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This resource includes images containing sample data to better illustrate the functionality of our software within
the context of this course. All sample data displayed in the figures throughout this document is simulated, non-
personal data.
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About This Guide

This guide provides information on how to use Benefitfocus eBilling. eBilling is an electronic invoice presentment
and payment solution, securely hosted for you to efficiently manage and pay your invoices online.

The chapters in this guide correspond to each of the tabs that appear in the main navigation bar on the left of each
page of the eBilling application. See Working with the eBilling Home Page for additional information.

Note: Some features in this document may not be available to you, based on software settings established for your
company and or security driven features within the application. Please contact your account representative if you
have questions about your access.

This document may include the following icons to highlight additional information, warnings and suggestions:

The document icon references external documentation that is useful to further understand the
E information being presented.

The note icon provides additional or important information about special conditions, suggestions or
actions that should be taken.

The risk icon is a warning, often cautioning against taking certain actions.

The tip icon provides additional, more efficient instructions when completing a task.

S M@
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Chapter 1

eBilling Basics

This chapter provides information on the basics of working with the eBilling application and includes information
on logging into the application, working with the eBilling user interface and managing your account information.

Getting Started with eBilling

After receiving your eBilling user credentials, you can refer to the information in this section to familiarize yourself
with the eBilling user interface and basic system features.

Logging into eBilling

Follow the steps below to log into eBilling.
1. Go to the eBilling login page provided.
2. Enter your Username and Password.

3. Click Log In.

If you forget your Username or Password, you can request to have your credentials reset using the links
on the login page.

e
wsss LOG in to your account

Username®

Password*

r Forgot your Username? »
Forgot your Password? p

The eBilling Home page displays.

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 6



n(]ﬁ@,nql & Carrie Client v

Home
Your Current 02/01/2017 Invoices @ Stop Paper
o T You may elect to stop receiving paper invoices in the mail.
Lane's Advertising $15,646.37 GoPaperless
789012345 Total Amount Due
Payment Due Date: 02/01/2017 Messages
Invoice Date: 01/15/2017
Billing Period: 02/01/2017-02/28/2017

For system maintenance, the application will be unavailable
during the times listed below.

Make a Payment Print Invoices View Consolidated Details * Thursday, September 21st 11:00 PM until 1:00 AM EST

We are sorry for the inconvenience, and we thank you for
your patience.

Individual Invoices (2) Show Individual Invoices v

Payments

Search and review your recent payments
Payment History

View your pending payments
pending Payments

View your payment accounts

Payment Accounts

You have auto draft enabled.

Scheduled Reports

View your scheduled reports
Scheduled Reports

Create a new scheduled report

Create Report

Users

Search and edit your user accounts

Manage Users

Create a new user

Create Users

Depending on your group's configuration, you may login through your provider's page (SSO) rather than
~~  logging in directly as described above. In this case, you will still be directed to the eBilling Home page as
shown above.

If you login directly, the first time you login you will be prompted to update your password and security
guestions before proceeding.

Working with the eBilling Home Page

On the Home page, you can access a number of the major features of the eBilling application, including:
e  Making payments
® Printing invoices

e Viewing invoice details




Quickly navigate the eBilling application using the tabs on the navigation bar.

-

Home

Your Current 02/01/2017 Invoices

Lane's Advertising

789012345

Payment Due Date:
Invoice Date:
Billing Period:

Make a Payment

Print Invoices

02/01/2017
01/15/2017
02/01/2017-02/28/2017

View Consolidated Details

$15,646.37

Total Amount Due

naﬁ@nal & Carrie Client v

& Stop Paper

You may elect to stop receiving paper invoices in the mail.

Go Paperless

Messages

For system maintenance, the application will be unavailable
during the times listed below.

* Thursday, September 21st 11:00 PM until 1:00 AM EST

Search for and view current invoices, adjustments and payment history on the Billing tab.

View Invoices

@ View Invoices

Billing Search Invoices
Adjustments

Payment History

Invoice Level Search

Subgroup #

Your Current Invoices

Reset

View Current E|

tems | 1-1
Invoice Level  [|Subgroup #  []Billing Perlod (%] Involce #
v Options +789012345 02/01/2017-02/28/2017
tems | 1-1

naﬁ@nal & Carrie Client v

Submit
(</Involce Date || Payment Due Date  [=|Total Amount Due
01/15/2017 02/01/2017 $15,646.37

Create, view and schedule reports on the Reports tab.

Create Reports

Create Reports
Completed Reports

Scheduled Reports

Skip to Invoice Reports | Payment Reports

Invoice Reports

v Options Advanced Print Invoice Report

\ Options Current Invoices

+ Options Reconclliation Adjustment Report
Back to Top

Payment Reports

w Options Payment Report

v Options Scheduled Payment Report

Back to Top

Invoice Report for Premium or Claims invoices.

A report detailing all current invoices for the Client.

A report detailing reconciliation adjustments

A report detailing all payments.

A report detailing all scheduled payments.

naﬁ@nal &) carrie client v




Set up payment accounts and manage user accounts on the Setup tab.

Payment Accounts

Create Payment Account

B3 Payment Accounts

User Accounts

items | 1-1
(<] Account Type
 Options Bank Account
ltems | 1-1

=] Account Name |+ |Status (| Default

Test Bank Account Enabled

nqﬁ@nal &) carrie client v

[%] Auto-Draft Enabled <] Create Date

Yes 02/09/2017

The Home Page also includes additional sections for quick access to messages, payments, scheduled reports and

users.

4
Hﬁ Home

e
Your Current 02/01/2017 Invoices

Lane's Advertising

789012345

Payment Due Date: 02/01/2017

Invoice Date: 01/15/2017

Billing Period: 02/01/2017-02/28/2017

Make a Payment Print Invoices View Consolidated Details

Individual Invoices (2)

$15,646.37

Total Al ue

Show Individual Invoices v

n(]ﬁ(g‘,nql & Carrie Client v

@ Stop Paper

You may elect to stop receiving paper invoices in the mail.

Go Paperless

Messages

For system maintenance, the application will be unavailable
during the times listed below.

* Thursday, September 21st 11:00 PM until 1:00 AM EST

We are sorry for the inconvenience, and we thank you for
your patience.

Payments

Search and review your recent payments
Payment History

View your pending payments
Pending Payments

View your payment accounts

Payment Accounts

You have auto draft enabled.

Scheduled Reports

View your scheduled reports
Scheduled Reports

Create a new scheduled report

Create Report

Users

Search and edit your user accounts
Manage Users

Create a new user
Create Users




The Messages area displays important information and instructions. This may include system messages alerting
you to any planned application downtime for maintenance or messages from your carrier.

Messages
For system maintenance, the application will be unavailable during the
times listed below.

= Thursday, October 5 from 11:00 PM to 01:00 AM EST

We are sorry for the inconvenience, and we thank you for your patience.

Quickly access payment history, pending payments and payment account information in the Payments area.

Payments

Search and review your recent payments

Payment History

View your pending payments

Pending Payments

View your payment accounts

Payment Accounts

View or create reports from the Scheduled Reports area.

Scheduled Reports

View your scheduled reports

Scheduled Reports

Create a new scheduled report

Create Report

Create and manage eBilling user accounts in the Users area.

