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Introduction

Meritain Health® offers employers the ability to access account balances, claim information, member information,
health coverage, drug and prescription information, and invoices. The employer website is your resource to manage your
employee benefits plan. Meritain Health features may vary depending on access rights.

Registration

When a new employer is set up on the website, an employer user will be selected as an employer group

representative—a Super User. A system-generated email will be sent to the employer user to register. Invitations to
register remain active for 15 days. Once registered, the employer Super User is able to request accounts for other
employees. Once requested, a system-generated email will be sent to the employer user to register as well, remaining
active for 15 days. To register a user account, use the link located in the system generated email.

noreply@meritain.com
To MRTM-0A - Testing

*** This is an automated email. Please do not reply. ***

Employer Registration ( Intended for To: employer123last@m.com )

https://account-ga-slot6.meritain.com/Portal/EmployerRegistration/?AuthorizationToken=fe069c9a-3ede-4068-840c-56d1408f10al

Yours in good health,
the Meritain Health team.

If this email was received in error please contact your Meritain Health Representative

€3 Reply

% Reply Al —» Forward

Fri 10/9/202

This email is being sent to inform you that a Meritain Employer Website account registration has been started for you. Please go to the following to complete your registration:

0 6:28 AM

Please note: If you will be registering as both an employer user and member user for the account, you can use the same
email address for both registrations. However, you will need to setup a different username and password for each.

Step 1: Enter your personal information on the registration page and click Next.

Erplaver Reaesrar

i | - Faeridrel efamdtan

g1 Ervanl dhckdrans
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Step 2: Create your username and password.

Employer Registration

Step 1 Step 2 Step 3 Step 4

Step 2 - Username and Password Step 2/4

i’ Enter a username / password of your ch

*Indicates mandatory fields

Enter Username®

Enter Password"

Confirm Password”

i Please enter a password that contains

mum of 10 characters

= Atleast one uppercase letter (A, B, C...}

= At least one lowercase letter (a, b, c...)

o Atleast one number (1,2, 3.}

= At least ane of the following symbols: (#$1%A @ &*(=+-)

Previous Next

Step 3: Choose and answer a security question.

S 1 - Sy Diesrran wd Snper s

¥ Chosar piotwity geeuiies pod tadusty anie Sl pou wich (0 it Fos ubnmame | panawosd red o

Uit masdaiory Sl

i@y Cusataan

Step 4: Review terms and conditions.

[E=Rr=RE
N Meritain Health x| ‘ it 97 £53

@@‘! httpsi//account-ga.meritain.com/Portal/Employerf O ~ @ €& H] Create Employer User

A
Employer Registration
Step 1 Step 2 Step 3
Step 4 - Terms and Conditions
Meritain Health's web portal is a free service to registered users of www.m com. PLEASE READ THE TERMS AND CONDITIONS CAREFULLY BEFORE USING THIS SITE.
The following terms and conditions ("Terms and Conditions™) govern your use of this web portal (the "Site"). The Site is an on-line information and communication service offered to assist you
with respect to a plan administered by Meritain Health. By accessing, viewing, or using the information on the Site, you signify that you understand and agree to these terms and conditions
and that it is the legal equivalent of a signed written contract between you, Meritain Health, Inc., its affiliates, and subsidiaries (‘Meritain Health"). If you do not agree to these terms and
conditions, please exit this Site immediately.
The terms and conditions can be modified at any time by Meritain Health. The modification will be effective immediately without notice upon the posting of the terms and conditions to the
Site or by otherwise notifying you of the modification. By agreeing to these terms and conditions you also agree to periodically check the terms and conditions 50 that you are aware of any
modifications.
Subject 1o the terms set forth herein, Meritain Health grants to you a limited, non-exclusive, non-transferable, and terminable license to use the Site. You acknowledge and agree that the Site
contains proprietary services and confidential information that belongs to Meritain Health or Meritain Health's licensors. You agree that the services and confidential information provided
within the Site are the property of Meritain Health or its licensors and are protected by laws, including, but not limited to, laws relating to patents, copyrights, trademarks, trade secrets, other
proprietary and intellectual property rights, unfair competition, and privacy.
Copyrights
The entire content of this Site is copyrighted as a collective work (the "Work”) and is protected by law including but not limited to, United States copyright law and copyright laws that may
apply worldwide. The work may also include work that is the property of others, who have provided information that is protected under copyright or other intellectual property laws. You may
display and or copy any material from this Site or any other downloadable items for your or your family's non-commercial use only. The use of this Site's information for any other non-
personal or commercial use is expressly prohibited without prior written consent from Meritain Health
Trademarks, Service Marks, and Logos.
Meritain Health and Healthy Merits are service marks of Meritain Health, Inc. except where specifically indicated, Meritain Health owns all trademarks, service marks, and logos listed on this
Site. All trademarked, service marked, and registered items are the sole and exclusive property of Meritain Health. Al rights are reserved. Any misuse of these trademarks, service marks or
logos is expressly prohibited and may violate federal and state law.
Links 1o Other Sites V]
This Site contains links to other sites. Meritain Health is not for the security privacy practices or the content of such web sites. Please read the privacy statements of the linked
— e e e T e =T T — T
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Logging In

To log in, go to Meritain Health homepage at www.meritain.com and click Login in the upper right-hand corner of
the page.

| MERIT
HEALT Results »  Solutions ~  Resources ~  Company ~

Your Health Care Benefits

Our flexible, cost-effective and easy-to-use solutions.

benefits plan, learning mor
ur patients, we're here for you. That's wh,
Meritain Health.

To drive down your costs, we focus our efforts on

Cost Avoidance and Access to Care Payment Integrity Actionable Data
Prevention

Mationwide network and associated Proactive plan reviews help lower your We want your benefits plan to work

1. Enter your username in the Username field.

Login
Username* Forgot Username?
em) ployed x

[0 Remenuerie

Next

Don't have an account yet? Register

Need Help? If you're a Member or Provider please call 888-509- '

6420. If you're a Client or Broker, please contact your Meritain

B [}

Health Manager.
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2. If you forget your username, simply
click the Forgot Username link on the
homepage and follow the prompts.

i-‘“

Login
Username®* Forgot Username?
em ployed x

[ Remember Me

Don't have an account yet? Register

Need Help? If you're a Member or Provider please call 888-503- ‘
6420. If you're a Client or Broker, please contact your Meritain
Health Manager.

Cobrowse

| S . ]

4. Then, click Sign In.

_“

Login

Login as a different user

Logging in as empl

Password

Forgot Password?

Don't have an account yet? Register ‘

Need Help? If you're a Member or Provider please call 888-
509-6420. If you're a Client or Broker, please contact your
Meritain Health Representative.

Cobrowse

| B _ |
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3. Enter your password in the Password field.

F_“

Login

Login as a different user

Logging in as employer

Password Forgot Password?

Don't have an account yet? Register ‘

Need Help? If you're a Member or Provider please call 888-
509-6420. If you're a Client or Broker, please contact your
Meritain Health Representative.

Cobrowse

| B - |

5. If you forget your password, simply click the
Forgot Password link on the login homepage
and follow the prompts.

P“

Login

Login as a different user

Logging in as employer

Password Forgot Password?

Don't have an account yet? Register ‘

Need Help? If you're a Member or Provider please call 888-
509-6420. If you're a Client or Broker, please contact your
Meritain Health Representative.

Cobrowse

| - F




The Landing Page

Our employer landing page allows you to easily manage your employee membership. Here you can search for a specific
member, review your activity log or add a new employee.

Manage Employees 3 Activity Log > (I &+ Add New Employee >

Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group
Member ID * Member Type Group ID* Status
Al Select Al
First Name * ;
Division ID Product Department ID
Al Al Al
Last Name *
Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.
Date of Birth
e

Reports Invoices Custom Messages Membership Info
© static Reports > View & Download > © Account Message > Registration & Group Data >
@ Self Service Reports » m Promo Tile > e B E— ‘.

The landing page also has quick links to resources employers use most, like reporting and invoicing. You can use the
Custom Messages section to send messages to your members. The Membership Info area gives you a
high-level overview of your plan membership.

Employer Website Flow

The website also includes drop-down menus for easy navigation.

Employer Website

Employee
membership

Plan and PBM User
Reports i
P )( Information ( Invoices ) ( Administration

)

View
Membership

.

Self Service ) : (Create Employer
Reports 5 Account

: C Static Reports ) Modify Employer
: Account

Custom
Member Messages

)

Request ID card

Request Letter

)
(Loembertn )
Cr )
é'CUpdate Existing)
( )
( )

of Coverage

C Activity Log )
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Employee Membership

The Meritain Health employer website is your one-stop-shop to easily find the benefits and eligibility information you
need. You can find important member eligibility information, plus request and print ID cards, right on the employer
homepage.

View Membership

You can view employee membership information by going to the Manage Employees section right on the homepage.

Search for members by entering the member’s ID, name or group ID and click Search. If you need to start over, simply
click Reset to clear the form.

Manage Employees a Activity Log > i g"‘ Add New Employee >

Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group
Member ID * Member Type Group ID* Status
Al Select Al
First Name * .
Division ID Product Department ID
Al Al Al
Last Name *
Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.
Date of Birth

e
=]

=

| MERITAIN

HEALTH

You can also go to the Employee Membership
drop-down on the top toolbar and click View Membership

to search for members enrolled in the plan.

Meritain Health Employer User Guide



To view specific information about a member, click the arrow under the Action column, next to the member’s name.
You'll arrive at a Member Information page that contains: subscriber information, dependent information, coverage,

plan documents and more.

Employee Membership =~ View Membership

View Employee Membership

Across all applicable groups

Member Search

Export as E

Member List
Member ID First Name Last Name Date of Birth Member Type Status Group ID Division ID Department ID Action
0044872730 PHILIP KRUGER 03/07/1576 Subscriber Termed 12415 12415.002 >
KRISTINA KRUGER 03/07/1982 Dependent Termed 12415 12415.002 >
Use the Task Menu to navigate through employee records.
n Back to Member Search ERIC DEAN - Subscriber
- Subscriber Information
‘
~] Member ID 5196288456
Subscriber Information
n Group 1D 12721
¥ Dependent Information S5N HHK-XH-5499
} Coverage Information Division ID 12721.C03
Hire Date 07/20/1983
¥ Plan Documents
Covered From 01/01/2009
4 _of-
Summary of Out-of-Pocket Expenses Term Date
¥ HRA Status Active
¥ Prescription Plan First Name ERIC
Last Name DEAN
¥ Claims
Date of Birth 05/15/1956
4
Request |D Card Gender Male
¥ Regquest Letter of Coverage Address 1 123 HEALTHY 5T
¥ Update Existing Member Address 2
City MINNEAPOLIS
¥ View Submitted Transactions
State / Province MN
Zip Code 55441
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Task Menu

Subscriber Information

View demographics and ID numbers.

