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Disclaimer 

  

 

While the user guide has been provided to you as a general step by step guide on how to 

complete certain updates, depending on your benefits and options available as well as 

processes required to be followed there may be additional steps required that are not 

included in this user guide. Please contact your Blue Cross Team for any questions or 

concerns or for further instructions specific to your Group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: When changes are being made through the administration website it is important 

that a recalculation is completed for each change to ensure that the changes will be 

applied. Please review the Confirmation statement after each change to ensure that the 

benefits are correct. If the changes are completed under the member website then the 

change is automatically applied.  
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Adding a New Enrollment 

 

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

 

 
 

The following screen will appear 

 

 
 

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

number and login  

 

 
 

Click on Continue
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Adding a New Enrollment 

 

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

the enrolment. 

 

  
 

Enter the member’s personal information:  

 

Items marked with an “*” are required fields 
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Adding a New Enrollment 

 

Enter the Members Employee Information 

 

Division - Select from the list available (these would be set up to be group specific) 

Payroll Number - This is usually the same as the Employee number 

Payroll, Cost Center and Location Code- Select from drop down list (these would be 

set up to be group specific) 

Hire date for Eligibility - this is the effective date that the member is eligible for 

benefits with Medavie Blue Cross the day that benefits should start. (Month/Day/Year) 

Earning Type - Select as per the requirements of the group 

Earnings - Current Frozen Earnings, Current Earnings and Future Frozen Earnings 

should all indicate the same amount. These fields are mandatory for new employees. 

(Ensure that you enter an annual salary if salary is selected) 

Original Hire Date - this will automatically be populated with the benefits effective 

date. This can be adjusted to the actual hire date. 
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Adding a New Enrollment 

 

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

 

Click on Save 

 

 
 

Once Save is selected a pop up will come up in regards to the Work Email if an email 

was not entered. Click on OK to continue with the enrolment. 

 

 
 

If your plan was set up to apply waiting periods an option will appear to advise if the 

waiting periods should be applied. Select “Yes” or “No” and click on save at the bottom 

of the page. 

 

 
 

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

 

 
 

Click on View Employee 
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Adding a New Enrollment 

 

Select the Employee Tab 

 

 
 

Click on the “Assign PIN” on the Employee tab 

 

 
 

A pop up will come up with the below information 

Click on “Assign” 
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Adding a New Enrollment 

 

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

 

 
 

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

 



 11 

Print a Confirmation Statement 

 

Note: Whenever a change is made by a Group Administrator that impacts the 

Confirmation Statement data (benefits, dependents, and beneficiaries), the administrator 

should print and send a new Confirmation Statement to the employee or advise the 

member that a new confirmation statement is available. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

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

bottom of the page 
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Print a Confirmation Statement 

 

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

 

 
 

A PDF will appear. You can print or save the Confirmation Statement for the member. 
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Print a Confirmation Statement - Login As 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Click on Review Coverage then select Review Current Coverage. 

 

Note: If this is the first year your benefits have been active then you will only see the 

option “Review Current Coverage” as an option. 

 

 
 

The Confirmation Statement will open up. Click on Print 
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Recalculating an Employee 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

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

and select the recalculate button 

 

 
 

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

 
 

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

 
 

The Recalculation will apply any reductions to the member’s coverage that is required. 
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Modify Employee Personal Details  

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee Tab 

 

 
 

Click on Modify Employee at the bottom of the screen 

 

 
 

Make necessary updates  

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

 

Click on “Save” at the bottom of the screen 

 

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



 16 

Modify Employee Personal Details - Login As 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Click on Review Personal Profile 
 

 
 
Click on “Change” 
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Modify Employee Personal Details - Login As 

 
Update personal information and click on save. 
 
Note: Depending on your group set up and processes you may be restricted from 
updating certain personal details. 
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Modify Employee Date of Birth 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee Tab 

 

 
 

Click on Modify Employee at the bottom of the screen 

 

 
 

Make update to members date of birth  

Enter a short description under “Reason for Change” ie. Update birthday 

 

 
Click on “Save” at the bottom of the screen 
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Modify Employee Date of Birth 

 

Go to the coverage tab. Click on the recalculate tab. 