Users

Search and edit your user accounts

Manage Users

Create a new user

Create Users

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary



Updating Your Account Settings

Update your user account settings to change your notification preferences, password and security questions. To
update your user account, click the user profile menu in the upper right corner then select My Account.

noﬁ@nql & Carrie Client v

Carrie Client

My Account h

Help

Logout

The My Account Settings page displays.

My Account Settings
* Email carrie.client@email.com
To ensure timely notifications of new invoices and important system information, an email address is
required.
Old Password
Mew Password (7]
Confirm New Password
Secret Question 1 What was the last name of your third grade teacher?
Secret Answer 1 IR ———
Secret Question 2 Where did your parents meet?
Secret Answer 2 HEEEEEE R
Secret Question 3 What was the first thing you learned to cook?
Secret Answer 3 A s e
Cancel

Update your preferred email address, password and/or security questions as desired, then click Save.
Asking and Reviewing Questions

If enabled, the Ask a Question feature allows you to communicate securely with a carrier service representative
within eBilling.

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary
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Asking a Question
Follow the steps below to ask your carrier a question.

1.
the Ask a Question section on the Home page.

nGﬁ@nq I '& Carrie Client v*

Carrie Client

My Account

®, Ask a Question h

Help

Logout

Ask a Question

Do you have a question?

Ask a Question h

You have no new reponses.

Select the Ask a Question link from the user profile menu in the upper right corner of any page or from

2. Select the | want to ask a new question button on the Questions page.
Questions
| want to ask a new question -
Oltems | 0-0
[+ Subject [£] Message Text [#] Last Response By [#]Last Response Date
Otems | 0-0
3.

Enter your question in the Question field and enter any other required information.

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary
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Ask a Question

Use the form below to submit your question. Responses from your carrier will appear in a bold font.

Ask a Question

Subject

QOriginal Date
Last Response Date

Last Response By

Send to Group Billing

Question*

4. Click Submit at the end of the page. You are returned to the Questions page. Your question will be added

to the list of questions.

Questions

| want to ask a new question

{aet30 bays m

ttems | 1-1

[%] Subject [] Message Text [%]Last Response By

~ Options Sample Question Q: This is a sample question. Carrie Client

ttems | 1-1

[%] Last Response Date

10/05/2017

5. (Optional) Select Options for the question to Edit or Delete your question. If you delete a question, the

carrier representative will no longer be able to see your question.

Reviewing a Question Response

Once the carrier responds, a Responses Available link will appear in the Ask a Question section of the Home page.

To review the carrier representative response, follow the steps below.

1. Select the Responses Available link on the Home page.



Ask a Question

Do you have a question?

Ask a Question

You have a response to your question!

Responses Available *

You can also select the Ask a Question link from the user profile menu in the upper right corner of any
page or from the Ask a Question section on the Home page.

nGﬁ@nq I & Carrie Client vﬁ

Carrie Client

My Account

®; Ask aQuestion h

Help

Logout

2. Read the response from the carrier representative. Responses will appear in bold font below the question
in the Message Text column.

Questions

| want to ask a new question

st 30 bays m

items | 1-1
[%] Subject %] Message Text [£Last Response By [%]Last Response Date

. Q: This is a sample question. )
Opti
+ Options. Sample Question e —————— Ben Admin 10/05/2017

ltems | 1-1

3. (Optional) Select the Options button to Reply to the carrier representative or to Delete the question.

Logging out of eBilling

To log out of eBilling, click the user profile menu in the upper right corner, then select Logout.

nQﬁ@nQI & Carrie Client v

Carrie Client

My Account

Help

# Logout

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary



Going Paperless

If you prefer, you can choose to stop receiving paper invoices. After electing to go paperless, you must contact

your carrier to re-establish paper billing.

Follow the steps below to go paperless.

1. On the Home page, click the Go Paperless link in the Stop Paper section.

Home

Your Current 02/01/2017 Invoices

Lane's Advertising

Make a Payment

Individual Invoices (2)

Print Invoices

o N

789012345

Payment Due Date: 02/01/2017

Invoice Date: 01/15/2017

Billing Period: 02/01/2017-02/28/2017

View Consolidated Details

¥

$15,646.37

Total Amount Due

@ Stop Paper

You may elect to stop receiving paper invoices in the mail.

Go Paperless h

Show Individual Invoices v

T e . W b/

Messages

For system the appli will be
during the times listed below.

* Thursday, September 21st 11:00 PM until 1:00 AM EST

We are sorry for the inconvenience, and we thank you for
your patience.

Pl s i

o s

The Stop Paper Invoices page displays.

Stop Paper Invoices

Select the method for turning off paper invoices.

Please Note: per invoices, ‘2 valid email adds

Your emait: carrie.client@email.com

. Tun oft paper invoices for allinvoice levels.

Turn off paper invoices for the following invoice levels:

ith your account. You may add or update your email address in the My Account section.

System:  Group Biling vj

-

B Group 2
789012345

ol

0001

0002

2. Choose whether you would like to disable all your paper invoices or if you would like to select specific

accounts to be paperless:

a. Select Turn off paper invoices for all invoice levels to disable paper invoices for all accounts.

b. Select Turn off paper invoices for the following invoices levels to enable a selection list of all accounts
that are still receiving paper invoices. Place a check in the checkbox for each invoice grouping that

should no longer receive paper invoices.




Stop Paper Invoices

Select the method for turning off paper invoices.

Please Note: T invoices,

y . You may add or update your email address in the My Account section.
Your email: carrie client@email com
o Turn off paper invoices for all invoice levels.
® paper
System:  Group Billing j
Zhoms | 1-2
2 Group # Subgroup &
% 789012345 0001
O 789012345 0002
2koms | 1-2

3. Click Save. The Home page displays a message indicating that you are participating in online billing.

& Stop Paper

You have elected to stop receiving your paper invoices.

If you do not disable paper for all invoice levels, the option to Go paperless will remain available on the
Home page.

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary
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Chapter 2

Billing

By default, your current invoices are displayed on the Home page. You can view additional invoices and invoice
information on the Billing tab, however, which also enables you to search for invoices, adjustments and view your
payment history.

noﬁ@nal & Carrie Client v

View Invoices

1 View Invoices

Search Invoices

Invoice Level Search
Billing

Adjustments Subgroup #
Payment History
Reset
Your Current Invoices  view curent submit
1tems | 11
Involce Level (%] Subgroup# [ Billing Perlod %] Involce # [Z]involce Date (| Payment Due Date (< Total Amount Due
~Options | +789012345 02/01/2017-02/28/2017 01/15/2017 02/01/2017 $15,646.37

tems | 1-1

Viewing Invoices

The View Invoices page provides you with at-a-glance visibility into your invoices. On this page, you can search for
invoices by an invoice status and/or an invoice level (if applicable).

The list below provides a brief description of each invoice status:
e  Currentinvoices belong to the current coverage period
®  Priorinvoices belong to a previous coverage period
®  Paid status is applied to all invoices to which payments have been applied

®  Obsolete status applies to all invoices that have been replaced with a re-billed invoice

Searching by Invoice Level

Invoice level may be used by groups who receive separate invoices for different groupings of members, such as per
location or line of business. If a group is using invoice levels, an Invoice Level Search option will display at the top of
the View Invoices page. Follow the steps below to conduct an invoice level search.

1. Click the Billing tab on the navigation bar.

The View Invoices page displays. The default display mode in the Invoice Level Search section is Current
invoices.