Dependent Information

Lists each dependent and their information.

Plan Documents

Links to documents for each plan.

Coverage Information

Lists both current and historical coverage information.

Summary of Out-of-Pocket Expenses

Graphs for tracking visit limits and out-of-pocket amounts for the plan
and each member on the plan.

HRA

Health Reimbursement Account (HRA) is a type of U.S.
employer-funded health benefit plan that reimburses employees for
out-of-pocket medical expenses.

Prescription Plan

View prescription plan information.

Claims*

View details of processed and in-process claims and EOBs.

Request ID Card*

Request additional copies of an ID card.

Request Letter of Coverage*

Request a copy of a Letter of Coverage.

Update Existing Member*

Make demographic updates, changes in coverage, termination, COB
updates.

View Submitted Transactions*

View transactions that have been entered or submitted to Meritain
Health for processing.

* additional instructions are included in this document.

Claims

You can view both in-process and processed claims for members enrolled in your benefits plan. Start by using the
Manage Employees form on the homepage to access employee records.

MERITAIN

HEALTH

Meritain Health Employer User Guide

drop-down on the top toolbar and click View Membership
to search for members enrolled in the plan.

You can also go to the Employee Membership

10



Click on Claims on the Task Menu to the left. The claims summary page will appear. Narrow your search by using claim

type, claim status or, date of service or click the Apply button for a list of claims.

]

b

]

Back to Member Search

Task Menu

View Employee Membership

Across all applicable groups

Subscriber Information

Dependent Information

Coverage Information

Plan Documents

Summary of Out-of-Pocket Expenses
HRA

Prescription Plan

m.

Request ID Card
Request Letter of Coverage
Update Existing Member

View Submitted Transactions

Claims Summary

<

Q. search
Claim Type

W ’T;_T“; Medical
i ) Dental
W @ vision
M s Rx

Paid by HRA
(O Yes

(O No

(®) Show All

Claim Status

[ In process
M Processed

W] Awaiting
Information

ERIC DEAN KLEINHEN

Provider Name
From

Date of Service

Claim Number
Billed charges ($)

You May Owe ($)

If you would like to view a claim from the list, click the View link next to the claim.

Clairm

Status

" " R SHIFLER

T'CH [

R oAl DEALTON

In Process Medical QUILLIA GALES

072520156

0201/ 018

I Information not available until dlaim completes processing.

Claim
Numbar

Patient

Responsibility
5178.00 $24.00 Yigw F
5215.00 i Vigw F

Meritain Health Employer User Guide
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To view an EOB, click the green View EOB button.

Claim Details for Claima ED9BNSE

- Back To Claims Summary View EQB

Clairm Information

Group 1D C2721 Address 1 1EEZ4 S3RD AVE. NE
Subscriber GlSA ERDMNER Address 2
Patient Name GlSA ERDMNER City STARR
Patient Account Mumber IB3333 75165791 State/Province L
Prowider Name FCCLINTOMN fip Code TH6Ed
Payment Infarmation —|
Processed Date 10/26/2021
You Bay Ohwe Paid Date 10/26/ 2021
$ 124,87
Paid Amunt 0. 00
Check Number
Billed Charges 5435.00 Paid 1o MCCLINTON
—_— Paid 1o Address] 1EE24 93RD AVE. NE

* Exact amount owed may be different, see EOB for details

Faid to Address2

Paid 1o City STARR

To view more details about each line on the claim, click the + in the Benefit column:

Benefit Information —|

Date . |Incurred . Excluded . Notes . Eligible . Deductible -

To - = g = E

© PROPHYLAXIS 07/25/2016 $111.00 $13.00 128 $98.00 $0.00 $0.00

Coinsurance (%): 100
Paid Amount: $98.00
You May Owe:  $13.00

ROUTINE

I 07/25/2016 $67.00 $11.00 128 $56.00 $0.00 $0.00

Meritain Health Employer User Guide



Add New Member

In this section, you can add a new employee to your plan and any dependents. You’ll also be able pick products they can
access with their plan coverage.

To get started, click on the Add New Employee link on the homepage.

Manage Emplovees a Activity Log > i ;1' Add New Employee >
Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group

Member ID * Member Type Group ID* Status

Al Select Al

First Name * o
Division 1D Product Department ID

Al Al Al

Last Name *
Search by individual or group or by a combination of both sections.

User at least one required field. Name only search require First & Last.

Date of Birth
e

A
LnJ Employee Membership Reports

o You can also go to the Employee Membership
drop-down on the top toolbar, and click Add New Member

LEW Acd New Member

Look
s e to enroll members in the plan.

Searc  Request ID Card

Mem
Request Letter of Coverage

Meritain Health Employer User Guide
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Select a Group and Division from the available choices in each of those drop-down fields. Next, choose from three
different options: New Hire, Life Event or Open Enrollment—depending on the situation. Once you’ve made your
selection, click the green Go button.

dd New Employee

Select a Group / Division for the member *Indicates required fields
Select Group® Select Division*®
12721 - ABC COMPANY v ] [select v

Choose the transaction type for the member

New Enroliment — Life Event New Enroliment — Open Enrollment

Select a Life Event®

You may manage the following: select You may manage the following:
» Enroll a Member » Enroll a Member

You may manage the following:
» Enroll a Member

=D (=D G

1) NOTE: Transactions submitted via the web will be processed within three business days unless additional information is required. In the event that additional information is required,
you will be contacted by Meritain Health.

A progress bar at the top of the screen will guide you through the enrollment process. The system will prompt you if
additional information is needed.

Errcdl @ Mermbear

m’,[-eprm-rm (.} e wilormation L Sumanary L} et Soeprs
]

B v iy s i Ll progie 80 D &nd of The pags

Eracdl i Pl fyibani

-
ok ' o et T chelwalt
® Falitibed figuiid Neldi

Lisgial -
= o Parnad il
Ko incoenphete Loftgletind
Sarded
Firit Mame * Diate of Hire Crrrder ™
- dapleT e
Midile braiis Sodial Secyrity Murmbas™ htarital SEabys
Sarbect o
Jexn-xx wxxn]
Sebmi Srarasciicn alfter LidL Mame * il =f Barth* Ararui Lalivg (T)
=]

poampie ting: all i

FlsLe #nber numbay withadt foemimiag
St of speial CRareOTe|
- Rask B TranascEiony

Conkact informgtion

Addrgs 1™ SRaks™ Frimary Phors
Saldect W
i Home Wiork Mot
A Lary® £ il
bt
Coaantry™ Poxtsl | i Cosda™
UPITED STATES OF Abilinda L 1axis
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Under the Dependents tab, click Yes if you need to add dependents. Enter each required field, indicated with a red
asterisk. Use the Add Another Dependent button to open additional forms for each dependent on the plan. If you’re not
adding dependents, click No. When finished, click Save and Continue.

- =
BTy & Maet Shapd

Legend

+ bl Aot Deped dienil

| <wdens [ so([f 20a 8conmem |
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Enter all applicable information on the Plan Information tab. Required fields are marked with a red asterisk. Additional
fields may appear, based upon your answers.

o of 1

Eracdl & Membssr E_ [:,

- H Widaa Py Siend This Ldk prdgvedd 44 the
Click " o reset 1o default
* Indicabis required Faids

L
L) & o Sefect Group, Dhisicn and Departmant
Mal Incomplete  Compheted
Started Sadect Group ® 12721 - ABC COMPANY b
Salect Division © 13721001 - ARC Company - Med ey W
Select applicable products *
Primary Mealth Products ircillany Products
. tidd et e L] Daentad [ Dependant Cade Account ] Lang Tenn Disability
complating A steps [ medical | Sheart-teren disability ] Flexiblie Spending Account

m [ Wisien [ Lifie Indurande [ Buise Spoudse anad Child Life njurance
[ Sapplemetal Lite ingurancs for Childogn  [] Supplemental Life Indurancs far Emplonpes

[0 supplemental Life insurance for Spouse  [] RX

- Biack fov Transacticens Dependenl Caverage

Wl ] hngis thit b conebrag s thi e 7 * [applicabli Bor Pramary Mealth Product)

J¥es () Mo

Cogadination of Benefits

b ke eniirieer covenid by another plan? ®
s Mo ) Wnknown

Are dependents covered by any other plan? ®

Madicare / Madicaid Information
12 the membser covened by Bedicare? *
) Yes 1 No ) unlmown

I the membser covered by Medicaid? *
Y Yid Ma Y Lk

15 tha dependent covened by Medicare *

1 Y NG Liakrwn

Is thee dependent covensd by Medicaid? *
i i Ho 3 Lo

Miscellareous Motes

Lhse thee space belonw Bo add any note

Cobrowie | Disclaimer | Prvacy Staterment | Termd & Conditions | FAG | Contactis | Acomssibility Servced
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As you assign benefits, additional fields will become available. Depending on the setup needs for your group, the Plan
and/or Provider Network fields may not require entry. If this is the case, the fields will be locked so no selection can be
made. (This is expected and you can move to the next section.)

Select applicable products *

Primary Health Products Ancillary Products

(0 Dental [0 Dependent Care Account [ Long Term Disability

Medical [] Short-term disability [C] Flexible Spending Account

[ vision [C] Life Insurance [C] Basic Spouse and Child Life Insurance

[] Supplemental Life Insurance for Children [] Supplemental Life Insurance for Employee
[C] Supplemental Life Insurance for Spouse ] RX

Medical

Effective Date of

Coverage™

Plan*® Select e
Provider Network® Select i

Once you choose an answer under Coordination of Benefits, be sure to mark all corresponding fields that appear.

