admin. Some
locations have internal portals and configure their own links to the web site, it
has been noted that these internal links have numerous issues with the
connections and maintaining session state and should be avoided if at all
possible.




SHBP Web Portal Access Agreement:

Authorized employing entities may access various reports electronically for viewing,
downloading, and/or printing from the SHBP Web Portal System by completing a
SHBP Web Portal Access Agreement. This agreement gives access to the secure
site where member health insurance coverage, health information and

reports are housed; and grants access to only that specific employing entity as
stated in the SHBP Web Portal Access Agreement.

SHBP Web Portal Access Agreement(s) are available for printing at the DCH
website, www.dch.georgia.gov/shbp or by calling the SHBP Payroll
Location/Employer Services Unit at 1-800-776-9045. Complete SHBP Web Portal
Access Agreement(s) should be faxed to the attention of Deborah Sheppard at
1-866-545-3161.

SHBP Web Portal Usernames and Passwords:
Once the SHBP Web Portal Access Agreement has been received and verified by
SHBP, Web Portal Usernames and Passwords are assigned according to the
agreement. The SHBP Web Portal System Administrator is responsible for the
following:

e the assignment of Web Portal Usernames

e the assignment of Web Portal Passwords

e the resetting of Web Portal Passwords

All SHBP Web Portal System Administrator requests should be made via e-mail to
Deborah Sheppard at dsheppard@dch.ga.gov.

Each employing entity may be assigned Web Portal Usernames and Web Portal
Passwords; and are assigned to specific individuals within the employing entity’s
location. Each individual must sign an agreement that they will not allow anyone
access to their Web Portal Usernames and Passwords. The employing entity’s
location manager will also sign an agreement to immediately advise Deborah
Sheppard via email at dsheppard@dch.ga.gov to terminate Web Portal Usernames
and Passwords when assigned users are no longer eligible to access the Web Portal
secure site. To access an electronic version of the SHBP Administrator Web Portal
User Guide, please visit the DCH website at www.dch.georgia.gov/shbp.




LOGIN

Follow the below directions to Login the SHBP Administrator Web Portal:

e Double click the Internet Explorer Icon (Figure 1)

~

Inkternet

Ex |:|||:| FEr

Figure 1 - Internet Explorer Icon

The Internet Browser Home screen will display.

e Enter https://www.myshbp.ga.gov/admin in the address field of the
Internet Browser screen (Figure 2)
e Press the Enter key

@:} ¥ £ https: /. myshbp,ga.gov/admin

Figure 2 - Internet Browser Address Field
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The Enter Administrator Login Information screen will display (Figure 3).

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION  CONTACT US  ONLINE HELP

\SHBP

State Health Benefit Plan

Friday, September 30, 2011

Enter Administrator Login Information Instructions

All fields indicated with * are required,

*Usermnarne |:| Lsername and Password are both case-

sensitive,

“Password I:I 1, Enter your Username and Passward,

2. Click the LOGIM button,

If you don't remember your Password, click the
LOGIN FORGOT PASSWORD FORGOT PASSWORD buttan.

Georgia.pov Privacy Important Notices Accessibility Contact Georpia.pov

Copyright © 2011 State of Georgia - All rights reserved

Figure 3 - Enter Administrator Login Information Screen

e Enter your Username
e Enter your Password
e Click the LOGIN button

Note:
All fields indicated with * are required.



The SHBP Administration Home screen will display (Figure 4).

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACT US  ONLINE HELP

SHBP

State Health Benefit Plan

Friday, September 30, 2011

SHBP Administration Home
Year Round
and OF >>
Please select one of the tabs on the left navigation bar.

Figure 4 - SHBP Administration Home Page

Your Login is now complete and you may now select one of the tabs on the left
navigation bar (Figure 4) to navigate through the Web Portal.

Note:
The Logout tab is located on the left navigation bar and may be used to logout
of the Web Portal when it is displayed on various Web Portal screens.

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 8
VERSION 2.0 - SEPTEMBER 2012
SHBP IT - RLM



FORGOT PASSWORD

After accessing the Enter Administrator Login Information screen and you don’t
remember your Password, follow the below directions to change your Password:

e Click the FORGOT PASSWORD button (Figure 5)
ABOUT US FAQ DECISION GUIDES ADD'L INFORMATION CONTACT US  ONLINE HELP
\' State Health Benefit Plan

Friday, September 30, 2011

Enter Administrator Login Information Instructions

All fields indicated with ™ are required.

*|Usernarme I:l Username and Password are both case-
sensitive,

*Password I:| 1, Enter your Username and Password,

2, Click the LOGIN buttan,

If you don't remember your Password, click the
) O N FORGOT PASIWORD button,

Georgia.pov Privacy Important Notices Accessibility Contact Georpia.pov

Copyright ® 2011 State of Georgia - All rights reserved

Figure 5 - Enter Administrator Login Information Screen

Note:
All fields indicated with * are required.




The Forgot Password screen will display (Figure 6).

e Enter your Username
e Click the CONTINUE button

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACTUS  ONLINE HELP

\SHBP

State Health Benefit Plar

Friday, Septernber 30, 2011

Forgot Password Instructions

Al fields indicated with *
are required. Usemame is
Forgot Password e
CRse-sensitive,

1. Enteryour

lJsername.

2. Click the CONTINUE
button to go to the
next page, or click
the CANCEL buttan
to return to the
Enter Administrator
Login Information

page with no change
in password.

Figure 6 - Forgot Password Screen

Note:
All fields indicated with * are required. Click the CANCEL button to redisplay
the Enter Administrator Login Information screen with no change in Password.
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The Enter Password Recovery Information screen will display. Your previously
entered Username and associated Security Question will pre-populate (Figure 7).

e Enter your Security Answer (not case sensitive)
e Click the SUBMIT button

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION  CONTACT US  OMNLINE HELP

SHBP

o g )

Forgot Password Instructions:

Al fiedds indicated swdth *
are required Security
Oiestion Sfcwer i Hot
CaR - 5angitive

Enter Password Recovery Infor mation

“Ligername L L L

1. Bawses your pre:
populatead
informartion to
R R T

SUBMIT CANCEL ool sl

Coestion (nof case-
senginive].

Click tha AUEMT
button to o o the
ot paga; o dhick
the CaNCEL button
to return to the
Enter administrator
I.-qi'n Information
page with i
recovery ichangs in
password

ety uestion Wahat s your pet's mame

*Lenprty A

Figure 7 - Enter Password Recovery Information Screen

Note:

All fields indicated with * are required. Clicking the CANCEL button will stop
the Password Recovery Process and redisplay the Enter Administrator Login
Information screen with no change in Password.
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The Enter New Password screen will display (Figure 8).

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACT US  ONLINE HELP

\SHBP

State Health Benefit Plan

Friday, September 30, 2011

Your password has expired. Please enter a new passward.
Change Password Instructions:

All fields indicated with *
Enter New Password are required, Passwords

are case-sensitive,

1, Create and enter
*Confirm New Password |:| your New Password,
New Password should

be hetween & and 20

characters (case-
o nsswo ] cance. e

at least 3 of the

follawing types of

characters:

- Uppercase letter

- Lowercase letter

Figure 8 - Enter New Password Screen - Nurmhar

o Create and enter your New Password. New Password should be
between 8 and 20 characters (case-sensitive) and have at least 3 of the
following types of characters:

- Uppercase Letter
- Lowercase Letter
- Number
- Special Character (!, @, #, etc.)
e Re-enter your newly created Password for confirmation
e Click the CHANGE PASSWORD button

Notes:
All fields indicated with * are required. Clicking the CANCEL button will stop
the Password Recovery Process and redisplay the Enter Administrator Login
Information screen with no change in Password.
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The Enter New Password screen will display when your Password has expired,
indicated by a message in the message field (Figure 8).

The Enter Administrator Login Information screen will redisplay (Figure 9). A

message will display in the message field stating, ‘Password and security question
successfully saved. Please login.’

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION CONTACTUS  ONLINE HELP

\SHBP

S Moaleh Bewedtr Plan

» Password successfully changed, Pleass login.

Enter Administrator Login Information Instructions

All fields indicated with * are required,
lJsemame and Password are both case
sensitive,

1. Enter your Usemams and Password.
2. Chick the LOGIN buttan.

= If you don't remarnber your Password, click the
LOGIN FORGOT PASSWORD FORGOT PASSWORD button.

*Lsemmanme B

"Passward

Georgia.gor Impartant Notices Aeeessibility Contact Georgia.poy

Figure 9 - Enter Administrator Login Information Screen (Password Changed)

Your Password Change is now complete. You may now use your newly created
Password to Login through the Enter Administrator Login Screen.

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 13
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SITE NAVIGATION

The header bar is located at the very top of the screen (Figure 10) and provides

active links and information regarding SHBP (i.e. Decision Guides, User Guides,
Contact Information, FAQ's, etc.).

ABOUTUS FAQ DECISION GUIDES ADD'L INFORMATION  CONTACT US  ONLINE HELP

\SHBP

State Health Benefit Plan

Friday, September 30, 2011

Enter Administrator Login Information Instructions

All fields indicated with ™ are required

*Usemarne I:l Username and Password are both case-

sensitive,
*)
Password I:| 1. Enter your Username and Passward,

2, Click the LOGIN button,

If you don't remember your Password, click the
sl AR AN FORGOT PASSWORD buttan,

Georpia.pov Privacy Important Notices Accessibility Contact Georpia.pov

Copyright © 2011 State of Georgia - All rights reserved

Figure 10 - Header Bar
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The left navigation bar will display on each screen beginning with the SHBP
Administration Home Page (Figure 11). The web site functions are selected from
the left navigation bar (never use your browser’'s “BACK” button). The four tabs on
the left navigation bar may be selected to:

Complete administrative functions for Year Round, Open Enrollment and
Retiree Option Change Period Elections

Complete SHBP Staff administrative functions

Modify Login (change employee/retiree Password and Security
Question/Answer)

Logout of web site.

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION CONTACT US  ONLINE HELP

\SHBP

State Health Benefit Plan

Friday, Septamber 30, 2011

SHBP Admimstration Home
Year Round
and OF »»
Please select one of the tabs on the left navigation bar,

Figure 11 - Left Navigation Bar
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The ‘Year Round and OE’ and ‘SHBP Staff’ tabs include sub-tabs (sub-tabs
indicated by arrows) on the left navigation bar (Figure 12). You may navigate

between site functions by selecting the left navigation tabs and/or sub-tabs (never
use your browser’s “BACK” button).

HOUTUS  FAQ DECISIONGUIDES  INFORMATION  CONTACTUS  LEGALNOTICES  ONLINEHELP

SHBP Administration Home

Flease select one of the tabs on the left nawigation bar.

ogin Histary

onfirmation

Figure 12 - Left Navigation Bar
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YEAR ROUND AND OE

After completing the Administrator Login function, the SHBP Administration Home
screen will display (Figure 13).

e Click the Year Round and OE tab on the left navigation bar
ABOUT US FAQ DECISION GUIDES ~ ADD'L INFORMATION CONTACT US  ONLINE HELP

\\) State Health Benefit Plan

Friday, September 30, 2011

SHBP Administration Home
Year Round
and OE »>
Please select one of the tabs on the left navigation bar,

Figure 13 - SHBP Administration Home Screen
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The Year Round and OE sub-tabs will display on the SHBP Administration
Home screen (Figure 14).

HOUTUS  FAQ DECISIONGUIDES  INFORMATION  CONTACTUS  LEGALMNOTICES  ONLINEHELP

SHBP

She Hookh Begl Fiom

SHEP Administration Home

Pleaze zelect one of the tab: on the left navigation bar.

Figure 14 - Year Round and OE Sub-tabs Screen

The Year Round and OE sub-tabs (Figure 14) and may be used to:

Add a New Employee

Modify a Newly Added Employee
Direct Bill

Modify Coverage

View Login History

Print Confirmations

Access Employee Reports
Unregister Users

Follow the upcoming directions to complete the sub-tab functions under the Year
Round and OE left navigation tab.

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 18
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Add New Employee

e Click the Add New Employee sub-tab (Figure 15)

HOUTUS  FAQ  DECISIONGUIDES  INFORMATION  CONTACTUS  LEGALNOTICES  ONLINEHELP

SHBP

Suse Flackth Rt Picm

SHBP Administration Home

Flease select one of the tabs on the left nawigation bar.

Figure 15 - SHBP Administration Home Screen
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The Add New Employee screen will display (Figure 16).

Year Round Add Mew Employee
and OE

Prior to adding an employes, please refer to report, "SH323%9610E Wb
Access" on View Oirect which listz all of yvour employees that hawe been given
access to the Open Enrollment site as this function is not a replacement for
correction if Employes has been added to website under wrong S50,

This function should be uzed to add onhy new employees that were not given
access to the Open Enrollment site due to their date of hire. Addition of an
employee through this site will giwe them the capability of making their Open
Enrollment elections for cowerage effective January 1, 2012, A MMembership
Enrollment form must be completed for coverage that is to be effective prior
to January 1, 201%.

*palicy Mumber

First Mame l:l
widdle Initial ]
e

Ethnicity | -Select One- A

Primary Language ) EMGLISH (3 OTHER

*eayroll Lacation

| Select Payioll Location hd

Hire Date jmmidd iyt l:l
[ 1
1]

SAVE MEMEER CANCEL

Figure 16 - Contact Information Screen

*hanthly salary

Hours scheduled Per Week

VERSION 2.0 - SEPTEMBER 2012
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Instructions

all fields indicated with *
are required.

1. Enter the Employes
Infarmation. Policy
Mumber (same as
53M without dashes),
Last Mame, First
Mame, Middle Initial,
and suffix.

2. Select the Employes's
sex from the
dropdovwn list.

3. Enter the Employes's
Date of Birth (DOEB)
{mm/dd iyl

4. select the Employes's
Fayroll Location from
the dropdown list.

5. Enter the Employes's
Hire Date
[mmsdd feyyyl

6. Enter the Employes's
Monthly salary
{nn.nnj.

7. Enter the Employes's
Hours scheduled Per
Uleak (HH).

&. Click the s0wE
MENMEER button to
complete the
function; or click the
CAMCEL button to
cancel the addition
of the employes and
return to the SHEP
sdminiztration Home
page.

Enter the Employee Information. Policy Number (same as SSN with
no dashes), Last name, First Name, Middle Initial, and Suffix
Select the Employee’s Sex from the dropdown list

Select the Employee’s Ethnicity from the dropdown list

Enter the Employee’s Date of Birth (DOB) (mm/dd/yyyy)
Select the Employee’s Primary Language by clicking on the
ENGLISH or OTHER radial button
If OTHER has been selected as the Primary Language, please enter
the name of the employee’s primary language in the “If OTHER,
Please Specify” field

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR)



Select the Employee’s Payroll Location from the dropdown list
Enter the Employee’s Hire Date (mm/dd/yyyy)

Enter the Employee’s Monthly Salary (nn.nn)

Enter the Employee’s Hours Scheduled Per Week (hh.hh)

Enter your Address and City of residency

Click the SAVE MEMBER button to complete the function; or click the
CANCEL button to cancel the addition of the employee and return to
the SHBP Administration Home page

Note:
All fields indicated with * are required.

Modify Newly Added Employee

e Click the Modify Newly Added Employee sub-tab (Figure 17)

HOUTUS  FAQ DECISIONGUIDES  INFORMATION  CONTACTUS  LEGALNOTICES  ONLINEHELP

SHBP

Suse Flacif Bervght Fim

SHBP Administration Home

Year Round

Fleaze select one of the tabs on the left navigation bar.

SHEBP Staff : =
ModifyLogin

Logout

Figure 17 - SHBP Administration Home Screen

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 21
VERSION 2.0 - SEPTEMBER 2012
SHBP IT - RLM



The Modify Newly Added Employee screen will display (Figure 18).

The Search for a Newly Added Employee may be done by Payroll Location or
by Policy Number and Date of Birth (DOB) as follows:

1. Select the Newly Added Employee’s Payroll Location from the dropdown
list (for employees who have a hire date no further back than 45 days and
have not confirmed their election choices).

2. Click the SEARCH button to go to the next page.

_Or_

1. Enter the Newly Added Employee’s Policy Number (same as SSN with no
dashes) and Date of Birth (mm/dd/yyyy).
2. Click the MODIFY MEMBER button to go to the next page.

Modify Newly Added Employee Instructions
and OE »> - |
All fields indicated with ™

Searches will only return results for employees that have a hire date no further

are required.
back than 45 days and that have not confirmed their choices.

The Search far a Mewly
Added Employes may be
dane by Payroll Location or

by Palicy Number and Date
Logout Select Payroll Location V‘ of Birth (D0B) as follows:

1. Select the Newly
SEARCH Added Employes's
Payrall Location from
Search Newly Added Employee by Policy Number and DOB the dropdown list.
2. Click the SEARCH

*Paolicy Number ‘ ‘ button to go to the
next page,

SHBP Staff »»

Modify Login Search Newdy Added Emplayee by Payroll Location

*Date of Birth gmm e ) ‘ ‘ ar
3. Enter the Newly

Added Ermployee's

MODIFY MEMBER Palicy Number (same
a5 SSN with no

dashes) and Date of
Birth {mm/ dd/ ).

Figure 18 - SHBP Administration Home Screen
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To ‘Search for a Newly Added Employee’ by Payroll Location:

e Select the Payroll Location of the employee from the dropdown
list (Figure 19)
e Click the SEARCH button

Modify Newly Added Employee Instructions

Allfields indicated with *
are required,

The Search for & Newly
Added Emplovee may b
dane by Payroll Lacation or

by Palicy Number and Date
‘MUSU (SUPREME COURT ) V‘ of Birth (DOB] as follows:

1. Select the Newly
hasts Added Employee’s
Payroll Lacation fram
Search Newly Added Employes by Palicy Number and DOB the drapdovin list
2. Click the SEARCH

*Policy Number ‘ ‘ button to go to the
next page,

Searches will anly retum results far employees that have a hire date no further
back than 45 days and that have nat confirmed ther chaicas,

Search Newly Added Employee by Payroll Location

*Date of Birth (mmide ) ‘ ‘ ar
3. Enter the Newly
Added Employee’s

MODIFY MEMBER Palicy Number [same
a5 55N with no

dashes) and Date of

Figure 19 - Modify Newly Added Employee Screen
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The Modify Newly Added Employee screen will redisplay, including a list of

newly added employee’s (employees who have a hire date no further back than

45 days and have not confirmed their election choices) for the selected Payroll
Location (Figure 20).

e Click the EDIT button next to the selected employee’s name
e Click the SEARCH button

Modify Newly Added Employee Instructions

Al fields indicated with ™

Searches will only return results for employees that have a hire date no further ‘
are required,

back than 45 days and that have not confirmed their chaoices. The Search for a Ny

Added Emplayee may be
done by Payroll Lacation or

by Palicy Murnber and Date
‘14030 (SUPREME COURT) V‘ of Birth (DOB) as follows:

1. Select the Newly
sl Added Ermplovee's

Payroll Lacation fram

Search Newdly Added Employee by Payroll Location

Palicy Number  DOB Name Edit the dropdown lit.
Tt 9130 SCOTT, ALLEN 2 Clek the SEARCH
button to go to the
next page.
ZE0 4121765 JOMES, JEFF o
EMPLOYEE 3. Enter the Newly
g 3/19/83 VALLED ’ Added Employee's
Policy Number (same
a5 SN with no
Search Mewly Added Employee by Policy Number and DOB dashes| and Date of
Birth [mm/dd/yyw].
*Palicy Nuriber | | 4, Click the MODIFY
MEMBER buttan to go
Date of Birth fmmdd gy ‘ ‘ to the next page.
5. Click the EDIT buttan
for the Employee you

MODIFY MEMBER wish to edit.

Figure 20 - Modify Newly Added Employee Screen

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR)
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The Modify Newly Added Employee screen will redisplay, including
pre-populated information for the selected Newly Added Employee (Figure 21).

e Review the newly added employee’s pre-populated information for
accuracy

e Make any necessary corrections

¢ Click the SAVE MEMBER button to accept the changes; or click
the CANCEL button to return to the SHBP Administration Home
page without making changes to the newly added employee.

Maodify Mewly Added Employes Instructions
EARE All fields indicated with *

are required.

*alicy Mumber HERRERE

#Last Mame [EMPLOYEE 1. Rewiew the newly

| added employes's
First Mame WL ED information,

_— 2. #ake any neceszary
widdle Initial :
corrections to the
s [ rewly added

employes's
e |Female & infarmation.
3. Chick the sawE
WEMEER button to

TOE it |EI3.-"19.-"1 jaa k] | accept the changes.
= i 4. tlick the CAMCEL

Ethnicity | Azian »

Primary Language & EWGLSH () OTHER buttan to return to
If OTHER, Plaaze specify | | the SHER
—_— adminiztration Home
*Fayroll Lacation | 14030 [SUPREME COURT ) bl page without making
T T T— changes to thiz newl
rfire Diate i EAE 2 2 !
added employes,

*ponthly salary | 450000
Hours scheduled Par ek o (4000

SAVE MEMBER CANCEL

Figure 21 - Modify Newly Added Employee Screen

Note:
All fields indicated with * are required.
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The SHBP Administration Home screen will redisplay including a message that
the ‘Eligible member updated successfully’ (Figure 22).

ABOUTUS FAQ DECISIONGUIDES  ADD'L INFORMATION ~ CONTACTUS  ONLINE HELP

SHBP

State Health Benefit Plan

Manday, October 03, 2011

SHBP Administration Home
Year Round
and OF »»
Please select one of the tabs on the left navigation bar,

SHBP Staff »» + Eligihle member updated successfully,

Figure 22 - SHBP Administration Home Screen
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To ‘Search for a Newly Added Employee’ by Employee’s Policy Number and
Date of Birth:

e Enter the employee’s Policy Number (SSN with no dashes)
e Enter the employee’s DOB (mm/dd/yyyy)
e Click the MODIFY MEMBER button (Figure 23)

Modify Newly Added Employee Instructions

All fields indicated with *
are required,

The Search far a Newly
Added Emplayee may be
dane by Payroll Location or
by Policy Number and Date
elect Payroll Location V‘ of Birth (DOB] as follows:

1. Select the Newly
HERRER Added Employes's
Payrall Lacation fram
Search Newdy Added Employee by Palicy Number and DOB the dropdown list.
2. Click the SEARCH
“Palicy Nurmber ‘4154}15555 | buttan to go to the
next page.
“Date of Birth mmidd i) |93;19,f1933| ‘ or
3. Enter the Newly
Added Emplayee’s

MODIFY MEMBER Palicy Nurnber (same
a5 5N with no

dashes| and Date of
Birth (mm/ddf vy,

Searches will anly retum results for employees that have a hire date no further
back than 43 days and that have not confirmed their chaices,

Search Newly Added Employee by Payroll Location

Figure 23 - Modify Newly Added Employee Screen

Note:
All fields indicated with * are required.
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The Modify Newly Added Employee screen will redisplay, including
pre-populated information for the selected Newly Added Employee (Figure 24).

e Review the newly added employee’s pre-populated information
for accuracy

e Make any necessary corrections

e Click the SAVE MEMBER button to accept the changes; or
click the CANCEL button to return to the SHBP Administration
Home page without making changes to the newly added
employee.

