


Group Administrator Guide

Published quarterly

Answers most frequently asked questions
Your complete guide

Available on our Website

Can be used right on-line
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Customer Care

« Hours of operation
« Monday — Thursday 8am -7pm
« Friday 9am -7pm
« Saturday 9am- 1pm

« Instructions for reaching out to customer service
« Via phone
« Via mail / email

« Convenient member tools on-line
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Mermnbership Enrollment Options

« Enrollment options
* On-line Web Enrollment
« Paper Applications
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Membership Enrollment Options ~ Pg 7

Web Enrollment

« Updated Web functions

Change Coverage

Dependent Add

Cancel Coverage features

“View Recent Web Enrollment & Policy Updates” feature
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Membership Enrollment Options ~ Pg 8

Paper Enrollment

« Easy to follow checklist

« Custom applications

« Tips on cancelation dates — must use last date of
the month

 When you need to send paper applications instead
of using the on-line web enrollment process
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Membership Enrollment Options Pg9

Secure Email

« Correspondence accepted via web only
« Ensures secure transfer
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Mermbership Enrollment Options

« Documents you need to request for your records

« Marriage Certificates, cancellation of prior coverage
letters , domestic partner affidavits, signed enrollment

applications
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Group Administrator Guide

« Group Level Activity
« Medicare
« Continuation of Coverage

 Certificate of Coverage/Prior Coverage Information
Needs

e Coordination of Benefits

« Health Insurance Portability and Accountability Act
of 1996 and Privacy (HIPAA)

* Frequently Asked Questions
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