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 17



Invoice Level Search

Subgroup #

m i

Your Current Invoices View |Current H Submit
Thems | 1-1
Invoice Level %/ Subgroup # (=] Billing Perlod (=] Involce # =/ Involce Date (=] Payment Due Date (=] Total Amount Due
 Options + 789012345 02/01/2017-02/28/2017 01/15/2017 02/01/2017 $15,64637

Thems | 1-1

2. If there are multiple groups under one account, you can locate a specific group by entering the identifier
in the invoice level field, shown here as Subgroup #.

Invoice Level Search

Subgroup # 0001

m feset

3. Click Submit. The search results display the available invoices for the entered invoice level for the
currently selected status type.

Invoice Level Search

Subgroup # 0001

m et

Your Current Invoices view Current Submit
1ltems | 1-1
Invoice Level [%] Subgroup # Billing Period [%] Involce # [%] Involce Date Payment Due Date %] Total Amount Due
~ Options 789012345 /0001 0001 02/01/2017-02/28/2017 6578 01/15/2017 02/01/2017 $13,197.02
1ems | 1-1

Viewing Consolidated and Sub-group Invoices

Consolidated invoices contain multiple sub-group invoices rolled into an overall group invoice. Invoices are
consolidated for convenience to display a summary of all the invoices for a particular billing period. Consolidated
invoice records are identified by a plus symbol (+) adjacent to the invoice level name or number, as shown in the
figure below.

Your Current Invoices View Current M [ subrit
items | 1-1
Involce Level [ Subgroup#  [=]Bllling Perlod [%]Involce # [#]Invoice Date  |5|Payment Due Date || Total Amount Due
v Options + 789012345 02/01/2017-02/28/2017 01/15/2017 02/01/2017 $15,646.37
tems | 1-1

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 18



Click the (+) symbol to view the consolidated/sub-group invoice information. In the figure below, the sub-group
0001 is displayed in the Invoice Level identifier 789012345 / 0001 and the Subgroup # column.

Your Current Invoices View Current
2items | 1-2
Involce Level |<|Subgroup # (=] Bllling Period
v Options - 789012345 02/01/2017-02/28/2017
\ Options 789012345 / 0001 0001 02/01/2017-02/28/2017
+ Options 789012345 /0002 0002 02/01/2017-02/28/2017
2items | 1-2

v

‘ Submit
[<] Invoice # [<]Invoice Date [%| Payment Due Date |=|Total Amount Due
01/15/2017 02/01/2017 $15,646.37
6578 01/15/2017 02/01/2017 $13,197.02
5435 01/15/2017 02/01/2017 $2,449.35

Modifying the Invoice List View

The default view on the View Invoices page displays Your Current Invoices. You can easily modify the invoice list
view on the View Invoices page by selecting to view a different period or category from the View drop-down box.

View Invoices
. Invoice Level Search
Search Invoices
Adjustments Subgroup #
Payment History
Submit Reset
Your Current Invoices View Current B Submit
1tems | 1-1
Involce Level [</Subgroup #  [<|Bllling Period []Invoice # [%]Invoice Date (] Payment Due Date [£] Total Amount Due
s Options + 789012345 02/01/2017-02/28/2017 01/15/2017 02/01/2017 $15,646.37
1tems | 1-1
You can display Current, Prior, Obsolete or Paid invoices.
Current
Vie!
Obsolete
Paid
Click Submit. The modified view displays.
Your Prior Invoices View Prior Submit
2items | 1-2
Involce Lavel (%] Subgroup # (=] Billing Period (5] Involce # (%] Involce Date [=| Payment Due Date [%] Total Amount Due
~ Options + 789012345 12/01/2016-12/31/2016 n/15/2016 12/01/206 $15,646.37
« Options +789012345 01/01/2017-01/31/2017 12/15/2016 01/01/2017 $15,64637
2items | 1-2
Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 19




Viewing Invoice Details

View the details of an invoice to access invoice summary information, including financial totals, charges,
retroactivity, adjustments and additional fees or charges. You can view the details of a regular individual invoice or
consolidated/sub-group invoices. When viewing a consolidated invoice, Consolidated Invoice View displays in the
header as a reminder.

To view the invoice details, click Options and select View Invoice for the invoice.

Your Current Invoices View Current Submit
Ttems | 1-1
Invoice Level £ Subgroup#  [%]Billing Perlod [] Involce # [£]Involce Date  [<| Payment Due Date [#] Total Amount Due
~ Options +789012345 02/01/2017-02/28/2017 01/15/2017 0z2/01/2017 $15,646.37
EXE—
Pay invoice
Print invoice

The Invoice Details page displays.

Invoice Details

Billing Totals Summary Current Premiums Retroactivity Online Adjustments Manual AR

Search Involces

Consolidated Invoice View

Print Invoice

Lane's Advertising Group # 789012345 Payment Due Date: 02/01/2017

Adjustments

Payment History

35 West Street Invoice Date:  01,/15/2017 Total Amount Due:  $15,646.37
Greenville, 5C 29607 Billing Period:  02,/01/27-02/28/2017

Billing Summary

Original Totals

PREVIOUS BALANCE $16,082.80
AMOUNT PAID ($16,082.80)
BALANCE FORWARD £0.00
CURRENT PREMIUMS,/FEES $16,082.80
RETROACTIVE PREMIUMS/FEES ($436.43)
MANUAL ADJUSTMENTS $0.00
TOTAL AMOUNT DUE $15,646.37

Invoice details and labels may vary depending on the settings established for your company. The
following screens and descriptions are shown for sample purposes.
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The buttons on the header of the Invoice Details pages enable you to quickly jump to pages to pay invoices, make
invoice adjustments, print invoices and add members to invoices. Available options will depend on your group's
configuration and your permissions.

Print invoice Request a Rebill Add a member to Invoice

The Billing Totals tab provides a summary of total costs and adjustments since the last invoice, such as retroactive
adjustments, any unpaid balance, premiums for the current coverage period and the total amount due.

Click the Summary tab to view a breakdown of the types of plans available for each product and the members per
plan for the current period, retroactive values, and combined.



I Billing Totals Summary Current Premiums Retroactivity Online Adjustments Manual AR
Consolidated Invoice View
Print invoice
Lane's Advertising Group # 789012345 Payment Due Date: 02/01/2017
35 West Street Involce Date:  01/15/2017 Total Amount Due:  $15,646.37
Greenville, SC 29607  Billing Perlod: 02/01/2017-02/28/2017
CURRENT for this period
Type Description Contract Type Count
CURRENT Dental Employee Only 20
Dental Employee + Family 20
Dental Employee + Spouse 20
PPO Employee + Spouse 20
FFO Employee + Family 20
PPO Employee Only 20
Total CURRENT Subscriber Count: 120
RETRO for this period
Type Description Contract Type Count
RETRO Dental Employee + Family ]
Dental Employee + Spouse 1
Dental Employee Only 1
PPO Employee + Spouse 1
PPO Employee Only 1
FFO Employee + Family 0
Total RETRO Subscriber Count: 4
NET for this period
Type Description Contract Type Count
MET Dental Employee Only 20
Dental Employee + Spouse 2
Dental Employee + Family 21
FFO Employee + Family 21
PPO Employee + Spouse 2
PPO Employee Only 20
Total NET Subscriber Count: 124

Click the Current Premiums tab to view the roster of billed subscribers and additional subscriber information. This
may include columns for information, such as subscriber SSN, name, product, coverage level and premiums. The
table is searchable and sortable. If the subscribers have dependents or multiple plans, the expand/collapse all
buttons can be used to show/hide subscriber details.