Modify Mewly Added Employee Instructions
bt All fields indicated with *

are required.

*Falicy Mumber HEREG0E

Last Mame .-E-MPI_DYE 1. Rewiew the newly

; added employest
First Hame WA LLIED infarmation,

T — 2. Make any necessary
iddle Initial :
carrections to the
st I newly added

employee'
e [Female ™| infarmation,
3. Click the siwE
WEMEER buttan to

0B Ky |EGI"19.-’1 B3 | accept the changes.
______ 4. Click the CAMCEL

Ethnicity | Avgian b

Frimary Language & EMGUSH () OTHER button to return to
If OTHER, Please Specify | | the SHEP
EEeaTTEs——— Adminiztration Home
*Fayroll Location | 14030 [SUPREME COURT | W page without making
] changes to thiz newl
MireDate oy |OVIBE0N 2 i
added employee.

*honthly salary I 480000
Hours scheduled Per ek oo _.d:ﬁm

SAVE MEMEBER CANCEL

Figure 24 - Modify Newly Added Employee Screen

Note:
All fields indicated with * are required.
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The SHBP Administration Home screen will redisplay including a message that
the ‘Eligible member updated successfully’ (Figure 25).

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION ~ CONTACTUS  ONLINE HELP

SHBP

State Health Benefit Pl

handay, October 03, 2011

SHBP Admimstration Home
Year Round
and OF »>
Please select ong of the tabs on the left navigation bar,

o Eligible member updated successfully.

Figure 25 - SHBP Administration Home Screen
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Direct Bill

* Click the Direct Bill sub-tab on the left navigation bar (Figure 26)

Figure 26 - SHBP Administration Home Screen
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The Search Direct Bill Location screen will display (Figure 27).

» Select the Payroll Location from the Select Payroll Location dropdown
list (Figure 18)

G 8 Gaora Tt Heakh Berefl P R R R T Y

ABOUTUS FAQ DECISIONGUIDES  ADD'LINFORMATION CONTACTUS  OMLINE HELP

et Neahh Ronciid P

\SHBP

o Search Direct Bill Locabion Instructions

. Salect the Payred
Lacation from the
dropdowe st

Select Payrof Locslion . Click the SEARCH

Szarch Dlirect Bill by Payroll Location

Luthon.

loargia por |mperiant Natices Necessibility Contact Gesrgiepor

Figure 27 - Search Direct Bill Location Screen
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You may enter the payroll location number you wish to select into the Select
Payroll Location dropdown list to quickly display a specific range of payroll
location numbers for selection (Figure 28).

\._1%10 [LOCKOUT MTH 258 ) _m|_——a
j‘ ¥ - #hlmmmmmmp{d 1530 ﬂ'"GHLl!\HD RWVERS 5B ) w :i L O
13640 [A0TTA COMMUNTY BARTHERS |

Fle Bt Wew Foorkes Took Mo 13650 (COBE CNTY C3B)

. V30 [DOUGLAS CHTY C58) ~ ,
W@ Geoga Sum el Berdt e | 13500 (DEKALE 55 Be D 8 e Ok
1550 [GWINETT/ROCKNEWT C38 )
ABOUT US  FAQ  DECHEgulimE iy
13710 (ACNVANTAGE BEHAVICRAL HLTH)
1370 [PATHWAYS CENTER )
13730 [MCINTOSH TRAWL G5B )

13740 [RIVER EDGE BEHAVIORAL HLT)
S H B P 15750 [PHOENDX CENTER BHS )
13760 [OCONEE C58)

| St Houbh Bemelt Mo 13770) (SERENITY BHS |
13780 [DGEECHEE (5B
13790 (HEW HORIZONS )
13800 (MIDCAE FLINT C5B )
13610 (C58 MIDOLE GA)
13820 [ALBANY AREA CSB)
13830 (THE A PINES £58)

CONTACT US  ONLINE HELP

13080 [S0UTH GA CSB)
PP Search ™ ke Instructions
and OF »» 13060 (SATILLA CSR)

£aarehy | 13050 (GATEWAY CSB) 1. Select e Payrod

140000 (4 PEANUT COMMESSION § Locatian from the
SHEP Stall > 14010 (ADMINSTRATIVE SERVICES ) deopdonn list

1020 (COURT OF APPEALS ) 2. Click the SEARCH
Modify Login 140 (SUPREME COURT ) ¥ S

| SEARCH

Lagout

(P Frmacy Imperiant Maiiess Kesessibibst y Cantacd Learplapow

Figure 28 - Search Direct Bill Location Screen
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The selected payroll location will display in the Select Payroll Location field
(Figure 29).

» Click the Search button (Figure 29)

- o Tt ek Bereft Pl B0 ®- ke Gim

ABOUTLS FAQ DECKION GUIDES ADD'L INFORMATION COWTACT US  ONLINE HELP

\SHBP

Sy Mrwit Rl Phor

S Search Direct Bill Location Instructions

and OF 22
1. Gilect the Moyl

Lecatien from the
ropdown Ik,

2, Click the SEARCH
beattban,

Search Direct Bl by Payroll Location

Gesrghgov Ispartant Matiee heemwibility Centact Goorgla.gen

Figure 29 - Search Direct Bill Location Screen
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When all premium remittance forms for a selected Payroll Location have been
submitted or a Payroll Location has been selected that is not Direct Bill, the
following message will display in the message field of the Search Direct Bill
Location screen (Figure 30):

There are no outstanding premium remittance forms for the selected
Direct Bill Payroll Location. Please contact the Direct Bill Team at
directbill@dch.ga.gov for additional questions.

8 e St Hath Bacefit B 0 #-2ne-@ne

ABOUTUS FAQ DECISIONGUIDES  ADD'L INFORMATION CONTACTUS  OMLINE HELP

\SHBP

Vi Mnath By Pl

s P Search Direct Bill Location Instructions

piAeil o Theae ate no ouisiandng premion remitace forms fo e selecied Diect Bl 1. Select the Paymll
Paaell Locaion, Please oontsct the Drect Bl Tean o desciiladcgagw e Location from the

uhdisal questions, dropdawn list.
2, (Chick e TERRCH

bithen,
Search Direct Bl by Payroll Location v

515 [WAYNE HOME CARE SERVICES)

SEARCH

mportas| Molieas

Figure 30 - Search Direct Bill Location Screen
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When there are unsubmitted premium remittance forms for a selected Payroll
Location, the Search Direct Bill Location results will display below the Search
button (Figure 31).

The results will display the location records for the selected payroll location with
unsubmitted direct bills, including the Location (payroll location number and
name), Effective Date (direct bill date), Premium Amount (total premium amount
due), and Statement (statement number). If a payroll location has more than
one unsubmitted premium remittance form, multiple location records will
display with different effective dates (Figure 31).

* Click the Remit Form button on the row displaying the desired Effective
Date (direct bill date) for the location record (Figure 31)

W | Gourge e ek et P - B - (oo

\SHBP

et Meadtk Bonefit Pl

Search Direct Bill Location Instructions

Year Round
d OF »»

1. Seect the Payrl
Locatizn from the
dropdown Bst,

60212 (ATKINSON BCE ) X 2, Click the SEARCH

button,

3, Choose the Location
record and Click the
Fremit Fom button

5"“1 L Uh B
Lacatien i tive Dabe Pressium Al Ut Do st
Humber page. You may S0

G022« ATKINSOM repeat sheps 1 aad 2,
e 1) Y el T 111K Remd Fom | kst and disploy
4 differant Location

HI21Z - ATKINGON
B e H bFE% Rz Form recdnd to Remit
BOE iy

Saarch Dirnct Bl by Payrol Locathon

Figure 31 - Search Direct Bill Location Results Screen
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The Premium Remittance Form for your selected Location Record will display
with pre-populated fields (Figure 32).

The Total Premium Amount Due and Balance fields are pre-populated
protected fields with duplicate amounts. The Balance field will decrease with
each payment entry into the Payment Section and must reflect a zero balance
before submission will be accepted (Figure 32).

E Premium Remittance Form Instructions
U Plaae eter axh

Rute Health Benel@ Flan ¢ aliviiaal
™ e Fayand
Roscaiion; 0017 - AT ENGDH BOF Frfectivn: GTALGNN TR Th TR
[riemsered noe
I B F RO
Franeman Mumbser 1000 rirtad O S of -
P Furmbar ; VIMEZITIT] Fal | Sl e

hy "Earal Pt
et (Du b
Ty mlbermion will
b Bedagtad by
chfing S TLAMT
CharchsTrans # imayni o Fapment butian, Lok W
BT buinen i
chiir ol w0 r e
whap Pyt el
& rfach paryTen
w il b el b
Ty b TR
adras duphioed on
Thap I AT
Bgmitiprag Porm 8
e EF Tl ey Tl
hidd b ruberrited
. o4 i £3Th dy i
i PR A
et Form

Tt Py o i A i) [ui %0 0 P 0 T 90

Fayment Sedtion

i

TEEEEEEEE R

=
=
B

Balwage 170007 %0

Remitlamr bddrem ate Moo= Barmfnt Flan

Figure 32 - Premium Remittance Form Screen

The Subtotal field is a protected field and will increase with each payment
entry into the Payment Section. The Subtotal field must equal the amount
displayed as the Total Premium Amount Due before submission will be accepted
(Figure 32).
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From the Payment Section of the Premium Remittance Form:

» Select the Payment Type from the drop down box; Check or Electronic
Fund Transfer (EFT) / Automated Clearing House (ACH) (Figure 33)

* Enter the Check number or Transaction (Trans) number in the
Check/Trans# field (alpha and numeric characters are accepted in this
field)

» Enter the amount of the check or transaction in the Amount of Payment
field

All Department of Education (DOE) Contributions (Prefund) made to the
Payroll Location for the selected location record must b entered on the
Premium Remittance Form as follows:

Select EFT/ACH as the Payment Type
Enter DOE Prefund in the Check/Trans# field
Enter the DOE Contribution (Prefund) amount in the Amount of
Payment field
e Click the Submit button (Figure 33)
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EFT/ACH = DOE PREFUND FENT ek T SR
 chepth paryTreant
EFTAACH ™ TEG IR F=HITD stk b kel e
hal BT AT ED
CHELE - addraz Suplayedon
S PreTium
CHEDK e Parrmiance Form &l
CHECK » IFTH8CH paymants
steoudd ba pubmitted
I':M-E L » oy iR e Sy a0
ey FreTLET
CHECK Be Famviiianoe Form
CHECE -
CHECE. ™
subtoral LIMITM Balande 300

Bemitiance addren 51ta Hasith Barsfie Flan
PO BO0C3545T
ATLANTA, G& J0193-H5
Malices: PATWENT SCHIDULES ARE FOVIDED ON ESILL STATEMENT

m Praoarar's e Bhords Banning m

Figure 33 - Premium Remittance Form Screen

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 37
VERSION 2.0 - SEPTEMBER 2012
SHBP IT - RLM



Note:

When one Check or EFT/ACH is being submitted for two or more Payroll
Locations, the same Check/Trans # should be entered for the desired
Amount of Payment for each individual Payroll Location.

When the total entries submitted are less than the displayed Total Premium
Amount Due, the submittal will not be accepted and the following message
will display in the message field (Figure 34):

Please review your entries in the Payment Section. At least one complete
line (payment type, check/trans # and amount of payment) and the Balance
should equal to zero before submission will be accepted. If the issue
persists after review, please contact the Direct Bill Team at
directbill@dch.ga.gov.
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Figure 34 - Premium Remittance Form Screen
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The amount(s) entered in the Amount of Payment field must equal the
displayed Total Premium Amount Due before submission will be accepted.
Including the DOE Contribution (Prefund) made to the Payroll Location for
the selected location record.

You may correct individual entries or clear all previous entries in the Payment
Section as follows:

» Click the Reset button (Figure 35) to clear all previous entries made in
the Payment Section; entries may be re-entered once cleared
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Figure 35 - Premium Remittance Form Screen
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When the total entries submitted are more than the displayed Total

Premium Amount Due, the submittal will not be accepted and the following

message will display in a pop up box (Figure 36):

Please review your entries in the Payment Section. Submitted payment is more
than the Total Premium Amount Due. The Balance should equal zero before

submission will be accepted.
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Figure 36 - Premium Remittance Form Screen
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Once all entries have been made in the Payment Section, the Subtotal should
equal the Total Premium Amount Due and the Balance should equal zero
(Figure 37).

* Click the Submit button (Figure 37)
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Figure 37 - Premium Remittance Form Screen
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The Direct Bill Location Success screen will display. “ Submission Successful”
will appear in the message field (Figure 38).

 EFT/ACH payments should be submitted on the same day as the
Premium Remittance Form

* Mail payment by Check to:

State Health Benefit Plan
P.O. Box 935452
Atlanta, GA 31193-5452
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ABOUTUS FAQ DECISION GUIDES ADD'L INFORMATION CONTACTUS  OMLINE HELP

\SHBP

Moty faltk Roaefil Mar

e Direct Bill Location Success Instructions

and OF »3
1. Sehact the Yedr

fiound and OF tab

SHEP Staff 5> “Suberission Successful” B SHlect the

frirect Bl sub-tab to
iniher andthar

Modify Login
reenittance, o select

Lt £ BLATRE £ Logout tab t
ATLANTA, GA JN193-5452 logout,

Plgase ramét payments by Chack: to:

{EFT/ACH payments should be subsmitted today)

Georgiapov Importand Ratices Rezevihility Comtact Geoglagov

Figure 38 - Direct Bill Location Success Screen
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To enter another Premium Remittance Form:

* Click the Year Round and OE tab on the Left Navigation Bar (Figure 39)
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Figure 39 - Direct Bill Location Success Screen
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The Year Round and OE sub-tabs will display (Figure 40).

* Click the Direct Bill sub-tab on the left navigation bar (Figure 40)

|9§Georgia State Heakh Banefit Flan y ‘ - & - [P -

SHBP

State Health Benefit Plan

Monday, July 02, 2012

Direct Bill Location Success Instructions
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Figure 40 - Direct Bill Location Success Screen
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The Search Direct Bill Location screen will redisplay for selection of a Direct Bill
Payroll Location from the dropdown list for entry of another Premium Remittance
Form (Figure 41).
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Figure 41 - Search Direct Bill Location Screen
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\Modify Coverage

e Click the Modify Coverage sub-tab (Figure 42)
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Figure 42 - SHBP Administration Home Screen

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR)
VERSION 2.0 - SEPTEMBER 2012
SHBP IT - RLM



The Modify Coverage screen will display (Figure 43).

The Search Member may be done by Payroll Location or by Policy Number
and Date of Birth (DOB) as follows:

1. Select the Employee’s Payroll Location from the dropdown list.
2. Click the SEARCH button to go to the next page.
- Or -

1. Enter the Employee’s Policy Number (same as SSN with no
dashes) and Date of Birth (mm/dd/yyyy).
2. Click the MODIFY OE COVERAGE button to go to the next page.

Both search methods will direct you to the initial Contact Information screen of
the Modify Coverage function.
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! 13a10 (LOOKOUT MTH C55) v| done by Payroll Lacation or

by Policy Nurnber and Date

SEARCH of Birth [DOB) as fullows.

1. Select the Member's
Search Member by Policy Number and DOB Payrall Location from
the dropdawn list,

*Palicy Number 2. Click the SEARCH

button to go to the
*Date of Birth fmm/ddiwg) i next page,
or

3. Enter the Member's

MODIFY OF COVERAGE Py b fsami
25 SSM with no

dashes) and Date of
Rirth fmm/{ddfsanan

Search Member by Payrall Location

Figure 43 - Modify Coverage Screen

Note:
All fields indicated with * are required.
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To ‘Search Member’ by Payroll Location:

e Select the Payroll Location of the employee from the dropdown list
e Click the SEARCH button (Figure 44)

Modify Coverage Instructions

All fields indicated with”
are required.

SHBP Staff > Search member may be
14030 {SUPREME COURT) done by Payrall Location or

Modify Login by Policy Number and Date

Search Member by Payroll Location

FBirth (DOB) as follows,
Logout SEARCH of Birth (DOB) as fullows

1, Select the Member’s
Search Member by Palicy Number and DOB Payroll Location from
the dropdown list,
"Palicy Humber .+ Click the SEARCH
button to 2o to the
"Date of Birth immsad ) next page.

or
3. Enter the Member's

MODIFY OE COVERAGE Palicy Nufﬂher [same
a5 55N with no

dashes) and Date of
Birth (mm/dd/wyw).

Figure 44 - Modify Coverage Screen

Note:
All fields indicated with * are required.
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The Modify Coverage screen will redisplay, including a list of employee’s from
the selected Payroll Location (Figure 45).

e Click the EDIT button next to the selected employee’s name
e Click the MODIFY OE COVERAGE button to display the next
screen (Contact Information screen)

Modify Coverage Instructions

Year Round

and OF

Al fields indicated with *

Search Member by Fayroll Location are required,

SHEP Staff => search member may be
14030 (SUPREME COURT ) b done by Payroll Location or
MuodifyLogin by Palicy Mumber and Date

A SEARCH of Birth (D0E a5 follows.
ago Ll ’

1. Locate the member

Policy Humber DOB Hame Edit on the displayed
e 971730 SCOTT ALLEN [ Mhodify OF Coverage | member list,
2. Click the MODIFY OE
b U1 24 MAARTIN [ hdadify OE Cowverage J COVERMGE button on
MARLAN the zame row of the
EMPLOYEE, - selected member's
#H4ddd 319083 iile [ Modify OF Coverage J policy number, DOE
and name to g0 ta
=EETE] 4421765 JOMES | JEFF [ hdadify OE Cowverage ] the next page,
- ar
=R 4521765 SMITH, SAM [ tkodify OE Cowerage ] 3 ErtenibEREmbErY
EMPLOYEE, 2 Policy Mumber [same
#5555 319583 iLLUED [ hodify OE Cowerage J S
dashes) and Date of
#edddd 1145455 RETIREE, [ todify OE Cowverage ] Birth {mm rdd fyyyy )
WALLEY 4. Click the MODIFY O
COWERAGE button to
*policy NumbEer 20 to the next page.

*Date of Birth fmmfad s

MODIFY OE COVERAGE

Figure 45 - Modify Coverage Screen
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Or, To ‘Search Member’ by Policy Number and DOB:

e Enter the member’s Policy Number (SSN with no dashes) (Figure 50)

e Enter the member’'s DOB (mm/dd/yyy)

e Click the Modify OE Coverage button to display the next screen
(Contact Information screen)

))) Ofnpr

State Health Benefit Plan

Manday, October 03, 2011

Modify Coverage Instructions

All fields indicated with *
are required,

Search Member by Payrall Lacation

Search member may be
‘13610 (LOOKOUT MTN £38 v‘ done by Payrall Location o

b Palicy Number and Date

SEARCH of Birth [DOB] as follows,

1. Select the Member's

Search Member by Policy Number and DOB Payrol. Location fram
the dropdown list,
"olicy Murmber A15445555 2. Click the SEARCH
button to go to the

"Date of Birth (mmsgd i 103119/19873 next page,

o
3. Enter the Member's

MODIFY OF COVERAGE Policy Number [sarme
as 55N with na

dashes) and Date of
Birth (mm/ dd/ ]

Figure 50 - Modify Coverage Screen

Note:
All fields indicated with * are required.
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The Contact Information screen will display (Figure 51) after successfully using
either ‘Search Member by Payroll Location’ or ‘Search Member by Policy Number
and DOB'.

Once you have displayed the Contact Information screen by using either of
the member searches, complete the Modify Coverage sub-tab as follows:

e Review the pre-populated information to assure it is accurate

(Figure 51)
e Make any necessary changes to the contact information

g —
. Instructions:
SEaes All fields indicated with *

Contact Information are required.

SHBP Staff »>>
Please verify that the address shown below is accurate and complete as all 1. Review the pre-
carrespondence including your health ID card will be mailed to this address. populated

information to
assure it is accurate,

2. Make amy necessary
corrections to the
ember's Contact
Information,

3. Select the Check Box
to werify the above

State Health Benefit Plan is now requesting information on race/ethnicity for
members and covered spouses. This information will be used for treatment,
health promotion, and other health care operations and is protected health
information. This information will not be used for any other purpose

Name: VALUED EMPLOYEE address is accurate
and complete,
Payroll Location: 14030 (SUPREME COURT ) 4. Clck the CONTINUE
Policy Number: *****5E55 button t 30 o the
next page.
Coverage Effective Date: 01/01/2012
“address 820 STATE STREET |
Address (e, Box, Apt, ebc) | |
*City ATLANTA |
*State | GEORGIA v
*Tip Code 130303 |
Figure 51 - Contact Information Screen
Note:
All fields indicated with * are required.
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e Select the Check Box to verify the above address is accurate and
complete
e Click the CONTINUE button (Figure 52)

Flease verifythat the address shown below is accurate and complete as all 1. Rewview thepre-

correspondence including your health 1D card will be mailed to this address. populated
information to

assure it is accurate.
I. Make any necessary
carrections 1o the
whember's Contact
Infarmation.
3. select the Check Box
to verify the abowve
Mame: VALUED EMPLOYEE address is accurate
and complete.
PayrollLocation: 14030 (SUPREME COURT ) 4 thick the CONTINUE
button to go to the
next page.