Coordination of Benefits

15 the member covered by another plan? ®
i Yes N Unknown
Select applicable products *

] Dental [ ) Medical [ ] Vision

Are dependents covered by any other plan? *
Yes Mo () Unknown

Meritain Health Employer User Guide



The Summary page lists all information you’ve entered. If this looks good, click Continue. If you need to make changes,
click Previous to go back and edit.

Tasks
_ + Member +' Dependent v Plan Information \/ Next Steps

' Enroll a Member v &

Click C to reset to default

v Enroll a Member task is saved.
You may edit it at any time before submitting the transaction
Note:Even though this task is completed, the transaction as whole is not yet submitted.

Legend v
Not IncoEplete Completed Group ID : 12415
Started Division ID : 12415.001
Member Information Edit
First Name : Eric
Middle Initial
Submit transaction after Last Name : Dean
completing all steps Suffix

Date of Hire : 04/01/2022
Annual Salary
Social Security Number 1 XHX-XX-6789

Back to Transactions Date of Birth : 02/04/1987
Gender : Male
Marital status : Married
Contact Information
Address 1 :123 Test Street
Address 2
City ‘Test
State / Province :NEW YORK
Country :{UNITED STATES OF AMERICA
Zip / Postal Code 112345
Primary Phone

Edit

Coverages

Primary Products

Dental
Plan: No Plan
Provider Network: No PPO
Effective Date of Coverage: 04/01/2022
Coordination of Benefits
Member covered by another No
plan
Medicare / Medicaid Information
Member covered by Medicare :  No

Member covered by Medicaid : No

Miscellaneous Notes

Meritain Health Employer User Guide



On the Next Steps tab, click the green Submit Transaction button then click Yes. You will receive a successful message and
a transaction ID number. Please note: It can take up to three business days to process your transaction before you notice
members you added within your website. The Save and Exit button does not send the transaction to Meritain Health. It
saves the entered information in a saved queue for completion and submission later.

Tasks
_ + Member v Dependent + Plan Information v Summary Next Steps
lEnroI\aMember v ¢

Enroll a Member task is saved.
. C You must submit the transaction to have it be processed.
Click \ to reset to default You may edit it at any time before submitting the transaction:

Legend
X v
Not Incomplete Completed You may save and exit, returning later to finish and submit the transaction:
Started

Save and Exit

et may submit tREwagsaction for processing:

Submit Transaction
Submit transaction after

completing all steps

Submit Transaction

Back to Transactions

Meritain Health Employer User Guide 19



Update Existing Member

Several options are available for updating the records or coverage of existing member and their dependents. Access an
employee record using View Membership from the landing page.

PO ]
Lrd Employee Membership Rep

View Membership From the Employee Membership drop-down on the
Man  ,qd new Member top toolbar, and click Update Existing Member.

Look

Update Existing Member

The following updates are available:

Demographic Update Update name, address, date of birth, phone and email for a subscriber
and dependents.

Termination Ending coverage for member and/or dependents and remove
coverage due to a termination of employment.

Mid-year Life Event Change Add, change or terminate coverage for members or dependents based
on events like adoption, marriage, or loss of coverage.

Open Enrollment Change Make open enrollment corrections and division changes.

Coordination of Benefits Record other insurance information for members and their
dependents.

Update Existing Member

Across all applicable groups

Member Search =
i Enter any one or combination of the sections below, using at least one required field (name only searches require First & Last). * Indicates required fields
Search by Individual Search by Group
Member ID *
Member Type Group ID* Status
Al [V | select v A [v]
First N *
[rst ame Division ID Product Department ID
Al [V an V] A [V
*
Last Name Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.
Date of Birth

Next, click Select next to the member’s name.

EMPLOYEE ESCACTIVE 02/02/1982 Subscriber Active 12415 12415.002 > I
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Select the transaction type you would like to update for the member.

Choose the transaction type for the member

Termination

o Demographic Update Mid-Year Life Event C

Select a Life Event™
You may manage the following: You may manage the following:
s Update Member Info s Update Member Info

¢ Terminate Coverage You may manage the following:

* Update Member Info

» Add Dependents

* Terminate Coverage

» Add or Change Coverage

* Update Coordination of Benefits

| I Open Enrollment Change = o Coordination of Benefits

You may manage the following: You may manage the following:
* Update Member Info * Update Member Info
s Add Dependents * Update Coordination of Benefits

* Terminate Coverage
» Add or Change Coverage

¢ Update Coordination of Benefits
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Demographic Update

Enter updated information for the member in the form. Click Save and Continue.

. Use Update Dependent Information, in the left-side task bar to update dependent information.

Click Submit Transaction in the left-hand task bar, or continue to Next Steps and click Submit Transaction.

. Confirm submission and receive a Success confirmation and transaction ID number.

m Employee Membership + Reports = Plan and PBM Information Invoices User Administration
Employee Membership | Existing Employee | Transactions | Employee Change
Demographic Update
TEST TEST
Member ID: ABCEFG123  Group ID: 99980  Employer: FNEmployer12721ABC LNemployerl2721ABC
et
Complete one or more tasks n (O Next Steps
Member Info Yfou may save this task progress at the end of the page.
- s requi ds
I Update Member Info Indicates required fields
First Name Date of Hire * Gender *
Dependent Info TEST - Mae v
¥ Update Dependent Info Middle Initial Social Security Number * Marital Status
KHRXH-5555 Select v
[X0K-X-000K )
Last Name * Date of Bintn® Annual Szlary
- ¥
Click (% to reset to default TEST 01/01/1951 1
(Please enter numbers without commas or
b4 v Suffix special characters}
Mot Started  Incomplete  Completed
Cantact Infermation
Address 1 ¢ State* Primary Phone
111 ANYWHERE ST MICHIGAN hd
@ Home 0 Work (O Mobile
Address 2 City *
‘When you have finished your ANYPLACE Email
tasks, submit them as a single
transaction -
Country Zip Code *
UNITED STATES OF AMERICA e 48812
Update Dependent Information
Complete one or more tasks date Information Review (O Next Steps
Member Info You may save this task progress at the end of the page.
B es ired field
b Update Member Info - Indicates required fields
Dependent 1 Information
First Name * Relationship to Member * Primary Phone
Dependent Info SPOUSE Married Spouse v
@ Home (O Work () Mobile
I Update Dependent Info Middle Initial Gender *
Female ~ Email
Click l’" to reset to default
e Last Name * Date of Birth *
A TEST 01/01/1980 _—
@] z v
Mot Started  Incomplete  Completed Suffix Sodial Security Number
(xs0ex0x000)
Dependent Address *
® Same as Member O Different from Member
Dependent 2 Information
‘When you have finished your i
tasks, submit them &5 3 single First Name * Relztionship to Member * Eull Time Student
transaction 1 - -
CHILD Step Child v O Yes ® No
Middle Initial Gender * ~
Malz D_lsabled / Handicapped
O Yes ® No
LastName * Date of Birth *
TEST /i L
- Back to Transactions 01/01/2011
Suifix Social Security Number
(Mo0-Rx-K0000)
Dependent Address *
® Same as Member O Different from Member
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Termination
Remove coverage due to termination of employment.
1. To terminate members or coverages, select the Termination transaction type.

2. From the Task menu on the left, select the task to Terminate Coverage and/or Update Member Info which will allow
updates to demographic information. Click Terminate Coverage to initiate the termination process.

[ ]
l\iERIT_{,\IN@ 9 Messages and Links @ Welcome! Fnemployer1]
HEALTH
ﬁ;} Employee Membership Reports Plan and PEM Information nvoices User Administration «
Employee Membership | Existing Employee | Transactions | Employee Change
Termination
TEST TEST
Member ID: ABCEFG123  Group ID: 99980  Employer: FNEmployer12721ABC LNemployerl2721ABC
‘den’ha' ’n’o'n’aticr
Complete one or more tasks Employee Name TEST TEST
Memberinio Member ID ABCEFG123
b Undate ) —~
Update Member Info O Group ID a3a50
c SN H0-K-5555
Coverage Info
Division 1D 99380.001
b Terminate Coverage O
Department ID
o}
Hire Date
Click l'_' to reset to default Coverad From 01/01/2016
z v Termination Date
Mot Started  Incomplete  Completed
Status Active
First Name TEST
Last Mame TEST
Date of Birth 01/01/1951
When you have finished your . "
tasks, submit them as a single nee S
transaction o
Address 1 111 ANYWHERE 5

3. You can check the box to terminate all coverages, or select individual products to terminate.

4. Please note: The Terminate Coverage task is the same across transaction types. Whether you attempt to terminate
coverage using the Termination, Mid-year Life Event Change, or Open Enrollment Change transactions types, the
steps described below will apply.

5. Once the products are selected you'll see a question about standalone products. This question will always default
to No but can be changed to Yes by the user if the group has applicable standalone products to terminate (the
standalone process is detailed at the end of these steps.)
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6. Next, confirm the termination, which will terminate the member and any existing dependents, or you opt to only
terminate dependent(s).

@ Mes Al = \Welcomal F vard 3771 A n 72140
N{ERIT_{,&IN Bl.d_asagas and Links & Welcome! Fnemployerl2721Abc Lnempl 12721Abc WV
HEALTH
ﬁ Employee Membership Reports » Plan and PBM Information Invaices User Administration +

Employee Membership | Existing Employee | Transactions | Employee Change
Termination

TEST TEST
Member ID: ABCEFG123  Group ID: 99980  Employer: FNEmployerl2721ABC LNemployer12721ABC

e o

Complete one or more tasks O (C) Next Steps
Member Info
- ‘fou may save this task progress at the end of the page.
¥ Update Member Info (@] ) )
* Indicates required fields
G Select coverage(s) to be terminated *
Coverage Info ) All Coverages
I Terminate Coverage 0 Cz Primary Products Andillary Products
- -
) Medical No Products
. . O Dental
Click G to reset to default .
O vision
(@]
- - v And [ Or

Not Started  Incomplete  Completed

Are standalone coverages being terminated? *

O Yes ® No

m Save and Continue

‘When you have finished your
tasks, submit them as a single

transaction
IMember Info
N You may save this task progress at the end of the page.
¥ Update Member Info O ) .
* Indicates required fields
G Select coveragels) to be terminated *
Coverage Info All Coverages
n Terminate Coverage O G I Selecting all coverages will result in a member level termination for each family member selected below
) B Primary Products Ancillary Products
Click G to reset to default
- L
- B Medical Mo Products
Q =z v Dental
Not Started  Incomplete  Completed Vision

And / Or

Are standalone coverages being terminated? *
O Yes ® No

All Coverages Termination

When you have finished your
tasks, submit them as a single All Coverages being terminated for: TEST TEST

transaction

Member : TEST TEST

Effective Date of Termination: *
Enter the last date in which the member/dependent is eligible for coverages.