Billing Totals Summary Current Premiums Retroactivity Online Adjustments Manual AR
Consolidated Invoice View
Print invoice
Lane's Advertising Group # 789012345 Payment Due Date: 02/01/2017
35 West Street Involce Date:  01/15/2017 Total Amount Due:  $0.00
Greenville, 5C 29607 Billing Perlod:  02/01/2017-02/28/2017
Details
FindBy  Please Select Reset
60ltems | 1-20 I Advanced Sorting Expand All Collapse All
[7/SUBSCRIBER  [7] SUBSCRIBER [7|MEMBER [:|MEMBER [7|LAST 7] FIRST @ Subgroup (7] PREMIUM
SsN D D SsN NAME NAME w  RELATIONSHIP AGE s AMOUNT
0023 000-00-0023 Abrzham  Boris w 0001 Dental E;f’u'::“ * $308.94
. Employee +
FHEOmMO 000-00-0010 Arnold Lillian d] 00m Dental Family $367.71
- 002 000-00,0021 gt Victoria o0ga _ Degial Sl $127.49

Click the Retroactivity tab to view the details of any retroactive adjustments that have been applied to the current

invoice.

Billing Totals Summary Current Premiums

Retroactivity

Online Adjustments Manual AR

Consolidated Invoice View

Print invoice

Group #
Involca Data:

Lane's Advertising 789012345

35 West Street 0/15/2017

Greenville, 5C 29607

Retroactive Adjustments

FindBy  Please Select

Ziems | 1-2 | Advanced Sorting Expand All
]
SUBSCRIBER SUBSCRIBER  MEMBER  MEMBER
55N 1] [} SSN
0059 000-00-0059
0060 000-00-0060

2ftems | 1-2

Billing Perlod: 02/01/2017-02/28/2017

Payment Due Date:  02/01/2017

Total Amount Due:  $0.00

Feset

Collapse All
8] [£] ADJUSTED
ELAST S FRST 5 @ Contract
RELATIONSHIP AGE  Subgroup REASON PREMIUM
NAME NAME Mi i~ Description  Type AMOUNT
Greene  Joan G PO pye ($127.49)
Only
Lee Piers H PPO Employee + (3308.94)
Spouse

The table may include columns for detail information, such as subscriber SSN, name, product, coverage level and
adjusted premiums. The table is searchable and sortable. If the subscribers have dependents or multiple plans, the
expand/collapse all buttons can be used to show/hide subscriber details.
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Click the Adjustments tab to view current adjustments. This may include both new and previous subscriber
premium amounts, as well as the reasons for differences. This information only displays if a user has selected to
make adjustments or add a member to the invoice.

Current Adjustments
FindBy Please Select £|
2items | 1-2 | Advanced Sorting Expand All
® 8]
ADJUSTMENT CHANGE (=SSN
TYPE REASON
+ Options 4440006
+ Options +44440002
2fems | 1-2

Search

] -
= [Z]LAST
MEMBER =

SUBSCRIBER

D D

000-00- ,

0006 Davidson ~ Mark
000-00- ] )
0002 jones joan

Reset

C

B

Collapse All

[[]  [EINEW

&
Description  EFFECTIVE PREMIUM PREMIUM

DATE AMOUNT AMOUNT

Subscriber Total

Subscriber Total

5]
PREMIUM
AMOUNT

$1,060.00

$0.00

To view the detailed information about an adjustment, click Options and select View Adjustment Details. Expand
the subscriber details to display individual adjustments, if necessary.

Current Adjustments
FindBy  Please Select H Reset
2Mtems | 1-2 | Advanced Sorting Expand All Collapse All
@ %] CHANGE ® wiast 2 Contract @ B [ENEW Emusm)
ADJUSTMENT 7 =SSN SUBSCRIBER [<|MEMBERID - FIRST = Description  EFFECTIVE ~ PREMIUM  PREMIUM e
TYPE REASO D NAME L DATE AMOUNT AMOUNT °REM
AMOUNT
~Options| e 0006 ooou 0 u-oo- Davidson  Mark Subscriber Total ~ $1,060.00
""" 0006 g&oo- Davidson  Mark Dental Product Total $530.00
Add D000 Employ
~ Options Adds Spouse/Domestic 0006 Davidson ~ Mark om‘; Y€ Dental 10/0/2016  $3000 330000  $530.00
Partner
View Adjustment Details
fed 000-00- Employee
Spouse/Domestic  *+4** 0006 000-000-0006,% Davidson ~ Mark PIOVRE: 1000 $300.00 $530.00
Delete Adjustment Partner 0006 Only
The Adjustment Details page is displayed enabling you to review the adjustment transaction details.
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Adjustment Details
Bob's Garage Group # 123456789 Payment Due Date: 02/01/2017
123 Main Street Invoice Date: 01/15/2017 Total Amount Due: $3,790.00
Suite A Billing Perlod: 02/01/2017-02/28/2017
Corporate Headquarters
Greenville, SC 29607
SSN FIRST NAME Middie Initial LAST NAME Benefit Type Amount
#+44+0006 Mark C Davidson Employee Only $30.00
*444:0006 Mark C Davidson Employee Only $200.00
To complete the benefit enroliment for the subscriber below, please click the "View Enrollment™ link in the Options drop down next to the Subscriber's name on the CURRENT PREMIUMS Tab.
Status Open Adjustment
Change Type Adds
Change Reason Add Spouse/Domestic Partner
SSN *44+40006
Subscriber ID 000-00-0006
Member ID
Last Name Davidson
First Name Mark
MI C
Relationship
Age
Contract Type Employee Only
Description Dental
New Contract Type Dental
New Description Dental
Effective Date of Change 10/01/2016
Premium Amount $30.00
Premium Amount $200.00
New Premium Amount $300.00
New Premium Amount $300.00
Adjusted Premium Amount  $530.00
Notes Married
Dependents Affected
Dependent SSN Dependent Last Name Dependent First Name D: dent MI Rel h Dependent Date Of Birth
Back
Click Back to return to the Adjustments tab.

If you need to delete an invoice adjustment, click Options and select Delete Adjustment.
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Current Adjustments

FindBy  Please Select E| Search Reset
2items | 1-2 | Advanced Sorting Expand All Collapse All
o= oo s - o B
e 5] CHANGE ® EAsT L 5 Contract @ G CINEW e
ADJUSTMENT REASON [Z1SSN SUBSCRIBER  [=| MEMBER ID NAME FIRST M T Description  EFFECTIVE ~ PREMIUM  PREMIUM PREMIUM
TYPE D NAME i DATE AMOUNT AMOUNT
AMOUNT
- 000-00-
 Options **4+*0006 000 Davidson Mark C Subscriber Total ~ $1,060.00
000-00-
*444+0006 0006 Davidson Mark C Dental Product Total $530.00
§ fad 000-00- Employee
v Options Adds Spouse/Domestic ~ *****0006 Davidson Mark C R Dental 10/01/2016  $30.00 $300.00  $530.00
- B Partner 0006 Only

View Adjustment Details
fad 000-00-

o = Employee
Spouse/Domestic  *****0006 000-000-0006,% Davidson Mark C PPO $300.00 $530.00
Delete Adjustment Partner 0006 Only

A confirmation message displays asking you to confirm the deletion.