State Health Benefit Plan is now requesting information on racefethnicity For
members and covered spouses. This information will be used for treatment
health promotion, and other health care operations and is protected health
information. This infermation will not be used for anyother purpose

Policy Humber: **5555

Coveraze Effective Date: 01/01/2012
*address §20 STATE STREET
fddress 20 B, e e

ity ATLANTA

*tate

*Zip Code 0303

= o
m
=}
o
I}
I=

fho_ne Mumber o g SERETEM 44

If you would prefer to receiwe SHEP communications wia email instead of paper,
please provide your email address in the space below,

Email address

|

*Frimary Language (@ EMGLIH (0 OTHER

|

If OTHER, Fleaze specify

Ethnicity |ﬂ<sian vl

| hawe werified that the abowve address iz accurate and complete.

CONTINUE

Figure 52 - Contact Information Screen

Note:
All fields indicated with * are required.
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The Tier Selection screen will display (Figure 53).

Review the pre-populated information to assure it is accurate
If necessary, correct the Tier Selection by selecting the appropriate
Tier from the list according to the dependent(s) the member will cover
for the upcoming plan year

e Click the CONTINUE button

Please do not use your browsers "HACK” button,

Instructions:

1. select the

Tier Selection appropriate tier
bazed upon the

dependents you plan
to cover.

Mame: VALUED EMPLOYEE - click the "CONTIMUE'
Payroll Location: 14030 (SUPREME COURT | R

naxt page.

Policy Humber: ™ 5555

Coverage Effective Date: 010 1/2012

Far the Plan Year 04042041 your current tier i Mo Coverage
Tier Election 2012

Pleaze select appropriate tier below based upon the dependents wou plan
to cover for 01/01/2012

7y fiou Only

71 o + Spouse
71 fou 4+ Child{ren)
(@ fiou + Family

71 Mo Coverage

CONTINUE

Figure 53 - Tier Selection Screen
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The Dependents screen will display (Figure 54).

Review the pre-populated information to assure it is accurate

YES has been pre-populated to cover all displayed Existing

Dependents for the upcoming plan year, review each existing

dependent’s information for accuracy

e Select NO for each Existing Dependent that the member DOES NOT

wish to cover for the upcoming plan year

Name: VALUED EMPLOYEE

Payroll Location: 14030 (SUPREME COURT )
Policy Number: *****55E5

Coverage Tier: You + Family

Coverage Effective Date: 01/01/2012

Cover

Name Relation Sex DOB Edit/Delete
Dependent

EXISTING DEPENDENTS
MEW DEPENDENTS

JON

Yes O No 5 Male 07/22/1970
© 10 EMpLOYEE PP e

JASON  Natural Edit
Yes O No Male 10/15/2009
©YesO EMPLOYEE  Child e Delete

CONTINUE ADD DEPENDENT

Instructions:

. Review your pre-

populated
infarmation to
assure it is accurate
(including Coverage
Tier].,

. If "Existing

Dependents” are
shown, review each
existing dependent's
infarmatian,

. Select "ves" for each

Existing Dependent
with carrect
information that you
wiish to cover,

. Select "No" for each

Existing Dependent
that you do not wish
to cover.

. Click the "aDD

DEPENDENT" buttan
to add dependent
that you want to
cover as of the
Coverage Effective
Data.

. Click. the "EDIT"

huttnn tn randife

Figure 54 - Dependents Screen
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To Add a Dependent:

e Click the ADD DEPENDENT button (Figure 55)

Instructions:

1. Review your pre-
populated
infarmation to
assure it 15 accurate

(including Caverage
Name: VALUED EMPLOYEE Tier].

2, If "Existi
Payroll Location: 14030 (SUPREME COURT) e
Dependents” are
Policy Number: ***5555 shown, review each
existing dependent’s
Coverage Tier: You + Family infarmation,
3. Select "Yes" for each
Coverage Effective Date: 01/01/2012 Eisting Dependent

with carrect
information that you

C ,
Dover y Name Relation  Sex DOB EditDelete tiish to cover,
ependent 4. Salect "No" for each
EXISTING DEPENDENTS Existing Dependent
that you do not wish
MEW DEPENDENTS to cover,
. 5, Click the "A0D
JoN
@® Yes O No spouse Male 07/Z211970 DEPENDENT" button
EMPLOYEE to add dependent
; that you want to
JSON MNatural Ed /
Yes () Mo Male 107152009
00 EMPLOYEE Child i Delete cover as of the

Coverage Effective

Date.
CONTINUE ADD DEPENDENT T

huttnn tn mmndife

Figure 55 - Dependents Screen
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The Add Dependent screen will display (Figure 56).

‘ H Instructions:
ik Al fields indicated with *

Add Mew Dependent ars required. Enter all

information for new
Whedicare Secondary Payer reporting laws which were effective January 1, 2009, dependents; change anly
require that insurance carrierscollect Social Security Mumbers for all cowered the incarrect infarmation
members and their dependents . The requested 55M's are required to comply with when editing an existing
this dependent .

1. Enter the Dependent

Information
Hame: VALUED EMPLOYEE {dependent last
Payroll Location: 14030 (SUPREME COURT ) name, dependznt

first name, and
Policy Mumber: ****5555 dependent middle

initial, dependant
Coverage Effective Date: 1/1/12 suffix).

2. Select the Dependant
Relation from the
dropdown list
[dependent

“Dependent Last Name EMELOYEE

*Dependent First Name & . .
JADE verification

documentation will
be required)
3. select the Dependent

Dependent wid Initial

Dependent Suffix
sex from the

*bependent Relation Matural Child v dropdown list.
4. Enter the Dependent
*Dependent Sex Femala = Date of Birth
(mmdd fyyyy )
Dependent Ethnicity EBlack/dfican Amarican ¥ 5. Enter the Dependent
350 (350 weith no

"Dependent DOBomm i) 08/19/2010 dashes)

ro . . . - 6. Click the "UPDATE"

Dependent S5M sow wity s 41R385644

dashes) button to add the
dependent toyaur
coverage; you wil

UPDATE CANCEL return to the
"DEPEMDENMTS" page.

Figure 56 — Add New Dependent Screen

Enter the Dependent Information (dependent last name,
dependent first name, and dependent middle initial, dependent
suffix)

Select the Dependent Relation to the member from the dropdown
list (Figure 56)
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e The Natural or Adopted Child pop-up window will display (Natural or
Adopted Child used in this example; related verification
documentation requirements will display per selection) explaining the
required dependent verification documentation (Figure 56a). Review
the information displayed in the pop-up window explaining the
required dependent verification documentation; Click the OK button
(Figure 56a)

> 8
fi

Matural Child or Adopted Child

do

Matural Child: a child Far which the nakural guardian has not relinquished all guardianship rights through a judicial
decree. Eligbility begins at birth and ends at the end of the month in which the child reaches age twenty-six (26), rt
0
Adapted Child: Eligibiliy begins on the date of legal placement for adoption and ends at the end of the month in which s

the child reaches age bwenty-six (26), 1) Certified copy of birth certficate listing parents by name (birth card issued
by hospital is acceptable For new births); and 2) For an adopted child ; a certified copy of court documents 2 ]
estahlishing adoption and stating the date of adoption, or, if adoption is not finalized, certified or notarized legal

documents establishing the date of placement For adoption, I a certified copy of the birth certificate is not availsble (s
Faor an adopted child; other proof of the child's date of birth is required. es
The social security number is required For all children age two and over. f

n

v

Figure 56a — Natural Child or Adopted Child Pop-up Window

Select the Dependent Sex from the dropdown list (Figure 57)
Select the Dependent Ethnicity from the dropdown list

Enter the Dependent Date of Birth (mm/dd/yyyy)

Enter the Dependent SSN (SSN with no dashes)

Click the UPDATE button to add the dependent to the member’s
coverage effective for the upcoming plan year (Figure 57)

H Instructions:
et

All fields indicated with *

Add MNew Dependent are required. Enter all
infarmation for new

Medicare Secondary Payer reporting laws which were effective January 1, 2009, dependents | change only

require that insurance carrierscellect Social Security Mumbers for all covered the incorrect information
members and their dependents. The requested SSM's are required to comply with when editing an exdisting
this law dependent .

1. Erter the Dependent
Information

Mame: VALUED EMPLOYEE (dependent last

PayroliLocation: 14030 (SUPREME COURT) name, dependant
first name, and

Policy Humber: ™ 5555 dependent middle
initial, dependent

Coverage Effective Date: 171712 SUffs ).

Z. select the Dependent
Relation from the

*Dependent Last Name EMPLOYEE dropdawn list
(dependent
*Dependent First Mame JADE verification

documentation will
be required)
3. select the Dependent

Dependent Mid Initial

Dependent Suffix
Sex from the

dropdown list.

*Dependent Relation Matural Child e
4. Enter the Dependent
*Dependent Sew Femala ~ Date of Birth
immdd eyl
Dependent Ethnicity Elack/african Amearncan hi 5. Enter the Dependent
. _ 35M (55N with no
Dizpendent DOBme e iy BEAD/2010 dashes),

&. Click the "UPDATE"

Dependent SN rssw witn mo g 8 4
5 o A15355544 button toadd the

dashes)
dependent to your

coverage; you wil

UPDATE CANCEL return to the
"DEPEMDENTS" page.

Figure 57 — Add New Dependent Screen

Note:
All fields indicated with * are required.
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The PeachCare for Kids pop-up window will display when the added
dependent may be eligible for PeachCare for Kids; review the
information displayed in the pop-up window; Click the OK button
(Figure 57a)

a3 - Webpage Dialog

Save up to $2.000. Your child may be eligible for
health, dental and vision coverage under PeachCare
for Kids.® Click PeachCare for Kids/State Emplovees.

https: i ftestservices.geargia. govdch)shbp/portalfadmin/peachCareM @ Internet
e

o ssl

T

BATTERSBY  Child

Figure 57a - PeachCare for Kids Pop-up Window

- OR

e Click the CANCEL button if the dependent is not to be added to
the member’s coverage (Figure 57b) and return to the
DEPENDENTS screen without changes

Year Round
and OE =>

SHBF Staff ==

ModifyLogin

Logout

Add Mew Dependent

this lawr.

Hame: VALUED EMPLOYEE

*Mhedicare Secondary Payer reporting laws which were effective January 1, 2009,
require that insurance carrierscollect Social Security Mumber:s for all covered
members and their dependents. The requested 55N's are required to comply with

PayrollLocation: 14030 (SUPREME COURT )

Coverage Effective Date: 1/1/12

“Dependent Last Name
“Dependznt First Name
Dependent Aid Initial
Dependent Suffiz
“Dependent Relation
“Dependsnt Sex
Oependent Ethnicity

“Dependznt DO

Dependent SEM oW with s

dasies )

EMPLOYEE

JADE

Matural Child i
Femala

Elack/African Amarncan

) DEM9/2070

) 416335644

UPDATE CANCEL

Figure 57b - Dependents Screen

Instructions:

Al fields indicated with *
are required. Enter all
information for new
dependents; change only
the incorrect information
when editing an existing
dependent .

1. Enter the Dependent
Information
{dependent last
name, dependent
first name, and
dependent middle
initial, dependent
suffiz).

Z. Select the Dependent
Relation from the
dropdown list
(dependent
warification
documentation will
be required}

. select the Dependent
Sex from the
dropdown list.

4. Enter the Dependent
Date of Birth
(mmrddsyyyy L

5. Enter the Dependent
S5 (S5 with no
dashes).

&, Click the "UPDATE"
button to add the
dependent toyour
conwe rage; you will
return to the
"DEPEMDEMTS" page.
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The Dependents screen will redisplay (Figure 58), including the newly added

dependent.

Pleaze do not uze your browser's "HACK" button,

DEPEMDENTS

SHEP Staff ==

ModifyLogin

Hame: VALUED EMPLOYEE

Logout

PayrollLocation: 14030 (SUPREME COURT )
Policy Humber: 5555

Coverage Tier: You +Family

Coverage Effective Date: 01/01/2012

Cover

Dependent Mame Relation  Sex DOB EditDelete

EXISTING DEPENDENTS
WEW DEPENDENTS

JOn

tes ) Mo
Ot papLOyee CPouse  iale  OTARAN

- Ja50N Matural
& res {0 No Male 1041542009

EMPLOYEE  Child Delete
. JADE Matural
Yz 1 Mo Female  08/19/2010
® EMPLOYEE  Child EmalE Delete

CONTINUE ADD DEPENDENT

Figure 58 - Dependents Screen

Instructions:

1. Rewiew your pre-
populated
infi rmation to
assure it is accurate
{including Coverage
Tier).

2. If'Existing
Dependents" are
shown, renienw each
exizting depandant's
infi rmation.

3. delect "ves" for each
Exizting Dependant
with correct
infarmation that you
wish to conver,

4, select "Wa" far each
Exizting Dependant
that you do not wish
0 Comer,

5. Click the "a0D
DEFENDEMT! button
o add depandant
that you want to
cover as of the
Cowarage Effective
Date.

6. Click the "EDIT"
button to modify
Dependent
infi rmation.

7. Click the "DELETE"

huttan tn dalata =
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To Edit Dependent:

e Click the EDIT button next to the New Dependent information you wish
to edit (Figure 59)

You may only Edit the Dependent Ethnicity on Existing Dependents. To
edit any other Existing Dependent information, click the DELETE button for
that Existing Dependent; then click the ADD DEPENDENT button and

re- enter the Existing Dependent as a new dependent with correct
dependent information.

s Instructions:
and OF >
1. Rewjew your pre-
DEPEMDEMTS populated
SHEP Staff == information to
assure itis accurate
HodifyLogin {including Cowverage
Hame: VALUED EMPLOYEE Tier).
Logout R
PayrollLocation: 14030 (SUPREME COURT ) % Irnithe
Dependants” are
Policy Number: ™™ 5555 shown, review each
exizting dependent's
Coverage Tier: You +Family infarmation.

3. Select "ves" for each
Exizting Depandent
withcorrect
information that you

Coverage Effective Date: 0101/2012

Cover :
D dani Hame Relation Sex DoB Editelete wizh 1o cover.
SRenee 4. select "Wo" for each
EXISTING DEPENDENTS Existing Dependent
that you do not wish
NEW DEPENDENTS i
5. Click the “apD
JOM EDIT CEFEMDEMT" button
ez (0 Mo to add dependent
@ £ fwplOver  SPouse  dlale  0F/22A19T0 P
DELETE that you want to
S B cowver a3 of the
Coverage Effective
JASON Matural i fae
& ez O Mo a_ura Wale 1041572009 &. Click the "EDiT"
EMPLOYEE  Child button to modify
DELETE
Dependent
information.
P & i EDIT 7. Click the "DELETE"
_ t
@ ves O Mo a-ura Fernale  08r20/2010 button to delete a
EMPLOYEE  Child d
DELETE e Diependent.
e g, Click "COMTINUE"

button to go to the
CONTINUE ADD DEPENDENT newt page.

Figure 59 - Dependents Screen

Note:

You may only Delete a New Dependent (removing dependent from
coverage for the upcoming plan year). To remove an Existing Dependent
from coverage for the upcoming plan year, select NO for that Existing
Dependent (Figure 59).
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The Edit Dependent Information screen will display (Figure 60).

Review the pre-populated information to assure it is accurate

Make any necessary corrections to the dependent information

Click the UPDATE button to accept the updated information; or click
CANCEL to return to the Dependents screen without updating
dependent information

H Instructions:

Al fields indicated with *

Year Round
and DE

Edit Dependent Informatian are required. Enter sl
SHEF Staff -> information far new
*edicare Secondary Payer reporting laws which were effective January 1, 2009, dependents; change anly
HodifyLogin require that inzurance carrierscollect Social Security Mumbers for all covered the incorrect information
Logout members and their dependents . The requested S5W's are required to comply with when editing an existing
this law. dependent .

1. Review the

dependent
Hame: YALUED EMPLOYEE i rmation.
PayrollLocation: 14030 {(SUPREME COURT) % Make any necessary
corrections to the
Policy Mumber: ™*555%5% dependent
infarmation.
Coverage Effective Date: 171712 3. Click the "UPDATE"

button to accept
changes; you will
return to the
"DEFEMDENTS" page.
4. Click the "CAMCEL"
button to return to
the "DEPEMDEMTS"
page without making
changes to the
dependent
infarmation.

*Dependent Last Mame EMFLOYEE

*Dependent First Name JADE

Dependent Mid Initial

Dependent Suffix

*Dependent Relation Matural Child =

*Dependent Sex Femala =

Dependent Ethnicity Elack{afncan Amancan v
“Dependent DO i) 081972010

Dependent SEM caw with so 41 E3EEG44
dashes)

UPDATE CANCEL

Figure 60 - Edit Dependent Information Screen

Note:
All fields indicated with * are required.
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The Dependents screen will redisplay (Figure 61).

e Click the CONTINUE button to move to the next screen

Instructions:

1. Rewiew your pre-

DEPENDENTS populated

infarmation to
assure it is accurate

ModifyLogin fincluding Coverage
Mame: VALUED EMPLOYEE Tier)
Logout e
Payroll Location: 14030 (SUPREME COURT ) % I ranig
Dependents” are
Policy Humber: ***5555 shosm, review each
existing dependant's
Coverage Tier: You + Family infarmation.

3. delect Mes" for each

Coverage Effective Date: 01001720112

Existing Dependent
with correct
infarmation that you
Cover ; . :
0 dent Hame Relation Sex DOB EditDelete wish to covar,
L 4. jelect o' for each
EXISTING DEPENDENTS Existing Dependent
that you do not wish
MEW DEPENDENTS e
5. click the "aon
EDIT !
JON DEPEMDENT" button
s () Mo to add dependent
@ EMplovee Powse Ml 07/22/1870 p

DELETE that you want to

cover a3 of the
Coverage Effective
Date.
6. Click the "EOIT
DELETE buttan to modify
Dependent
infarmation.
EDIT 7. click the "DELETE"
button todelete a
Mew Cependent.
g, chick "COMTINUE"

button togo tothe
CONTINUE ADD DEPENDENT next page.

Figure 61 - Dependents Screen

EDIT

@ ves Cpo SN et 050
Y EWPLOVEE  Child 2l

@ s Natural el 0a//2010
= EMPLOVEE  Child Ema

DELETE
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The Tobacco Surcharge screen will display (Figure 62 ).

e Select the appropriate answer to the Tobacco Surcharge
guestion
e Click the CONTINUE button (Figure 62)

4 EEEESEE B

B Galeci ey

Tobacon Surchangs Bt st

a ihel Tolbaon

EE L e ]
Tha teibatce mrchargs domi nal spply whan the TRICAKT fupplement oftion. 1
It pabgted For mepmbeary aligitbs For TRICART. The tobacoe murchorgy quattim T ek tha TONTRLE™
murt be wrwenred e (entiws e the Optish Telection paje . Mewswr, m urtton 4 o 4o Be
bebaids uribaig will B R 19 M premium Tor TRICLRE Supplmant ol g
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Figure 62 - Tobacco Surcharge Screen
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A message will display below the Tobacco Surcharge question, indicating if a
Tobacco Surcharge will be added to the member’s premium (Figure 62a).

e Click the CONTINUE button to move to the next screen

The tobacce surcharge dots st apply shen the TRICARE Supplament optien B

i dalected far Mambari shgible far TRICARE. The 1obacco durcha rge Guadticn T Ok the TONERLE
mit b answered to contines to the Option Selection page. Howewer, m be%on 1o po B tha
tebaece jurchargs wil be Sppied f8 thi premius for TRICARE Suppleffnt Tt B,
MTATERTE.

Mames VALUTE DMPLOVEL
Paywoil Los ation: I 4000  SUOEME OO0
Pasbia iy Majomlleamy : " 5555

Coveiage Tier Vo - Family
Cwes age Eiie vinw Date O 10500 7

Paisn mabe that your answer ta the tobaom mrdha rpe quartian i bt fo
I sodit. Pisbiy felerle Ba himabion 31 the Botiom of thit page i
consepeces of providing a falne or frasdsed aniwar

1, M o o Sh afyour sowred depanddents wed 1obacn
) M
produsts ¥t it 60 dwn? 0 o

& Tobepticn o rehasige il T b ackied 1o yosar mian iy premium

Yot @t P e 1o pary Hha Roduscon urchangs fr 3 menths inowhich you or sty of
U i folied Bty Mambard us 1obain Thadakie, 1 & youd fapendibiity 1o
ety SHER remd ol ¥ AT BASWRT 10 Tl T0BB00D T MM F BE U TiSh (haeged
dring B waar I you fecetved 3 wabwr of the Bobacos rurchasgs bared onyour
w30 wou Bl 6o matify the SHEP That yyou oF & mamba of your aniroled farmily
Mt B wding whidio, Wi mEy b owewed 52 ERTenel
MEr g feen 1 Thon, ntentlona) mlurepresentatien in reipaae to the cur char ge
queilien of filure to ety SHEP of changet Lo your feiponie 16 The bl ge
quettian wll i ve tignificant coniequencen aative emplayeesvll love tate
etalth Benefin Man coverage for f months beeglnning on the deie thai yeur
falee revponce or Gilure to notify iy dncovered Retiresiwho intentionally
mrepresent The reipesne Do U wrchsnge quettion or full o peaify SHorof
changerio thelr respanae wall permanently lage ibelr sndibeslh insurance

CONTINUE

Figure 62a - Tobacco Surcharge Screen
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The Option Selection screen will display with associated cost for each option,
including surcharge if applicable (Figure 63). The displayed Monthly Premiums
are not current cost.

Crg N N SN

SHINF Shall »»
HudilyLugin
Lagout

Option Selection

Hame: YALUED EMPLOYEE

Payroll Location: 14030 (SUPREME COURT )
Policy Humbrer: ***** 5555

Coverage Effective Date: D 1M 172002

Instructions:

1.

HMO opeion 4 not avadsble wiless pravioudly covared uncer SHEF during
CLF Pt Panr.

