Group Administrator Portal
User Guide

Version 14
April 2023

MEDAVIE

BLUE CROSS




Group Administrator Portal User Guide

Table of Contents

Introduction

Logging In
Initial Login

Subsequent Logins
Main Navigation Menu
Temporarily Unavailable Functions

Enrolment
Finding an Employee who already has Benefits
Transferring an Employee
Reinstating an Employee
Updating Employee Information
Family Member Changes
Benefit Changes
Review an Employee’s Benefits and HSA
Salary and Occupation Changes
Beneficiary Changes
Coordination of Benefits Changes
Adding an Employee
View Overage Dependent
Billing
Viewing Bills
Viewing Specific Policies/Divisions
Viewing Specific Billing periods

How to Read a Bill

Other things you should know
Finding Forms, Booklets or Other Documents
Ordering Forms

Getting in Touch with Blue Cross

© N U

12
13
13
16
17
18
19

24

25
25
26
27

27

28
28
29
31

MEDAVIE

BLUE CROSS"




Group Administrator Portal User Guide

Introduction

We are committed to working with our customers to ensure we are providing you with the best tools, resources and
services to manage your accounts with Medavie Blue Cross.

As our world’s technology continues to evolve, we are committed to making ongoing enhancements to provide you
with the most efficient, flexible and user-friendly services.

As part of this evolution, we've updated our Group Administrator Portal to make it easier for you to input and access
information.

The following guide outlines these changes, and notes applications that will be updated in the very near future. The
guide will be revised to reflect these additional enhancements as they become available.

Your feedback drives our continuous improvement. If at any time you have questions or comments about your user
experience, please contact your Medavie Blue Cross representative. As always, we look forward to supporting you.
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Logging In

Initial login

Go to the corporate website https://www.medaviebc.ca/

Click on Login on the top right, Expand Group Administrator, click Log In

Q Search 3 Login @ Frangais

MEDA!

WIS
BLUE CROSS’ Find a Plan v For Plan Members v Plan Sponsors & Advisors v Health Professionals v

We're all about care.

Your trusted healith pertner for more then 75 years

Shop for plans

Enter your User ID and temporary Password.
o Ifyou already have a User ID, it has not changed.

o If you are a new Group Administrator, your User ID was sent to you in a separate email from
donotreply@medavie.bluecross.ca

o Your temporary password was sent to you in an email from donotreply@medavie.bluecross.ca

Click Login.

Change your password:
o Select a new password following the criteria provided.

o Click Submit.

o Aconfirmation will appear to confirm the password change.
Accept the Terms & Conditions.

You will then be prompted to set up challenge questions, which will allow you to reset your password in

the future, if needed.

Subsequent Logins

Go to corporate website: https://www.medaviebc.ca/

Click on Login on the top right, Expend Group Administrator, click Log In
Enter your User ID and Password. Click Login.

If you forget your password, enter your Username and select the Forgot Password? link. You will then be

prompted to answer the challenge questions you set-up during your initial login.

MEDAVIE
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+BLI.IE cross | {JBLUESHIELD @ Help

Secure login

Username

Password

Don't have an account? Let us help
| forgot my username | forgot my password

By signing in, you continue to accept the Terms and Conditions of this site.

+©

* Trade-mark of the Canadian Association of Blue Cross Plans.
1 Trade-mark of Blue Cross Blue Shield Association,

MEDAVIE
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Main Navigation Menu

After logging in, you will be presented with the following screen:

s BLUE crOSS & v @ Francais

Action log Members v Reports & billing v Documents Contact us

Welcome,

& Your Secure Group Administrator Portal

Update Profile [ Logout

Hours of operation Need help?

Monday - Saturday Send us an inquiry and we will have a BlueCross representative be in touch with you
7:00am.- 12:00am, = 7

Sunday ( Contact Us )

7:00 a.m.-8:30 p.m - -

the Blue Cross Blue Shield Association, Al rights resered,
‘s Responsibilities

Unavailable Functions

Please note that the following functions are unavailable in the portal:

o Updating any other section than Request Card, Employee Information and Coordination of Benefits for a
member on a disability claim.

o Add a dependent to a member on a disability claim
o Add or maintain contingent beneficiaries

o Update Personal Wellness Account.

If you require any of these changes to be made, please contact your representative at Medavie Blue Cross.

MEDAVIE
4
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Enrolment

Finding an employee who already has benefits

To find an employee with benefits:
- Under Members, choose Member Search.

- From the Member Search screen, input the Policy Number

g BLUE crOsS &
Actionlog  Members v Reports &billing v Documents  Contact us

Home / Members / Member Search

@ InProgress 85 @ Submitted/Updates 1 I\ Error 90

Member search

Policy

Start typing or choose, s

+ | @ Megsyie Blue Cross is 2 member of the Canadisn Assccistion of Blue Cross Plans.
= L “Trage-makof the Canssian Associstion of Blue Cross Pians. {Trase-mark of the Blus Cross Bius Shield Associstion. All rignts resarves
2023 Megs'e Blue Cross | Legal | Privacy | Cookies | Accessibility | User's Responsibilities

v @ Francais

- You can then search for an employee by First Name, Last Name or ID number.