Enter the effective date of the change and select the recalculate tab 

 
 

A Benefit Summary page will appear 

Click on Confirm at the bottom of the page 

 
 

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

Click on close. 
 

 
 

You can now click on View Confirmation on the Benefits tab and print the confirmation 

statement for the employee. 
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Modify Dependent Personal Details 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Dependent Tab 

 

 
 

Click on the dependents name that you need to update information for 
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Modify Dependent Personal Details 

 

Make necessary changes to dependent information 

Update the effective date of the change (if required) 

Click on Save at the bottom of the page 

 
 

The dependent update will now appear 
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Modify Current Beneficiary Information 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Beneficiaries tab 

 

 
 

 

Click on Beneficiaries name 
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Modify Current Beneficiary Information 

 

Update beneficiary details. ie date of birth 

Click on Save 
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Change a Beneficiary 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Beneficiaries Tab 

 

 
 

Select Choose Beneficiaries 

 

 
 

Select Add Beneficiary Information 
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Change a Beneficiary 

 

Add new beneficiary details and click on add 

 

 
 

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

 

 
 

Print the Beneficiary form and have the employee sign and date the form and return to 

you for processing. 
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Change a Beneficiary- Login As  

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Click on “Beneficiary Details/Forms” 

 
 

Select Choose Beneficiaries 
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Change a Beneficiary- Login As  

 

Click on Add New Beneficiary 

 

 
 

Complete the new beneficiary details. Click on Add. 

 

 
 

Adjust the Beneficiary amounts. Click on Save. 

 

 
 

 



 28 

Change a Beneficiary- Login As  

 

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

administrator website. 
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View Outstanding Beneficiary Pending 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

Search 

 

 
 

A list of outstanding Beneficiaries will appear. 

 

Note: Follow up with the employees as required. The beneficiary designation is not 

complete until the form is signed, dated and received by the group Administrator. 
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Confirm Pending Beneficiary for a Member 

 

Once when the signed Beneficiary form is returned from the member then you must go 

into the admin site and confirm the beneficiary information. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Beneficiaries Tab 
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Confirm Pending Beneficiary for a Member 

 

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

 

 
Put a check mark in the confirm box 

 

Click on save at the bottom of the page. 

 

 
 

Go to the Coverage tab 

Click on the benefits tab 

Click on view Confirmation 

Print the updated Confirmation Statement for the member with the new beneficiaries or 

advise the member to log in and print the updated statement from the member site. 
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View Outstanding EOI Pending 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

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

 

Once when a decision from medical underwriting is made a copy if the letter will be sent 

to the Group Administrator. Once this is received you must go into the system to remove 

the pending on the outstanding EOI. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the EOI Tab 
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Confirm Pending EOI for a Member 

 

Check that the EOI was received Change the EOI approval status from pending to 

approved or rejected and enter the effective date that was indicated on the letter. 

 

Click on update at the bottom of the page. 

 

 
 

Go to the Benefits tab 

Click on View Confirmation 

Print the updated Confirmation Statement for the member or advise the member to login 

and print the updated statement from the member site. 
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Reset an Employee’s PIN 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee Tab 

 

 
 

Click on “Reset PIN” on the Employee tab 
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Reset an Employee’s PIN 

 

The following pop up message will appear 

 

 
 

Click on “Reset” 

 

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

 

 
 

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

 

Go to the Employee Drop Down 

 
 

Click on Unlock Employee(s) 

 

Enter Employee Number for employee that needs to be unlocked and click on submit (or 

select Unlock All Employees Option) 
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Terminate an Employee 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee tab 

 

 
 

Click on the “Change Status” button 
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Terminate an Employee 

 

Select “Terminated” from the drop down list 

 

 
 

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

terminated) 

 
Select the “Change Status” button 

 
 

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

terminated. 
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Re-activate an Employee 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee Tab 

 

 
 

Click on the Change Status button 
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Re-activate an Employee 

 

Change the Status to Active and enter an effective date 

 

Click on Change status at the bottom of the page. 

 

 
 

Depending on when the member was termed (current or previous plan years) there are a 

few different screens that may appear. 