Optiomy Houthly Premimm

CiGHa

o
L]
La]
o
L]

0

Walinass HRA  § 25286
Standard HEE 5 DT84
Wesliners MOHF 5748
Grancdard HOHF 5 14714
‘Wellnaii WD § 31686
Sundard HWD 5 3339

UnitedHealthcir+

Co0COO0

Wellners HRA  § 33188
Standard HRA 5 26754
Welinerr MOHPF £ 1443
Srandard HDHF 5 MT.14
Welinet MWD 5 11685
Senninrd HMD S 33196

Figure 63 - Option Selection Screen

B 1hes Sel MOy
ot tha Beyttom of thi
e 0 & e that
yosa palect thay
correct Fan Type

. Select the

appropriate Dption
i wbrich s wrigh te
arirell

chek tha ToNTINUE®
Baitbes 1o o b the
Tl P

e Review the Acronyms at the bottom of the screen to ensure selection

of the correct Plan Type (Figure 63a)

ACRONYMS:

HF4:Health Reimbursement Arrangement

HOHF High Deductible Health Flan
HMO Health Maintenance Organization

Figure 63a - Option Selection Screen
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e Select the appropriate Option in which the member wishes to enroll
(Figure 64)

= E m“ netruetions:
1. Rewiew the acronyms

Option Selection at the battom of the
SHBP Staff == page to ensure that

wou salect the

correct Plan Type.
Name: VALUED EMPLOYEE Z. select the
appropriate Option
in which you wish to

Year Round
and DE

HModifyLogin

Logout

PayrollLocation: 14030 (SUPREME COURT )

Policy Mumber: ***"5555 enrall
3. Click the "COMTIMUE"
Coverage Effective Date: 0101/2012 button togo to the
nexct page.

HWO option iz not available unless prewioushy cowered under SHEP during
curFent year.

Options HMaonthly Premium

CIGHA

Wellness HRA 5§ 23386
Standard HRA 5 267.54
Wellness HOHP 5 234,48
Standard HOHP § 247.14
Wellness HMO 5 316,86
Standard HMO 5 333.96

00000 ®

UnitedHealthcare

) Wellness HRA 525386
) Standard HRA 5 267.54
0 Wellness HOHP 5 234 42
) Standard HOHF § 247.14
O Wellness HMO 5 216 .86
) Standard HMO 5 333.96

Figure 64 - Option Selection Screen

e Click the CONTINUE button (Figure 64a)

A0 Health Maintenance Drganization

CONTINUE

Figure 64a - Option Selection Screen

Note:

If a Wellness Plan Option was selected for the prior plan year and the
Wellness Promise was not honored, Wellness Plan Options will not be
offered as an Option.
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¢ |f Wellness Options are selected for HRA, HMO or HDHP, the HRA,
HMO or HDHP Wellness Promise pop-up window will display (Figure
65); review and Click the OK button

d -- Webpage Dialog

“| € hitps:ftestservices, geargia.qov/dchyshbp partalf adiinwellnessMessagedction. action V| % E
g HRA, HMO or HDHP 2013 WELLNESS PROMISE |
By enrolling in the Wellness HRA, Wellness HMO or Wellness HDHP Option, [ understand that the lower out-of-pocket costs and lower
premiums under the 2013 Welliess Option are based on the 2013 Wellness Promise below.
[ agree to the terms and conditions of the 2013 Wellness Promise, which is:
1. The member and spouse (i covered) must each complete a health education module through the new SHBP Member Education Portal
at wrw AHealthier SHBP. com between Jamary 1, 2013, and May 31, 2013; and
2. The member and spouse (if covered) must each complete their vendor's (Cigna or UnitedHealtheare) online Health Assessment
through www mveigna com or www mmvuhe.com between Jamuary 1, 2013, and Mav 31, 2013.
3. Tunderstand that the lower premiums and richer health benefits I will recetve under the 2013 Wellness Plan Option [ have selected are
dependent onmy 2013 Wellness Promise to take the actions specified abave.
4. Tunderstand that £ T or my spouse (if covered) do not complete the actions required by the 2013 Wellness Promise, we will not be
eligible to participate in any of the 2014 Wellness Plan Options and will not recefve any Wellness fund contributions in 2014,
Note: Members who met the 2012 Wellness Promise and are selecting a 2013 Wellness Plan option do not need to do another biometric
screening.
Figure 65 - HRA, HMO or HDHP Wellness Promise Screen
SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 67

VERSION 2.0 - SEPTEMBER 2012
SHBP IT - RLM



The Verify Selections screen will display (Figure 66).

Review all of the information and health coverage selections

To edit information and/or health selection(s), select the appropriate
tap on the top navigation bar (Figure 66)
Make any necessary changes to the selected health or coverage
information; then navigate back to the Verify Selections screen

Verify Selections

SHEP Shadf =+

Ppicy R

Harra

Payrall Location:
Cowprage Efteckive Date
Coverage Tier
Caverags Optian

T TR

Wonthly Prawium:

e BRI
and DE »»

T

VALLED EMPLOYEE
14T [SUPREME COLT |
01012002

You + Family

CIGHA Weliness HRA

525380 The rate quoted i the rate charged

o your empiover for your portion of the heoith beretit caverage [and

any spplicable wrcharge(s]|. I your smployer ubsidizes (his pramium,
th nmount deducted from yeur pay may be different

walnass Plazpe:
Adarety:

City

shate

Tip Code

Phane NumSer
Emak:

Date of firty

S

Y1

20 STATE STREET
ATLANTA

Ga

X0y

GE56TE4LLS

ha

034141983

Farsls

Figure 66 - Verify Selections Screen
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bear.
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changes; than
Navigate ta thi
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e
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After you have verified your selections, click the CONFIRM button
(located at the bottom of the screen) (Figure 66a)

should be subrmitted to: SHEP, PO Box 1990, Atlanta, GA 30301-1990, Please
include Emplovee's Mame and Social Security Mumber on each piece of
documentation,

Tobacco Surcharge

Have you or any of your covered dependents used
tobacco products in the last 60 days?
fes

CONFIRM

Figure 66a - Verify Selections Screen
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The Confirmation screen will display (Figure 67).

Note:

o — Confirmation
and DE ==

Below are your SHEF cowerage selections effective lan 1, 2012 .

SHBP Staff =

HodifyLogin
Logout

Policy Mumber:

Hame:

Payroll Location:
Coverage Effective Date
Coverage Tier:
Cowverage Option:
Surcharges:

Konthity Premium;

b

VALLED EMPLOVEE
14000 [SUPREME COURT )
112

You + Famisy

CIGHA Wellmes: HRA

£253.846 The rote quoted is the rote charged

o wour empleyer for your portion of the health berefit caverage [and
ary spplicable sunchange(s)). If your employer subsidices this premium,
the amount deducted from your pay may be different.

Confirmation Mumber:
Wwieliness Pladge:
address:

ity

STADE:

Zip Code

Bhone Kumber:

Email:

Date of Birms:

Sex:

Exhaielny

2011 1003115534058
Vo5

B20 STATE STREET
ATLANTA

GA

W0

5556784444

17

119783

Famsla

Ailan

Dependents

Figure 67 - Confirmation Screen

Instructions

1. The Confirmation
Page i your
enrolment
werification
docurment. Tour
confiFmatbn humber
13 k=zated in the
Confirmation
Humber field on this
[

‘L. Flaage prind this
Confirmation page
i wour birowiers
printer buttonyand
sawe it far your
FeCordE; oF you may
SPEN 3 prater
Triendly Confirmation
page by clicking the
"PRINTER FRIEMDLY™
bation 1 go to the
ek parge .

3. To logout of this
fairion, felect the
SLogout” tabon the
left ravigation bar.

The Confirmation Page located on this screen is the enrollment verification
document. The confirmation number is located in the Confirmation
Number field on this page and must be received to finalize information and
health coverage selections.
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Please print this Confirmation Page (using your browser’s printer button) and

save it for your records; or you may open a Printer Friendly Confirmation page.

e Click the PRINTER FRIENDLY button (Figure 67a) located at the

bottom of the Confirmation Page

should be submitted to: SHEP, PO Box 1990, Atlanta, GA& 30301-1990, Please
include Employee's Mame and Social Security Mumber on each piece of
documentation.

Tobacco Surcharge

Have wou ar any of your covered dependents used
tobacco products in the last 60 days?
es

You have completed your SHBP election for 01/01/2013. Click the Printer
Friendly button to print and save your Cenfirmation page in a PDF format.
Click the Logout tab on the left navigation bar to exit.

PRINTER FRIENDLY

Figure 67a - Confirmation Screen
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The Print Confirmation screen will display (Figure 67b).

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION CONTACTUS  ONLINE HELP

\\ State Health Benefit Plan

Monday, October 03, 2011

Please do not use your browser's ‘BACK" button.

Print Confirmation Instructions
Year Round
and O »» , ,
Your confirmed selections

Name: VALUED EMPLOYEE are listed on this page,

Payroll Location: 14030 (SUPREME COURT ) Your most recent
confirmation is on the
Policy Number: **##*5555 top line and is the

coverage you will have for

Coverage Effective Date: 1/1/12 the plan year, Please

Confirmation Date  Confirmation Number print this printer friendly

Print Canfirmation page
1070342011 20111003115534058  Open PDF and save it for your
1070342011 20111003101101579  Open PDF records.

1. Revisw your pre-
oooulated

Figure 52 - Print Confirmation Screen

The confirmed selections are listed on this page. The most recent
confirmation is on the top line and is the coverage the member will have for
the plan year.

e Review the pre-populated information to assure it is accurate
e Click the OPEN PDF link on the Confirmation File Line you want to
open in a PDF Format (Figure 67b)
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The selected Confirmation in a PDF Format will display (Figure 67c).

BB © eefn oo By

\\' Stae Heal Bengi Pl
State Health Benefit Plan
Please print this confirmation page for your records.
Palicy Number: 655
Name: EMPLOYEE, VALUED
Payroll Location: 14030 SUPREME COURT
Goverage Gonfirmation I’
Coverage Effective Date:  01/01/2012 d selections
Coverage Tier: You + Family fis page.
. Nt
Coverage Option: GIGNA - Wellness HRA - an the
Surcharge(s): None the
Monthly Premium: $253 86 vl have for
Unknown Zone Please

B o prmicer friendly

Confirmation Date  Confirmatian Number . o
Print Confirmation page

10/03/2011 0111003115540% T IRN0 and save it foryour
10/03/2011 20111003101101579  Open FOF records.

1. Review your pre-
papulated

Figure 67c - PDF Formatted Confirmation Screen

e Save and Print the Confirmation in a PDF Format. All information
shown on the Confirmation Page is included in the PDF file
e Close the Open PDF link
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The Print Confirmation screen will redisplay (Figure 67d).

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION CONTACTUS  ONLINE HELP

\\ State Health Benefit Plan

Monday, October 03, 2011

Please do not use your browser's ‘BACK" button.

Print Confirmation Instructions
Year Round
and O »» , ,
Your confirmed selections

Name: VALUED EMPLOYEE are listed on this page,

Payroll Location: 14030 (SUPREME COURT ) Your most recent
confirmation is on the
Policy Number: **##*5555 top line and is the

coverage you will have for

Coverage Effective Date: 1/1/12 the plan year, Please

Confirmation Date  Confirmation Number print this printer friendly

Print Canfirmation page
1070342011 20111003115534058  Open PDF and save it for your
1070342011 20111003101101579  Open PDF records.

1. Revisw your pre-
oooulated

Figure 67d - Print Confirmation Screen

The Modify Coverage sub-tab of the Year Round and OE Tab is complete. You
may logout of this session on the left navigation bar or select another tab or
sub-tab.
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\View Login History

e Click the View Login History sub-tab on the left navigation bar
(Figure 68)

S i Gaorga Tate eakh et s : G 0 @ ne- Qe
ABOUTUS FAQ DECSIONGUIDES ADD'LINFORMATION CONTACT US  ONLINE HELP

\SHBP

N et Bowefit Mo

SHBP Admimstration Home

Modify Coverage

e Login Histony

Figure 68 - SHBP Administration Home Screen
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The Login History screen will display (Figure 69).

e Enter the member’s Policy Number (SSN with no dashes)

e Click the SUBMIT button (Figure 69)

SHBP

State Health Benefit Plan

S Login History
and OF »»

Enter Employee Palicy Number

"Palizy Number ‘415445555 ‘

SUBMIT

Figure 69 - Login History Screen

Note:
All fields indicated with * are required.

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION  CONTACT US  ONLINE HELP

Tuesday, October 04, 2011

Instructions

1. Enter the membar's
Palicy Mumber [SSN
with no dashes),

2. Click the SUBMIT
button ta go ta the
next page.
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The Login History screen will display (Figure 70) including the member’s login
time, logout time, coverage selected, premium and confirmation number for each
member interaction (coverage selection, premium, and/or confirmation may not
display if the member did not complete those functions).

e Click the HOME button (Figure 70) to return to the SHBP
Administration Home Page; or select another tab-sub-tab from the left
navigation bar

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACT US  ONLINE HELP

SHBP

State Health Benefit Plan

Tuesday, October 04, 2011

Login History Instructions

1. Click the HOME

button to return
Palicy Number; ™™*5555 Name; VALUED EMPLOYEE utton ta return o

the SHEP
Login Time Logout Time Coverage Select  Premium Confirmation Administration Home
1070372011 10/03/2011 CIGNA - Wellness page.
O ML OI1AK  HRA 25386 20111003101101579
10/04/2011 10/04/2011  UnitedHealthcare
ASEM BSOPM e 23380 Z201110041338535%0
HOME
Figure 70 - Login History Screen
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Print Confirmation

e Click the Print Confirmation sub-tab on the left navigation bar
(Figure 71)

SHEP Admimstration Home

04 Nirw Emplives

'FII:':]".‘r heal;

f0%ed Emploves

J.;:,sif‘. o YERLTH
oew Login History

rink Confirmation

."-'Ei}_'ilEf LFszr
SHAP Staff 53

Madify Login

Logout

Figure 71 - SHBP Administration Home Screen
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The Print Member screen will display (Figure 72).

e Enter the member’s Policy Number (SSN with no dashes)
e Click the SEARCH MEMBER button (Figure 72)

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION ~CONTACT US  ONLINE HELP

|SHBP

State Health Benefit Plan

Tuesday, October 04, 2011

Print Member Instructions:
Year Round
FikE A fields indicated with *

are raquired,
Search Member by Policy Number

. 1. Enter the member's

“Palicy Nurnber 4154455EH] Policy Nurnber (53N

with na dashes),
. Click the SUBMIT

SEARCH MEMBER button to go to the
next page.

Figure 72 - Print Member Screen

Note:
All fields indicated with * are required.
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The next Print Member screen will display (Figure 72a) including all of the
member’s confirmations.

e Click on the appropriate Confirmation Number (Figure 72a) to open
the confirmation link in a PDF Format (link) you want to open in a PDF
Format (multiple confirmation numbers may be listed)

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACT US  ONLINE HELP

SHBP

State Health Benefit Plan

Tuesday, October 04, 2011

Print Member Instructions:

All fields indicated with ™

Policy Number DOB  Name Open PDF are requirec,
20111003191101579

s 3/19/83 EMPLOYEE, VALUED 20111003115534058 1, Click the appropriate
20111004135853090) CONFIRMATION

NUMBER to open the
confirmation link in
POF Format [multiple
confirmation
nurnbers may be
listed).

2. Once the POF File is

SEARCH MEMBER A
browser print the file

in POF Format, &ll

Search Member by Policy Number

*Palicy Number {1R445ERE

Figure 72a - Print Member Screen
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The selected Confirmation in a PDF Format will display (Figure 72b).

e Save and Print the Confirmation in a PDF Format. All information
shown on the Confirmation Page is included in the PDF file
e Close the OPEN PDF link (Figure 72b)

1) L R

BB Qeernieem Hgr i

State Health Benefit Plan | |
Please print this confirmation page for your records. aber 04, 2011
Palicy Number: 5555
P
Name: EMPLOYEE, VALUED
Payroll Location: 14030 SUPREME COURT Lctions:
Caverage Confirmation  ndicatad with *
Coverage Effective Date:  01/01/2012 uired,
Coverage Tier. You + Family
. o lick. the appropriate
Coverage Option: CIGNA - Wellness HRA ONFIRMATION
Surcharge(s): None PUMBER to open the
Manthly Premium: $253.86 onfirmation Link in
Confimnation Number: 20111003101101570 DF Format {mtile
onfirmation
Wellness Pledge: Yes 7 Burnbers may be
Urknown Zone isted).

2. Once the POF File is

SEARCH MEMBER e ey
brawser print the file

in PNF Farmat, All

Figure 72b - Print Member Screen
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The Print Member screen will redisplay (Figure 73). You may search another
member or select another tab/sub-tab from the left navigation bar.

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION  CONTACTUS  ONLINE HELP

SHBP

State Health Benefit Plan

Tuesday, October 04, 2011

Print Member Instructions:

Al fields indicated with *

Policy Number DOB  Name Open PDF are required.
201110031011015/9

ANl IM9/83 EMPLOYEE, VALUED  20111003115334058 1. Click the apprapriate
20111004 135855590 CONFIRMATION

NUMBER. to open the
canfirmation link in
POF Format (multiple
confirmation
ey |415445555 | numbers may be
listed).
2. Once the POF File is

SEARCH MEMBER e e
browser print the file

in POF Farmat, Al

Search Member by Policy Number

Figure 73 - Print Member Screen

Note:
All fields indicated with * are required.
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\Employee Report

e Click the Employee Report sub-tab on the left navigation bar
(Figure 74)

Sair Health Bomefli Maw

Wodify Coverage
2w Login Histony
rink Confirmation
Figure 74 - SHBP Administration Home Screen
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The Search Newly Added Employee screen will display (Figure 75).

Select the member’s Payroll Location from the dropdown list
Enter the member’s Hire Date (mm/dd/yyyy)
Select either Employee Added or Employee Confirmed from the
dropdown list (Figure 75)

e Click the SEARCH button

FAQ DECISION GUIDES ~ ADD'L INFORMATION  CONTACT US  ONLINE HELP

State Health Benefit Plan

Tuesday, Octaber 04, 2011

Search Newly Added Employee Instructions:

Year Round
and O »>

Al fields indicated with *

Search Newly Added Employee by Payroll Location are required.

*Payrall Location 1. Select a Payrall
14030 (SUPREME COURT) V‘ Location form the

dropdown list,
‘ 2. Enter the member's

Employees Added/ Confirmed | Employee Confirmed v hire date

(mm/ dd/ ).

Hire Date (mmidd iy ‘09;1]1;2011

3. Select Employes
Added or Employee
Confirmed from the
dropdown list,
4, Click the SEARCH
buttan.

Figure 75 - Search Newly Added Employee Screen

Note:
All fields indicated with * are required.
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The second Search Newly Added Employee screen will display (Figure 76).
The policy numbers and related member’s names for your selection will display;
including the total number of employees for the displayed selection.

)))Dl‘lbl’

State Health Benefit Plan

Tuesday, October 04, 2011

Search Newly Added Employee Instructions:
e The Policy Murbers and

Search Newly Added Emplayee by Payroll Location Narmes far your selection

. are displayed; including the
Payrall Location total number of employees
14030 (SUPREME COURT ) V| for the selection,

"Hire Date (mmd
Biine e |DQM1QD11 | You may select another tab

Employees Added/ Confirmed | Employes Canfirmed v R theletoanigation far,

SEARCH

Policy Number Name
444 EMPLOYEE, VALUED
ALY RETIREE, WVALLED

Total Number of Records: 2

Figure 76 - Search Newly Added Employee Screen

You may perform another search or select another tab/sub-tab from the left
navigation bar.
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\Unregister User

e Click the Unregister User sub-tab on the left navigation bar
(Figure 77)

0 oo St Heskh Bt Pl B0 g §e
ABOUT US  FAQ  DECISION GUIDES  ADD'L INFORMATION  CONTACT US ﬂHUf. HELP

\SHBP

Suatr Heaalth Bometit Maw

SHBP Admimstration Home

e Login KISt

rint Confirmation

Figure 77 - SHBP Administration Home Screen
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The Unregister User screen will display (Figure 78).

e Enter the member’s Policy Number (SSN with no dashes)

e Enter the member’s Date of Birth (mm/dd/yyyy)
e Click the UNREGISTER button

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION  CONTACT US  ONLINE HELP

SHBP

State Health Benefit Plan

Tuesday, October 04, 2011

Unregister User Instructions:
Year Round
anOER All fields indicated with *

SHBP Staff >>

*Date of Birth (/e ) ‘DSH 9/198 ‘ 1,

UNREGISTER 5

Figure 78 - Unregister User Screen

Note:
All fields indicated with * are required.
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*Dolicy Nurnber (s with no daskes)‘255554444 ‘ are required.

Enter the member’s
Palicy Number (55N
with no dashes|,
Enter the member’s
Date of Birth

[/ dd/ vy,
(lick the
UNREGISTER, buttan,
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The SHBP Administration Home screen will redisplay (Figure 79) including a
message stating ‘Unregistered user successfully’.

ABOUTUS FAQ DECISIONGUIDES ~ ADD'L INFORMATION ~ CONTACT US  ONLINE HELP

SHBP

State Health Benefir Plan

Tuzsday, October 04, 2011

SHBP Admimistration Home

Plegse select one of the tabs on the left navigation bar.

+ Unregisterad user suceasshuly,

Figure 79 - SHBP Administration Home Screen

You may logout of this session or select another tab/sub-tab from the left
navigation bar.
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SHBP STAFF

After completing the Administrator Login function, the SHBP Administration Home
screen will display (Figure 80).

e Click the SHBP Staff tab on the left navigation bar

ABOUTUS FAQ DECISIONGUIDES ~ADD'L INFORMATION CONTACT US  ONLINE HELP

|SHBP

State Health Benefit Plan

Tuesday, October 04, 2011

SHBP Administration Home
Year Reund
and OF »»
Please select one of the tabs on the left navigation bar,

Figure 80 - SHBP Administration Home Screen
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The SHBP Staff sub-tabs will display on the SHBP Administration Home screen
(Figure 80).