- You can view specific groups of employees by searching for the Policy, Division and Class.

- To view inactive employees, check Include inactive members

Member search

Policy number Division @ Class @
%z Start typing or choose... s Start typing or choose...
1D number First name Last name

Include inactive members

@® Add member

- Toview an employee’s summary information, click on their ID numberorclickonView. The summary
information of the employee will appear.

i

MEDAVIE
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dhsLue cross
Actionlog  Members v Reporks G billing v Documents  Contoct us

Heme | Members | Member Search

@ inProgress 2

MEITIIDGI‘ search

Palicy number Division (

1D number First name
Include inactive members

Member Search Results

&8 entries

Class &

Last name

@ susmitted/Updstss 0

& Test v @ Frangais

AvErrer 26

@ Add member

000000117

000000052

000000106

000000112

000000093

000000099

‘ @ MeadeseSiue Cross isamemer of the Canadian Associstion of Bive C: o3
o e Caratian Amvadinton o e O Traemare e Bun

Crem | Legal | Privacy | Cookies | Accassibility User's Responsibilities

20 Jan 1598

s s»  Viewing entries

View >
View >
View >
View >
View>
View >
View>
View»

View >

MEDAVIE
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pBLUE cross
Action log Members ~  Reports & billing

Home / Member Search / Update Member

Documents Contoct us

ierre feite Bemgeae &

Policy

Manoge member cord

Group

Palicy

Transfer Member

Member info

Name

Mailing address

Alternate 1D

Direct deposit
R | : X

Identification info
1D number

000000058

Effective date

11 May 2022

Status

InForce

Salary and occupation

Occupation
‘Y)Trades/Manuf/Prod

Employment type
Full Time Hourly

Salary effective from
01Jan 1500

¥ Family Members

~ Benefits

v Beneficiaries

¥ Health Spending Account

v Coordination of Benefits

1D: 000000058

Date of birth
11Dec 1985

Phone number

Application date
18 Aug 2022

Custom report attribute

Participant number

01

Termination date

31 Dec¥5%%

Termination reason

Naore

Job title

Journalier

Earnings
$47.84000 Annually

Hours worked per week
40

Madayie Blue Crass s s mamber of the Canedien Assacistion of Blue Crass Plas.
~ "Trade-markaf! Aysccint Piaew. *Trase-maric ot e Bl

Class

AEmployés

Sex at birth

Permanent date employed
11Mey 2022

©2023Medsvie Sus Crass | Legal | Privacy | Cookies | Accessibility | User's Responsibilities.

Plan

Language
French

Return to search results

@ Francais|

MEDAVIE
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On the Member summary page above you will see some sections that can be expanded to view more
information: Family Members, Benefits, Beneficiaries, Health Spending Account and Coordination of
benefits. If a policy has Personal Wellness Account, an expandable section would be displayed as well.

For policies that have physical cards The Manage member card button allows you to go save or print the
information on the card by clicking Print Card or to Request Card according to a desired date.

For policies that have digital cards The Manage member card button allows you to go save or print the
information on the card by clicking Print or to Send a Card Notification according to a desired date by
clicking the Schedule button.

If the function is available, Update buttons will display at the bottom of the specific sections of information. Click the
Update button to change the information in that section. Effective dates are based on the applicable grace period
that applies to policy/division/class.

The Transfer Member button allows the member to be moved to another Plan, Class, Division or Policy.

The Terminate Member button allows the termination of the member’s coverage.

The Reinstatement button allows the reinstatement of an employee’s coverage from a temporary loss of work
within the last 6 months, or 12 months if he/she had health and dental coverage only.

The Action log tab counts the number of actions that are not yet completed specifically in-progress enrolments
and submitted enrolments as well as updates and actions that have provided an error. You can view more

details for Actions that are in progress or in error by clicking on the hyperlink beside the Action type.
Completed card requests can also be searched there.

Transferring an Employee

To transfer an employee to another Plan, Class, Division or Policy, click the Transfer Member button under Group.
The Transfer Member screen will appear with the employee’s current information displaying in the upper part.
Choose the new Policy, Division, Class and Plan along with the effective date of the change.

Note that if the effective date of the change is in the future, you can request a new card however, you will
need to add the effective date of the change in the card request

Note: If policy has H.S.A., policy to policy transfert is not possible.Please send to Medavie Blue Cross.

MEDAVIE
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o Transfer details

f the effective date changsd is more than 31 days in the past, or $0 days in the future pleass, contact your Blue Cross office.

Transfer policy to *

New division *

003/ X
New class *
A/Owners xe
New plan *

Change effective date *

17/11/2022 D|

- The employee’s current choices will display and can be clicked on and changed as needed.
- After updating benefits, you will be automatically navigated to the Beneficiaries page.

Notice that all 4 health benefits should always be all checked or unchecked together.

1 Transfer details Edit
© Benefits
Please review member's salary and beneficiary informaticn for accuracy when adding Member Life, Ogtional Member Life or Supclemental Life benefits.