Do you really want to delete this adjustment?

Cancel oK

Click OK to delete the invoice adjustment. The Adjustments tab displays.

Click the Manual AR tab to view the details of other adjustment activities to an invoice, such as manual accounts
receivable adjustments, late fees, credits, etc.

Billing Totals Summary Current Premiums Retroactivity Online Adjustments Manual AR

Consolidated Invoice View

Pay invoice Print invoice

Lane's Advertising Group # 789012345 Payment Due Date: 02/01/2017
35 West Street Involce Date:  01/15/2017 Total Amount Due:  $15,646.37

Greenville, SC 29607 Bllling Perlod: 02/01/2017-02/28/2017

MANUAL AR ADJUSTMENTS

2ltems | Advanced Sorting

= | Description [£] ADJUST AMOUNT
Setup $250.00
Late Fee $25.00

2 items

Sorting Invoices

You can sort the invoice list and some invoice details using the sort function on any column to display the records
in ascending or descending order.
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2items | 1-2

Invoice Level [£| Subgroup # [#] Bllling Period volce # Invoice Date [#] Payment Due Date [+ Total Amount Due
~ Options + 789012345 12/01/2016-12/31/2016 n/15/2016 12/01/2016 $15,646.37
~ Options +789012345 01/01/2017-01/31/2017 12/15/2016 /07207 $15,646.37

2Mtems | 1-2

When selected the sort column is highlighted to easily identify the data on which you are sorting. Clicking on the
top arrow sorts the invoice records in ascending order by the column content.

2Mtems | 1-2
Involce Level |=|Subgroup #  [=] Bllling Period [=]Invoice # '=| Payment Due Date |<| Total Amount Due
~ Options +789012345 12/01/2016-12/31/2016 1/15/2016 12/01/2016 $15,646.37
v Options +789012345 01/01/2017-01/31/2017 12/15/2016 01/01/2017 $15,646.37
2items | 1-2

Clicking on the bottom arrow sorts the invoice records in descending order by the column content.

2items | 1-2
Involce Level [£/Subgroup #  [%] Billing Perlod [%]Involce # (<] Payment Due Date [+ Total Amount Due
s Options + 789012345 01/01/2017-01/31/2017 12/15/2016 01/01/2017 $15,646.37
v Options + 789012345 12/01/2016-12/31/2016 1/15/2016 12/01/2016 $15,646.37
2items | 1-2

Click the column header name to remove the sort and display the default view.

2items | 1-2
Invoice Level [<|Subgroup # (%] Billing Period [<] Involce # [*|Invoice Date  [+| Payment Due Date |<| Total Amount Due
+ Options +789012345 12/01/2016-12/31/2016 1/15/2! 12/01/2016 $15,646.37
~ Options +789012345 01/01/2017-01/31/2017 12/15/2016 01/01/2017 $15,646.37
2items | 1-2
Advanced Sorting

Some pages that display lists with information in multiple columns include an advanced sorting feature that
enables you to sort data using multiple columns and save your results.

1. Click the Advanced Sorting button.

&0ltems | 1-20 | Advanced Sorting Expand All

The Advanced Sorting window displays.
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Sort by

Then by
Then by

Then by

Items per page 20

Advanced Sorting

Create a new sort order

-- Select --
-- Select --
-- Select -
-- Select -

<]

Save as sort template

Ascending

Ascending

Ascending

Ascending

Reset

&

Subtotal by sorted column

Subtotal by sorted column

Subtotal by sorted column

Subtotal by sorted column

<1 X1 =] ]

[ Include grand total

ancel

2. Select the criteria for the new sort order.

3. Click View.

Advanced Sorting

Create a new sort order

Items per page 20

<]

Save as sort template

Reset

&

Sort by PREMIUM AMOUNT Ascending M subtotal by sorted column
Then by SUBSCRIBER SSN Ascending {"} subtotal by sorted column
Then by -- Select -- Ascending Subtotal by sorted column
Then by -- Select -- Ascending Subtotal by sorted column

[ Include grand total

ancel

After sorting the columns, an arrow displays in the column header to indicate whether the data is sorted in
ascending or descending order. The column name also includes a number to indicate the sorting order.

6Oltems | 1-20 | Advanced Sorting Reset Sort Expand All
?SUBSCI“BER ?UBSCI“BER ?IEMBER EEMIER ?ALMA:T ?AF:::T ?“
SSN D D SSN
w0003 mﬂﬂ— Quinn Vanessa c
#0006 gggfo' Quinn Richard ~ F
ey &?gg“o‘ Rutherford  Katherine |

RELATIONSHIP AGE

Subgroup

0001

0001

0001

Description

Dental

Dental

Dental

Collapse All
::“ma 1PREMIUE
AMOUNT
Emns“ee $127.49
g:l‘;'wee $127.49
Emnzloyee $127.49

"JW“ A, e BB T i T G B G i 4

If you selected to subtotal the columns or include the grand total, the subtotal information will display within the

results set. The grand total will display at the end of the results set.
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000-00-
0057

#e220057

000-00-
0060

0060

E

0001 Dental Employee
only

0001 Dental Employee
Only

Subtotal for PREMIUM AMOUNT $127.49  $2,549.80

$127.49

$127.49

Depending on your search results, the data may display on multiple pages. You can use the navigation control at
the bottom of the page to navigate to additional pages to see the total amounts.

P Sos-mo
0060 | , 5o

21-40

6oltems | 1-20 (5] 41-60

Page1

Page 2

Page3
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When selecting your sort criteria, you can also click Save as sort template to create a template of a
frequent sorting order to reuse in the future.

Save as sort template Reset Cancel

Enter a name for the template and click Save.

Advanced Sorting x

Save as a sort template

Save your selected sort order with a given name to use in the future

* = Required Fields

Name*

Ca ncel

Your sort templates will then display in the Advanced Sorting window. To apply the sort criteria, click
View for the applicable template.

Advanced Sorting ®

Your sort templates

Premium, SSN Sorting View Edit Delete

Create a new sort order

Sort by PREMIUM AMC\UNT Ascending [ Subtotal by sorted column
Then by SUBSCRIBER SSMN Ascending [] subtotal by sorted column
Then by -- Select -- Ascending Subtotal by sorted column
Then by -- Select -- Ascending Subtotal by sorted column

[ Include grand total

Items per page 20

Save as sort template Reset Cancel

You can also click to Edit or Delete a sort template as necessary.

[<]

After applying an advanced sort to a page, you can click the Reset Sort button on the page header to clear the
selected criteria.

60ltems | 1-20 1 Advanced Sorting Reset Sort Expand All
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Searching for Invoices

You can locate a specific invoice by conducting a search using the Search Invoices page.
Follow the steps below to search for invoices.
1. Click the Billing tab on the navigation bar. The View Invoices page displays.