-
! Back to Transactions 07/31/2022
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7. Input the effective date of termination. You can manually enter the date, or click on the date picker icon to select a

date.

8. Please note that the effective date entered in this field should be the date from which the member/dependents

won’t be covered. For example. If 7/31/2022 is used, this will mean that as of 8/1/2022, the member will no longer

have coverage.

9. Select the applicable Termination Reason from the drop-down list. Please note: when terminating a dependent only,

the list of Termination Reasons will only display dependent applicable termination reasons.

All Coverages Termination

All Coverages being terminated for: TEST TEST

Member : TEST TEST

Effective Date of Termination: *

07/31/2022 !

Termination Reasan: *
Select

Termination Note:

Enter the last date in which the member/dependent is eligible for coverages.

Date from which the member / dependents won't be covered: 08,/01,/2022

Save and Continue

All Coverages Termination

All Coverages being terminated for: TEST TEST

Member : TEST TEST

Effective Date of Termination: *

07/31/2022 o

Termination Reason: *

Enter the last date in which the member/dependent is eligible for coverages.

Date from which the member / dependents won't be covered: 08/01/2022

Termination of Employment

Termination of Employment due to Retirement
Termination of Employment - Invaluntary
Reduction in Hours

Reducticn in Hours - Involuntary
Employee Passad Away

Employee Becomes Entitled to Medicare
Waiver of Coverage

Lay-Off

Called to Active Duty - USERRA

Gross Misconduct - NO COBRA

Select w
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Termination

TEST TEST
Member ID: ABCEFG123  Group ID: 99980  Employer: FNEmployerl2721ABC LNemployerl2721ABC

ferminate Coveres
Complete one or more tasks v Manage Termination m (O Next Steps

Member Info Terminate Coverage task is saved.
‘You may edit it at any time before submitting the transaction.
b Update Member Info

I NOTE: Even though this task is completed, the transaction as a whole is not yet submitted.

Coverage Info Group 1D A er Member Name
99580 ABCE 1 TEST TEST
I Terminate Coverage v C;
click (%) to reset to default Viembzr Infarmatian Edit
. Member Name TEST TEST
J =z v Member ID . ABCEFG123

Mot Started  Incomplete Completed

Coverage Information

overage(s) being terminated for

Standalone Coverage
All Coverages Termination

‘When you have finished your X . R
tasks, submit them as a single Coverage being terminated for - TEST TES

transaction Effective Date of Termination 1 07/31/2022

N N Coverage will be not be applicable frem : 08/01/2022
Termination Reason : Termination of Employment

Termination Note

n Back to Transactions = =
Previous Continue

10. Use the Task menu to complete related tasks and use Submit Transaction to submit multiple tasks as a single
transaction. A Submit Transaction button is also available in the Next Steps tab.

11. Users will confirm submission and receive a success message.

Terminations with Standalone Coverage

When Meritain Health administers standalone COBRA for a client, you’ll need to notify Meritain Health of any
standalone benefits at termination. Users can do this by clicking Yes to the standalone question.

Additional boxes will expand allowing the user to detail any standalone coverages using free form text boxes.

Are standalone coverages being terminatedr *

® Yes L No
Please list appropriate standalone plan information and corresponding level of coverage: *
Plan Informaticn Level of Coverage
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Below is an example of how a user could complete these fields. The + and — signs can be used to add or subtract

additional rows.

Are standalone coverages being terminated? *
® es 2 Mo

Please list appropriate standalone plan information and corresponding level of coverage: *

Plan Informaticn
1 Dental

2 Vision

Level of Coverage
Employee Only

Employee Unly{

(+ -

Please note: if the terminated member has a dependent enrolled in standalone coverages only, we will need that
dependent’s demographic information to add them to our system for the appropriate standalone COBRA offer.
Please use the Termination Note section at the end of the termination transaction to provide the name, date of birth,
gender, and relationship of the dependent.

Termination Note:

Mid-Year Life Event Change

When a member experiences a life event, select the Mid-Year Life Event Change transaction type. Selections to choose
from include update Member Info, Add Dependents, Terminate Coverage, Add or Change Coverage, and Update
Coordination of Benefits Information.

1. Start by selecting the applicable life event from the drop-down menu. This field is required.

If none of the available life events apply, select Other. A free form text box will appear, allowing you to enter an
event.

Mid-Year Life Event Change

Selosaerfrraail

Select w

Birth or Adoption lowing:
MMarriage

Divarce

Loss of Coverage

Other

age
s Update Coordination of Benefits
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Select the applicable task(s) from the task menu. For the Marriage life
event, select Add Dependents.

Remember, once a task is complete, additional tasks can be
performed within the same transaction. This allows users the
freedom to make multiple changes to the same contract at the same
time.

First, add the new dependent’s demographic information. Be sure to
complete all the required fields. The website will display a warning
message if you forget to complete a required field.

If you wish to add more than one dependent, click the +Add Another
Dependent button. If you clicked +Add Another Dependent in error,
click the link to reset and clear dependent 2 information. This will
remove the additional dependent. Click the green Save and Continue
button once all dependent information is completed.

.......

e —

Complete one or more tasks
Member Into

b Update Member Info (@]

-

Dependent Info

b Add Dependents )

Coverage Info

» | Terminate Coverage (@)

-

¥ Add or Change Coverage 0

=

Coordination of Benefits

}  Update Coordination of O
Benefits

|’}

Click l’_* to reset to default

z v

Mot Started  Incomplete  Completed
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Next, users are directed to the Plan Info section. Coverage can be added, and users can also provide Coordination of
Benefits information for the newly added dependents.

4. Select the dependents and applicable products. Users will be asked to provide an effective date for the addition of
each coverage. Use the calener icon or type in the effective date.

Add Dependents
+ Dependent Info @ Plan Info () Review () Mext Steps

‘You may save this task progress at the end of the page.

* Indicates required fields

Dependent Coverage

Select the dependents *
SPOUSE CHILD

SPOUSE

Select applicable products *
O Dental Medical ([ Vision

Medical
Effective Date of Coverage *

06/01/2022 -

CHILD

Select applicable products *
[ Dental Medical [ Vision

Medical

Effective Date of Coverage *
0g,/01/2022 -

4. Complete the required Coordination of Benefits questions, then click the green Save and Continue button.

Coordination of Benefits

Are the dependents covered by another plan? *

OvYes O Ne O Unknown

Medicare / Medicaid Information

Are the dependents covered by Medicare? *

O Yes O No O Unknown

Are the dependents covered by Medicaid? *

O Yes O No O Unknown

Miscellaneous Notes

Use the space below to add any note
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6. The last step allows users to review everything completed for the Add Dependents task. Users can go back to specific
sections and make edits if needed. Click the green Continue button in the bottom right corner.

Please note: even though the individual Add Dependents task is completed, the transaction as a whole is not yet
submitted for processing until the user clicks the green Submit transaction button.

7. Additional tasks can be selected from the Task Menu on the left side of the screen, or users can select from the
additional tasks listed in blue.

Mid-Year Life Event Change
Life Event: Marriage Edit

TEST TEST
Member ID: ABCEFG123  Group ID: 99380  Employer: FNEmployerl2721ABC LNemployerl2 721ABC

Ada epencenss
Complete one or more tasks v Dependent Info v Plan Info ' Review @ Next Steps

Member Info Add Dependents task is saved.

b Update Member Inf — You must submit the transaction after you complete the appropriate tasks.
pdate Member Info W You may edit it at any time before submitting the transaction:

G

Dependent Info ‘You may start a new task from the list below:

Update Member Info
u.ﬂ.d: Dependents v C)

Terminate Coverage
Coverage Info

Add or Change Coverage
b Terminate Coverage (]

G Update Coordination of Benefits

b Add or Change Coverage (@] You may save and exit, returning later to finish and submit the transaction:
Save and Exit

G

‘fou may submit the transaction for processing:
Coordination of Benefits i F =

Submit Transaction

e [==]

F  Update Coordination of (@]
Benefits

8. Click the green Submit Transaction button to submit all completed tasks within the transaction for processing with
Meritain Health, confirm submission and receive a confirmation message.

Submit Transaction

& Congratulations! Your transaction has been submitted. Transaction ID is 1032958,

You are about to submit the transaction.
You cannct make any changes post
submission.

Are you sure you want to continue?

v | I
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Mid-Year Life Event Change—Loss of Coverage Life Event

1. For Loss of Coverage, users could take a variety of actions. In this example, the subscriber is experiencing a loss of
other coverage. We will reinstate the member’s coverage with Meritain Health using the Add or Change Coverage

task.

2. When using the Add or Change coverage Coverage task, it is important to remember this task only allows users to
add new coverage(s) or make changes to existing coverage(s).

Mid-Year Life Event Change

Select a Life Event*

You may manage the following:
= Llpdate Member Info

» LUpdate Dependant Info

+ Add Dependents

s Terminate Coverage

= Add or Change Coverage

+ LUpdate Coordination of Benefits

- If a termination of coverage is needed, use the Terminate Coverage task. Users
asks
cannot drop coverage from the Add or Change Coverage task.
Complete one or more tasks
Member Info
P Update Member Info O
Dependent Info
b Add Dependents 0
<

Cowverage Info
¥ Terminate Coverage O
F  Add or Change Coverage 0
Coordination of Benefits
¥ Update Coordination of 0

Benefits

Click ":,- to reset to default

] = v

Mot Started  Incomplete  Completed
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3. On the Plan Info screen, users will see any current coverages the member is enrolled in along with the most recent
effective date for each corresponding coverage. To update an existing coverage, update the fields corresponding to
the coverage with the required information.