HSA Is only svallable if Extended Health Care is selected

Heolth

Beneht Woive reasan Option Family category Coverage amount

=

Beneht Waive reasen Option Family category Coverage amount
Qo

Lie

Benehit Woive reasen Option Family category Coverage amount
[=] Trig barafit carncr be v

Family categary Cowerage amount

Welless

Benebt Option Family categary Cowernge amount

3 Beneficiaries Edit

4 Request card Edit

MEDAVIE
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Reinstating an Employee

To find terminated employees, the Include inactive members box needs to be checked before clicking Search.

Member search ® Add member

Policy number

Division (3 Class @

x % Start typing or choose. L] A/Owners x#

ID number

© Include inactive members
feset

First name Last name

After having selected the employee to reinstate, click on Reinstate Member.

This function allows reinstating coverage for an employee who's been on temporary layoff for less than 6 months,
or 12 months if he had health and dental coverage only.

Note that HSA will also automatically be reinstated if an employee had it.
A new enrollment should be made if the intent is not to carry forward this HSA.

You will be prompted to choose the Reinstatement Effective Date.

Reinstate member

o Details

Effective date of reinstatement

DD/MMAYYY [w]

2 Request card

Cancel

Then, the employee’s previous choices will display, and can be clicked on and changed as needed.
After updating benefits, you will be automatically navigated to the Request Card page.
Notice that all 4 health benefits should always be all checked or unchecked together.

+ BLUE CROSS" 10
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Palicy: . 1D:000300910

Reinstate member

1 Details Edit

e Bene

Please review member's salar

tional [Member Life or Supplemental Life benefits.

HSA is only available if Extended Health Care is selected

Benefit Waive reason Option Family category Caoverage amount

Health

This benefit cannot be vaived

raived

Benefit Waive reason Option Family category Coverage amount
@D aived s

Benefit Waive reason Option Family category Caverage ameount
= Mermber Lif benefit cannot be waived

This benefit cannot be waived

Accidental Death and Dismemberment

Benefit ‘Waive reason Option Family category Coverage amount

Income Replacement

Benefit ‘Waive reason [o] n Family category Coverage amount

annot be waived

Benefit Waive reason Option Family category Coverage amount

bensft cannot be waived

Any changes mode on this screen may affect your bill

Please check your next statement ta ensure all infarmation is correct.

3 Request card

Cancel

MEDAVIE
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Updating Employee Information

To update an employee’s information, such as address or direct deposit banking information, click the Update

button at the bottom of Member info section. A screen with input fields will appear.

jkBLUE crosS
Actionllog Mambsrs ~  Reporis & billing ~  Doammnts | Contoctus

Home / Member Search / Update Member / Update info

- = .-
Policy: 1D: 000000117

Member info

To updats fields that sre disabled, slease contact your Blue Cross office

First name *
Lost name
Middle name

Date of birth *

20/01/1998

Sex at birth *

Msle

Language *

© Ergish () French
Country ©

Canaca X3

Street address *

Line1

City Pravince *

Nova Scotia

Phone number
Email

Permanent date employed

070372022

Alternate ID

Qs ON

B

Branch/Transit # Bank/Institution #

Direct deposit information

Show direct depasit guide ~

Any changes made on this screen may affect your bill
Please check your next statement to ensure all information is correct.

e Faneel

‘ Mecivie Blus Crossiss member =
r “Trase-mark of the Caracien s

ot Blue B
©2022 Madviz Siue Crozs | Legal | Privacy | Cookies | Accessibility | Wser's Respansibilitics.

Pastal Code *

Application date

15/03/2022

Custom report attribute

Account #

€ Blue Cross Blue Sninls Assceiation All ighis raservac

& Test ~

& Frongais

If United States is selected in the Country drop down, State and Zip Code fields will be available.

If Other Country is selected, use the three fields provided to enter the full address.

Note: Some fields, such as “Permanent Date Employed” or “Application Date”, cannot be changed on the portal.
Should these fields require a change, please contact your client service representative at Medavie Blue Cross.

MEDAVIE
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Family Member Changes

To make family member changes for an employee, click the Update button under the Family Members section.

To update an existing family member, click on their name. The Edit Family Member section will open.

When a child is within 60 days of reaching the maximum age to be considered a minor or when he has reached it in
the last 30 days, a check box titled Change Relationship Type to Student will appear and can be checked off before
clicking Save if the minor will be attending post-secondary education for the next year.

If not, the Reinstate Family Member button will appear.

To add a dependent, click Add Family member. Disabled dependents cannot be added through the portal.

After adding or updating one or more family members, you will be automatically navigated to the Benefit Changes
page. Be sure to change the Family Category to Member and Family, if they need to be covered. You will then be
automatically navigated to the Beneficiary page.

Note: When adding family members, you will also need to review the Selected Benefits Details to ensure the
new family members will be covered.

To terminate a dependent, click on the dependent hyperlink name and add a termination date and select a
termination reason.

After terminating one or more family members, you will be automatically navigated to the Benefit Changes page. If
there are no more active dependent, be sure to change the Family Category to Member. You will then be
automatically navigated to the Beneficiary page.

MEDAVIE
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sfhBeLUE cROSS & v @ Francais
Action log Members v Reports & billing v+ Documents Contact us

Home / Member Search / Update Member / Update fomily

T Ty "y W
Policy: 1D: 000000038

Family members

o Details

Based on their age and status, children may not be covered by this plan. Please refer to the member’s benefit details.