2. Click the Search Invoices tab.

View Invoices

ﬂ View Invoices

Billing

Search Invoices

Adjustments

Payment History

The General Search page displays.

eneral Search

Subgroup #*

Invoice Status All

Invoice #

Invoice Date Last 30 Days
Payment Due Date  Last 30 Days

* = Required Field

3. Enter the search criteria.

4. Click Submit to display the search results.



earch Results

View Invoices o]
Show:  All v

Search Invoices
2items | 1-2 | SearchCriteria

Adjustments

2ftems | 1-2

[=|Subgroup # [=]Bllling Perlod [%/Involce # [|Payment Due Date [=|Invoice Date [+|Total Amount Due

Payment History 5
+ Options 0001 02/01/2017-02/28/2017 6578 02/01/2017 01/15/2017 $13,197.02
~ Options 0001 01/01/2017-01/31/2017 0989 01/01/2017 12/15/2016 $13,197.02

5. To view the invoice details, click Options and select View Invoice.

2items | 1-2 | SearchCriteria

2tems | 1-2

[=|Subgroup # [|Bliling Period [*/Involce # [<|Payment Due Date |[:|Invoice Date || Total Amount Due

+ Options 0001 02/01/2017-02/28/2017 6578 02/01/2017 01/15/2017 $13,197.02

Viev‘unvoice 01/01/2017-01/31/2017 0989 01/01/2017 12/15/2016 $13,197.02

The Invoice Details page displays for the selected invoice. See Viewing Invoice Details for additional
information.

Viewing Invoice Adjustments

Follow the steps below to view invoice adjustments.
1. Click the Billing tab on the navigation bar. The View Invoices page displays.

2. Click the Adjustments tab.

View Invoices

View Invoices

Search Invoices

Adjustments

Payment History

The General Search page for Adjustments displays.




General Search
Subgroup #
Invoice #
Invoice Date All Dates e
Payment Due Date  All Dates v
Adjustment Date All Dates L4
Adjustment Status  Open b

3. Enter the search criteria for the adjustment.

4. Click Submit to display the search results.

Search Results

View Invoices.
Shems | 1-5 | Search Criteria

Search Invoices 4] Group # </Open 4] Closed

 Options 123456769

Payment History

« Options 123456789
+ Options 123456789
+ Options 123456789
« Options 123456789

Shems | 1-5

5. Toview the adjustment details, click Options and select View Adjustments.

Sitems | 1-5 | Search Criteria
[%] Group # [<10pen [%]Closed
~ Options. 123456789
~ Options 123456789

The Adjustment Details page displays for the selected invoice. See Viewing Invoice Details for additional
information.
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Adjustment Details

SSN FIRST NAME Middle Initial LAST NAME Plan Name Benefit Type Amount

44440002 Joan B Jones Dental Employee + Spouse $40.00
44440002 Ken B Jones PPO Employee + Spouse $275.00
44440002 Joan B Jones PPO Employee + Spouse $275.00

T plete the benefit for the below, please click the "View link In the Options drop down next to the Subscriber's name on the CURRENT PREMIUMS Tab.
Status Open Adjustment
Change Type Cancellations
Change Reason Cancel Subscriber
SN e 0002
Subscriber ID 000-00-0002
Member ID
Last Name Jones
First Name Joan
M B
Age
Effective Date of Change 09/30/2016
Premium Amount $40.00
Premium Amount $275.00
Premium Amount $275.00

Adjusted Premium Amount  $0.00

Notes

Back

Viewing Payment History
Search for and view payment history to review specific information about payments made to invoices.

A received payment is only tied to an invoice in eBilling if the payment was submitted electronically.
\/

Follow the steps below to view payment history.

1. Click the Billing tab on the navigation bar. The View Invoices page displays.
2. Click the Payment History tab.
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View Invoices

ﬂ View Invoices

Billing
Search Invoices

Adjustments

Payme{rliHistory

The General Search page for payments displays.

General Search
Subgroup #
Invoice #
Payment Status All v
Online Payment Date All A4
Posted Date All v
ACH Tracking Number

3. Enter the search criteria.

4. Click Submit to display the search results.

Search Results
View Invoices
Yakems | 1-14 | Advanced Sorting | Search Criteria
Search Invoices
o] ® _ _
s 7] Payment 7] Inwoice [7]Total [i|Payment  [7)Online 7] Posted (] ACH Tracking (7] Payment [7] Reason
2 . ] Billing ; Due Date Date Amount Due  Status ‘Payment Date Date Number Amount Code
02/01/2017- Scheduled 05/31/2017
w0
ptions o000z 02/28/2017 5435 oz/o/ 2007 s/2017 Pay 155726 29949313 $2,44935
02/01/2017- Scheduled 08/22/2017
w0
ptions 0002 0242873017 5435 02/01/2017 011572017 Pay 154215 30609418 $244935
~ Options 0002 ggg;;iz‘; 5435 02/01/2017 0115/2017 ::;ulu\ed :I::/;?;)m? 29575549 $244935
vy i ment
b~ N T N Wﬂ‘ww“"».fﬂ_’“"j
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Advanced Sorting for additional information.

@ If necessary, you can use the Advanced Sorting feature to sort to the data using multiple columns. See

Managing and Printing Invoice Transactions

From any tab of the Invoice Details page, you can manage invoice transactions including:

® Paying invoices

®  Making invoice adjustments

®  Printing invoices

e Adding members to invoices

' Available options may vary depending upon your carrier's configurations.
\/

Making Online Invoice Payments

Follow the steps below to make an online invoice payment.

1. Initiate the invoice payment.

eBilling provides three ways to initiate an invoice payment:

Click the Make a Payment button on the current invoice displayed on the Home page.

Home

Your last login was 09/27/2017 at 01:40:12 PM EST

Your Current 02/01/2017 Invoices

Lane's Advertising $15,646.37
789012345 Total Amount Due
Payment Due Date: 02/01/2017

Invoice Date: 01/15/2017

Billing Period: 02/01/2017-02/28/2017

Make a Payment Print Invoices View Consolidated Details

Individual Invoices (2) Show Individual Invoices v

Click Options and select Pay Invoice on the invoice displayed on the View Invoices page (for both
consolidated and non-consolidated invoices).



Your Current Invoices View Current Submit

1ltems | 1-1

Involce Level  [|Subgroup#  [z]Bllling Perlod [=]Involce # [#/Invoice Date  [:|Payment Due Date  [£| Total Amount Due

+789012345 02/01/2017-02/28/2017 01/15/2017 02/01/2017 $15,646.37

View Invoice

Pay invoice

Print invoice

e  Click the Pay invoice button on the Invoice Details page.

Invoice Details

Billing Totals Summary Current Premiums Retroactivity Online Adjustments Manual AR

Search Invoices

Aissiarts Consolidated Invoice View

Payment History
Print invoice
Lane's Advertising Group # 789012345 Payment Due Date: 02/01/2017
35 West Street Involce Date:  01/15/2017 Total Amount Due:  $15,646.37

Greenville, SC 29607 Bllling Perlod: 02/01/2017-02/28/2017

2. (If applicable) Select Make online payment, then click Next.

Choose payment method

How would you like to make a payment?

®  pake online payment
) Print payment stub to send in the mail

Next Back

3. (If applicable) Select the payment account and click Next. If you need to edit the existing account or add a
new one, see the Editing Payment Accounts on Invoice Payment section.

Choose payment account

You have these accounts on file. Do you want to use one of your
preexisting accounts or would you like to add another account?

® 1'd like to use : Test Bank Account edit account info
O Create New Account

= -
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If a default payment account has been selected, this step will be skipped. You can still update your
account or create a new one by selecting change account on subsequent screens. See the Editing
Payment Accounts on Invoice Payment section for more information.

4. Select the payment amount in the Choose amount section.

Payment options may include:

e  Edit Payment - This option allows you to enter a new payment amount. You be required to enter a
reason for changing the payment amount.