Select the coverage(s) using the check boxes and supply the required effective date and any other required
information.

Please note: Any fields that are grayed out do not require an entry from the user. An example of this can be seen in
the below picture under the Provider Network field for Dental coverage.

Add J Change Coverage
@ PFlaninfo () Review () Mext Steps

You may save this task progress at the end of the page.
* Indicates required fields

To update an existing coverage, just update the fields corresponding to the coverage with the required information. To add a new
coverage, select the coverage and provide required information

Select Group, Division and Department

Select Group * DO0R0 o

Select Division * 99950.001 - SMALL GROUP SEGMENT - Gold Med; Lo

Select applicable products *

Primary Health Products Ancillary Health Products
Dental [ Long Term Disability
Medica [ Short-term disability
[ Wision [ Life Insurancs
[ Basic Spouse and Child Life Insurance
[ Supplemental Lifz Insurance for Employes
[ Supplemental Life Insurance for Spouse
Dental
Effective Date of Coverage * 08/01/2022 ey
Provider Network * Mo PPO o
Medical
Effective Date of Coverage * 08/01/2022 _—
Provider Network * FIRST CHOICE OF THE MIDWEST
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4. Use the Yes/No radio buttons to confirm whether the change in coverage also applies to dependents. Select the

checkbox for the applicable dependents if needed.

" e Py .
HEDETIGHETS LAl

| Diogs this change in coversge apply o dependens 7 [EONNG

Select the dependents *
B OUSE B CHILE
SPOLSE

Select applicable products *

Denth Madical

CHILD
Select applicable produds ®

Denea Niedical

5. Select the applicable products for each dependent. Add the effective dates and any other required information.

Dependent Coverage

Does this change in coverage apply to dependents ? (Yes/Na) *
® Yes O No

Select the dependants *

SPOUSE CHILD

SPOUSE

Select applicable products *
[ Dental Medical

Medical
Effective Date of Coverage *

08/01/2022

CHILD

Select applicable products *
O Dental Wedical

Medical

Effective Date of Coverage *
08/01/2022
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6. Users must supply updated Coordination of Benefits information for all family members when using the Add or
Change Coverage task. Click the green Save and Continue button in the bottom right corner once all updates are

complete.

Coordination of Benefits

s the member covered by any other plan? *
DYes @ No O Unknown

Are the dependents covered by another plan? *
O ¥es @ No O Unknown

Medicare / Medicaid Information

s the member covered by Medicare? *
) Yes @ Mo O Unknown

s the member covered by Medicaid? *
) Yes @ No O Unknown

Are the dependents covered by Medicare? *
) Yes @ No O Unknown

Are the dependents covered by Medicaid? *
O Yes @ No o O Unknown

Other Insurance Termination Information

f you and/or your dependent(s) had other insurance that ended within the past 18 months, please complete the following
questions. Without this information, pending claims may be delayed. Please note, the following guestions do not reguire
completion if your other insurance ended prior to the start of your coverage here.

Did you and/or your dependent(s) have other insurance coverage that ended in the past 18 months?

Des @ Ng

7. The last step allows users to review everything completed for the Add or Change Coverage task. Users can go back to

specific sections and make edits if needed. Click the green Continue button in the bottom right corner.

Please note: even though the individual task is completed, the transaction as a whole is not yet submitted for

processing until the user clicks the green Submit Transaction button.
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8. To complete an additional task, it can be selected from the Task Menu on the left side of the screen, or users can

select from the additional tasks listed in blue.

Mid-Year Life Event Change
Life Event: Marriage Edit

TEST TEST
Member ID: ABCEFG123  Group ID: 99980 Employer: FNEmployerl2721ABC LNemployer12721ABC

A9 bepengents
Complete one or more tasks v Dependent Info v/ Plan Info ' Review @ NextSteps

Member Info Add Dependenits task is saved.

You must submit the transaction after you complete the appropriate tasks.

U '®
Update Member Info U ‘You may edit it at any time before submitting the transaction:

G

Dependent Info ‘You may start a new task from the list below:

Update Member Info
n Add Dependents v C)

Terminate Coverage
Coverage Info

B Add or Change Coverage
b | Terminate Coverage O

G Update Coordination of Benefits

¥ Add or Change Coverage O

‘You may save and exit, returning later to finish and submit the transaction:
Save and Exit

G

‘You may submit the transacticn for processing:
Submit Transaction

Coordination of Benefits

} | Update Coordination of @
Benefits

Previous
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Open Enroliment Change

The Open Enrollment Change transaction type allows employer users to make any changes necessary to a member
record due to open enrollment. Users can select options like, Update Member Info, Add Dependents, Change Divisions,
Terminate Coverage, Add or Change Coverage, and Update Coordination of Benefits Information.

1.
2.
3.

In this example, we will process a division change and update an address.
To update an address, select Update Member Info from the Task Menu.

Please note, if a demographic update for a dependent is needed, choose
Update Dependent Info from the Task Menu.

Update the applicable fields under the Contact Information section. Click
the green Save and Continue button when complete.

Review everything completed for the Update Member Info task. Users can
go back to specific sections and make edits if needed. Click the green Save
and Continue button in the bottom right corner.

Update Member Information
Update Information () Review () NextSteps
‘fou may save this task progress at the end of the page.
* Indicates required fields
First Name * Cate of Hire * Gender *
TEST 01/01/2000 [ Male v
Middle Initial Social Security Number * Marital Status
HHXK-XN-5555 Select bl
[a0e-wx-x000)

Last Name * Date of Birth* Annual Salary

TEST 01/01/1951 — 1 '

(Please enter numbers without commas or

Suffix special characters)
Contact Information
Address 1+ State* Primary Phone

111 ANYWHERE 5T MICHIGAN ~

@ Home O Work O Mobile

Address 2 City *

APT 111 ANYPLACE Email
Country * Zip Code *

UMITED STATES OF AMERICA b 48512

o]

Complete one or more tasks

Member Info

b Update Member Info )]

Dependent Info

b Update Dependent Info 0

b Add Dependents ]

Coverage Info

b Terminats Coverage )]

b | Add or Change Coverage )]

Coordination of Benefits

¥ Update Coordination of 0
Benefits

Click ff; to reset to default

o & v

Mot Started  Incomplete  Completed
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6. Select the Add or Change Coverage task from the Task Menu or set of blue buttons to complete the Division Change

portion of the update.

Mid-Year Life Event Change
Life Event: Marriage Edit

TEST TEST
Member ID: ABCEFG123  Group ID: 99980 Employer: FNEmployerl2721ABC LNemployerl2721ABC

faabepensenss
Complete one or more tasks v Dependent Info + Plan Info ' Review @ Next Steps

Member Info Add Dependents task is saved.

b | Undate Member Inf — You must submit the transaction after you complete the appropriate tasks.
pdate iember Into W You may edit it at any time before submitting the transaction:

c E3

‘You may start a new task from the list below:

Update Member Info

Dependent Info

' Add Dependents v

Coverage Info

Add or Change Coverage

b Terminate Coverage @]

Update Coocrdination of Benefits

b | Add or Change Coverage You may save and exit, returning later to finish and submit the transaction:
e Save and Exit

‘You may submit the transaction for processing:

Coordination of Bengfits n 5
Submit Transaction

b Update Coordination of O

Benefits

7. Under Plan Info, there is a field labeled Select Division. This field is pre-populated with the subscriber’s current

division. To change the division, select the appropriate division from the drop-down menu.

Add / Change Coverage
@ Planinfo () Review (7) Mext Steps

You may save this task progress at the end of the page.

* Indicates required fields
To update an existing coverage, just update the fields corresponding to the coverage with the required information. To add a new
coverage, select the coverage and provide required information

Coverages

Select Group, Division and Department

Select Group * S9580 w

—  —

select Division = | 99980.002 - SMALL GROUP SEGMENT - Cow
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8. Next, update the effective dates for all current coverages so the effective date of the division change is clear. When
using the Open Enrollment Change transaction type, the effective date of the client’s open enroliment should be
used.

@ FlanInfo () Review [} Next 5teps

‘You may save this task progress at the end of the page.

* Indicates required fields

To update an existing coverage, just update the fields corresponding to the coverage with the required information. To add a new
coverage, select the coverage and provide required information

Coverages

Select Group, Division and Department

Select Group * goos0 w

Select Division * 99080002 - SMALL GROUP SEGMENT - Gold Med; Hi

Select applicable products *

Primary Health Products Ancillary Health Products
Dental [ Long Term Disability
Medical [J) Short-term disability
Vision [ Life Insurance
[JJ Basic Spouse and Child Life Insurance
[J) supplemental Life Insurance for Employes
[ Supplemental Life Insurance for Spouse
Dental
Effective Date of Coverage * 08/01/2022 -
Provider Network * Mo PPO o
Medical
Effective Date of Coverage * 08/01/2022 R
Provider Network * FIRST CHOICE OF THE MIDWEST w
Vision
Effective Date of Coverage * 08/01/2022 -
Provider Network * Mo PPO “w
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9. Complete the Coordination of Benefits section, then click the green Save and Continue button at the bottom right of
the screen.

10. Review everything completed for the Add or Change Coverage task and make any edits if needed. Click the green
Continue button in the bottom right corner.

11. Select an additional task to complete if needed. Otherwise, click the green Submit Transaction button to submit the
address change and division change to Meritain Health for processing. A dialog box will appear to ensure the user is
ready to submit the transaction. Click Yes.

Submit Transaction You will receive a congratulations message, as well as a transaction
ID number once the transaction is successfully submitted.

You are about to submit the transaction.
You cannot make any changes post

submiszion.
Are you sure you want to continue?

ve (I

Coordination of Benefits

1. Users can update Coordination of Benefits for existing members using the Mid-year

Life Event Change, Open Enrollment Change, or Coordination of Benefits transaction Elo Coominaion EBEncas
types.
2. If a user only needs to update Coordination of Benefits information, it is most fcl?f%"tm;ﬁil:sffi'c‘“”g

convenient to use the designated Coordination of Benefits transaction type. Click
Go.

Complete one or more tasks

MMember Info

¥ | Update Member Info @] 3. Click Update Coordination of Benefits from the Task Menu. Please note: users can
c, also use the Update Member Info and Update Dependent Info tasks, if needed.