ABOUT US FAQ DECISIONGUIDES  INFORMATION  CONTACT US LEGAL NOTICES ONLINEHELP

SHBP

Ssais Foolih Bawgh Fim

e SHBP Administration Homa
and OF ==
Fleaze zelact one of the tab: on the left nawvigation bar

SHBF Staff ==

vianage Admin 10z

Figure 80 - SHBP Administration Home Screen

The SHBP Staff sub-tabs (Figure 70) and may be used to:

Manage Admin ID’s
Manage Payroll Groups
Modify Member

Modify Retiree Coverage
Add Retiree

Modify Member DOB
Manage User Roles

Add Dependents

View Reports

Manage Marquee Windows

Access to SHBP Staff sub-tabs are restricted by user role. Follow the upcoming
directions to complete the sub-tab functions under the SHBP Staff left navigation
tab.
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|Manage Admin ID’s

e Click the Manage Admin IDs sub-tab on the left navigation bar
(Figure 81)

FAQ DECISIONGUIDES  INFORMATION  CONTACT L5 LEGALNOTICES  ONLINEHELP

Wiednesday, Seplember 26, 2012

Yoat mad SHBF Administration Home
and OE
Fleaze select one of the tabs on the left navigation bar

SHEP Staff ==

ModifyLogin

Logout

Figure 81 - SHBP Administration Home Screen

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) o1
VERSION 2.0 - SEPTEMBER 2012
SHBP IT - RLM



The Manage Administrators screen will display (Figure 82); including the
payroll group, ID, name, role, last login information, and status of the
administrators.

r WALLLF L
State Health Benefit Maw

Tuesday, October 04, 2011

Manage Administrators Instructions:

Year Round
and OF »»
1. ToADD 2 New
ADD NEW ADMIN CANCEL Administratar, chick
SHBP Staff »» the ADD NEW ADMIN
Parall . : button t go t the
e Name Role List Login Status ~ Edit oz
Great 2, ToEOIT a displayed
aa 1000 s Epplovee P4 Active  |Ede Administrator, locate
the Administrator on
SEEEEEEEE : 0110928 the displayed list and
e SSRBEERR 15 oLy Actie click the EDIT button
on thatrow o go o
200130401 : the next page.
[0 seeoee Green Atlanta e [Edd
) - " s ) 3, Click the CANCEL
button to cancel the
; 000000
1) P DorisMay  py oo et request and retum to
02:19:50 the SHEp
MI108.2% Administration Home
1000 s Mark Stately P Active dags withol

Figure 82 - Manage Administrators Screen

To Modify/Edit Administrator:

= Click the EDIT button next to the Administrator information you wish to
edit (Figure 83)
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The Modify Administrators screen will display (Figure 83).

Review the displayed Username to assure it is accurate
Review the pre-populated Status, Role Assigned, and Payroll Group
fields for accuracy. If necessary, make appropriate selections from
each dropdown list

¢ Review the pre-populated First Name and Last Name fields for accuracy.
Enter any necessary corrections in each field

e Enter the New Password (case-sensitive)

¢ Re-enter the New Password (case-sensitive) as confirmation

e Click the SUBMIT button; or click the CANCEL button to return to the
SHBP Administration Home page without modification

ABOUTUS FAQ DECISIONGUIDES ADD'LINFORMATION CONTACTUS  ONLINE HELP

SHBP

Staale Mol Benefi Play

W Modify Admimstrator Instructions:
and OF »» E e
e Al fields indicated with
Usermname are required.
SHBP Staff »> Status Active v
1. Review the pre-
Modify Login Role Assigned | 35 (SHBP IT SUPER USER) ¥ poplated Username
st Payrol Group | 99999 (ALL LOCATIONS)] v . pe £
SCae,
First Hame GREAT 2, Salect a Status from
thie dropdown list,
Last Mame EMFLOYEE 3, %elect 2 Role
New Password  sesssenn Kk ﬁnm e
dropdewn list.
Confirm ~ New '| 4, Salect a Payroll
Password i Growp from the
dropdmwm list.
SUBMIT CANCEL 5. Enter the First and
Figure 83 - Modify Administrator Screen
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The SHBP Administration Home screen will redisplay (Figure 84) including a
message stating ‘Admin successfully modified’.

ABOUTUS FAQ DECISIONGUIDES  ADD'LINFORMATION CONTACTUS  ONLINE HELP

|SHBP

Sty Heurk Bonefit Pow

o had SHBP Admimstration Home
and OF »»

SHAP Staff » s Admin successfully modified.

Modify Login
Logout

Figure 84 - SHBP Administration Home Screen

You may logout of this session or select another tab/sub-tab from the left
navigation bar.
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To Add New Administrator:

SHEP Staff »>

Wodify Login
Logout

Note:

Click the ADD NEW ADMIN button (Figure 85)

W Manage Admimistrators
and OE »»

ADD NEW ADMIN

CANCEL

Payrall : .
D Name Role Last Status  Edit
ko Login
Cheorgia )
130 BT wroser P4 Active

. 114929
13000 T Georgia Peach p5 Acti
ooty T

100 seeeees Green Atlanta P4 ?LT Aetive

. 14001
10 TR DorisMay  py LR Active

02:19:5

4082

13000 seeoeeee Mark Stately P S Active

Figure 75 - Manage Administrators Screen

El

Tusday, Octoberd, 2011

Instructions:

i, ToADD & New

Administrator, dick
thi ADD HEW ADHAN
button th go to the

next page.

. ToEDIT a displaved

Administrator, locate
the Admimstrator on
the displayed list and
click, the EDIT button
on that row to o bo
the niext page.

. Clitk the CANCEL

button to cancel the
request and retum fo
the SHEP
Administration Home
page without any

The ADD NEW ADMIN and CANCEL buttons are located at the top and
bottom of this screen (Figure 85).

VERSION 2.0 - SEPTEMBER 2012
SHBP IT - RLM

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR)




The Add New Administrator screen will display (Figure 86).

= Enter the Username (case-sensitive)

= Select a Status from the dropdown list

= Select the Role Assigned from the dropdown list

= Select a Payroll Location from the dropdown list

= Enter the First and Last Name

= Enter the Initial Password (case-sensitive)

= Re-enter the Initial Password for confirmation (case-sensitive)

= Click the SUBMIT button, or click the CANCEL button to return to the
SHBP Administration Home screen without any additions.

SHBP

State Health Benefit Plan

Tuesday, Octaber 04, 2011

Add New Administrator Instructions:
Year Round
RO Al ields indicated with *

Username ‘********* ‘ are required,

Status Active v
‘ 1. Enter the Username

Role Assigned ‘ P2 (OPEN ENROLLMENT ONLY) V| [case-sensitive],
2. Select a Status from

Payroll Group 14030 (SUPREME COURT) v the dropdown st

FirstName ~ GREAT \ 3, Select aRole
Assigned fram the

LastMae  EMPLOYEE | crapdown i,

- 4, Select a Payroll
Initial Password  eeesasss | Group fram the
Confirm  Initial — Copeoa 15t
sonnnney| | 5. Enter the First and

Password eSS
Last Name,
SUBMIT CANCEL &, Enter the Initial
Password [case-
sensitive),
Figure 86 - Add New Administrator Screen
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The SHBP Administration Home screen will redisplay (Figure 87) including a
message stating ‘Admin successfully added’.

ABOUTUS  FAQ  DECISIONGUIDES  ADD'L INFORMATION  CONTACT US  ONLINE HELP

ISHBP

Stae eulth Benefit Plan

- SHEBP Administration Home

and OF »

SHAP Staff »» ' Admin successfully added,

Wodify Login
Logout

Figure 87 - SHBP Administration Home Screen

You may logout of this session or select another tab/sub-tab from the left
navigation bar.
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|Manage Payroll Groups

e Click the Manage Payroll Groups sub-tab on the left navigation bar
(Figure 88)

FAQ DECISIONGUIDES  INFORMATION  CONTACTUS  LEGALHNOTICES  ONMLINEHELP

wadnesday, Seplember 26, 2012

veu honea SHEF Administration Home
and OF >+
Fleaze select one of the tabs on the left nawigation bar

Figure 88 - SHBP Administration Home Screen
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The Manage Payroll Groups screen will display (Figure 89). This sub-tab will
allow you to modify a Payroll Group or Payroll Location; you may also add a new
Payroll Group or Payroll Location.

SHBP

State Health Benefit Plan

Wednesday, Octaber 05, 2011

Manage Payroll Groups Instructions:

1, Toadd a new Payrall
Group, select the
Add New Group

‘Select Payroll Group v‘ MODIFY button.

2. Toedita Payrol

ADD NEW GROUP Group, select the
group from the drop-

down, and click the

Madify Payroll Group

Madify Payrall Location Modify button,
) 3. Toadd a new Payrall
‘Select Payroll Location V‘ Location, select the
Add New Payroll
Lacation buttan.
4. Toedit a Payrol

Location, slect the
CANCEL ocation from the
dran-drwn and ek

Figure 89 - Manage Payroll Groups Screen
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To Modify Payroll Group:

= Select a Payroll Group from the dropdown list in the Modify Payroll
Group field (Figure 90)
= Click the MODIFY button

WDHDI’

State Health Benefit Plan

Wednesday, October 05, 2011

Manage Payroll Groups Instructions:

1. To add a new Payrall
Group, select the
Add Hew Graup

14540 (6 WORLD CONGRESS CENTER) v (At buttn,

2, ToeditaPayrol

ADD NEW GROUP Group, select the
graup from the drap-

down, and click the

Madify Payroll Group

Madify Payroll Location wodify buttan.
] 3. Toadd a new Payroll
|Select Paytoll Location V‘ Location, select the
Add Hew Payroll
Lacation button,
4, Toedit a Payrol

Location, slect the
CANCEL location from the
drop-down, and click

the Madify button,

Figure 90 - Manage Payroll Groups Screen
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The second Modify Payroll Group screen will display (Figure 91).

= Review the displayed Payroll Group ID for accuracy

= Review the pre-populated Short Description and make any necessary

changes

= Click the SUBMIT button; or click CANCEL and return to the manage

Payroll Groups screen without any changes

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION ~ CONTACTUS  ONLINE HELP

SHBP

State Health Bengfit Plan

Wednescay, Octaber 0, 2011

Modify Payroll Group Instructions:

Year Round
and OF »>

1. Enter the Payrol
Group 1D,

2, Enter the Shart
Description,

3. Click the SUBMT
button,

Madify Payroll Group

Payrall Group 1D 14540

Shart Deseriptian \G WORLD CONGRESS CENT|

SUBMIT CANCEL

Figure 91 - Modify Payroll Group Screen
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The Manage Payroll Groups screen will redisplay (Figure 92) including a

message stating ‘Payroll group saved'.

!.’

Manage Payroll Groups

o Payroll group saved.

Modify Payrall Graup

‘Select Payrall Group v‘ MODIFY
ADD NEW GROUP

Modify Payrall Location

‘Select Paytell Location v‘ MODIFY
ADD NEW LOCATION

CANCEL

Figure 92 - Manage Payroll Groups Screen

Wednesday, Octaber 05, 2011

Instructions:

1. To add a new Payrall

Group, select the
Add New Group
buttan,

. To edit a Payroll

Group, select the
group fram the drop-
down, and click the
Madify buttan,

. To add a new Payral

Location, select the
Add New Payrall
Location button,

» Toedit a Payroll

Location, slect the
lacation from the
drap-dawn, and click
the Modify button,
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To Add Payroll Group:

= Click the ADD NEW GROUP button in the Modify Payroll Group field
(Figure 93)

\\ State Health Benefit Plan

Wednesday, October 05, 2011

Manage Payroll Groups Instructions:
and OF »>»
1. To add a new Payroll

Madify Payroll Group

Group, select the
SHBP Staff >> Add New Group

Modify Login |Select Payroll Group V| MODIFY button.

2. Toedit a Payroll

Group, select the
Logout ADD NEW GROUP group from the drop-

down, and click the
Madify Payroll Location Madify button,

i 3. To add a new Payroll
|Select Payroll Location V‘ MODIFY Location, select the

Add New Payroll

ADD NEW LOCATION Location button,

4. To edit a Payrall

Location, slect the
CANCEL lacation from the

Aran-dmwn and rlick

Figure 93 - Manage Payroll Groups Screen
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The second Modify Payroll Group screen will display (Figure 94).

= Enter the Payroll Group ID

= Enter a Short Description

= Click the SUBMIT button; or click CANCEL and return to the manage
Payroll Groups screen without any additions

ABOUTUS FAQ DECISIONGUIDES ~ ADD'L INFORMATION  CONTACTUS ~ ONLINE HELP

SHBP

State Health Benefit Plan

Wifednesday, Octaber 05, 2011

Modhfy Payroll Group Instructions;

1, Enter the Payrall
Add Payroll Graup MEEF e Payre

Group 1D,
2, Enter the Short
Payrall Group 1D s Desyitin,
T 3. Click the SUBMT
p Test Add Payrall Grou) .
SUBMIT CANCEL
Figure 94 - Modify Payroll Group Screen
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The Manage Payroll Groups screen will redisplay (Figure 95) including a
message stating ‘Payroll group saved'.

Wiednesday, October 05, 2011

Manage Payroll Groups Instructions:
o Payroll group saved, 1. Ta add a new Payrol
Group, select the
Add New Group

Modify Payrall Graup button,

2, Toedita Payrall

Select Payrol Group Ml MODIFY Group, select the

group fram the drop-

down, and click the
ADD NEW GROUP Modify buttan,

3. To add a new Payroll
Modify Payroll Lacstion Location, select the

' Add New Payrol
Select Payroll Location MR MODIFY Lacatian buttan,

4, Toedit 2 Payrol
Location, slect the
location from the
drap-dovn, and click

CANCEL the tadify button,

Figure 95 - Manage Payroll Groups Screen
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To Modify Payroll Location:

= Select a Payroll Location from the dropdown list in the Modify Payroll
Location field (Figure 96)
= Click the MODIFY button

V}‘ State tealth Benfit Plan

Wednesday, Octaber 05, 2011

Manage Payroll Groups Instructions:

1. To add 3 new Payroll
Graup, selzct the
hidd New Group

‘Selsct Payiol Graup v‘ MODIFY button.

2, Toedit aPayrall

Group, select t
ADD NEW GROUP R
group from the drap-
down, and click the
Madify Payroll Location Modify button,

3. Toadd 3 new Payroll
ACH) SUPREME COLRT) v Rt Laaton, sl e
ADD NEW LOCATION Lacation button,
4

Madify Payroll Group

Add Mew Payrol
. Toedit a Payrall
Location, slect the

CANCEL location from the

Arnndrin and lick

Figure 96 - Manage Payroll Groups Screen
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The second Modify Payroll Location screen will display (Figure 97).

= Review the displayed Payroll Location ID and Payroll Group for accuracy

= Review the pre-populated Location Name, Location Type, Effective Begin
Date (mm/dd/yyyy), Effective End Date (mm/dd/yyyy), Salary Message
Code (A or B) and Rate Type and make any necessary changes

= Click the SUBMIT button; or click the CANCEL button to return to the
Modify Payroll Groups screen without making and changes

Modify Payroll Location Instructions:

, , 1, Enter the
fadify Payroll Location sayllLacation

select the Payrol
Payrall Location D 4030 Group, enter

Location Natne,

Payroll Group 4030
Effective Begin Date,

Location Name SUPREME COURT Effective End Date,
Salany Messaga Code

4 or B, and Rate
Tipe.

Effective Bagin Date 1014979 . Click the SUBMIT
hutton,

Location Type

Effective End Date 12/31/9999

Salary Message Code

Rate Type

SUBMIT CANCEL

Figure 97 - Modify Payroll Location Screen
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The Manage Payroll Groups screen will redisplay (Figure 98) including a
message stating ‘Payroll location saved'.

Wednesday, October 0, 2011

Manage Payroll Groups Instructions;

+ Payrolllocation saved, 1, To add a new Payrall
Group, select the
Add New Group
button.

2. Toedita Payroll

Select Payroll Group Wl MODIFY Graup, select the

group from the drop-

down, and click the
ADD NEW GROUP Modify button,

3, Toadd a new Payrall
Madify Payroll Location Lacation, select the

Add New Payrall
Select Payrall Location v Lacation button,
4. ToeditaPayll
Iocation from the
- drop-down, and click

Locatian, slect the
CANCEL the odify buttan,

Madify Payroll Group

Figure 98 - Manage Payroll Group Screen
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To Add New Location:

= Click the ADD NEW LOCATION button in the Modify Payroll Location
field (Figure 99)

\\ State Health Benefit Plan

Wednesday, October 05, 2011

W Manage Payroll Groups Instructions:
= 1. To add Payrall
i . Toadd a new Payro
Madify Payroll Group Group, slct te
Add New Group

|Select Payrall Group v| MODIFY button,

2. Toedit a Payroll

Group, select th
ADD NEW GROUP i, S e
group from the drop-
down, and click the
Madify Payroll Location Madify button,

i 3. To add a new Payroll
|Select Payroll Location V‘ MODIFY Location, select the

Add New Payroll

ADD NEW LOCATION Location button,

4. To edit a Payrall

Location, slect the
CANCEL lacation from the

Aran-dmwn and rlick

Figure 99 - Manage Payroll Groups Screen
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The Add Payroll Location screen will display (Figure 100).

= Enter the Payroll Location ID

= Select the Payroll Group from the dropdown list

= Enter the Location Name, Location Type, Effective Begin Date
(mm/dd/yyyy), Effective End Date (mm/dd/yyyy), Salary Message
Code (A or B), and Rate Type

= Click the SUBMIT button; or click the CANCEL button to redisplay the
manage Payroll Groups screen with no additions

Wednesday, October 05, 2011

Modrfy Payroll Location Instructions:

1. Enfer the
PayrollLocation [0,
selact the Payrol
Graup, enter
Location Name,
Effective Begin Date,
Effective End Date,
Salany Message Code

Location Type |8 ar B), and Rate
Type,

Effactive Begin Date  Click the SUBMIT
buttan,

Add Payrall Lacation

Payrall Location [D 554

Payrall Group 14000 (A PEANUT COMMISSION) V‘

Location Name Test Add Payroll Location

Effactive End Date

Salary Message Code

Rate Type

SUBMIT CANCEL

Figure 100 - Modify Payroll Location Screen
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The Manage Payroll Groups screen will redisplay (Figure 101) including a
message stating ‘Payroll location saved'.

Manage Payroll Groups Instructions:

+ Payroll location saved, 1. To add a new Payroll
Group, select the
Add New Group
button,

2. ToeditaPayrol

Select Payroll Group Wl MODIFY Group, select the

group from the drop-

down, and click the
ADD NEW GROUP Modify buttan,

3. To add a new Payroll
Modify Payroll Location Lacation, select the

) Add New Payroll
‘Select Payrall Location V‘ MODIFY Lacation button,

4, Toedit a Payrol

ADD NEW LOCATION Lacation, slect the
location from the

Madify Fayrall Group

drop-down, and click

CANCEL the Madify button.

Figure 101 - Manage Payroll Groups Screen
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| Modify Member

e Click the Modify Member sub-tab on the left navigation bar
(Figure 102)

FAQ DECISIONGUIDES  INFORMATION  CONTACTUS  LEGALHNOTICES  ONMLINEHELP

Wiadnesday, September 26, 2012

veu honea SHEF Administration Home
and OF =>
Fleaze select one of the tabs on the left nawigation bar

SHBP Staff ==

Figure 102 - SHBP Administration Home Screen
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The Modify Member screen will display (Figure 103).

The Search Member for Modification may be done by Payroll Location or by
Policy Number and Date of Birth (DOB) as follows:

1. Select the member’s Payroll Location from the dropdown list
2. Click the SEARCH button to go to the next page.

- Or -
3. Enter the member’s Policy Number (same as SSN with no dashes)

and Date of Birth (mm/dd/yyyy).
4. Click the MODIFY MEMBER button to go to the next page.

Wjednesday, Octaber 05, 2011

Modify Member Instructions

Year Round

)
ol Al fields indicatad with *

re required,

The Search for a Employee
‘ aelect Payroll Location may be dane by Payall
Location or by Policy

SEARCH Number and Date of Birth
(DOE) as follows:
Search Member by Policy Number and DOB 1, Select the Employes's
Payroll Lacation from

*Palicy Number |:| the dropdawn list,

2. Click the SEARCH

“Date of Birth mm/ddsyy) I:I buttan to go to the

Search Member by Payroll Lacation

next page,
or
MODIFY MEMBER 1. Enter the Employee's
Policy Number [same
a5 55N with no
Figure 103 - Modify member Screen
Note:
All fields indicated with * are required.
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To Search Member by Payroll Location:

e Select the member’s Payroll Location from the dropdown list in the
Search Member by Payroll Location field
(Figure 104)

UEUTE Y, VLLILEL Wy 201

Modhfy Member Instructions

Allfields indicated with "
are required,

The Search for a Emplovee
14730 (SUPREME COURT) iy be done by Pyl

Lacation or by Policy
Murnber and Date of Birth
(DB as follows:
Search Member by Palicy Number and DOB 1, Select the Employee’s
Payrall Lacation from
“alicy Hurnber the dropdown lst
2, (Click the SEARCH
"Date of Birth (mmide gy button to g0 to the

Mgt page,
i

MODIFY MEMBER 3. Enter the Employes’s
Policy Number (same

a5 S with no

Search Member by Payroll Location

Figure 104 - Modify Member Screen

Note:

All fields indicated with * are required. Successful completion of either
Member Search will display the Modify Member screen to complete
member modification.
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The Modify Member screen will display (Figure 105); including the last four
digits of the Policy Number, DOB, and Name.

= Click the EDIT button next to the Member information you wish to edit
(Figure 105)

Madify Member Instructions

Year Round

) All fields indicated with *
Search Member by Fayroll Location are required.

g The search for a Employes
14030 (SUPREME COURT ) v may be done by Payrol

Lacation ar by Policy

SEARCH Mumber and Date of Birth
S (D0B ) s follows:

Policy Humber DOB Hame Edit 1. select the Employest
I a1 SCOTT, ALLEN EDIT Fayrall Location from
the dropdown list.
2. click the SE8RCH
=250 41 MARTIN, MARLAN EDIT buttan o go 1o the
next page.
EmPLOYEE
444 319483 ' EDIT ar
W LUED
3. Enter the Employes's
0 442175 JONES | JEFF EDIT Folicy Number {same
a5 55 with no
dashes) and Date of
SRS 4711 /85 SITH, Siih L :
! EDIT Eirth {mm/dd vyl
4. Click the MODIFYT
DICKENS
AR 33T ' A
REGRESS EDIT MENEER buttan to go
to the next page.
EmPLOYEE i
smggEn 198 : EDIT 5. Click the EDIT button
Wi LUED for the Employee you
wigh toedit.
RETIREE
et S 1175455 ' EDIT
W LUED
search far a Employes
utilizing the 53 and DOE is
Search Member by Policy Number and DOB Eest Practice’

“Palicy Murber

"“Date of Birth jemd fay)

MODIFY MEMEBER

Figure 105 - Modify Member Screen

Note:
All fields indicated with * are required.
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The second Modify Member screen will display (Figure 106).