Name Date of birth Sex at birth Relationship Language Status ivacy consent Application date Termination date
23 Aug 1970 Female Spouse/Married English InForce Yes 09 Feb 2015
(01 Jan 1900)
30 Apr 2002 Female Child/Minor English InForce Yes 09 Feb 2016 29 Apr 2023
18 Jun 2004 Male Child/Minar English Terminated Yes 0% Feb 2016 15 Mar 2023
@ Add family member
Edit family member
To update fields that are disabled, please contact your Blue Cross office.
Relationship
First name * Last name * Middle name
Amin Schrab gnazio
Date of birth * Sex at birth * Language *
30/04/2002 @ Femsle x s @ Engish () French

Relationship type *
O Wirer Student

Privacy consent

Change relationship type to student

Ye: @ Mo

Application date *

El

- Coneel

Any change made on this screen may affect your bill
Please check your next statemeant to ensure all information is correct

2 Benefits
3 Beneficiaries
4 Request card

Cancel

eas.ia Bius Cross s s mamsar of the Cansaion Sssocission of Slus Crass Plans.
Amsocini Crosa Plany. the Blue Crass Blue Shies son, Al i
©2023 Meas.ie Bius Crass | Legal | Privacy | Coakies | Accessibility | User's Responsibilities

MEDAVIE
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Benefit Changes

To view and/or change an employe€’s benefits:

- Click the Update at the bottom of the Benefits section.
- The employee’s current choices will display, and can be clicked on and changed as needed.
- After updating benefits, you will be automatically navigated to the Beneficiary page.

Notice that all 4 health benefits should always be all checked or unchecked together.

° Details

e ure emplidyes salary and beneficiary information is updated and accurate.

Change effective date
01/09/2022 | i}
Benefit Woive reason Option Family category Coverage omount
Health Erry

8 Oz
Trael
Hossital

B Extended Heslth Care

Benefit Viaive renson Option Family categary Coverage amount
8 Osnts Dertal . Employee & Fam

Benefit Option Family category Coverage omount

@ temb =d

8 Dspendent Life This banefit cannot be waived

Accidental Death and Dismemberment

Benefit Waive reason Option Fomily category Coverage amount
@ Member ADGD This bane

Wellness

Benefit Waive reason Option Family categary Coverage omount

g - This bensft cannot ne wahed

Any changes mode on this screen may offect your bill

Please check your next statement to ensure all information is correct

2 Beneficiaries

3 Request card

To Review an Employee’s Benefits:
- Ensure that the correct setting is chosen to designate the benefit (e.g. Dental) :
- For: Member = Only the employee is to have coverage.

- For: Member & Family = Everyone in the family can submit claims for that benefit.

MEDAVIE
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Health Spending Account and Personal Wellness Account

If the member has access to these accounts, the information can be found in this section.
- The employee’s Current Balance will display.
To see balance from previous years click View History.

Note: PWA cannot be updated on the portal. Please send updates to Blue Cross.

~ Health Spending Account

Amount allocated:  $500.00
Amount available:  $500.00
Current period: 01 Jan 2023 - 31 Dec 2023

Family Member Participants

Name Relationship HSA Status

nsured Participating InForce

I .
updme> q View History

To update the employee’s Allocation Amount and the participation of family members to the H.S.A.:

- Click the Update button under the Health Spending Account section.

Policy ID: 600000058

Health Spending Account (HSA)

Current period

01 Jan 2023 - 31 Dec 2023

HSA type @

Mo Carry Forward
Summary based on claims to date
Current period credits $500.00

Expenses paid $0.00

Current balance

During the first year, the amount will be prorated by the system. Please enter the full amount, and the system will do
the appropriate proration.

Period credit amount *

$500.00

HSA access

Please select which family member(s) can claim HSA credits. At least one family member must be participating:

(Insured)

Important details

Claims dated betw 01 Jan 2023 must be received by 30 Mar 2024, Balance of $500,00 wil
forfeit by 30 Mar 2024,

Expenses are always applied against the oldest HSA credits first.

Cancel

MEDAVIE

BLUE CROSS"
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Salary and Occupation Changes

If the employee changed their occupation, or got a raise, click the Update button under Salary and Occupation to
update an employee’s occupation and/or salary amount. When you change the salary, you must provide a new

salary effective date.

Note: Be sure to choose a valid Occupation when making a change to this screen.

The Salary Amount (Pay) can be set to zero if none of the benefits available require it. In this case, please
ensure that the Frequency is set to Annually.

Caution: It is important to maintain updated salary information, especially if employees have salaried benefits (e.g.

LTD).

PR S —
Policy: ID: 000000058

Salary and occupation
Occupation *
YJ-Trades/Manuf/Prod

Job title *

Journalier

Employment type *

Full Time Hourly

Pay *
$47 840.00

HOUI’S worked per week *

40

Change effective date *

Any change made on this screen may affect your bill

Please check your next statement to ensure all informati

Cun[el

Frequency *

Annually X $

Salary effective from
01 Jan 1900

24/03/2023 @

on is correct

MEDAVIE

BLUE CROSS"
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Beneficiary Changes

To change the beneficiaries on an employee’s Life, Supplemental Life or Optional Life Benefits, click the Update button in
the Beneficiaries section. The Beneficiaries Information screen will open.