 

Option 1: 

 

The “Change Employee Status” page will appear 

Change the Status under action to “Activate” for all benefits required 

Ensure correct effective date for each benefit being activated is correct 

Click on Save at the bottom of the page 

 

 
 

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

 

Option 2: 

 

If the benefits have not been active since the previous plan year then you will be 

presented a blank screen. Click on save at the bottom of the page. 

 

 
 

On the employee tab click on Modify employee 

 

 
 

Update any information that needs to be updated: 

 

Update the effective date in the Hire date (for eligibility) field with the members new 

benefits effective date. 

Salary information- make sure all three salary fields are updated 
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Re-activate an Employee 

 

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

save. 

 

 
 

Ensure all other member details are correct ie. Dependent details 

 

If waiting periods are applicable on the employee page you will need to check the Apply 

Waiting Period status and modify as required. To update click on Modify Waiting button 

and change the waiting period to Yes or No and enter change reason and save. 

 

 
 

Go to the Coverage - Benefits tab. You should see a Click here option. Click on this 

button. This will bring back a list of benefits. 
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Re-activate an Employee 

 

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

 

 
 

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

benefits as required. 
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Re-activate an Employee 

 

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

the same date. Click on Save. 

 

 
 

Note: Once you return to the Coverage Benefits tab if there is still an option to Click here 

then an extra step is required for this member. Click on the Modify Benefits tab. 

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

go through each tab to update the benefits.  

 

On the Modify Benefits tab at the bottom of the page enter the new effective date and 

click on Save all. This will refresh the benefits and update any changes just completed. 

 

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

 

Recalculate Employee 

 

Go to the Coverage tab. Click on the Recalculate tab 

 

 
 

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

 

 
A Benefit summary page will appear. 
 

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

updated. 

 
 

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

Click on Close. 

 

You can now click on the View Confirmation on the Benefits tab and print the 

confirmation statement for the employee. 

 

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

order for the member to make any changes they will need to wait until the following day 

and do a life event to change dependents, beneficiaries etc. 
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Terminate a Benefit  

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee tab 

 

 
 

Click on the Change Status button 

 
 

Click on the “Keep Status” button 
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Terminate a Benefit  

 

Change the “Action” to Terminated for each benefit you wish to terminate (Member must 

have at least one benefit active)  

 

Change the effective date for each Benefit being terminated 

 

 
 

Click on save at the bottom of the page. The benefits will now have been removed. 

 

You can now click on the View Confirmation on the Benefits tab and print the 

confirmation statement for the employee or advise the employee to log in and print the 

updated confirmation statement. 
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Re-Activate a Benefit  

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee tab 

 

 
 

Click on the Change Status button 

 

 
 

Click on the “Keep Status” button 
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Re-Activate a Benefit  

 

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

 

Change the effective date 

 

 
 

Click on save at the bottom of the page 

Go to the Coverage tab. Click on the Recalculate tab 

 

 
 

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

 

 
A Benefit summary page will appear. 
 
Click on confirm on the next screen and then close. The benefits $ amounts will now be 
updated. 

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

Click on Close. 

 

You can now click on the View Confirmation on the Benefits tab and print the 

confirmation statement for the employee. 
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Adding Waiver of Premium to a Member 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee tab 

 

 
 

Click on Change status button 

 

 
 

Click on Keep status at the bottom of the page 
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Adding Waiver of Premium to a Member 

 

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

Change the effective date. 

 

 
 

Click on save at the bottom of the page 

 

Click on the Coverage tab 

Go to the Benefits tab 

Click on View Confirmation 

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

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee tab 

 

 
 

Click on Change status button 

 

 
 

Click on Keep status at the bottom of the page 
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Removing Waiver of Premium for a Member 

 

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

Change the effective date. 

 

 
 

Click on save at the bottom of the page 

 

Click on the Coverage tab 

Go to the Benefits tab 

Click on View Confirmation 

Print the updated Confirmation Statement for the member. 
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Terminating a Dependent 

 

Note: Mid plan year there may be students who have reached the maximum student age. 