= Review the member’s pre-populated information

= Make any necessary corrections to the member’s information

= Click the SAVE MEMBER button to accept the changes; or click the
CANCEL button to return to the SHBP Administration Home screen with
no changes

Modify Member Instructions
Year Round
Sd0E All fields indicated with

are required,

*Palicy Nurnber a4

“Last Name EMPLOYEE 1. Review the
employee's

*First Name YALUED information,

. " 2. Make any necessary
widdle Initial |:| ,
corrections to the
infarrmation.
sex 3. Click the SAVE
. . MEMBER button t
Ethnicity |A5|an v| utton to

accept the changes,

*DOB {mm.dd fugwy) (03/19/1983 4, Click the CANCEL

button to return to

Primary Language (& ENGLISH O OTHER the SHEP

|f OTHER, leace Specify l:l Adrministration Hame
page without making

*Payroll Location |14U3U (SUPREME COURT) ¥ changes to this

loyes.
“Hire Date (mmitasyy)  |03/01/2011 e
*Manthly Salary fan.an) 4500.00
*Hours scheduled Per Week gan |40 00

SAVE MEMBER CANCEL

Figure 106 - Modify Member Screen

Note:
All fields indicated with * are required.
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The SHBP Administration Home screen will redisplay (Figure 107) including a
message stating ‘Eligible member updated successfully’.

State Health Beneft Plan

|

Wednescy, Octaber 0%, 2011

SHBP Adrminvstratron Home

Please select ore of the tabs on the lft navgation bar,

+ Eligiole member updated successiull

Figure 107 - SHBP Administration Home Screen
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To Search Member by Policy Number and DOB:

e Enter the member’s Policy Number (SSN with no dashes)
e Enter the member’s Date of Birth (mm/dd/yyyy) (Figure 108)

Wilednascay, October 05, 2011

Modify Member Instructions

Allfields indicated with *
are required,

The Search for a Employes
may ba done by Payrol
Lacation or by Policy

SEARCH Hurnder and Date of Birth
(DOB] s follows:
Search Member by Palicy Number and DOB 1, Select the Emplovee's
Payrol Lacation fram

Search Member by Payroll Location

belect Payrall Lacation V‘

*Palicy Number DEEERAA4 the dropdawn lfst
2, Click the SEARCH
*Date of Birth mmcid ) IM button to g0 to the
next page,
or

MODIFY MEMBER 3. Enter the Ernployee’s
Prlir Mimhar f2ama

Figure 108 - Modify Member Screen

Note:
All fields indicated with * are required.
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The second Modify Member screen will display (Figure 109).

Review the member’s pre-populated information

Make any necessary corrections to the member’s information
Click the SAVE MEMBER button to accept the changes; or click the
CANCEL button to return to the SHBP Administration Home screen
with no changes

Year Round MOd]fy Member
and OE »>

SHBP Staff >>

"Palicy Mumber
Last Name
*First Name
Middle Initial
Suffix

Sex

Ethnicity

*DOB fmm fod Ay

Primary Language

TA44

EMPLOYEE
WALUED

Female ¥

Instructions

All fields indicated with *
are required.

1. Revizw the
employee's
information,

2. Make any necessany
corrections to the
ermployee’s
information.

3. Click the SAVE

|Asian

MEMBER. buttan to

031901983

(@ ENGLISH() OTHER

accept the changes,
4. Click the CANCEL
button to return to

SHBP IT - RLM

the SHBP
If OTHER, Please Specify I:I Administration Home
page without making
*Payroll Location |14DSD {SUPREME COURT) v changes ta this
loyee.
“Hire Date (i) |0301/2011 FnpEe
"Monthly Salary tee.ee) 4500.00
*Hours scheduled Per Week ga.ae) 40100
SAVE MEMBER CANCEL
Figure 109 - Modify Member Screen
Note:
All fields indicated with * are required.
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The SHBP Administration Home screen will redisplay (Figure 110) including a
message stating ‘Eligible member updated successfully’.

ABOUTUS  FAQ  DECISION GUIDES  ADD'L INFORMATION  CONTACT US  ONLINE HELP

OHBP

State Health Benefit Plan

Wadnesday, Octaber 08, 2011

SHBP Admimstration Home

Please select ane af the tabs on the left navigation bar,

o Eligile mernber updated succassuly.

Figure 110 - SHBP Administration Home Screen
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| Modify Retiree Coverage

e Click the Modify Retiree Coverage sub-tab on the left navigation bar
(Figure 111)

FAQ DECISIONGUIDES  INFORMATION CONTACTUS  LEGALNOTICES  OMLINEHELP

Wisdnasday, Seplamber 26, 2012

ol g SHBF Administration Home
and OF >
Please select one of the tabs on the left navigation bar

SHEBP Staff ==

wanage admin 1Dz

ModifyLogin

Logout

Figure 111 - SHBP Administration Home Screen
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The Modify Retiree Coverage screen will display (Figure 112).

The Search Member for Modification may be done by Payroll Location or by
Policy Number and Date of Birth (DOB) as follows:

1. Select the member’s Payroll Location from the dropdown list
2. Click the SEARCH button to go to the next page.

_Or_

1. Enter the member’s Policy Number (same as SSN with no dashes)
and Date of Birth (mm/dd/yyyy).
2. Click the MODIFY ROCP COVERAGE button to go to the next

page.

\SHBP

State Health Benefit Plan

Friday, October 07, 2011

Modify Retiree Coverage Instructions
‘ear Round
and OE s> A1l ields indicated with *

Search Member by Payrall Location :
are required.

. Search member may be
Select Payroll Location v| daone by Payrall Lacation or
by Policy Mumber and Date

SEARCH of Birth {DOB) as follows.

1. Select the Membar's

SHBP Staff >>

Search Member by Policy Mumber and DOB Payrall Lacation from
the dropdown list,
*Palicy Number [ ] 2. Click the SEARCH
button to go to the
*Date of Birth (mm idd fwwy) I:I next page.

ar
3. Enter the Member's

MODIFY ROCP COVERAGE Policy Nurrber {same
as 55N with no

dashes! and Date of

Figure 112 - Modify Retiree Coverage Screen

Note:

All fields indicated with * are required. Successful completion of either
Member Search will display the Contact Information screen as the initial
screen for coverage modification.
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To Search Member by Payroll Location:

e Select the member’s Payroll Location from the dropdown list in the
Search Member by Payroll Location field
(Figure 113)

SHBP

State Health Benefit Plan

Friday, October 07, 2011

Modify Retiree Coverage Instructions
Year Round
CLEE All fields indicated with

Search Mamber by Payroll Location .
are required.

Search member may be
| 14390 (EMPLOYEES RETIREMENT 3Y3) V| done by Payroll Location or

by Policy Mumber and Date

SEARCH of Birth (DOB) as fallaws.

1, Select the Member's

Search Member by Policy Number and DOB Payroll Location from
the dropdown list,
*Policy Number | | 2, Click the SEARCH
button to go to the
“Date of Birth gmm e ) | | next page,

or
3. Enter the Member's

MODIFY ROCP COVERAGE Paliy Number [same
as 55N with no

flashasl and Nate nf

Figure 113 - Modify Retiree Coverage Screen
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The Modify Retiree Coverage screen will display (Figure114); including the last
four digits of the Policy Number, DOB, and Name.

= Click the MODIFY ROCP CPVERAGE button next to the Member
information you wish to modify (Figure 114)

Year Round Modify Retiree Coverage
and OF »>

Search Member by Payroll Location

‘14990 (EMPLOYEES RETIREMENT 5Y5 ) V|

Policy
Humber

b 57
E04

b

DoB

2113448

213745

142750

1271740

11/5/55

*Policy Nurmber

Note:

SEARCH

Name Edit

DICKENS, | Madify ROCF Coverage
RETIRED

ME, GOOGLE ~|__ Modfy ROCP Coverage
REDDIN, | Madify ROCP Coverage
OTlS

SHEPRARD, | Madify ROCP Coverage
SHELBY

RETIREE, | Madify ROCF Coverage
VALUED

*Date of Birth fmmidd Ay :I

Figure 114 - Modify Retiree Coverage Screen

All fields indicated with * are required.

[nstructions

Al fields indicated with *
are required.

Search member may be
done by Payroll Location or
by Palicy Humber and Date
of Birth [DOB) a5 follows.

1,

Locate the member
on the displayed
member list,
Click the MODIFY OE
COVERAGE button on
the same raw of the
selected member's
policy number, DOB
and name to go to
the next page.

ar
Enter the Member's
Policy Humber (same
as SSNwith na
dashes) and Date of
Birth [mm/ dd/ ).
Click the MODIFY OF
COWERAGE button to
go to the next page.

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR)
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To Search Member by Policy Number and DOB:

e Enter the member’s Policy Number (SSN with no dashes)
e Enter the member’s Date of Birth (mm/dd/yyyy) (Figure 115)

SHBP

State Health Benefit Plan

Friday, October 07, 2011

Modify Retiree Coverage Instructions

Year Round

and O »» All fields indicated with *

are required.

Search member may be
|Selecl Payrall Location V| done by Payrall Location or
bry Policy Numnber and Date

SEARCH of Birth [DOB] as follows,

Search Member by Payroll Location

1. Select the Member's
Search Member by Palicy Number and DOB Payrall Location from
the dropdown list,
. Click the SEARCH
button to go to the
Date of Birth fmmsde g 11m5f1955| next page,
ar
3. Enter the Member's
Policy Numnber (same
as 55N with na

dachac! and Mata nf

*Policy Murnber 473RE4444

[l

MODIFY ROCP COVERAGE

Figure 115 - Modify Retiree Coverage Screen

Note:
All fields indicated with * are required.
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The Contact Information screen will display (Figure 116). The top navigation bar
(above the screen name) will display the current action button and complete action

buttons under the selected left navigation bar tab. The top navigation bar may be

used to return to selected action for review and/or corrections.

iy
Year Round
and QF »»

Contact Information

SHBP Staff »»
Please verify that the address shown below i accurate and complete as all
Medify Login correspandence including your health ID card will be mailed to thiz addeess.

Logout State Health Benefit Plan & now requiring information on racelethnicity for
members and covered spouses. This information will be used for treatment,
health promotion, and other health care operations and is protected health
infarmation. This information will not be used for any other purpose

Name: VALUED RETIREE

Payroll Location: 14990 (EMPLOYEES RETIREMENT 5¥5 )
Policy Number: ***** 4444

Coverage Effective Date: 01/01/2012

"mddress H20 STATE STREET

Address 7.0, e, Api,
wi)

"City ATLANTA,
*Slate GEQRGIA ¥
"Tip Code 30303

Figure 116 - Contact Information Screen

Enter the member’s Zip Code

Instructions:

All figlds indicated with ®
are required.

1.

e

Rviow thes pre-

populated
infarmation to

assure it b accurate,

Make any necessary
corrections to the
Membser’s Cantact
Infarmation.

. Select the Check Box

to verify the abave
address is atcurate
and complete,

. CHik the CONTINUE

buttan b0 go to the
next page.
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Review your pre-populated Contact Information to assure it is accurate
Enter the member’'s Address and City of residency
Select the member’s State of residency from the dropdown list
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Enter the member’s Daytime Phone Number (10 digits only)
Enter the member’'s Email Address (Figure 117)
Select a Primary Language by clicking on the ENGLISH or OTHER
radial button

e |f OTHER has been selected as the Primary Language, please enter
the name of the Primary Language

e Select the member’s Ethnicity from the dropdown list
Select the Check Box to verify the above address is accurate and

complete
e Click the CONTINUE button (Figure 117)
STATE LGELURLGA hd
*Tip Code 30303

Phone MNumber (10 digits F795551734
only)

If you would prefer to receive SHBP communications via email instead of paper,
please provide your email address in the space below,

Email Address employee(@yahon com

*Primary Language (&) ENGLISH O OTHER

If  OTHER,  Please
Specify

Ethnicity Agian ¥

| have verified that the above address is accurate and complete,

CONTINUE

LINKS

Georpia.pov Privacy Important Notices Accessibility Contact Georpia.pov

State of Geargia - All rights

Figure 117 - Contact Information Screen

Note:
All fields indicated with * are required.
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The Tier Selection screen will display (Figure 118).

and OF »» 1. Select the

5 Instr ns:
H- e

Tier Selection i i g
based upon Ehe
SHBP Staff »» dependents you plan
to cover.
Modify Login Name: VALUED RETIREE 2, Chck the "CONTINE
Logout Payroll Location: 14950 (EMPLOYEES RETIREMENT 575 ) ::lT:i::ﬂ e

Policy Mumber: ***** 4444

Coverage Effective Date: 01/01/2012

For the Plan Year , your cument tier is Ha Coverage
Tier Election 2012
Plaase select sppropriate tier below based upon the dependents you plan
to cover for 010172012
O You Only
) You + Spoute
(O You » Child[ran)

(= You = Family

O Mo Coverage

CONTINUE

Figure 118 - Tier Selection Screen

e Review your pre-populated information to assure it is accurate
Select the appropriate Tier from the list according to the dependent(s)
the member plan to cover

e Click the CONTINUE button

Note:

If you need to change Tiers due to deletion of a dependent but the appropriate
Tier is not displayed, please contact SHBP at 1-800-610-1863. If the member
elects not to continue coverage for their dependent(s) for the upcoming plan
year, the dependent(s) will not be eligible for Continuation of Coverage
through COBRA and will not be eligible to re-enroll unless a qualifying event
occurs.
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If dependent coverage was selected, the Dependents screen will display
(Figure 119) with pre-populated information.

Pleate do not ure your broveer's TUACK" button.

Wodify Login
Logout

SHEP Staff »»

MName: VALUED

= B
and OF »» ——

DEPENDENTS

RETIREE

Payroll Location: 14990 (EMPLOYEES RETIREMENT 5Y5 )

Policy Number: *****4444

Coverage Effective Date: 01/01/2012

CONTINUE

Cover Dependenl  Hame Relation Sex DOB Edit
EXISTING DEPEMDENTS
. JAMES

& Te LR No Spoue Mol 05091955
RETIREE
JOMATHAN

@ ves O we Maturdl Chid  Mhale  07/09/1%%
RETIREE

Figure 119 - Dependents Screen

Instructions:

PV YOUT e
poputatied
infxrmation to
Hune itk dcurate
(inchuding Coverage
Ther)

I Exciating
Dependents™ are
shawn, review each
axisting dependents

mfarmation.

. Sabect Mes® for each

Existing Depandant

with corredt
infarmation that you
wizh toLower

. Select Mo® for each

Existing Dependent
thart you do not wish
1% Cower,

. Clich the 500

DEPERDENT" burtion
tio add dependent
that you want 1o
cover ad of the
Cowrage Effective
Date

e Review the member’s pre-populated information to assure it is
accurate (including Coverage Tier for the upcoming plan year)
e YES has been pre-populated to cover all displayed existing
dependents for the upcoming plan year, review each Existing
Dependent’s information for accuracy

e Select NO for each Existing Dependent that the member DOES NOT

wish to cover for the upcoming plan year

Note:

If you have received a message stating your Tier Selection is incorrect due
to the deletion of discontinuation of coverage for a dependent but the Tier

was not available on the Tier Selection screen, please contact SHBP at

VERSION 2.0 - SEPTEMBER 2012
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1-800-610-1863. If the member elects not to continue coverage for their
dependent(s) for the upcoming plan year, the dependent(s) will not be
eligible for Continuation of Coverage through COBRA and will not be
eligible to re-enroll unless a qualifying event occurs.

To Edit Dependent Information:

The Edit button is displayed only for the spouse (if applicable). Only the
Dependent Ethnicity may be modified as follows:

e Click the Edit button (Figure 120) on the row of the dependent spouse
information you wish to edit

Pleaze do not vre your brovasr's TACK" button.

F H .
H “ Instructions:

ki 1. Baview yourpre
DEPENDENTS po::: -

L2l L]

FiFUre 11 Mourate

(inchuding Cowerage
Modify Login Mame: VALUED RETIREE Ther)

L " Exchiting

Logast Payroll Location: 14930 (EMPLOYEES RETIREMENT 5Y5 ) L“ﬂ" d'"':;:':ﬂ

P wxisting dependent’y
Policy Number: *****4444 b rmatin
3. Sabect “es® for aach
t!i!“‘lﬂwt
with (orrect
irfprmation that you
with to cover
EXISTING DEPENDENTS 4. Sabect Wo" or each
Exigting Degendent
@ ves O Mo WA o Make  05/09/195 that youdo net with
RETIREE 1 cover,

SHEP Staff »»

Coverage Effective Date: 01/01/2012

Cover Dependent  Hame Relation fex  DOR Edit

g JOMATHAN 5. Chck the “s00
© e O o pETinge 'BUAICHA Mol 079196 DEPEDENT" butten
o 3 dependent
CONTINUE thait ol want 1o
cover a of the
Coverage Effective
Cate

. A e

Figure 120 - Dependents Screen
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The Edit Dependent Information screen will display (Figure 121) with
pre-populated dependent information fields.

Note:

Edit Dependent Information

e

Shedichre Secondary Fayer reporting et which were offeltie Dewary 1, 2009,
require et Powrance carrieri collect Sectal Security Mumbar for ol cowmred
imaima s and thair dependents. The requeited S5 are required o comply with

Instnuctions:

A fudds mdrcated wih
st required Enter o
wiarmation for e
depancdents | charge only
the Wcoriect mformation
whati aditing 0 wditing
Sepancant .

1. Bevw e

Name: VALUED RETIREE
Payroll Location: 145%0 (EMPLOYEES RETIREMENT 5Y5 )
Pohey Number: ***** 4444
Coverage Effectve Date: 010472012
“Degenent Lastiame  RETIREE
Tependent Frithame  JAMES
Dependent aid fnitial R
Dpantanit LMt
Tpandant Erlation Losute
“Tgendent Tdn Ml
Depencent [y ~Silect One- v
Tazentent DOB watd s D407 19SS

Depeacent 1NN we  AITEETIOR

RE B E

UPDATE CANCEL

Figure 121 - Edit Dependent Information Screen

Review the pre-populated information

Select the Dependent Ethnicity from the dropdown

Click the UPDATE button to accept changes

dapradanit
Tilrmaton

g vy PRCHEEMTY
OB e 1 the
daparaditt
WA

Ciuche o LPQATE™
Button b aooapt
hangei, you will
fetarn e tha
TLPOMDENTT" pagt
ik e TANCEL"
button te Feturn e
it TMINDENTT™
Pt without ms g
ihangud 1o the
dpradent

i matien

All fields indicated with * are required. Click the CANCEL button to return to
the DEPENDENTS page without making changes to the dependent

information.
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The edits will be saved and the Dependents screen will redisplay
(Figure 122).

5 i —

and OF »» 1. Savidw pour pie-
DEPENDENTS populated
i rmation 1

SHBP Staff »» arsure it is atoarate

ModfyLogin Name: VALUED RETREE bl A

o Payroll Location: 14990 (EMPLOYEES RETIREMENT S5 )

i T wriiting dependenty
Policy Number: ***** 4444 e

Coverage Effective Date: 01/01/2012

it Dependent

Cover Dependent  Hame Relation Sex  DOB
EXISTING DEPENDENTS

Orlm Make  03/09/1935

JOMATHAN
© v O e ieas Matura Chid  Made  07/09/1%85

- A g o

Figure 122 - Dependents Screen

e Click the CONTINUE button to move to the next screen
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The Tobacco Surcharge screen will display (Figure 123).

The Tobacco Surcharge screen will not display for retirees who have a
combination of the following Plan Types:

e Health Reimbursement Arrangement (HRA) and Medicare
Advantage (MA)
High Deductible Health Plan (HDHP) and MA
Health Maintenance Organization (HMO) and MA

All have MA

Select the appropriate answer to the Tobacco Surcharge question (Figure

123); a message will display under the tobacco surcharge question, indicating

if a Tobacco Surcharge will be added to the member’s premium

Tobacco Surcharge SEp Fop riate sres
ta Hhea Tobalica

urdhEn e Ot
Tha ixbacco wrchargs Goms reat spply when the TRCAR] Supplesant option irk

bn smlectedt for marmdsard aligisle for TRICARE. The sshacos sunchdrgs Guartin % CHok the TORTRA™
mari e Wrwwred LSS 16 e Dplien Selectien page . Hoawesr, S e o e the
rEbod UFCTAFpE ol B appPed 1o e poemkem Tor TRICARE Supplorme rutort Pt
T

Marsy VALUED SLTEILL
Fapendl Ladatioen 18V qlmiL OnEld RETRDSINT v )

Caprit aopd [FMwimies Duta DOG1EID

Fleace rats hat your s wer tg ey tobaed o rdhargs e o 0 e i
mardiv. Fsare relar o e eiirmaten 3t e botiom of thin pege

concammEnoEl af peowtng & Sdps or fresdent s

i it wou ar sy afyoge coes red depandand s uiesd oo oo @
Prcdacty i vhey Bt 88 daws T =]

& Tobscos Sufdharpes will HOT b dded to pout Ssoithiy p RS

Toid B oot # ot B Py Ve Bishael o i nohan 1ol Sir all e th e ecbvich e o r e o
FOUF snoled By el ri con 1obaeto. Th Fefare, 11 your Fepoariiing 1s
ity FHBP Wameed i taly if your Snreer 1o e Sebaion surdha Fge quarten changes
A i el B, B s Pistaiend B wiiem P o T Bl Dol T PO B doh vl
s w s r el o Bl 1o oA ify T THES HRAT you o1 & rmearnbe e Py oot S iy
mambats begine wsing  icbasde, thir may be vewsd ar @ Wientionad
P ! SO i i T L o the s has ge
quettion or fsllure o noily 1S #F of change o posr respone ioihe surcherge
e 18 b skl s v Lt a ) Gl et e | ST e e LAl 1 ST
Health Befe@ Wan Cie e age For A eseathis b g a1 dale T your
Talzr reipanie or feilur e Lo potify i dizcoo v er ed Bofic oo wodes il e ol iensily
it g Ehie § Mo Wb i e Bl @ quicilian a6 Tail B paol iy SERe of
changes Bothedr ¢ il per by i Ebrir #HEF heslth intm ance

Figure 123 - Tobacco Surcharge Screen

e Click the CONTINUE button (Figure 123a)

0 Health Maintenance Organization

CONTINUE

R ———————
Figure 123a - Tobacco Surcharge Screen
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The Option Selection screen will display with associated cost for each option,
including all surcharges if applicable (Figure 124). The displayed Monthly Premiums
are not current cost.