To change current beneficiaries:

- Update First name, Last name and relationship.
To remove existing beneficiaries:
- Click the X button next to the existing beneficiaries.
To add additional beneficiaries:
- Click Add Beneficiary, and a new blank row will be added.

To change irrevocable beneficiaries:

- Changing an irrevocable beneficiary requires the written consent of said irrevocable beneficiary(ies).

- After having the employee complete a Change Beneficiary form (available at www.medaviebc.ca/), please
submit the completed form to Medavie Blue Cross.

Note: When making changes, please ensure that the total percentages add up to 100%.

Policy: 1D: 000300654

Beneficiaries

Note Inthe event death benefi

activated, the employer must retain these records for two yesrs after clzim submission,

How would you like to distribute benefits?

First name, Initial Last Name Relationship Percentage Irrevocable

Spouse 100 % ®

® Add beneficiary Total -

Trustee

if a beneficiary is under 18 years of age, please include their information a5 a trustee below:

Type

Save Cancel

MEDAVIE
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Coordination of Benefits Changes

To change the data relative to other coverage of the employee or other family member, click on the Update
button in the Coordination of Benefits section. The Update Member screen will open.

To indicate that there is no other coverage anymore:

- Uncheck the box The employee, and/or their spouse or any dependents, also have coverage under
another group plan, or other insurer. Then Save.

To add or change information about other coverage:

- Enter the information in the fields and check the appropriate boxes relative to the coverage type. Then

Save.
fpBLUE cROSS & Test v & Frangais
Action log Members v Reporis & billlng v  Dacuments  Cantact us

Home / Maember Search / Update Membaer / Update COB

- -
Policy: ID: 000300854
Coordination of benefits
The employee, and/or their spouse or any dependents, also have coverage under snother employer group plan, or other insurer
Family member name *
Date of birth *
DD/MM, \5‘

MName of other insurer *

Effective date of coverage *
DD/MM, =]

Policy number

Identification number

Coverage under ather plan *

Benefit Family category
Hosp

Vision

Save Cancel

ot Blua Crom Flam.
+Trsce mark of the Slue Oross Blus Shiekd Associstion. Al signts reserveg
lity  User's Responsibilities

MEDAVIE
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Adding an Employee

To add a new employee:

Under Members, choose Add Member. The Add Member screen will open.
Any employees whose new enrolments have been started, but not completed, can be found in the
Action Log section.

Fill in the form by choosing the Policy, Division, Class and Plan that the employee should be in.

fAdd the employee information. The Application date is the date the employee signed the application
orm.
If you need to waive the waiting period due to a hiring condition you can check the appropriate box.

If your group requires the keying of an Identification Number, it must be 9 characters long (A-Z, 0-9, no
spaces or special characters). First character cannot be A, K, R, M.

Should members or participants request to have their privacy consent revoked, meaning if “no” is selected within the
Group Administrator Website, Member portal and claims payment will be impacted. For more information please
refer to the Group Administration Guide.

When the above fields are complete:
o Click Save & Exit to finish adding the member at a later time; or

o Click Continue to continue adding the member.

At this point, the information added will begin to accumulate in the View Member Summary tab at the top

of the page.
o The Member Summary will be updated throughout the entire process. Any errors will display
there.
MEDAVIE

BLUE CROSS" 19



Group Administrator Portal User Guide

e eLUE cCROSS
Action log Members v Reports & billing v Documents Contact us
Home / Members / Add Member

@ InProgress 95

Add member

Group
Policy *

Start typing or choose.

Member info

First name *

Date of birth *

DD/MMAYYY

Language *

English French

Country *

Canads

Street address *

City *
Email

Permanent date employed *

DD/MMAYYY
Privacy consent
O == (N

Waive waiting period

Benefits will begin on permanent date employed, if checked

Alternate ID

Direct depesit information

Branch/Transit # Bank/Institution #

Show direct deposit guide +

Cancel

edien Associstion of Slue Cross Piens,

+ @ IMeceie Blue Crossis s memberof
F /. TrazemerkortheCanscien assac

©2023 Iedsvie 5lue Cross | Legal | Privacy | Cookies | Accessibility | User's Responsibilities

@ Submitted/Updates 1

Last name *

Sex at birth *

| starrtypingor choose..

Province *

Please select.

Phane number

(555)555-5555

Application date *

O] oMMy

Custom report attribute

Account #

101 5lue Cross Pigns. TTECE-mark o I BluE Cross Bue Shieid Associsnon, all rigns reserved.

Middle name

Postal code *

A\ Error 95

& Francals

If you are interrupted, you can continue where you left off by finding the employee in the Action Log section and

clicking on the employee name.

MEDAVIE

BLUE CROSS"
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dpeLuE cross

Action log Members ~  Reports & billing ~  Documents Contact us
o
Action log

Status *

ogress Submitted () Error () Compisted

Action type
Start typing or choas:
Policy * 1D number
x
Date submitted from (DD/MM/YYYY) Date submitted to (DD/MM/YYYY)

@) | commm

‘Only Add' action types can be managed through the Group Administrator Portal

Other error actions are currently being investigated by Blue Cross. If agditional information is required we w

Search results

Shawing 11561

Member nome

& ¥ @ Francais

Raws per page 10

Note: If an existing employee has a similar name and birthday, that member’s information will display along with the

following message: “It looks like you might be creating a member that already exists.”