These dependents must be terminated from the system in order for them to be removed 

from the file. Claims will no longer pay once the maximum age is reached. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 
 

Click on the Dependents Tab 

 

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

 

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

 
 

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

 

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

 

 
 

The dependent will now appear inactive on the dependents tab. 
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Re-activating a Dependent 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 
 

Click on the Dependents Tab 

 

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

 

 
 

Enter the effective date that you want the dependent status changed. Click on OK. 
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Re-Activating a Dependent 

 

The dependent will now appear active on the dependents tab. 
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Terminating a Dependent - Login As 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Select Life Event Change which is located at the bottom of the page. 
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Terminating a Dependent - Login As 

 

Enter the effective date of the life event change. Select the reason for the Life Event 

change (Choose the one that best indicates the change you will be making) 

 

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

 

 
 

Click on Next 

 

A disclaimer will appear. Click “I Agree” 

 

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

 

On the Dependent page click on the Trash can to delete the dependent. Note: This will 

permanently remove the dependent from the members file. 

 

 
 

A pop up will appear click on OK. 

 

  
 

The dependent will now be removed from the file. 

 

 
 

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

 

 
 

Note: If you are removing all dependents ensure that the benefits are changed to Single 

coverage on the Benefits pages. 
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Terminating a Dependent - Login As 

 

Click on Confirm once you reach the Enrollment Summary page. 

 

 
 

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

 

 
 

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

print. 

 

 
 



 63 

Adding a Dependent - Login As 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Select Life Event Change which is located at the bottom of the page. 
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Adding a Dependent - Login As 

 

Enter the effective date of the life event change. Select the reason for the Life Event 

change (Choose the one that best indicates the change you will be making) 

 

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

 

 
 

Click on Next 

 

A disclaimer will appear. Click “I Agree” 

 

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

 

Click on “Add New Dependent” 

 

 
 

Add dependent details and click on Save. 

 

 
 

The dependent details will now appear. 

 

 
 

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

 
 

Note: If you are adding the first dependent ensure that the benefits are changed to family 

coverage on the Benefits pages. 
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Adding a Dependent - Login As 

 

Click on Confirm on the Enrollment Summary page 

.  

 

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

 

 
 

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

print. 
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Update a Regular Dependent to a Student 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Click on the Dependent Tab 

Click on the Dependent name 

 

 
 

Select Student from the drop down list 
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Update a Regular Dependent to a Student 

 

Add the Effective date of the change 

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

 

 
 

Click on save at the bottom of the page 

 
 

The Relationship has now been adjusted to indicate Student. 
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Update a Dependent to a Disabled Dependent 

 

Note: Before updating a dependent to a disabled status please ensure that it has been 

approved by the Medical underwriting team. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Click on the Dependent Tab 

Click on the Dependent name 

 

 
Change the relationship to Disabled 

 

 
 

Click save at the bottom of the page.  
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Updating an Employee’s Salary mid plan year 

 

Note:  Salary updates usually are done if a significant increase is done to the member’s 

salary. Please discuss this process with your Blue Cross team prior to making changes to 

the salary mid plan year. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee tab 

 

 
 

Click on Modify Employee at the bottom of the page 

 

 
 

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

 

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

Earnings and Current Earnings) 

 

 
 

Enter the effective date of the change and enter the reason for change 

Click on Save 

 
 

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

 

Click on the Coverage tab 

 
 

Click on the recalculate tab 

 
 

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

 

 
 

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

 
Click on View Confirmation and print the confirmation statement for the Employee. All 

amounts will now reflect the cost of benefits based on the new salary. 
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Applying Benefit Reductions and terminating benefits mid plan year 

 

Note: Depending on your plan set up some benefits may have a reduction set up for some 

benefits that need to be applied once the member reaches a certain age. They may also 

have benefits that they are no longer eligible for mid plan year. If required by your plan 

set up you must make these adjustments throughout the year. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee tab 
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Applying Benefit Reductions and terminating benefits mid plan year 

 

To terminate a benefit that the member is no longer eligible for: 

Click on the Change Status button 

 

 
 

Click on the “Keep Status” button 

 

 
 

Change the “Action” to Terminated for each benefit you wish to terminate (Member must 

have at least one benefit active)  

 

Change the effective date 

 

 
 

Click on save at the bottom of the page 

 