- - - | fons:
- - . - - nstructions
OE »»

i Beview e 3 roiema

Option Selection 0 o bt of tha
pape 0 endwle that
you sadect tha
currect Man Typs

SHBF Staff »» Mame: VALUED RETREE o
S o P te DR WA
Hndﬂ'] lq‘ll Payroll Location: 14%%0 (EMPLOYEDS RETIREMENT 573 ) I wivich you wish te
wnrol
Policy Number: ****" 4444 3. Ok the TOMTIUE™
Leuton te go 10 the
Logeut Coverage Effective Date: 010112012 PR,
MO cption i et awailable orlsss pr 1y d weder SHEP during
CEFFent yeur.

Optian Hanthly Fremiuvm

CEH &

G Welleais HEA 529306
O Sancdard HEA ST H
O ‘Welleair HDHF S 23448
£ Standurd HOHP § 247,14
D Wellnair MO 5 1d s
O Faedaed MWD § 1%

Uit - dbbealthosrs

©) Welness HEA 5 25006
0 SuedirdHREA S NTH
) Wallnass HOHP 5 23448
O Stadard HOMP § 247,14
) Welear HMD 5 21486
O Sedard HMO S 2309

Figure 124 - Option Selection Screen

Note:

If a Wellness Plan Option was selected for the prior plan year and the
Wellness Promise was not honored, Wellness Plan Options will not be
offered as a Option.
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e Review the acronyms at the bottom of the page to ensure selection the
correct Plan Type (Figure 124a)

e Select the appropriate Option in which the member wishes to enroll
(Figure 119); Wellness Options will not display for retirees who
selected a Wellness Option for the previous plan year but did not keep
the Wellness Promise

) Standard HWO § 33396

UnitedHealthcare

Wellness HRA 5 25386
Standard HRA 5§ 267.54
Wellness HOHP 5 23448
Standard HOHF % 247.14
Wellness HMO % 316,36
Standard HMO % 33396

000000

TRICARE
3 Supplement 4 160,00

Ho Coverage

3 Mo Cowerage 50000

ACROMNYMS:

HRA:Health Reimbursement Arrangement
HOHP High Deductible Health Plan
HMOHezlth Maintenance Organization

CONTINUE

Figure 124a - Option Selection Screen

e Click the CONTINUE button (Figure 124a)
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¢ |f Wellness Options are selected for HRA, HMO or HDHP, the HRA,
HMO or HDHP Wellness Promise pop-up window will display (Figure
124b); review and Click the OK button

3 -- Webpage Dialog

‘| & | hktps:ftestservices geargia,gov/dehfshbpfportalfadminfwelnessMessageAction.action V| % E
! HRA, HMO or HDHP 2013 WELLNESS PROMISE |

By enralling in the Wellness HRA, Welliess HMO or Wellness HDHP Option, [ understand that the lower out-of-pocket costs and lower
premiums under the 2013 Wellness Option are based on the 2013 Wellness Promise below.

[ agree to the terms and conditions of the 2013 Wellness Promise, which is:

1. The member and spouse (if covered) must each complete a health education module through the new SHBP Member Education Portal
at www AHealthier SHBP. com between Jamary 1, 2013, and May 31, 2013; and

2

The member and spouse (if covered) must each complete their vendor's (Cigna or UnitedHealthcare) online Health Assessment
through www mvcigna com or www.mvuhic.com between Jamuary 1, 2013, and Mav 31, 2013.

(]

Tunderstand that the lower premfums and richer health benefits [ will recefve under the 2013 Wellness Plan Option [ have selected are
dependent on my 2013 Wellness Protmise to take the actions specified above.

4. Tunderstand that £1 or my spouse (f covered) do not complete the actions required by the 2013 Wellness Protmise, we will not be
eligible to participate in any of the 2014 Wellness Plan Options and will not receive any Wellness fund contributions in 2014,

Note: Members who met the 2012 Wellness Promise and are selecting a 2013 Wellness Plan option do not need to do another biometric
screening '

Figure 124b — HRA, HMO or Wellness Promise Pop-up Window
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The Verify Selections screen will display (Figure 125).

Review all of the member’s information and health coverage selections
To edit the member’s information and/or health selection(s), select the
appropriate tab on the top navigation bar

e Make any necessary changes to the selected health or coverage
information; then navigate back to the Verify Selections screen

Flrmw &9 it gve ot Srowaer TACK" button.
EEENEEEE
ear Round
nd OF »» T
Varify Selections Shmaten
b v
ke
ol rmaton wel
lodify Login e VALLED BETIEE FAs et |
et T
m Pyl Lacation W [EPLOTEES RETIREMENT §73 ) ot b
tha togyof tha page
Covmrage [Pctws Lol QLOLDR 3 gk ey IRy
chirg, B
Lomrage Ter You + Family raTgite e
pre
Comeage Ogen OGNA Wlrens 64 ‘:‘ o
L 4 Maryoien
o varifed vt
Sy b |1 et ik the
= TR bt b
e e e oy -
v L0 STATE STREET Rt
Murlad Tt
(ny ATLANTA Pt T Sl
i i firahn your
=i e e
1y tnde o) SO
ke iy
Fad Wmdr 3l o
[ =al W
D et TR LAY T
L | = sk
Figure 125 - Verify Selections Screen
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e After verification of selections, click the CONFIRM button (located at
the bottom of the screen) (Figure 125a)

Have you or any of vour covered dependents used
tobacco products in the last 60 days?
fes

Figure 125a - Verify Selections Screen/ Confirm Button
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The Confirmation screen will display (Figure 126).

Fivna o 50t e gt Brgwirt Bl Butitis

Confirmation Instructions
1 Thay Conilemgtion
Baiyw yra yopr TP Crmrige pelections offaction Jan 1, J00] R
ol
oy Nt =i il
[ L
b VAL RETELE oo :
W OYEES RETIREMENT 575 SRR -
Fagesl | acpree (EMFL i
Coverage (Sectws Ditw QLOVER :“' ol n
(owtrigs Tir ¥oui o Famiyy 1 e pre i
- L
Lo iy Do Seh OO welran ML g v by
FrERE B el
B riren o
Faoiid i g Sy
oy e {74 e s
. f ittt T
Lanfrmyton ber ST T e e
TENTIE FRERD
bl PO Y
; - i e o e B
Lot EX STATE STREET ol ot g
3 Palngegt of whis
ey ATLANTA P, et B
oo ok an B

Figure 126 - Confirmation Screen

Note:

The Confirmation Page located on this screen is the member’s enrollment
verification document. The confirmation number is located in the
Confirmation Number field on this page. The Confirmation Number must be
received to finalize the information and health coverage selections.
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Please print this Confirmation Page (using your browser’s printer button) and save it
for your records; or you may open a Printer Friendly Confirmation page.

e Click the PRINTER FRIENDLY button (Figure 126a) located at the
bottom of the Confirmation Page

spousal Surcharge

You have completed your SHEP election For 01012012 Click the Printer
Friendly button to print and save your Confirmation page in a PDF format.
Click the Logout tab on the left navigation bar to exit.

PRINTER FRIENDLY

Figure 126a - Confirmation Screen
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The Print Confirmation (Printer Friendly) screen will display (Figure 126b).

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION COWTACT US  OHLINE HELP

WSHBP

Suaty st Biwefir Mlan

Please do not use your browser’s 'BACK” button,

Print Confirmation Instructions
Your confirmed selections
MHame: VALUED RETIREE are listed on this page.

Your mast racent
Payroll Location: 14390 (EMFLOYEES RETIREMENT 513 ) confirmation is on the

Foticy Number. *****4444 top line and is the
coverage you will have for
1017201
Coverage Effective Date: 010172012 the o . PR
Confirmation Date  Confirmation Number IO ks wancy
Print Confirmation page
(9727 22011 010971442679 Open POF and save it for your
o 2 1023180 Open PDF recards.
1, Review your pre-
podulated

Figure 126b - Print Confirmation Screen

The confirmed selections are listed on this page. The most recent confirmation is
on the top line and is the coverage the member will have for the plan year.

e Review the member’s pre-populated information to assure it is
accurate

e Click the OPEN PDF link on the Confirmation File Line you want to
open in a PDF Format (Figure 126b)
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The selected Confirmation in a PDF Format will display (Figure 127).

ABQ § ool o0 5

St Health Beredt Plan
Pz pini T Conbrmaiion (a8 7 Yo GRS

} T
L GE WAL Yy

@
v

Covirage Confrmation
Coverage Efeches Doie 00012012
Cowerage Ter Yo « Famly
Coverg0 Cpton Suncar? HAA _
T = e plaction
Martiy P 75 a
CofmaionNomber  0V10RTIMTEEN

i it
Bometecs Pecoe v |

Aares: indermtion have 1o
B2 STATE STREET e
frigndy

mr——
y-- o Py
womn  awoeesy NI i ave it o your
AN NINRDNBY  pen POF recerds

Bayiwa o

Figure 127 - PDF Formatted Confirmation Screen

e Save and Print the Confirmation in a PDF Format. All information
shown on the Confirmation Page is included in the PDF file
e Close the OPEN PDF link
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The Print Confirmation screen will redisplay (Figure 128).

Thursday, September 29, 2011

Print Confirmation Instructions
Your confirmed salections
Name: VALUED RETIREE are lfsted on this page.
Your most recent
Payroll Location; 14930 (EMPLOYEES RETIREMENT 5Y5 ) R,
Falicy Number: *****4444 tap lina and is the
. coveraga you wil have for
Coverage Effective Date: 01/01/2012 the pln year, Plesse
peint this printar frisndly
Confirmation Date  Confirmation Number
Print Confirmation page
0372972011 DUORIIBHEE  Dpen FOF and sava it for your
Tl DU0RLTDTN0  Opan FIF fecords.
1. Review your pre-
populated
Figure 128 - Print Confirmation Screen
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Add Retiree

e Click the Add Retiree sub-tab on the left navigation bar
(Figure 129)

Tuesday, October 04, 2011

SHBP Admimistration Home

Please select one of the tabs on the left navigation bar,

odify Member
OB

Manage User Rales
pdd Dependents
View Reports

tanage Marquee

Modify Login

Logout

Figure 129 - SHBP Administration Home Screen
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The Add Retiree screen will display (Figure 130).

Enter the Retiree Information. Policy Number (same as SSN with no
dashes)

Select the Retiree’s Sex from the dropdown list

Select the Retiree’s Ethnicity from the dropdown list

Enter the Retiree’s DOB (mm/dd/yyyy)

Select the Rate Key from the dropdown list

Select the Retiree’s Payroll Location from the dropdown list

Select the Retiree’s Plan Year Option (2011 used in the example)
from the dropdown list

Select the Retiree’s Plan Year Tier (2011 used in the example) from
the dropdown list

Click the SAVE RETIREE button to add the Retiree; or click the
CANCEL button to return to the SHBP Administration Home page with
no additions

Note:

Add Retiree Instructions
Year Round
el e All fields indicated with ™

are required.

SHBP Staff >> *Policy Mumber 423869999
1. Enter the Reti
*Last Name RETIREE nerthe Retires
Information. Policy
*First Mame GRACIE Mumber [same as
SSN without dashes),
o I:l Mame, tiddle Initial,
Suffix and Suffix.
*Sex 2. Select the Retires's
Sex from the
Ethnicity ‘H\spamchatinD A drapdown list,
3. Enter the Retiree's
*DOB sidd 07/22{14954
ol | Dats of Birth (DOB]
Rate Key ‘ 10:%ou Only V| [mirm s ddf ey
. . 4, Select the Retiree's
Payroll Location ‘ 59928 (RETIRED SCHOOL SWCTRS ) V| payroll Lacatlon fram
*2011 Option | 35: CIGNA HRA v the dropdown list,
5. Click the SAWE
2011 Tier ‘ 10:%ou Only V| RETIREE button to

complete the
function; or click the

SAVE RETIREE CANCEL CANCEL buttonl 1:'0
cancel the addition

Figure 130 - Add Retiree Screen

All fields indicated with * are required.
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The SHBP Administration Home screen will redisplay (Figure 131) including a
message stating ‘Eligible member added successfully’.

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION  CONTACT US  ONLINE HELP

SHBP

State Health Benefit Plan

Wirednesday, October 08, 2011

SHBP Administration Home

Plezse select one of the tabs on the left navigation bar,

+ Eligible mamber added succassfully.

Figure 131 - SHBP Administration Home Screen
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Modify Member Date of Birth

e Click the Modify Member DOB sub-tab on the left navigation bar
(Figure 132)

Tuesday, October 04, 2011

SHBP Administration Home

Please select one of the tabs on the left navigation bar.

Figure 132 - SHBP Administration Home Screen
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The Modify Member Date of Birth screen will display (Figure 133).

e Enter the member’s Policy Number (same as SSN with no dashes)
e Enter the member’s Date of Birth (mm\dd\yyyy)
e Click the SUMBIT button

ABOUT US FAQ DECISION GUIDES ~ ADD'L INFORMATION ~ CONTACT US  ONLINE HELP

SHBP

State Health Benfit Plan

Wednesday, Octaber 05, 2011

Modify Member Date of Birth Instructions
Year Round
and OF »»
1, Enter the member's

Palicy Number/ 55N

Enter Employee Policy Mumber

and Date of Birth,
T 2. Click the SUBMT
Palicy Nurber ‘255554444 ‘ buttan to search for
, the member,
*Date of Birth fmm i) ‘03;1 91963 ‘
SUBMIT
Figure 133 - Modify Member Date of Birth Screen
Note:
All fields indicated with * are required.
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The second Modify Member Date of Birth screen will display (Figure 134).

e Review the pre-populated last four digits of the member’s Policy
Number (same as SSN with no dashes) for accuracy

¢ Enter the member’'s modified Date of Birth (mm\dd\yyyy)

e Click the SUMBIT button; or click the CANCEL button to return to the
SHBP Administration Home screen without modifications

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION ~ CONTACT US  ONLINE HELP

|SHBP

State Health Benefit Plan

Wednasday, October 05, 2011

Modify Member Date of Birth Instructions
Year Round
and OF »>
1, Enter the member’s

. Date of Birth,
“Palicy Number "4 2, Click the UPDATE

“Date of Birth (mttionn) |03/19/196 Enuet:rfgetrus L[')Padtztzf

Birth,

3. Click the CANCEL
el e button to cancel the

request,

Figurel34 - Modify Member Date of Birth Screen

Note:
All fields indicated with * are required.
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The SHBP Administration Home screen will redisplay (Figure 135) including a
message stating ‘Member DOB updated successfully’.

State Health Benefit Plan

Wadnesday, Octaber 05, 2011

Modify Member Date of Birth Instructions

o Member DOB updated successfully. 1. Enter the member's
Date of Birth.
.+ Click the UPDATE

buttan to update
"Palicy Nurnber il member’s Date of

. , Birth.
Date of Birth mmisdime) 1311911982 ik the CANGEL

button to cancel the

UPDATE CANCEL request,

Figure 135 -Modify Member Date of Birth Screen
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| Manage User Roles

¢ Click the Manage User Roles sub-tab on the left navigation bar
(Figure 136)

Tuesday, October 04, 2011

SHBP Admimistration Home

Please select one of the tabs on the left navigation bar,

odify Member
OB

Manage User Rales
pdd Dependents
View Reports

tanage Marquee

Modify Login

Logout

Figure 136 - SHBP Administration Home Screen
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The Manage Roles screen will display (Figure 137). You may Edit or Add a

Role using this sub-tab as follows:

To Edit a Role:

e Click the EDIT button next to the Role you wish to edit (Figure 137)

Susie Homlrh Parmght Pl

» SHBP

Year Round Manage Roles
and OE ==

Role ID  Role Mame

F1 FILE UPLOAD OMLY

P2 OPEM ENROLLMENT ONLY

3 FILE UPLOAD & OPEN ENROLLMENT

Pd OPEM EMROLLMENT & YEAR A ROUND

B3 FILE UPLOAD OPEN EMROLLMENT VEAR AROUND
51 OE TEMPS

52 CALL CEMTER

53 WEMBER SERVICES / EWPLOYER SERVICES

4 SUPERVISORS / MaMAGEMENT SHEP IT

S5 SHEP IT SUPER USER

ADD ROLE

dit

EDIT

EDIT

EDIT

EDIT

EDIT

EDIT

EDIT

EDIT

EDIT

EDIT

Figure 137 -Manage Roles Screen

Instructions

1. Click the Role you
wish to edit.

2. Click the ndd Role
button to add a new
role.

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 152
VERSION 2.0 - SEPTEMBER 2012

SHBP IT - RLM



The Modify Role screen will display (Figure 138).

Click the box(es) under the Access column for the privilege you
wish to add to the displayed Role

Modify Role Instructions
1. Click the box under

the focess column
Rale: FILE UPLOAD CMLY

for each privilege
you wish to add.

ModifyLogin Privilese o 2. Click $AYE ROLE to
sawe the role data.
Logout SHEP_MAMAGE_MARTIUEE DO 3. Click CAMCEL to
SHEP_MOD_COVERAGE_ROCP 0 cancel the request
without sawing the
SHER_UPLD_PLEE_ALF_FU G data,
SHEP_PROC_PLEE_AUF_FU =
SHEP_REY_ERR_REPORT_FLI =
SHEP_UPLD_PUF_FU ]
SHEP_RETR_UPLD_FILES_FUI O
SHER_ADD_NEW_EMP O
SHEP_TERMIMATE O
SHEP_MOD_COWERAGE_MEW _EMROLLEE O
SHER_MOD_COVERAGE_OPEN_ENROLLMENT [
SHEP_MOD_NEW _ADD_EidP O
SHEP_MOD_MEMBER. O
SHRP_VIEW_LOG_IN_HIST 0O
SHEP_PRIMT_CONFIRMATION O
SHEP_UNREG_LISER. O
SHEP_ADD_RETIREE Cl
SHEP_ADD_DEP O
SHRP_MOD_MEMBER_OE m|
SHEP_WIEW _REPORT |
SHER_AMOD_MER,_DOB O
SHEP_MAMAGE_ADMIN_ID |
SHRE MAAMAGF PAY GROLIPS m
Figure 138 -Modify Role Screen
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e Click the SAVE ROLE button update the modifications; or click the
CANCEL button to return to the Manage Roles screen with no change
in Roles (Figure 139)

without sawing the
SHEP_LPLD_PLEE_ALF_FU [ data.

SHAP_PROC_PLEE_ALF_FU @
SHBP_REV_ERR_PEPORT_FLJ ¥
SHAP_LIPLD_PUF_FU @
SHBP_RETR_UPLD_FLES_FLJ O
SHAP_ADD_NEW ENP O
SHBP_TERMINATE O
SHAP_MOD_COVERAGE_NEW ENROLLEE [
SHBP_AI0D_COVERAGE_OPEN_ENROLLWENT []
SHEP_MOD_NEW _ADD_EfvP O
SHBP_HIOD_MEABER. O
SHAP_VIEW_LOG_IN_HIST O
SHBP_PRINT _CONFIRMATION O
SHAP_LINREG_LISER O
SHBP_ADD)_RETIREE O
SHAP_ADD)_DEP O
SHBP_Ai0D_NEMBER_OE O
SHAP_VIEW_REPORT O
SHBP_AI0D_MEA_DOB O
SHAP_MANAGE_ADKIN_ID O
SHBP_MAMAGE_PAY_GROUPS O
SHAP_MANAGE_LISER_ROLES O

SAVE ROLE CANCEL

Figure 139 -Modify Role Screen
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The Manage Roles screen will redisplay (Figure 140) including a message
stating ‘Role successfully saved'.

SHBP

State Health Benefit Plan

Wednesday, Octabar 05, 2011

Manage Roles Instructions

o Role successfully saved, 1, Click the Role you
wish to edit,
2. Click the Add Role
Role D Role Name Edit nutton t aod a new
rile,
Pt FILELPLOAD ONLY EDIT
M (OPEN ENROLLWENT ONLY EDIT
Figure140 -Manage Roles Screen
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To Add a Role:

e Click the ADD ROLE button (Figure 141)

ﬁ SHBP

Sisia Falih Rangllt Picm
fadnesday, Octobar 0F, 21
Your Rotad Manage Rolas Instructions
and DE >=
1. Click the Role you

Role I Role Hame Edit wrish to edit,
SHBP Staff == 2. click the add Role

P FILE UPLOAD OWLY EDIT button to add a new
ModifyLogin role,
Logout Pz OPEN ENROLLMENT ONLY EDIT

] FILE UPLOAD & OPEN ENROLLMENT EDIT

Pd OFEMN ENROLLMENT & YEAR 4 ROUND EDIT

P5 FILE UPLOAD OFEN ENROLLMENT YEAR ARDUND EDIT

51 OF TEMPS EDIT

52 CALL CEMTER EDIT

53 MEMEER SERVICES / EMPLOYER SERVICES EDIT

54 SUPERVISORS / MiMAGEMENT SHEP IT EDIT

55 SHEF IT SUPER UISER EDIT

ADD ROLE
Figure 141 -Manage Roles Screen
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The Add Role screen will display (Figure 142).

e Enter the Role Key
Enter the Role Description

e Click the box(es) under the Access column for each privilege you
wish to add to the displayed Role

Instructions

1. Click the box under
the pcess column
far each privilege

Raole Key: =3

yiou wish to add.
. Click S&WE ROLE to
save the role data.
. Click CAMCEL to
cancel the request

SHER_MANAGE_WARGLEE “ without saving the
SHEP_AOD_COVERAGE_ROCP data
SHEP_LPLD_PLEE_ALF_FU

SHER_PROC_PLEE_ALF_FU

SHEP_REY_ERR_REPORT_FL

SHEP_UPLD_PUF_FU

SHBR_RETR_UPLD._FILES_FLJ

SHEP_ADD_NEW_EMP

SHER_ TERMINATE

SHEP_MOD_COVERAGE_NEW_ENROLLEE

SHEP_AOD_COVERAGE_OPEN_ENROLLMENT

SHER_MOD_NEW_ADD_EMP

SHEP_AOD_MEMBER:

SHEP_VIEW_LOG_IN_HIST

SHEA_PRINT_COMFIRMATION

SHEP_UNREG_LISER

SHEP_ADD_RETIREE El

Rale Description TRAINER

Privilege

Figure 142 -Add Role Screen
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e Click the SAVE ROLE button to save the addition; or click the
CANCEL button to return to the Manage Roles screen with no
additions (Figure 143)

SHEP_RETR_UPLD_FILES_FU
SHEP_ADD_NEW EMP @
SHEP_TERMINATE 0
SHEP_MOD_COVERAGE_NEW_ENROLLEE [
SHEP_MOD_COVERAGE_OPEN_ENROLLWENT )

SHEP_MOD_NEW _ADD_E/P W
SHEP_MOD_MEABER. @
SHEP_VIEW_LOG_IN_HIST @
SHEP_PRINT _COMNFIRMATION @
SHEP_UNREG_LISER. @
SHEP_ADD_PETIREE @
SHEP_ADD_DEP B
SHEP_MOD_MEABER_OE v
SHEP_VIEW_REPORT v
SHEP_MOD_MEA_DOB 9
SHEP_MANAGE_ADNIN_ID @
SHEP_MANAGE_PAY_GROUPS @
SHEP_MANAGE_LISER_ROLES 0

SAVE ROLE CANCEL

Figure 143 -Add Role Screen
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The Manage Roles screen will redisplay (Figure 144) including a message
stating ‘Role successfully added’.