Dependent Info 4. Ablank Coordination of Benefits form will display. If a subscriber does not have

b Update Dependentinfe () dependents on file and has never previously enrolled with dependents, only

guestions pertaining to the member will display.

¢

Coordination of Benefits 5. Make the appropriate selections for each question. A Yes, No, or Unknown

} |Update Coordinationof () selection is required for all questions to submit the transaction to Meritain Health.

Benefits Please note: the form contains separate questions pertaining to other coverage

' through Medicare or Medicaid.

Click "'_"J toreset to default
@] = v

Mot Started  Incomplete  Completed
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6. When the answer Yes is selected, additional boxes expand to capture the detailed information about the other

insurance. Fields with a red asterisk indicate they are required.

Update Your Coordination of Benefits Information
@ Planinfo ) Review () Mext Steps

You may save this task progress at the end of the page.

* Indicates required fields

Coordination of Benefits

Is the member covered by any other plan? *
D ¥es O No O Unknown

Are the dependents covered by another plan? *
DYes O No O Unknown

Medicare / Medicaid Information

Is the member covered by Medicare? *
ez O Mo O Unknown

Is the member covered by Medicaid? *
2 Yes O Ne O Unknown

Are the dependents covered by Medicare? *
2 Yes O No o O Unknown

Are the dependents covered by Medicaid? *
ez O Mo O Unknown

Coordination of Benefits

Is the member covered by any other plan? *
®Yes O No O Unknown

Select applicable products *
[l Dental Medical [ Vision

Medical

Carrier 1

Carrier Name * Effective Date of Coverage * Policy Holder's Date of Birth *

Flan Type * Policy Holder's Mame * Relationship to Policy Holder *
Select hd

Add another Carrier

Are the dependents covered by another plan? *

Zr¥es O No O Unknown
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7. If a member or dependent(s) has Medicare, select Yes to the applicable question. A box will expand allowing the user
to type the Medicare ID and indicate whether the Medicare beneficiary has Parts A, B, and/or D. A required Effective

Date of Coverage field expands when Parts A, B, or D are selected.

Medicare [ Medicaid Information

Is the member covered by Medicare? *

@ ves O No (O Unknown

Medicare ID

Type of Coverage Part A

Effective Date of Coverage * mmy/dd vy [Eamc
Type of Coverage [J PartB

Type of Coverage [ partD

Eligibility for Medicare due to * select "

8. Select the applicable reason for Medicare coverage from the drop down menu next to the Eligibility for Medicare due

to field.

Medicare / Medicaid Information

Is the member coverad by Medicare? *

@ Yes O Ne O Unknown

Medicare ID
Type of Coverage Part A
Effective Date of Coverage * mmy/ddfyyyy F
Type of Coverage [ partB
Type of Coverage J D
Eligibility for Medicare due to * Select v
Age
Is the member covered by Medicaid? * End Stage Renal Disease(ESRD)
O Yes O Ne O Unknown Disability
Other

9. If the member or dependents have other coverage through Medicaid, select Yes to the Medicaid question and

provide the Effective Date of Coverage.

Is the member covered by Medicaid? *

@® Yes ) No ) Unknown

Effective Date of Coverage *
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10. If at least one family member has no other coverage, a final question will appear at the end of the Coordination
of Benefits transaction. This question asks whether any family members had other insurance coverage that ended
within the last 18 months. This question is important to ensure there are no gaps in the Coordination of Benefits
history Meritain Health has on file, which could result in pended claims.

This question is optional. It is not necessary to complete if a member or family members had other coverage, but
it ended prior to their coverage with Meritain Health.

If any family members had other coverage that terminated within the past 18 months while they were also
covered by Meritain Health, answer Yes to this question.

Other Insurance Termination Information

If you and/or your dependent(s) had other insurance that ended within the past 18 maonths, please complete the fallowing
guestions. Without this information, pending claims may be delayed. Please note, the following questions do not require completion
if your other insurance ended prior to the start of your coverage here.

Did you and/or your dependent(s) have other insurance coverage that ended in the past 18 months?
OYes O No

11. Checkboxes will expand allowing the user to select the applicable products if the member (subscriber) had the other
insurance. Leave these blank if the member did not have other coverage.

Other Insurance Termination Information

If you and/or your dependent(s) had other insurance that ended within the past 18 months, please complete the following
questions. Without this information, pending claims may be delayed. Please note, the following questions do not require completion
if your other insurance ended prior to the start of your coverage here.

Did you and/or your dependent(s) have other insurance coverage that ended in the past 18 months?

@ ves O No

Select Applicable Products for the member
[J pental [J Medical [J Vision

Select the dependent(s)
O spOUSETEST [ CHILD TEST

12. If it was a dependent(s) that previously had the other insurance, check the box with the applicable dependent
name(s) and then select the applicable product(s).

13. For any other insurance products selected, a final set of fields will expand allowing the user to capture the previous
other insurance carrier and the termination date of that other insurance.

Other Insurance Termination Information

If you and/or your dependent(s) had other insurance that ended within the past 18 months, please complete the following
questions. Without this information, pending claims may be delayed. Please note, the following guestions do not require completion
if your other insurance ended prior to the start of your coverage here.

Did you and/or your dependent(s) have other insurance coverage that ended in the past 18 months?

@®ves O No

Select Applicable Products for the member
O pental [0 medical [ vision

Select the dependent(s)
SPOUSE TEST  [J CHILD TEST

SPOUSE TEST
Select Applicable Products®

O pental Medical [ Vision

Medical
Previous Other Insurance Carrier*® Other Insurance Termination Date®
Other Insurance Name 12/31/2021
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14. Once complete, click the green Save and Continue button. Review and edit if necessary. Click the green Continue
button in the bottom right corner when finished.

15. Users can select additional tasks from the Task Menu on the left side of the screen, or select from the additional
tasks listed in blue.

Coordination of Benefits

TEST TEST
Member ID: ABCEFG123  Group ID: 99580 Employer: FNEmployerl2721ABC LNemployerl2721ABC

Update Your Coordination of Benefits Information
Complete one or more tasks v Planinfo v/ Review @ Next Steps

Member Info Update Coordination of Benefits task is saved.

You must submit the transaction after you complete the appropriate tasks.

» Update Member info O C/ You may edit it at any time before submitting the transaction:

Dependent Info

You may start a new task from the list below:
¥ Update Dependent Info O ¢
Update Member Info

Coordination of Benefits

n Update Coordination of vy G

Benefits You may save and exit, returning later to finish and submit the transaction:
Save and Exit

Update Dependent Info

Click G to reset to default Youerray suomTCthedransaction for processing:

Submit Transaction
O = v

Mot Started  Incomplete  Completed

16. Click the green Submit Transaction button to submit all completed tasks within the transaction for Meritain Health

processing. A dialog box will appear to ensure the user is ready to submit the transaction. Click Yes. You will receive a

congratulations message, as well as a transaction ID number once the transaction is successfully submitted.

Submit Transaction

You are about to submit the transaction.
You cannot make any changes post
submission.

Are you sure you want to continue?
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Request ID Card

Search for employee record via the Manage Employee tile on the homepage.

‘j MERITAING
HEALTH

O [— .
N

[ QY LSS

then search f

Task Menu

b Subscriber Information

b Dependent Information

¥ Coverage Information

b Plan Documents

¥ Summary of Out-of-Pocket Expenses
¥ Prescription Plan

b _leins

' Request ID Card
P Requastlette™of Coverage
b Update Existing Member

b View Submitted Transactions

Four options are available for card delivery, additional information fields will open based on choice.

he employee.

Alternatively, you can use the Employee Membership
drop-down on the top toolbar and click Request ID Card,

Use the task menu on the left side of the page to navigate to Request ID Card.

Request ID Card

Across all applicable groups

Please choose how you would like to receive the ID Card

ERIC DEAN - Subscriber

Cardlofl
Front View Back View
MERITAIN Chiskme Srvice RES
‘_ ME LN 8008252272 &a § Claims Submission
PITTE www.MERITAIN.com K fzﬂm g
Medical Plan H % <o
=0 §
Coverage: Family = g§ £ emciogn £1124 ox McKessoriRaiay
Network ) [ty | Hoxlth 1761
ABC COMPANY Q0§
By aetna : 5 0T § N Exocang
Group#: 12721 s . a AT § Canespondence & Member Subrissions:
Flan: Aaina Chrica FOS 1| Q B9 3 Moreain Haalih
Momber: ERIC DEAN g -@ inrcions W 85427.0267
Member 10: 196288456 £ g5 § EDI WechO 41124
Division: 03 é N §
. — & Phermu(y Plan — s Adtia parliopating Dodors and Hospitali se
Dental/Vision Plans % EICNN 0‘253\‘36 SCRIPWORL “ 2; m«;‘»;ma!n rovdars and are nether agents nor
: ; R
RX Group: RX2738  pjpmber: Biih475.7560 2 Contact BO0 Y148 o asalsiance n locsing
Starmaty 800 30 631 ﬁ

Printed: 20160518

! Download and Print PDF T Order by Mail

Eligibility

Call 800.925.2272 or visit

www. MERITAIN.com for inquiries
regarding eligibility, claims and plan
benefits.

Precertification

For Procerification call: 800 242,199
Faiure ta comply with your pian's
precerifieation requirements may result in
a reduction of benefits.

24-Hour Automated Customer Service:
800.565.9311 or www.MERITAIN.com

Email ID Card

Enter Email Address *

demo@meritain.com

Disclaimer

I 1 Accept *

1 This information is being provided to you as an informational tool and is not a guarantee of benefits. Al plan terms and conditions must be met ta continue plan eligibility.
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Request Letter of Coverage

Request a letter of coverage by using the Manage Employee form to access the employee record.

PN
L Employee Membership Reports

View Membership

" Alternatively, you can use the Employee Membership
ar  add New Member
ook drop-down on the top toolbar and click Request Letter of

Update Existing Member

Coverage, then search for the employee.

Searc  RequestID Card

Mem
Request Letter of Coverage

Use the Task Menu to select Request Letter of Coverage.
< Back to Member Search

b Subscriber Information

b Dependent Information

b Coverage Information

b Plan Documents

b Summary of Out-of-Pocket Expenses

»  Prescription Plan

b Claims

b BameestiD Card
q Request Letter of Coverage
[N

b | UpOevecbuistingbianvbme?

b View Submitted Transactions

Four options are available for letter delivery, additional fields will open based on delivery choice.