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

and select the recalculate button 
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Applying Benefit Reductions and Terminating Benefits mid plan year 

 

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

 
 

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

 
 

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

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Select Life Event Change at the bottom of the page 
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Adding a Dependent/ Changing Benefits to Family - Login As  

 

Change the effective date and select the correct option from the list available. Click on 

next at the bottom of the screen 

 

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

 

 
 

Click on “I Agree” for the disclaimer 
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Adding a Dependent/ Changing Benefits to Family - Login As  

 

Click on Next on the personal information page 

 

 
 

Click on Add New Dependent 

 

 
Complete the dependent details and click on Save 

 

 
 

The dependent will now appear. Click on next. 

 

 
 

Coverage should now indicate family on the Health Benefit page. 

 

Note: Depending on your plan design you may need to select “Change dependent 

coverage” in order to change benefits to family or to add the new dependent to the 

coverage. 

 

Click on Next until you reach the Enrollment Summary page 

 

 



 78 

Adding a Dependent/ Changing Benefits to Family - Login As  

 

Click on Confirm 

 

 
 

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

 

 
 

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

to view/print your Confirmation statement 
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Removing a Dependent/ Changing Benefits to Single - Login As  

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Select Life Event Change at the bottom of the page 
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Removing a Dependent/ Changing Benefits to Single - Login As  

 

Change the effective date and select the correct option from the list available. Click on 

next at the bottom of the screen 

 

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

 

 
 

Click on “I Agree” for the disclaimer 
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Removing a Dependent/ Changing Benefits to Single - Login As  

 

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

 

 
 

Click on the trash can beside the dependent details. 

 
 

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

OK. 

 

 
 

The dependent will no longer appear. Click on next. 

 

 
 

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

 

Click on Next until you reach the Enrollment Summary page. 

 

 
 

Click on Confirm 

 

 
 

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

 

 
 

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

to view/print your Confirmation statement 

 

 
 



 83 

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

 

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

gain of coverage. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Select Life Event Change at the bottom of the page 
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Removing Health and/or Dental Benefits (Spousal Coverage) - Login As  

 

Change the effective date and select the correct option from the list available. Click on 

next at the bottom of the screen 

 

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

 

 
 

Click on “I Agree” for the disclaimer 

 

 
 

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

required as well 
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Removing Health and/or Dental Benefits (Spousal Coverage) - Login As  

 

Note: Depending on your plan set up you may have an option to opt out of the benefit 

and not have the waive coverage button available. (See screen shot for Opt out coverage) 

 

Waive Coverage Option (If Applicable) 

 

On the Health Benefit page select Waive Coverage for all benefits  

 
 

Opt out option (If Applicable) 

If you have the opt out option then select this option for each benefit that is no longer 

required due to spousal coverage. 
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Removing Health and/or Dental Benefits (Spousal Coverage) - Login As  

 

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

 

 
 

Click on Next until you reach the Enrollment Summary page. 

 

 
 

Click on Confirm 

 

 
 

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

 

 
 

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

to view/print your Confirmation statement 
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Adding Health and/or Dental Benefits (Loss of Spousal Coverage) - Login As  

 

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

coverage. 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Select Life Event Change at the bottom of the page 
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Adding Health and/or Dental Benefits (Loss of Spousal Coverage) - Login As  

 

Change the effective date and select the correct option from the list available. Click on 

next at the bottom of the screen 

 

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

 

 
 

Click on “I Agree” for the disclaimer 

 

 
 

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

required as well 
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Adding Health and/or Dental Benefits (Loss of Spousal Coverage) - Login As  

 

Note: Depending on your plan set up you may have an option to opt out of the benefit 

and not have the remove coverage button available. (See screen shot for Opt out 

coverage) 

 

Remove Waiver Option (If Applicable) 

 

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

 

 
Select the benefit option. 
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Adding Health and/or Dental Benefits (Loss of Spousal Coverage) - Login As  

 

Opt out option (If Applicable) 

If you have the opt out option then select the new option for each benefit that is now 

required. 

 

 
 

Click on Next until you reach the Enrollment Summary page. 