Choose amount

Paying with: Test Bank Account change account

Please choose from the following payment options:
® Edit Payment

amount: h

O Pay as Billed £13,197.02
Pay as Adjusted §

Please provide an explanation for changing the payment amount.

If you are paying a consolidated invoice, you will select the select invoices link.

Choose amount

Paying with: Test Bank Account change account

Please choose from the followi ayment options:

® Edit Payment select invoices
O Pay as Billed $15,646.37 select invoices
Pay as Adjusted $
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You will have the option to select, deselect and edit individual invoices.

Edit Payment

Show All entries Search:

Sent

=] Pay Amount®  Group = :‘:::br:: "; :;I::el ce Due = Coverage Period s Amount® P:z;:;g‘ P'yme:t P‘;::Te’:vnt? ;‘;::::::gt

] 13197.02 Lane's Advertising 6578 02/01/2017 02/01/2017-02/28/2017 $13,197.02 $65,985.10 $0.00 $0.00 $0.00

] 2449.35 Lane's Advertising 5435 02/01/2017 02/01/2017-02/28/2017 $2,44935 $12,246.75 $0.00 $0.00 $0.00
Showing 1to 2 of 2 entries - T g o =i

®  Pay as Billed - You will pay the amount as invoiced. If you are paying a consolidated invoice, you can
select the select invoices link to select or deselect individual invoices.

Pay as Billed

Show All entries Search:

Sent
Pay Amount a Statement Involce Due s P Payment Confirmed CC Payment
= . Group fr— :  Date s Coverage Period Amount Pending® Paymer:t Payment: Confirmed~
[ $13197.02  Lane's Advertising 6578 02/01/2017 02/01/2017-02/28/2017  $13,197.02 $65,985.10 $0.00 $0.00 $0.00
™ $2,44935  Llane's Advertising 5435 02/01/2017 02/01/2017-02/28/2017 $2,449.35 $12,246.75 $0.00 $0.00 $0.00
Showing 1to 2 of 2 entrles First Previous 1 Next Last

® Pay as Adjusted - If any adjustments have been made, such as adding a member, select this option to
pay the adjusted amount.

Enter a payment date and click Next.

Choose am R
Sep 2017

Paying with: Test

Su Mo Tu We Th Fr Sa

lease choose frc ] P
[ EditPaymentse 3 4 5 6 7 8 9
[P PeyasBilled$t 10 n 12 13 W 15 16
PayasAdustec o 15 19 20 21 2 23

YouselectedZ 24 25 26 28 29 30

Date of Payment b9/27/2017 x [i=1)

Review the payment information. If applicable, you can modify the payment in the Confirm Information
section.



¥ 1 ¥ 2 v3 4 Confirm Information 5
Invoice Information
Group Billing

Lane's Advertising

780012345

Payment DueDate:  02/01/2017

Billing Period: 02/01/2017-02/28/2017
Total Amount Due: $15,645.37

Note: Click the Submit button only once to submit this transaction and refrain from refreshing your browser while the transaction is
ing. Doing so in this i more than once.

Confirm Information

Payment Account: Test Bank Account change account
Amount of Payment: $15,646.35 edit payment amount
Payment Date: 09/27/2017 change payment date

Review invaice payment information details

Payment Authorization

[0 iherebyauthorize National Insurance to charge to my accaunt.
Should any draft entry be dishonored for any reason, or drawn after
the depositor’s ization has been wi National
Insurance agrees that the financial institution shall be relieved of any
iability. Authorization Date:

Please print this screen for your records

All payments made after 5:00 PM EST will be sent to the bank on the following
business day.

m sk

e  Click the change account link to modify the payment account. See Editing Payment Accounts for
additional details.

e  Click the edit payment amount or change payment date links to return to the Choose amount & date
page from which you can modify the payment amount or date.

e  Click the Review invoice payment information details link to display a summary of the current
payment information.

Pending Confirmation

Pay Amount Group Statement Number  Invoice Due Date  Coverage Perlod Amount
$13,197.00 Lane's Advertising 6578 02/01/2017 02/01/2017-02/28/2017 $13,197.02
$2,449.35 Lane's Advertising 5435 02/01/2017 02/01/2017-02/28/2017 $2,449.35

7. (If applicable) Select the checkbox if you agree to the Payment Authorization statement.

8. Click Submit Payment. The Payment Results page displays.
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v v v3 v 5 Payment detaits
Invoice Information

TWIN OAKS INDUSTRIES INC

BCBSKS Group.
MPN26348 7 BCBSKS / D002 (TWIN DAKS INDUSTRIES INC)

Involce Due Date: 02/012023
Caverage Period: 02/01/2023-02/28/2023

Payment details

@ Thank You!
Payment Complete

Your payment has been successtully submitted. Please allow for 2-3 business days for your payment 1o be processed.

Your tracking number is 42530489
Account Name: Test Account

Payment Date": 12/20/2023

Total Amount Paid: $15,561.92

Please peint this screen for your records

Review involce payment information defalls

Retum to Home

*The Submit Payment Data is the date the carrier is scheduled to receive your payment. D dua date, allow for for processing

The Payment Results section also provides several additional features.
®  You can print this screen to generate a hard copy or save a PDF of the payment for your records.

e Click Review invoice payment information details to display a summary of the current invoice details.

Invoice Detail x
Group Statement Number Involce Due Date Coverage Perlod A Pay A Trach #
Lane's Advertising 6578 02/Mm/207 02/n/2017-02/28/2017 $13,197.02 $13197.00 30072879
Lane's Advertising 5435 02/0/207 02/0n/2017-02/28/2017 $2,449.35 $2,44935 30072878

9. Click Return to Home.

Editing Payment Accounts on Invoice Payments

When editing payment accounts on invoices, you can update the existing account or create a new account.

Editing an Existing Account on an Invoice Payment

Follow these steps to edit an existing account on an invoice payment.

1. Initiate an invoice payment. See Making Online Invoice Payments for additional information.
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2. (If applicable) Select Make online payment, then click Next.

Choose payment method

How would you like to make a payment?

®  pake online payment
) Print payment stub to send in the mail

Next Back

3. Select the I'd like to use option, then select the edit account info link.

Choose payment account

You have these accounts on file. Do you want to use one of your
preexisting accounts or would you like to add another account?

® |'dlike to use : Test Bank Account edit account info
O Create New Account

o= -

' If a default payment account has been set, this step will be skipped. You can select change account from

the Choose amount and date page to access the Choose payment account page, if needed.

Choose amount

Paying with: Test Bank Account change account b

Please choose from the following payment options:

® Edit Payment select invoices
O Pay as Billed $15,646.37 select invoices
Pay as Adjusted $

Date of Payment 09/27/2017 ]

All payments made after 5:00 PM EST will be sent to the bank on the following
business day.

Next Back

The Edit Payment Account page displays.
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L EE—————— — — — — — — ———— S
1 2 Choose payment account 3 4 5

Invoice Information
Group Billing

Lane's Advertising
789012345 / 0001

Involce #: 6578

Payment Due Date: 02/01/2017

Billing Perlod: 02/01/2017-02/28/2017
Amount Due: $13,197.02
Basic Information Invoice Restrictions

Test Bank Account

* = Required Fields
Bank Account Information

Account Name* Test Bank Account
Bank Name™ Test Bank Account
City

State / Province

Country Code
Account Type Checking { v

Account Holder* Bank Account

Routing Number*  ***** 4269

ron
II:!EZEZEEE " UOO&&)SSSI * 3027

Account Number = ****** 7890 I |
Routing Number  Account Number

Account Options

[J Make this my default payment account

n e

4. Edit the account information as necessary. You can modify the Account Type, Account Options and Invoice
Restrictions, if applicable. If you have more than one billing group, you can select which group's invoices
can be paid with the account under the Invoice Restrictions tab.
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Basic Information Invoice Restrictions

Test Bank Account

Select the invoice levels that can access the account

® Restrict access to this account by system and invoice level

Use drop down to select invoice levels per enabled system

System: Group Billing Submit
2items | 1-2

Group # Subgroup # Auto-draft enabled?