This makes sure that a member isn’t added to the system twice. Should you encounter this message, you can do

one of the following:

- Update the employee found by clicking their ID;

- Continue to add the new employee by clicking Continue; or

- Cancel adding the member by clicking Cancel

dpeLuE crROSS
Actionlog  Members v Reports & billing ~  Documents  Contact us

Home / Members / Add Member

@ In Progress 49

Add member

Last Name

o

Legal | Privacy | Coohies | Accessibilty Users Resparsibiities

Srielc Aaiociaton Al ignta reserved

@ Submitted/Updates 2

new member, click cantinue.

£ Error 64

Clicking Continue from the Member info screen will take you to the Add Family Members screen, followed
by the screen to select benefits, where you can choose the Options from the dropdown menus if they are

available in the plan chosen.
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Add member ( Remeve Momber )
~ /

Edit

Edit

Benefits ks

HSA is only available if Extended Health Care is selected
Benefit Waive reoson Option Family category Coverage amount

Heaith

8oz Moduis Liberté - Member
[ R G
8 rocts H <
8 Eenoed Heslth HEAL PWA - Québec

Benefit Wai Option Family category Coverage amount

Benefit Waive reasen Qption Fomily category Coverage amount

Benefit Waive reason Ophion Fomily category Coverage amount

Option Fomily category Coverage amount

Clicking Continue will navigate to the screens to provide salary, employment, beneficiaries and Coordination of
Benefits. The information can be found on the employee’s enrolment form.

Once all of the information for the new member has been entered, the following message will display: “Please
be aware that coverage amounts may be adjusted during the enrolment process if the request exceeds policy

maximums. Enrolment may be subject to Medical Underwriting.”

- At this point, please review the Member Summary to confirm all of the provided information and make any
necessary corrections.

Important:
Once you are satisfied with your entries, Click Submit, and the employee’s enrolment will be sent to

Medavie Blue Cross. The entry under In-Progress Enrolments will change to Submitted

Enrolments/Updates.
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fpsLUE cross & Testv @ Francais
Actionlog.  Mémbers'v Reports & billing v ' Documents:  Confactus

Home / Members / Add Member

@ In Progress 49 ® Submitted/Updates 2 A\ Error 64

Review member summary

Enrolment information for this member is complete. Please review the summary and select “Submit™ to approve enrolment.
Please be aware that coverage amounts may be adjusted during the enrolment process if the request exceeds policy

maximums. Enrolment may be subject to medical underwriting.

Add View Member Summary b
Group
Policy Division Plan
Member info
Name Date of hirth Sex at birth Language
Mailing address Phone number Email
Alternate ID Application date Permanent date employed
02 Fep 2023
Direct deposit Custom report attribute
Benefits
Health & Dental
Benefit Family Category Option Amount
Member
Member

Benefit Family Category Option Amount
Memoer Life Men

Benefit Family Category Option Amount
Member ADSD Member

Benefit Fomily Category Option Amount

Member
Salary and occupation
Employment type Earnings
Salary effective from Hours worked per week

Beneficiaries

Nome Relationship Irrevocable Percentage

eTest

Total Percentage

Back

A

MEDAVIE

BLUE CROSS" 23




Group Administrator Portal User Guide

Action log

You will have access to counts under Action log that are not yet completed, specifically in-progress enrolments,
submitted enrolments as well as updates and actions that have provided an error.

- You can access Action log from the Add Member or Member Search screen by clicking on the counts at
the top of the screen; or

gk eLUE crROSS 2 W v © Frangais
Action log Members v Reports & billing v+ Documents Contact us

Home / Members / Add Member

@lnProgress 2 @Submitted/Updsies O AError 13

- by clicking the sub-menu item called Action log.

fpsLUE crosSs & Testv @ Frangais

Actionlog  Members v Reports & billing v Documents  Contact us

Home / Action log

Action log

Status *

nProgress (@ Submities (@ Error [ | Completes N

Action type

Policy ID number Member name
Start typing or choose. :
Dote submitted from (DD/MM/YYYY) Date submitted to (DD/MM/YYYY)

Action type status
Only ‘Add’ action types can be managed throught the Group Administrator Portal
Othere

ed by Blue Cross. If additional information is required we will contact you.

Search results

Showing 1-10 of 28 Show 30 ¢
Status Action type Member name Policy D Date of birth Submitted di Last modified
02N om
(&) 000000157 02Nov202201:47:19 pm
000000157 24Jun1970 02Nov202201:40:59 pm
000000157 24 Jun 1970 02Nov 202201:35:30 pm
2
2
240
L 03 Jen 1935

Page 1 of 3
- When you navigate to this screen by clicking on one of the counts from either Add Member or Member
Search, the Action Log page does an automatic search for those types of actions.
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- If you navigate to this screen by clicking on the sub-menu item Action Log, you will see all actions with In-

Progress, Submitted and Error status (to a maximum of 100 records).
- Inthis section you can change the Search By criteria to better target the actions you are looking for.