Request Letter of Coverage

Back to Member Search

Letter of Coverage

Please choose how you would like to receive the Letter of Coverage: w [ ——— R —

Email Letter of Coverage
Enter Email Address*

demo@meritain.com

Disclaimer

i This information is being provided to you as an informational tool and is not a guarantee of benefits. All plan terms and conditions must be met to continue plan eligibility.

O 1 Accept*
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Activity Log

The Activity Log feature allows you to view submitted, saved and pending transactions. You can access the feature right
on the homepage—just click on the Activity Log link on the top.

Py
Ln Employee Membership Reports = Plan and PBM Information Invoices User Administration «

Group ID-12721 Group Name - ABC COMPANY

Manage Employees Activity Log > (i &"‘ Add New Employee >

Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group

Member ID * Member Type Group ID® Status

All 12721 - ABC COMPANY All

First Name * o
Division ID Product Department ID

All All No Department

Last Name *
Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.

Date of Birth
T
2]

In addition, you can go to the Employee Membership drop-down on the top toolbar and click Activity Log to search and

view transactions.

ras _
Lru Employee Membership Reports v

View Membership

Man s e vimoer Alternatively, you can use the Employee Membership
- ”d drop-down on the top toolbar and click Activity Log.

Update Existing Member

Searc  Request ID Card

Mem
Request Letter of Coverage

First | IR
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Once you reach the transaction search page, you may search saved, submitted and pending approval transactions by
group oor division. Then enter you will appear at the transaction search page. You may search saved, submitted and

pending approval transactions by group or division. Then, enter your information in the required fields and click Apply.

Saved transactions have been partially entered into the system, but not yet submitted to Meritain Health for
processing.

Submitted transactions have been submitted to Meritain Health for processing.

Pending Approval are updates from members submitted via the member website. Once transactions have been
reviewed, they can be submitted to Meritain Health for processing.

Activity Log

Submitted Pending Approval

Q search =

[LRCINI[ By Division

Select all"tME"growups which you want to search

12721 - ABC COMPANY

Select all Groups  Clear all Groups

Member ID Transaction Save Date Transaction Started By
[t [t
Select
From To
First Name Life Event Transaction Last Saved By
Select Select
Last Name Transaction Type
Select

You may export your transactions in pdf or excel format. You also have the option to print the transactions or edit them.

Activity Log

Submitted pending Approval

Qy search

Saved Transactions
Click Edit to navigate to the transaction page

Export @ @ Print ng

« Member - Transaction ~  First Transaction -« - L. ~ Life -~ Transaction . Transaction e )
Group Division Edit
Save Date T  Name T Type - T Ewent T Started By T lastSaved By ~
New Enrollment
W 06/11/2018 JOHN DOE i 12721 12721.001 Demo Demo
— New Hire
Showing 1-1 of 1 results 41
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Reports

For help managing your health benefit plan, you can run reports right from the employer website. Go to the Reports
widget at the bottom of the employer homepage and select the report options available.

Manage Employees Activity Log > i &t Add New Employee >

Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group

Member ID * Member Type Group ID* Status

All 12721 - ABC COMPANY All

First Name * A
Division ID Product Department ID

All All No Department

Last Name *
Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.

Date of Birth
e
22

Reports Invoices Custom Messages Membership Info
@ Static Reports » View & Download > e Account Message » Registration & Group Data »
B} Self Service Reports » E! Promo Tile >

In addition, you can go to the Reports drop-down on the top toolbar, and select the Self Service Reports, Static Reports or
Report Briefs option.

MERITAIN*® Logout | &
HEALTH

acAdministration «

PO ) )
L Employee Membership + Reports Plan and PBM Information

Self Service Reports

Self Service Reports

&‘F Add New Employee »

Manage Employees Static Reports

Report Briefs

Look up member and plan information, view anu request uocuments, upuate

Search by Individual Search by Group
Member ID * Member Type Group ID* Status

Al Select Al

First Name * o
Division 1D Product Department 1D

All Al Al

Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.

Last Name *
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The Self Service Reports include:

Transaction details—show any refunds received from the prior month. This information is listed at the top of the
report.

Claims log.

Discount evaluation reports.

You can also access your plan utilization and performance reports under the link for our ATLAS reporting tool. To view the
reports, simply click on the View Reports links.

Home = Self Service Reports

Self Service Reports

Select a group to view list of self service reports

® 12721 - WEST BOCA SPORTS MED CTR

View Reports

ATLAS

Transaction Reports - Masked

Paid Claims Lag and Discount Evaluation

The Report Brief (found in the Self-Service Report drop-down) contains all the user guides for all available reports. You
can click on the link and then export to excel or access with the download button.

Reports | Self Service Reports | Report Brief

Report Briefs

You will find below the user guides for all available reports. Click on the icon below to download the guide.

Transaction Report Paid Claims Lag and Discount Evaluation

Reports

You will need Adobe Reader to access the documentation.

W Get +
‘ e " DOBE* READER* |
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The Static Reports set up for each group is located in the drop-down list and may include:
O Daily check registers

O Various claims reports

O Stop loss reports

O Eligibility reports

To run a report, select the Report Name from the drop-down, specify the date range for the report and click the Generate

Report button.

Home | Static Reports

Static Reports

Search

Select a group which you want to search®

® 12721 - ABC COMPANY

Report Name
ALL
Date Range
[Eanc] s
1/28/2022 4/28/2022
From To

Reset Generate Report
TS

The reports results will appear. To view the reports, choose from the Open and View As column.

Home  Static Reports

Stafic Reporis

Search

12721 1375065 Group 12721 Eligibility Report 06/08/2018
Group 12721 Incomplete Claim

12721 1375064 P P 06/08/2018
Report

12721 1375063 Group 12721 Specific Report 06/08/2018

12721 1375062 Group 12721 Aggregate Report 06/08/2018

Showing 1-5 of 5 results

Group ID Report ID Report Name Report Date : Open and View As

12721 1375066 Group 12721 Daily Check Register 06/08/2018 =X !l—

4114
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Plan and PBM Information

This section houses plan documents, URLs and PBM vendor information. It is split into two tabs: Plan Information and
PBM Information.

You can access the plan information, right on the homepage. Just click on Plan and PBM Information on the top menu
toolbar.

PO
L Employee Membership - Reports « Plan and PBM Information Invoices User Administration -

Group ID - 12721  Group Name - ABC COMPANY

Manage Employees B Activity Log > (i &+ Add New Employee >

Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group

Member ID * Member Type Group ID* Status

All 12721 - ABC COMPANY All

First Name * N
Division ID Product Department ID
All All No Department
Last Name *
Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.
Date of Birth

You will be able to select one or more groups. As you select groups, the divisions belonging to those groups selected are
populated under the Divisions tab. Then, click Search.

Plan and PBM Information

Plan Information PBM Information

Q, search =

Select a group and division for which you want to search* * Indicates required search / filter parameter

Group 1D* Division 1D

12721 - ABC COMPANY Select

Plan Name Product
[ Medical V] Dental [ Vision | Other

=)
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The plan information list will appear. Click on the attachment to download and export in PDF or Excel format

you can print the attachment.

. In addition,

Plan and PBM Information

Plan Information PBM Information

Q. search

Plan Information
Click on the accordion to view plan documents and URLs

If you are using a Chrome browser te open your medical documents, please read this:

Chrome Instructions

Plan Docs & URLs Group Division Plan Name Product
= 12721 12721.001 Medical Benefits Medical
Plan Documents URLs
12721-0118 AETNA PPO
- 12721 12721.001 Dental Benefits Dental
Plan Documents URLs
12721-0118 AETNA PPO

The PBM information list will appear. Click on the attachment to download and export in pdf or excel format. In addition,

you can print the attachment. Then, click on the PBM vendor name link.

Plan and PBM Information

Plan Information PBM Information

Q Search

PBEM Information
PBM information for search criteria entered is listed below

Export @] E] print &

PBM Vendor Name -

‘Group Division

Meritain Health Pharmacy Selutions

12721 12721.001
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Invoices

For help managing your health benefit plan, you can download invoices right from the employer website. Go to the
Invoices widget at the bottom of the employer homepage and select View & Download.

Manage Employees Activity Log > i &+ Add New Employee >

Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group
Member ID * Member Type Group ID* Status

All 12721 - ABC COMPANY Al

First Name *

Division 1D Product Department ID
All All No Department
Last Name *
Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.
Date of Birth

Reports Invoices Custom Messages Membership Info
@ Static Reports » View & Download > e Account Message » Registration & Group Data »
@ Self Service Reports » m Promao Tile »

In addition, you can view invoices, right on the homepage. Just click on Invoices on the top menu toolbar.

PO
L Employee Membership « Reports « Plan and PEM Informatiol In es ser Administration -

Group ID-12721 Group Name - ABC COMPANY

Manage Employees 4 Activity Log > (I ot Add New Emplayee >

Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group
Member ID * Member Type Group ID* Status

All 12721 - ABC COMPANY All

First Name * o
Division 1D Product Department ID
All All No Department
Last Name *
Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.
Date of Birth
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A list of all the invoices will appear. You can click on the attachment to download your invoices in PDF or Excel format.
You can also print your invoices. These can be displayed by clicking on the icon.

7 Filter

Invoices
Click on the attachment to download the invoice

Export B) E]  print B

Group ID Invoice Date Due Date Invoice Amount($) Attachment
12721 04/01/2018 04/01/2018 337.20 =)@)
12721 12/12/2017 12/01/2017 124147.09

12721 11/14/2017 11/01/2017 121993.80

12721 10/17/2017 10/01/2017 121884.74

12721 09/18/2017 09/01/2017 119788.71

12721 08/29/2017 08/01/2017 120685.53

12721 06/30/2017 07/01/2017 113000.94

12721 06/13/2017 06/01/2017 12736.79

12721 05/09/2017 05/01/2017 111618.16

12721 04/18/2017 04/01/2017 112217.49

Showing 1-10 of 10 results 41

This is an example of an invoice in PDF form.