 

 
 

Click on Confirm 

 

 
 

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

 

 
 

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

to view/print your Confirmation statement 
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Changing a Benefit Option 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Click on “Login As” option for the member 

 

 
 

Select Life Event Change at the bottom of the page 
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Changing a Benefit Option 

 

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

the bottom of the screen 

 

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

 

 
 

Click on “I Agree” for the disclaimer 

 

 
 

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

well 
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Changing a Benefit Option 

 

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

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

 

 
 

Once on the Enrollment Summary page click on Confirm 

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

 

 
 

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

to view/print your Confirmation statement 
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Transferring a Member 

 

Go to the Employee Drop Down 

 
 

Click on Manage Employees 

 

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

 
 

Log into the member by clicking on their name  

 

 
 

Go to the Employee Tab 

 

 
 

 

Click on Modify Employee at the bottom of the page 
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Transferring a Member 

 

Depending on the set up of your group you may need to adjust the following options: 

Update Hire Date (for eligibility) to the effective date of the transfer to the new Division. 

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

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

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

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

Update the salary in all three fields. 

 

 
 

Enter Effective date and reason for change and click on save. 

 

 
 

A Pop up box may come up to indicate that the email is not completed 

Click on OK to continue 
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Transferring a Member 

 

On the Employee Tab under the Division you will notice a “Switch Plan” button. This 

must be clicked on in order to change the benefits. 

 

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

 

 
 

A pop up will come up. 

 

Select the option to “Open the employee’s enrollment window so they can make their 

new elections” or you can do a login as and make the selections for them. (Recommended) 

 

You can also select the option “I will make the employee’s new elections from the admin. 

 

Ensure the effective date is correct and enter a reason for the change 

 

Click on Switch Plan 
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Transferring a Member 

 

If applicable you will see the waiting periods at the bottom of the page on the employee 

tab. To update click on Modify Waiting button and change the waiting period to Yes or 

No and enter change reason and save. 

 

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

 

You can reset the members PIN on the Employee tab and advise them to select their 

benefits or you can select their benefits for them through the Login As option. 

 

Login As options 

 

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

 

 
Complete the Enrollment by completing the mandatory information. Click next to 

continue through each page until you reach the Enrollment Summary.  

 

Click on Confirm. 

 

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

 

 
 
Transferring a Member 

 

The Confirmation statement will appear to View/Print. 
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Generate Data Extracts 

 

Click on the Extract tab. Select Generate Data Extracts. Enter the Extract Name. Select 

the criteria you would like to run the query for. Select the Extract Type (ie. Employee 

Information, Dependent Information etc.) 

 

 
 

Click on Execute 

 

 
 

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

Click on Ok 
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Generate Data Extracts 

 

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

 

 
 

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

 

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

 

 
 

A pop up will appear. Click on Open or Save 

 
 

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

with the data available. 
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Run a Carrier Export 

 

Click on the Exports tab. Select Carrier Export. 

 

 
 

Click on Next for the Carrier File you want to Export 

 

 
 

Enter date range for the export. Click on Export. 

 
 

A pop up will appear indicating that the request was received. Click on Ok. 
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Run a Carrier Export 

 

Return to the Carrier Export results by clicking on Next. 

 
 

Select the Export just requested. Click no Download report. 

 
 

You can now Save the document and send the file to Blue Cross as per the process that 

has been set up for your group. 
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Run a Payroll Export 

 

Click on the Exports tab. Select Payroll Export. 

 

 
 

Click on Next for the Payroll File you want to Export 

 

 
 

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

populate. 

 
A pop up will appear indicating that the request was received. Click on Ok. 
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Run a Payroll Export 

 

Return to the Payroll Export results by clicking on Next. 

 

 
 

You will now see your export range just requested. 

 

 
 

Click on Download Payroll 

 
 

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

payroll systems. 

 



 106 

Run a Billing/Premium Export 

 

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

 

 
 

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

 
At the bottom of the page click on Generate Bill. 

 

 
 

A pop up will appear indicating that the request was received. Click on Ok. 
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Run a Billing/ Premium Export 

 

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

 
 

Click on Billing History. 

 

 
 

You will now see your export range just requested. 

 

Click on Download Bill 

 

 
 

You can now Save the document, open and view your bill. 

 