- You can also access any in-progress or error enrolments by clicking on employee name. This will return you

to the Add Member page to continue or edit.

- A Medavie Blue Cross employee could be in touch to manage any error updates.

View Overage Dependents

You are able to view, print or extract a listing of dependents Approaching Maximum Minor Age and Full Time Students.

This listing will help you to manage students in your policy.

To view overage dependent listing:
Under Reports & Billings, choose Over age Dependents. The Over-age Dependent search screen will open.

Specify the Policy number. The Division can be specified but is not mandatory.

Choose the Search Type by selecting Active Full-time Students, Approaching Maximum Age, or Termed Ove-
rage Minors/Students, depending on the required results.

The search results may be extracted to excel (Save to CSV), printed or simply viewed.
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fpBLUE cROSS &
Action log Members ~ Reports & billing ~ Documents. Contact us

Home / Reports & billing / Over-age dependent

Over-age dependent search

Policy *

Division

Search type *

Showing 1-90f %

Division D Member nome Dependent name / Participant # Date of birth Term date Relationship Status
15 Apr 1595 14 Apr 2020 MINOR Terminated
28 Dec 19946 27 Dec2017 MINOR Terminated

o MINGR Terminates

MINOR Tarminatas

13 Aug 1997 12 Aug 2018 MINOR Terminsted

4 13Jun 2022 MINOR Terminates

06 May 1998 05 May 201 MINOR Terwinated

21Jun 1998 20Jun 2019 MINOR Terminated

. 24 Aug 2000 01509 2020 MINOR Terminsted

Page 1of1

smagian A sce-markof the Bue Cross Biue Shieid Associetion Al rignta resenved.
% 2128 Crons | Legal | Privacy | Cookes | Accessibillty | User's Responsibilities

& Test v & Frangois

The Approaching Maximum Age list of dependents being displayed is limited to dependents that will terminate

within the next 60 days or have been terminated within the last 30 days.
It's possible to pre-subscribe or reinstate dependents as Students.

To learn how to do this, see the Family Member Changes section.
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Billing
Viewing Bills (Formally known as eBills)

To view a Bill, click Reports & Billing on the Welcome screen. Then select Billing from the menu.

ik BLUE cCROSS

2 » @ Francais
Action log Members ~  Reports & billing ~  Documents Contact us

Over-age dependent

up Administrater Portal Welcome, Test

Reports Update Profile [F Logout
Bl Reports

Hours of operation Need help?

Send us an inguiry and we will have a Blue

you.

-~ ~
[ ContactUs

* ©

On the Search Bills screen, the most recent Bills, will automatically appear under the Search Results.

dpaLuE cross
Actionlop  Members v  Reports & biling v Documents  Contoct us

Home / Reports & billing / Billing
Billing

Policy - Division/Name

2selected

Bill type

Coverage period
From (DD/MM/YYYY) To (DD/MM/YYYY)
0 O] | ovowzoz =]

Rows per poge 25

Bill type

Viewing entries :
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Viewing Specific Policies/Divisions

To view Bills for specific policies and/or divisions, select one or more options from the Policy — Division/Name
drop-down. For a complete list of Bills, select Select All.

+BLUE CROSS

P

& ~ & Frangals
Actionlog ~ Members v Reports & billing v Dacuments  Contact us

Home / Reports & billing / Billing

Billing

Policy - Divisian/Name

{ 78selected |

® ) Selectal

Policy

Search results

Ma ebills matching your search criteria were found.

* 0

e M. Bk o ihe Bie Crom Blus Shiekd Associetion, Al ighta reserved.
53 Legal | Privacy | Cookes | Accessibllty | User's Responsibillies.

From Bill Type, the following options are available for viewing eBills:

- Invoice: PDF format (Remittance and Invoice Details).
- Data File: CSV, XLSX format (Excel spreadsheet data file).

*Both formats will appear by selecting both Invoice and Data File

MEDAVIE
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Viewing billing period

In Coverage Period, From and To fields must be completed.

i BLUE cROSS a
Sermlbr e Gheeml e Bt i

Home / Reports & billing / Billing

Billing

Policy - Division/Name

B selected

Bill type

Bota e

Coverage period

From (DD/MM/YYYY) To (DD/MM/YYYY)

D

o]

Search results IS

Shewing 1-30f 3 Rows per page

Coverage from Amount due

& Francais

Viewing entries s

Within your Bills Search Results, click either the PDF, CSV or XLSX links to view, print or save the Bill.

How to Read a Bill

Please refer to the Medavie Blue Cross Invoice Guide for Group Administrators, available at:

https://docs.medaviebc.ca/groupadmin/2021-Invoice-Guide-Eng.pdf

MEDAVIE
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Other things you should know

Finding Forms, Booklets or Other Documents

You can search for specific kinds of forms or brochures under Documents.
fpeLuE crosS a v @ Frangals

Action log Members v Reports & billing ~ Contact us

Welcome, Test

B Your Secure Group Administrator Portal

Update Profile [71

Logout

Hours of operation Need help?
Monday - Saturday Send us 2n inguiry and we will have 2 BlueCross reprasentative be in teuch with you.
7:003m.- 12:00 3m.
Sunday { Contact Us )
D,

7i0am. - 830 s

For example, you can find the Administration and Claims forms in the language of your choice (English or French),
by searching for them. If the policy has specific forms, you can also specify a policy and division and those will also

be returned in the search.

i eLUE cross & Test v G Frangai

~  Reports & billing ~ D

Action lag Memb:

Hame / Dacuments

Find a document

Selecta policy or use Gur filters tofind the document you are locking for.