BILL.1227517
File Edit View Sign Window Help

04.pdf - Adobe Acrobat Reader DC (32-bit)

Home Tools BILL122751704.pdf =

w8 Q © 12 M MO wm- 5T B L&D WA

Remittor: *ABC COMBANY MERITA[N" BILLING STATEMENT

P HEALTH
- www meritain.com PREMIUM DUE DATE

ApTi11, 3018

for 04-01-18 to04-30-18

FILE NUMBER STATEMENT DATE DAGE 1
12721 4-01-1513:42
DIVISION: A0l NO LONGER USED MED
Effoctive MED SPEC AOGOR MOMT HETWORE DEN ADMIN
Name EEID Date COV  PREM PREM FEE FEE COV FLEX FEES Total
> ABDONDEMITRT 111111111 01-01-14 = 8%.44 11.37 3,33 14.%3 0.00  43.54 16860 0
FOETEZEL JRGATHA 222222222 01-01-14 E B9.44 11.32 3.35 14.55 0.00 45.54 168 .60 0|

TOTAL FOR DIVISION: AD1 WO LONGER USED

CURRENT PREMIUM 178.88 22.64 6.70  25.90 0.00  93.08 337.z20
ADTISTMENTS
TOTAL 178.88 22.64 6.70 23.90 0.00  99.08 337.20
TUNIT COUNTS CURRENT ADJUSTMENTS TOTAL
MEDICAL EMPLOYEES 2 2
DENTAL EMPLOYEES o o
FLEX EMPLOYEES o o
FLEX EMPL - PREMITM ONLY 0 o
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User Administration

When it comes to managing your employee benefits plan, your Meritain Health website has everything you need! It’s
fast and easy to add or remove users to your group’s account.

Please note, Meritain Health requires employer users to sign our Authorization Form and submit it to a client advocate.
Once we’ve received your completed form, you will be authorized for the functions outlined in this guide. [add disclaimer
to screen: Not all groups have this feature available/elected for their employer users.]

Create Employer Account

Once logged in, it’s easy to add users to your Meritain Health website. First, click on the User Administration drop-down
on the top toolbar of the homepage.

Next, click on Create Employer Account.

You’ll be able to add user information, such as first name, last name and email address. After you’ve added this
information, click Next.

Ay
Lnd Employee Membership + Reports + Plan and PBM Information Invoices m

\
User Administration / Create Employer User Create Employer Account
/]

MotTFrEmpalayer.Acaaut

* Indicates required fields

First Name *
Custom Messages

Last Name *

Email Address *

i Important Note

As an Employer User responsible for the initiation of other employer website accounts under this group account, you will be able to determine the level of access that is granted
to the users under this account. This access, at your discretion, will or will not include access to the Protected Health Information (PHI) of the members under this plan. Anyone
that is granted access to PHI maintained by the plan should have been approved by the plan sponsor identified in the plan documents by name or title and trained on your
HIPAA Privacy and Security policies and procedures. For additional information on the requirements under the HIPAA Privacy and Security Rule please visit
http://www.hhs.gov/ocr/hipaa/ (for the Privacy Rule} or http://www.cms.hhs.gov/HIPAAGenInfo/ (for the Security Rule).

Meritain Health Employer User Guide 55



After the new user is created, you can assign permissions to their account when you click the Assign Permissions button.

Permissions you can assign include:
Access to view members’ claims
Access to read dashboard messages
Ability to enroll members

Ability to create more employer users

After you have assigned permissions to the user, click the divisions and reports they will have access to. Click the Save

Permission button on the bottom right to save your changes.

User Administration / Create Employer User

Employer Information

First Name i Arthur

Last Name : Active

Business Email :  ArthurActive@meritain.com
Access Grid

. Group » HasInbound

Name T 5507

No data available in table

Add Groups
Select a list of groups for the user to have access to
NOTE: Groups appearing disabled below have permissions defined. Please edit / remove existing access using the access grid above.

M1 12721 - ABC COMPANY

Select allitems  Clear all items

Assign Permissions

i Important Note

As an Employer User responsible for the initiation of other employer website accounts under this group account, you will be able to determine the level of access that is granted
to the users under this account. This access, at your discretion, will or will not include access to the Protected Health Information (PHI) of the members under this plan. Anyone
that is granted access to PHI maintained by the plan should have been approved by the plan sponsor identified in the plan documents by name or title and trained on your
HIPAA Privacy and Security policies and procedures. For additional information on the requirements under the HIPAA Privacy and Security Rule please visit
hittp://www.hhs.gov/ocr/hipaa/ (for the Privacy Rule) or http://www.cms.hhs.gov/HIPAAGenInfo/ (for the Security Rule).

Previgus Save
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Modify Employer Account

If an employee no longer needs permission as a user on the website, you can easily remove them from the account.

On the homepage, click on the User Administration dropdown on the top toolbar and choose Modify Employer Account.

R
LnJ Employee Membership Reports Plan and PBM Information Invoices ‘ User Ad tration '
R ——

Create Employer Account

User Administration / Edit Employer User
‘ Modify Employer Account

Edit Employer User

Search for employer by entering values in one or more fields below

Custom Messages

Search Employer

i Please provide either a Group ID or Email Address in your search criteria.

First Name Group ID Username
Select
Last Name Email Address Account Status:
Active

You will arrive at the Edit Employer User page. From here, enter identifying information for the group, such as name or

group ID, and click Search.
Find the group in the list and click Edit in the last column on the left.

Edit Employer User

Search for employer by entering values in one or more fields below

Search Employer

i’ Please provide either a Group ID or Email Address in your search criteria.

First Name Group ID Username
12721 - ABC COMPANY
Last Name Email Address Account Status:
Active

e .. |

Last Name Group ID Username Email Address Account Status

First Name
Active

ArthurActive@meritain.com

12721 ActiveEmployer

© Arthur Active

< Edit: & )
41

Showing 1-1 of 1 results

You will pull up the access grid. Click the icon under Edit Access and choose Inactive. Please note: if you click Revoke

Access, you will get an error message.
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Next, click on the Assign Permissions button. In the list of permissions,

button on the bottom right to save your changes.

uncheck all selections. Click the Save Permission

Employer Information

First Name
Last Name

Business Email

Access Grid

. Group

Name

No data available in table

Add Groups

i Important Note

User Administration / Create Employer User

Arthur
Active

ArthurActive@meritain.com

Has Inbound Revoke
5507 Access

Select a list of groups for the user to have access to

[V] 12721 - ABC COMPANY

Select allitems  Clear all items

NOTE: Groups appearing disabled below have permissions defined. Please edit / remove existing access using the access grid above.

Assign Permissions

As an Employer User responsible for the initiation of other employer website accounts under this group account, you will be able to determine the level of access that is granted
to the users under this account. This access, at your discretion, will or will not include access to the Protected Health Information (PHI) of the members under this plan. Anyone
that is granted access to PHI maintained by the plan should have been approved by the plan sponsor identified in the plan documents by name or title and trained on your
HIPAA Privacy and Security policies and procedures. For additional information on the requirements under the HIPAA Privacy and Security Rule please visit
http://www.hhs.gov/ocr/hipaa/ (for the Privacy Rule) or http://www.cms.hhs.gov/HIPAAGenInfo/ (for the Security Rule).

Previous Save
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Custom Messages

You can access Custom Messages in widget at the bottom of the employer homepage and select the report options
available.

Manage Employees Activity Log > i &+ Add New Employee >

Look up member and plan information, view and request documents, update coverage.

Search by Individual Search by Group
Member ID * Member Type Group ID* Status

All 12721 - ABC COMPANY Al

First Name * .
Division 1D Product Department ID

All All No Department

Last Name *
Search by individual or group or by a combination of both sections.
User at least one required field. Name only search require First & Last.

Date of Birth
T
-]

Reports Invoices Custom Messages Membership Info

@ Static Reports » View & Download > e Account Message » Registration & Group Data »

lag] Promo Tile >

@ Self Service Reports »

You can also access Custom Messages, by clicking on the User Administration dropdown on the top toolbar of the
homepage.

Next, click Custom Messages.

I\IIE];{I,I‘X‘XIN‘B e Messages and Links |
_H EALT&

An A

PN
L Employee Membership « Reports Plan and PBM Information Invoices User Administration

Create Employer Account

el
Manage Employees ! Modify Employer Account

Look up member and plan information, view and request documents, update coverage.
‘ Custom Messages
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You can customize messages by selecting Account Messages or Promo Tile. You have the option to choose the type of

member (Subscriber/Dependent/Employer) using the tabs available. You will be able to set dashboard message or promo

tile for each type of member.

To add a new message for a group/division/employer click on Account Messages. Next, enter the information required

and click Search.

Custom Messages

Subscriber Dependent Employer
Account Messages

Account Messages

b Promo Tile
Add New Account Message

Search for custorn messages you have created for various divisions. You may view, edit or delete existing messages, or create

new ones.
Qy Search =
Content Type Status
0 An 0 Al
[1 High Alert [ Important Information [] Pending Approval ] Running
[1 Promotion [J information / Education [ scheduled [] Expired
[ other [ Rejected
Submitted Date Message Contains

[Cant]
Start Date End Date

= =

Group

Division ID *

Add (Division ID added will be shown in grid below)

Division ID " Division Name : Delete

Sorry, we can't find any information. Please try again using different search terms.

=
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To add a new promo tile for a group/division/employer click on Promo Tile. Next, enter the information required and click
Search.

b Account Messages

' Proma Tile Add New Promo Tile

Search for custom messages you have created for various divisions. You may view, edit or delete existing messages, or create

Promao Tile

Subscriber Dependent Employer

new ones.

Q search —|
Content Type Status

0O an 0 an

[] High Alert [1 Important Information [ Pending Approval [1 Running

[ Promotion [ Information / Education [ Scheduled [ Expired

[ other [] Rejected

Submitted Date

-_—
Start Date End Date
-_— -
oroup

Division ID *

Add (Division 1D added will be shown in grid below)

Division ID “  Division Name : Delete

Sorry, we can't find any information. Please try again using different search terms.

=]

For more information
The Meritain Health employer website is your resource to manage your employee benefits plan.

If you have any questions about logging in or navigating the website, please contact your client advocate team member
or your Meritain Health representative.
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