Manage Roles Instructions

Vear Round

and (€ »
* Role successfully added 1. ok the Rike you

with b efit
SHBR Staff »» 2, ik the Add Foke
Roke D Rk Mame button b add 2w
Wy Loghn k.
P ALELPLOAD ONLY EDIT
Logaut

P2 CPENENPOLLMENT OhLY EDIT

Figure 144 -Manage Roles Screen
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|Add Dependents

e Click the Add Dependents sub-tab on the left navigation bar
(Figure 145)

Tuesday, October 04, 2011

SHBP Admimistration Home

Please select one of the tabs on the left navigation bar,

Add Retires
todify Member
DOE

Ma

Add Dependents
Wiew Reparts

tanage Marquee

Modify Login

Logout

Figure 145 -SHBP Administration Home Screen
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The Add Dependents screen will display (Figure 146).

e Enter the member’s Policy Number (same as SSN with no dashes)
e Enter the member’s Date of Birth (mm\dd\yyyy)
e Click the ADD DEPENDENTS button

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION  CONTACT US  ONLINE HELP

|SHBP

State Health Benefit Plan

iednesday, Octaber 05, 2011

Add Dependents Instructions
Year Round
S0 Al fields indicated with ™

, are required,

Search Member by Palicy Number and DOB

1. Tosearch for a
mermber by Policy
Nurber and Date of
Birth, enter data for
these fields then

click the Add
ADD DEPENDENTS Dependent buttan,

“Policy Number ‘4154:15555

*Date of Birth gmmid ) ‘03;1 9/198

Figure 146 - Add Dependents Screen
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The Dependents screen will display (Figure 147).

To Add Dependent(s):

e Click the ADD DEPENDENT button

Please do not use your browser's "HACK" button,

Year Round
and OE »>

Instructions:

1. Review your pre-

DEPEMDEMTS poplated
SHEP Staff == infarmation to
assure it is accurate
ModifyLogin {including Cowerage
Name: VALUED EMPLOYEE Ter),

Logout

I, If"Existing
Dependents” are

PayrollLocation: 14030 (SUPREME COURT )

Policy Humber: ****555% shown, review each
existing dependent's
Coverage Tier: infarmation,

3. felect “es" for each
Existing Dependent

Coverage Effective Date: 11801/2011

with correct
infarmation that you
Cover . . )
D dent Hame Relation Sex DOB EditDelete wish o cover.
epende 4. Select "Mo" for each
EXISTING DEFENDENTS Existing Dapandent
that you do not wish
MEwY DEFENDENTS 10 cover.
5. Click the "a0o
JON EDIT DEPENDEMT' buttan
(&) s ) Mo Spouse  Mhale  0TSRA9TO to add dependent

Covarage Effective
EDIT Date.
JAS0N Matural

& res i Mo ) Male  10/15/2009 6. Click the "EDIT"

EmPLOVEE  Child DELETE button to madify
Dependant

infarmation.
ADD DEPENDENT 7. click the "DELETE"

button to delete a

EMiPLOYEE
DELETE that you want to
S cower a3 of the

Figure 147 - Dependents Screen

Note:

If Existing Dependents are shown, “Yes” has been pre-populated to cover
those dependents for the upcoming plan year; “No” may be selected if the
member does not to cover that Existing Dependent for the upcoming plan
year.

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 162
VERSION 2.0 - SEPTEMBER 2012
SHBP IT - RLM



The Add New Dependent screen will display (Figure 148).

()
Year Round conTAGT
and DE . 1847 R s

SHEP Staff ==

ModifyLogin

Logout

Note:

Instructions:

Al fields indicated with *
are required. Enter all

Add Mew Dependent

information for mew
Hhedicare Secandary Payer reparting laws which were effective January 1, 2009, dependents; change only
require that insurance carrierscollect Social Security Mumbers for all cowerad the incotrect infarmation
members and their dependents. The requested S5N's are reguired to comply with when editing an existing

thiz law. dependent .

1. Enter the Dependent
Infarmation
{dependent last
name, dependent

Mame: VALUED EMPLOYEE
PayrollLocation: 14030 (SUPREME COURT )
Policy Humber: **5555

first name, and
dependent middle
initial, dependent
suffis).

2. Select the Dependent
Relation from the

Coverage Effective Date: 1101511

A Lila - -
Dependent Last Mame EMELOYEE dropdown list
T dent First M {dependent
gpendent First Mame i )
HELPFLIL werification
s d tati ill
Dependent #id Initial ocumet: ten
be required)
Oependent Suffiz 3. Select the Dependent
sex from the
*Dependent Relation Matural Child v dropdown list.
4, Emter the Dependent
*Dependent Sex Mala - Date of Birth
{rmm sdd gyl
Dependent Ethnicity Asian W 5. Enter the Dependent

350 (35M weith no
dazhes).

&. Click the "UPDATE"
button to add the
dependent to your
cowe rage; you will

"Dependznt D08 mm e iy 0572272001

Dependent SSM cssw wibe
dasies )

UPDATE CANCEL

Figure 148 - Add New Dependent Screen

o0 423395667

return to the
'"DEPEMDEMTS" page.

Review your pre-populated information to assure it is accurate
Enter the Dependent Information (dependent last name,
dependent first name, dependent middle initial, and dependent
suffix)

Select the Dependent Relation from the dropdown list (dependent
verification documentation will be required)

Select the Dependent Sex from the dropdown list

Select the Dependent Ethnicity from the dropdown list

Enter the Dependent Date of Birth (mm/dd/yyyy)

Enter the Dependent SSN (SSN with no dashes)

Click the UPDATE button to add the dependent to your coverage

All fields indicated with * are required. Click the CANCEL button if the
dependent is not to be added to your coverage and the DEPENDENTS page
will redisplay.
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The Dependents screen will redisplay with the newly added dependent information
and all previously added dependents listed, indicating “Yes” in the Cover Dependent
field (Figure 149).

[nstructions:

Year Round
and OE

1. Rewieyw your pre-

DEPEMDEMTS populated
SHEBFP Staff -> infarmation to
assure it is accurate
ModifyLogin {including Coverage
Mame: VALUED EMPLOYEE Tar),
Logout 2. If'Existing

PayrellLocation: 14030 {SUPREME COURT }

Cependents" are

Policy Mumber: ***5555 shown, rewiew each
existing dependent's
Coverage Tier: information,

3. Select "res" for each
Existing Dependant
with correct
infarmation that you

Coverage Effective Date: 1101/2011

Cover .
0 dent Hame Relation Sex DOB EditDelete wish to cower,
epende 4. Select "Wo" for each
EXISTING DEPENDENTS Existing Dependent
that you do not wish
MEWY DEPEMOENTS to cover.
5. Click the "a0D
EDIT .
1A DEFEMDEMT" button
ves ) Mo to add dependent
@ g EupLOyEE PO Male 074221970 p
DELETE that you want to
e cover as of the
Coverage Effective
JasOn Matural EDIT pate.
& ves ) Mo a_ura Male  10#15/2009 6. Click the "EDIT"
EMPLOYEE  Child button to modify
DELETE
Dependent
infarmation.
HELPFUL " | EDIT 7. Click the "DELETE"
& Yes 0 No afura Male 0972772001 button to delete a
EMPLOYEE  Child 4
DELETE Mew Dependant,
SR &, Click "CONTIMUE"

button to go to the
ADD DEPENDENT nest page.

Figure 149 - Dependents Screen
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To Edit Dependent Information:

The Edit button is displayed only for the spouse (if applicable) or newly added
dependents. To edit spouse or new dependent information:

e Click the Edit button (Figure 150) on the row of the dependent
information you wish to edit

M e

1. Favies your pre-
pregmesel  DEPENDENTS popelated
information ta
HedifyLogin assare it s acourate
Logout (irachuding Coverage
Name: VALUED EMPLOYEE Tier).
2 i "hals
Payroll Location: 14030 (SUPREME COURT ) s
Policy Number: *****4444 AN, SV
fIHtng Gependents
Cover ) indormation.
Dpendent  '0m  Malitkn Sex 008 EdnDelete st s fr i
Existing Dapendaat
EXISTING DEPEMDENTS Wi cormect
MICHAEL information that you
R Tel ] Spouse  Male (83171885
omon MM .
g 4. Select Wo" for each
® T 0 Mo E.'-::'I.U'!EE s Femals (272072011 Exitting Dependant
that you &9 not with
NEW DEPENDENTS 10 Cove.
5. Cliek the "AD0
@ ") N awl Male  00V19 DEPEMDENT” button
WPLOVEE Onld bo add dependnt
hat you wasl o
& SHANE Matwral
0 cower a5 of Bt
@wlm S G Male 1001199 Cmonms kil

¥ I EPENDEN .
¥ b)) 1] PEDR ek u
SA Al | ) | C 1 T

Figure 150 - Dependents Screen
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The Edit Dependent Information screen will display (Figure 151) with
pre-populated dependent information fields.

Note:

Rainabs

Edit Dependent Information

Medicare Secondary Payer reporting laws which were effectie January 1, 20079,
raquire that insurance carriers collect Sociad Security Numbars for all cowersd
memibers and thelr depencents . The requested 55N are required to comply with
this law.

Hame: YVALUED EMPLOYEE
PayrollLocation: 14030 (SUPREME COURT )
Policy Humber: """ 4444

Coverage Effective Date: 171412

"Dependent Last Name EMBPLOYEE
‘Dependent Firet hams SHANE
Dependent Mid Inftial

Dependent Sutfi

"Dependent Relation Natural Child o Adopled Child =
*Dependent Sex Mile -
Dezpendent Ethnicity Agian -

*Dependent DOBwmatd swa) 10011929

Oependent SSH(Em with »e 255555554
s}

UPDATE CANCEL
Figure 151 - Edit Dependent Information Screen

Review the dependent information

Instructions:

Al Tiebds indicated with *
are required. Enter all
T rmatisn for fHes
dependents ;| change anly
the incorrect information
when editing an exdsting
dependent .

1. Raview the

deperdent
nformation.

Miakie any neceszary
cor rections to tha
deperdent
information.

. Chick the "UPDATE"

button 1o accept
changes, you will
PEtLFR 1 the
'DEPENDERTS® page.

. Chick thie TRMCEL"

button to return to
e "DEPEMDENTS"
page without making
changes to the
depardent

i rmation

Make any necessary corrections to the dependent information

Click the UPDATE button to accept changes

All fields indicated with * are required. Click the CANCEL button to return to
the DEPENDENTS page without making changes to the dependent

information.

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR)
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The edits will be saved and the Dependents screen will redisplay
(Figure 152).

o HE i

1. Forview your pre-
DEPENDENTS pepatated
SHEP Stafl > > feifarmaticn o
HedifyLogin ngare it 1§ acourate
[chdineg Coverage
Logout Name: VALUED EMPLOYEE Tier)
2. W Existing
Payroll Location: 14030 (SUPREME COURT ) S
Policy Number: *****4444 howan, review sach
tnisting dependenty
Cover tlen nformation
Dependent oo . e b9 Edlelete 3 cpt v for euch
Exiating Dependent
EXISTING DEPENDENTS with comect
WICHAEL information that you
@ Tes O M Spoute  Male  (B/31/1%S |Ed
EMPLOVEE 3 wish tu. mrh‘
ULLIAN  Watural o S 19
® T Mo EMPLOYEE Female (27207201 Entiting Dependent
v that you o not wiih
NEW DEPEMDENTS 1 cover,
§. Click: the "AD0
© Y50 M z':::m ::‘:" Male  10/01/199 DEPENCENT" bution
1
I_J 1o 2dd dependent
that you want to
: HUNE  Nownl
@ vesOm Male  10/01/15 e a4l
EMPLOTEE  Ohid [Delee | Coverage Effective
Date
ADD DEPENDENT

6. (Click: the "EDIT"

Figure 152 - Dependents Screen

Note:
You may only edit the Dependent Ethnicity on Existing Dependents. To edit
existing dependent information (other than Dependent Ethnicity):

= Click the NO button for that existing dependent (removing that existing
dependent from coverage

= Click the ADD DEPENDENT button and re-enter the existing dependent
as a new dependent with correct dependent information.
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To Delete Dependent(s) Information:

e Click the Delete button (Figure 153) on the row of the dependent

information you wish to delete

5 [
f E .

DEPENDENTS

Mame: VALUED EMPLOYEE
Payroll Location: 14030 (SUPREME COURT )
memﬂ' HI-H.“‘

Cover
Hame Relstion  Sex Do8
Dependent
EXISTING DEPENDENTS
MICHAEL
& Yo O e Spouse Male  (BIYTES
i EMPLOVEE
LLLIAN  Matursl
® ) Mo EVPLOVEE cnag Female 0272072011
NEW DEPENDENTS
= SHAWN  Naturd
® ™ W EMPLOYEE Child Male W01
-~ FHANE Matwral
& v O GUMOEE Ol Male 10017199

L ADD DEPENDENT

Figure 153 - Dependents Screen

B

Instructions:

. Faview your pre-

premdated
information

asure it s acorate
(iechoding Coverage
Tier).

If “Exfsting
ependants” are
hiwd, Firview dach
priting depandents
information.

. Select ves” for sach

Existing Dependent
with cormect
formition Bt you
with to o,

. Select "N or wach

Evisting Dependent
that you &9 nol with
2 Cower,

. Click the "ADO

DEPENDENT button
% 2 Geperdent
thall oo want ta
cover a5 of the
Coverage Effactive
Date

. (Click the £

SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR)
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The Dependents screen will redisplay and the previously selected dependent for
deletion will no longer be listed (Figure 154).

Name: VALUED EMPLOYEE

Payroll Location: 14030 (SUPREME COURT )
Policy Number “**“*4444

Cover

Hame Felation S e ]
Dependent
EXSTING DEPENDENTS
R Tl it Souse  Male

EMPLOYEE

UL Matund
CRCTeR ] EVPLOEE  Cnad Female 02202011
HEW DEPENDENTS

SHAWN  Maturad
CRTeL 1]
OWON copome cag M WOVIN

ADD DEPENDENT

Figure 154 - Dependents Screen

HY

Instruchions:

. Paview your pre-

Badited
rilormaton 1
sure it s acourata
(g Coverage
Tiee).

. Tristing

Dependents’ are
thowe, review fach
exiyting depedents
formation.

. Seect “Yes" for sach

Enivting Depandent
with comect
iformation Bl oo
wish ta cower,

. St N’ for each

Evitig Depandent
Bt you do ned with
o o
Click e “A00
DEPENDENT” button
t3 44 St
at you wast 1y
caver a3 of e
Coverage Effactig
bate.
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View Reports

e Click the View Reports sub-tab on the left navigation bar
(Figure 155)

Tuesday, October 04, 2011

SHBP Admimistration Home

Please select one of the tabs on the left navigation bar,

odify Member
OB

Manage User Rales
pdd Dependents
View Reports

tanage Marquee

Modify Login

Logout

Figure 155 - SHBP Administration Home Screen
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The View Reports screen will display (Figure 156). This is a view only
informational screen.

View Reports

These are the totals found in the "Repart for SHEF Open Enrollment for Fall
011"

Active Employees:

Total active registered:

Mumber of self modified benefits:

Number of Admin modified benefits:

Total Active Employees with modified benefits:
Retired Employees:

Total retired registered:

Mumber of self madified benefits:

Number of Admin modified benefits:

Total Retirees with modified benefits,

Total Active Employees and Retirees with modified benefits:

Total Mumber of Employess Registered:

Figure 156 - View Reports Screen
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| Manage Marquee

e Click the Manage Marquee sub-tab on the left navigation bar
(Figure 157)

Tuesday, October 04, 2011

SHBP Admimistration Home

Please select one of the tabs on the left navigation bar,

Figure 157 - SHBP Administration Home Screen
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The Edit Marquee screen will display (Figure 158).

Edit Marquee

Edit Marquee

*Marguee Message

#44 Walnome to SHBP!!

(pen Enrollment
will start on Oot 22, 2012
at gro0 am **+*

*Margue Unavailable Start ‘DQHQQDH ‘Time ‘3

*Warquee Unavallable End ‘DQQD,QDH ‘Time ‘3

SAVE CANCEL

Note:

All fields indicated with * are required.

Figure 158 - Edit Marquee Screen

Instructions

1. Update the marguee

rmessage you want to
display on the home

page.

. Enter the dates for

the span of time
when the marquee
miessage will be
unavailable.
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e Enter the message you want displayed on the mySHBP Web Portal
Welcome Page in the Marquee Message field (Figure 159)

e Enter the Marquee Unavailable Start Date (mm/dd/yyyy) and Time
(hh.mm)

e Enter the Marquee Unavailable End Date (mm/dd/yyyy) and Time
(hh.mm)

e Click the SAVE button; click the CANCEL button to return to the
SHBP Administration Home page without changes

Edit Marquee Instructions
and OF »»
1, Update the marguee

: message you want to
Edit Marquee display an the home
*Marquee Message *4+ Weloome to SHERI! pase.

2. Enter the dates for
the span of time
(pen Enrollment Pegins when the marquee
Today*** message wil be
unavarlahle,

*MarqueeUnavailahleStartDate‘mmmgﬂ ‘Time‘a H15 ‘

*Marquee Unavalable End Date‘mﬂmﬂﬂ ‘Time‘ﬁ H15| ‘

SAVE CANCEL

Figure 159 - Edit Marquee Screen

Note:
All fields indicated with * are required.
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The SHBP Administration Home screen will redisplay (Figure 160) including a
message stating ‘Marquee message updated successfully’.

ABOUTUS FAQ DECISIONGUIDES ~ ADD'LINFORMATION  CONTACTUS  ONLINE HELP

SHBP

Staie Health Benefit Plan

Thursday, Octaber 0, 2011

SHBP Admimistration Home

Please select ane of the tabs on the left navigation bar,

+ Marquee message updated successfully,

Figure 160 - SHBP Administration Home Screen
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MODIFY LOGIN

e Click the Modify Login tab on the left navigation bar
(Figure 161)

Tuesday, October 04, 2011

SHBP Admimistration Home

Please select one of the tabs on the left navigation bar,

Figure 161 - SHBP Administration Home Screen
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The Modify Admin Login screen will display (Figure162).

Enter the Current Password (case-sensitive)

Enter the New Password (case-sensitive)

Re-type the New Password for confirmation (case-sensitive)

Your previously selected Security Question is pre-populated in the

Security Question dropdown field. You may utilize the pre-populated

Security Question or select a new Security Question from the

dropdown list

e Your answer to the previously selected Security Question is pre-
populated in the Your Answer field. If you did not change your pre-
populated Security Question, you may utilize the pre-populated
answer. If you selected a new Security Question from the dropdown
list, enter your new answer to the Security Question in the Your
Answer field (not case-sensitive)

e Click the UPDATE button; or click the CANCEL button to return to the

SHBP Administration Home page with no changes

\SHBP

State Health Bengfit Plan

Thursday, October 06, 2011

Modify Admin Login Information Instructions:
Year Round
SndioEss Al fislds indicated with *

are required.

*Current Password
1. Review the pre-

populated

*Re-type Password infarmation to
assure it is accurate,

*Security Question What is your pef's narme? v 2. Enteryour Current
Passward,

"Yaur answer spot 3. Create and enter

your New Password,
Mewy Password should
CANCEL be between & and 20

characters and have
at least 3 of the

Figure 162 - Modify Admin Login Information Screen

Note:
All fields indicated with * are required.
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The SHBP Administration Home screen will redisplay (Figure 163) including a
message stating ‘Account successfully modified’.

ABOUTUS FAQ  DECISION GUIDES ~ ADD'LINFORMATION  CONTACTUS  ONLINE HELP

SHBP

State Health Benefit Plan

Thursday, Octaber 0g, 2011

SHBP Admimistration Home

Please selzct one of the tabs on the left navigation bar,

o Account successfully madified

Figure 163 - SHBP Administration Home Screen
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LOGOUT

e Click the Logout tab on the left navigation bar
(Figure 164)

Tuesday, October 04, 2011

SHBP Administration Home

Please select one of the tabs on the left navigation bar,

fiew Reports

iManage tarquee

Modify Login

Logout

Figure 164 - SHBP Administration Home Screen
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The Enter Administration Login Information screen will redisplay (Figure
165). You may now close your browser.

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION CONTACT US  ONLINE HELP

SHBP

State Health Benefit Plan

Thursday, Octaber 06, 2011

Enter Administrator Login Information Instructions

All fields indicated with * are required,
Username and Password are both case-
sensitive,

*lsername

“Password 1, Enter your Username and Passward,

2, Click the LOGIN button,

I you don't remember your Passward, click the
He FRERRETS AT FORGOT PASSWORD buttan,

Georgia.pov Privacy Important Notices Accessibility Contact Georgia.gov

Figure 165 - Enter Administrator Login Information Screen
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