Policy - Division/Marme

Contracts Backlets

Claim farm User guides

Page 1of1
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Getting in Touch with Blue Cross

If you have any questions or comments to share or need to obtain the address or phone number of one of the
Blue Cross offices anywhere in Canada click Contact Us.

s sLuE cross & Test v

Action log  Members v Reports & billing v Documents  Contact us

Home / Contoct us

Contact us

How would you like to get in touch?

Submit support inquiry Phone support

Association of Blue Crosa Slans,
o7 B8 Cross Pians TTVBSE-mATKOr 08 Blu 7088 B8 S ASSECIETCN,
£ii8 Bl Cross | Legal | Privacy | Cookies | Accessibility | User's Responsibilities

e o

Al rignts reserued,

& Frangais

From here you can either Submit Support Inquiry or select Phone Support.

When you select Submit Support Inquiry you will be presented with three types of inquiries: General, Enrolment
and Invoicing.

s UE crosS

& Test v
Action log ~ Members v Reports & billing «  Documents  Contact us

Home / Contact us

Contact us

What type of inquiry do you have?

General

Enrclment

Invoicing

@ Frangais
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Once you select General inquiry you will be asked for the best way to reach you as well as a box to input your

question.

& Test v

@& Frongais

dheLUE cRosS

Actionlog  Members v Reports & billing +  Documents  Contact us

Home / Contact us

Contact us

What type of inquiry do you have?

General Enrolment

What's the best way to reach you?

Email Phone number

We will follow up with you at

f this address is incorrect contact your Blue Cross plan office >

Describe your inquiry

< Back to Support Optlons

e Candinn ABceintion of Blue Cross Piens.
stion of Blue Cross Pisre. “Trace-mark of the Blus Cross Blua Srisid Assecistic
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If you select Enrolment you will need to input the Policy Number, Member Name or ID as well as describe your

inquiry.

s sLuE cross

Home / Contact us

Contact us

What type of inquiry do you have?

General Enrolment

What's the best way to reach you?

Email Phone number

We will follow up with you at

f this address is incort

ct contact your Blue Cross plan office >

Palicy number

Start typing or chemse s palisy :

Member name or ID

Deseribe your inquiry

< Back fo Support Options

CrossFans

Action log Members ¥ Reports & billing ~  Documents Contact us

Invaicing

rmaricot e Blue Cross Blve Shied Associstion. A1 rights reserves,

& Test v & Frangais
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For the Invoicing inquiry you will need to input your Policy number as well as describing your inquiry.

sk sLUE CROSS

Action log  Members v Reports & billing »  Documents  Contact us

Home / Contoct us

Contact us

What type of inquiry do you have?

General Enrolment

What's the best way to reach you?

Email Phene number

We will follow up with you at

If this address is incorrect contact your Blue Cross plan office >

Policy number

Start typing or choose 3 policy i

Describe your inquiry

< Back fo Support Options

o
o Test v

& Frangais
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ik sLUE crROSS

Selecting Phone Support will give you the addresses as well as the phone numbers for the Medavie offices.

Actionlog  Members «  Reports & billing v

Documents

Home / Contoct us / Phone support

Contact Us

Québec Office

1-800-456-6595

Monday - Friday

Saskatchewan Office

1-800-667-6853

Elsewhere in Canada

1-800-564-2155

< Backto Support Options

* @ o

o222

vien Al grtn veres

& Testv

@ Frongais

MEDAVIE

BLUE CROSS"

35



	Introduction
	Logging In
	Initial login
	Subsequent Logins

	Main Navigation Menu
	Unavailable Functions
	Enrolment
	Finding an employee who already has benefits
	Transferring an Employee
	Note that if the effective date of the change is in the future, you can request a new card however, you will need to add the effective date of the change in the card request .
	Note: If policy has H.S.A.,  policy to policy transfert is not possible.Please send to Medavie Blue Cross.
	Notice that all 4 health benefits should always be all checked or unchecked together.
	Reinstating an Employee
	To find terminated employees, the Include inactive members box needs to be checked before clicking Search.
	You will be prompted to choose the Reinstatement Effective Date.
	Then, the employee’s previous choices will display, and can be clicked on and changed as needed.
	After updating benefits, you will be automatically navigated to the Request Card page.
	Notice that all 4 health benefits should always be all checked or unchecked together.
	Updating Employee Information
	Family Member Changes
	Benefit Changes
	Health Spending Account and Personal Wellness Account
	Salary and Occupation Changes
	Beneficiary Changes


	Coordination of Benefits Changes
	Adding an Employee
	Billing
	Viewing Bills (Formally known as eBills)
	Viewing Specific Policies/Divisions
	Viewing billing period
	How to Read a Bill


	Other things you should know
	Finding Forms, Booklets or Other Documents
	Getting in Touch with Blue Cross