M 780012345 o001

[} 0002
Zitems | 1-2
m Cancel
5. Click Save.

Creating a New Account on an Invoice Payment
Follow the steps below to create a new account on an invoice payment.

1. Initiate an invoice payment. See Making Online Invoice Payments for additional information.

2. (If applicable) Select Make online payment, then click Next.

Choose payment method

How would you like to make a payment?

®)  Make online payment
) Print payment stub to send in the mail

Next Back

3. Select the Create New Account option and then click Next.

Choose payment account

You have these accounts on file. Do you want to use one of your
preexisting accounts or would you like to add another account?

O 1d like to use : Test Bank Account edit account info
’@‘ Create New Account

= -
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4.

If a default payment account has been set, this step will be skipped. You can select change account from
the Choose amount and date page to access the Choose payment account page, if needed.

Choose amount
Paying with: Test Bank Account change account -

Please choose from the following payment options:

® Edit Payment select invoices
O Pay as Billed $15,646.37 select invoices
Pay as Adjusted $

Date of Payment 09/27/2017 ]

All payments made after 5:00 PM EST will be sent to the bank on the following
business day.

Next Back

(If applicable) Select the type of payment account you will be creating, i.e. banking or credit card, then
click Submit.

D G D D S
v 1 2 Choose payment account 3 4 5
Invoice Information
Group Billing
Lane's Advertising
789012345
Payment Due Date: 02/0/2017
Billing Perlod: 02/01/2017-02/28/2017
Total Amount Due: $15,646.37
Basic Information Invoice Restrictions
* = Required Fields
Type of Account™ |Please Select Submit h
Next Cancel

Enter the required account information. Required fields are indicated by an asterisk (*). Navigate to
additional tabs, if necessary.

The | wish to keep my payment account information on file for future use checkbox is selected by default.
Deselect this option if you do not want to store the account information for future payments.
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6.

Basic Information Billing Information

Invoice Restrictions

* = Required Fields

Type of Account™ Credit Card Account

Credit Account Information

Account Name* |

Credit Card Type* Visa

Card Holder's Name*

Account Number *

Confirm Account Number *
Account Options

M Make this my default payment account

Submit

Customized name for identifying the account

b -» RZNEED

Name as it appears on the credit card

[ 1 wish to keep my payment account information on file for future use

Next Cancel

Click Save. The Invoice Information displays the new account.

Printing Payment Stubs for Mailing Payments

Follow the steps below to print payment stubs for mailing payments.

1.
2.

Initiate the invoice payment. See Making Online Invoice Payments for additional information.

(If applicable) Select Print payment stub to send in the mail on the Choose payment method page and click

Next.
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1Choose payment method 2
Invoice Information

Group Billing

Lane's Advertising
789012345

Payment Due Date: 02/0172017
Billing Period: 02/01/2017-02/28/2017

Total Amount Due: $15,646.37

Choose payment method

How would you like to make a payment?

O Make online payment
{®: print payment stub to send in the mail

= -

3 4 5

The Print the payment stub page is displayed. If you are paying a consolidated bill, you may select the

individual invoices to be included in the payment.

Print the payment stub

Print a payment stub for the invoice(s) selected below.

2 ltems

(/s  PaymentDueDate Invoice# Total AmountDue Invoice Date Billing Period

O 02/01/2017 5435 $2,44935 01/15/2017 02/01/2017-02/28/2017
O 02/01/2017 6578 $13,197.02 01/15/2017  02/01/2017-02/28/2017
2 ltems

Next Cancel

3. Click Next. A PDF of the payment stub is generated.
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natisnal

Group &

Invvoice Dats

Blling Pariod

Payment Dus Dats

Total amount Dus

TEIIIAS ooa1 osEoT

Q2201702282017 G57E omEoT 313.197.02

Group Mame: Lane's Advertising

For Group Senices:
In Charieaion; 1-543-989-1551
Outzlde Chareston: 1-800-451-1527

Effactive January 1, 2010, Matlonal Insurance, wi
honored by your bank.

Plaass remit paymeant to: MATIOMAL INSURANCE

IMPORTANT NOTICE

I bagin charging a 52E.00 sesvice fea for any payment that is retumed as not

Piease datach at parforafion and retum the bottom porion with your payment. Thanik Yo,

Grenvile, 3C 29507

Group # subgroup# | Wnvolcs Dafe | Bling Period Involcs # Payment Dus Date | Total Amount Dus
7EO012345 | 0004 01MS2017 | 020U20I7-022BR017 | 6STE Q2012017 513,197.02
Lane's MH‘EI'U-SIHQ Pleasa remilt pajrmanl o

35 West Sireat

NATIOMAL INSURANCE
100 BEENEFITFOCUS WAY
CHARLESTOMN, SC 234540454

4. Print the payment stub and submit to the address on the invoice.

Printing Invoices

Print invoices to PDF by completing the steps be

1. Select the invoice(s) to print.

low.

2. Use one of the following three options to print the selected invoice(s):

Click the Print Invoices button on the current invoice displayed on the Home page.
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Home

Your last login was 09/28/2017 at 01:33:43 PM EST

Your Current 02/01/2017 Invoices

Lane's Advertising $15,646.37
780012345 Total Amount Due
Payment Due Date: 02/01/2017

Invoice Date: 01/15/2017

Billing Period: 02/01/2017-02/28/2017

Make a Payment View Consolidated Details

Individual Invoices (2) Show Individual Invoices v

Click Options and select Print Invoice on the invoice displayed on the View Invoices page (for both
consolidated and non-consolidated invoices).

View Invoices

View Invoices

Search Invoices

Invoice Level Search

Adjustments Subgroup #
Payment History
Reset
Your Current Invoices View Current B Submit
tems | 1-1
InvolceLevel  [|Subgroup# (%] Bliling Perlod [Z]Involce # [Z)involce Date 3| Payment Due Date (%] Total Amount Due
‘ + Options ‘ +789012345 02/01/2017-02/28/2017 01/15/2017 02/01/2017 $15,646.37

View Invoice

Pay invoice

Click the Print invoice button on the Invoice Details page.
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Billing Totals Summary Current Premiums Retroactivity Online Adjustments Manual AR

Consolidated Invoice View

Pay invoice Print invoice

Lane’s Advertising Group # 789012345 Payment Due Date: 02/01/2017

35 West Street Invoice Date:  01/15/2017 Total Amount Due:  $15,646.37
Greenville, SC29607  Billing Period: 02/01/2017-02/28/2017

Billing Summary

Original Totals

PREVIOUS BALANCE $16,082.80
AMOUNT PAID ($16,082.80)
BALANCE FORWARD $0.00
CURRENT PREMIUMS/FEES $16,082.80
RETROACTIVE PREMIUMS/FEES (3436.43)
MANUAL ADJUSTMENTS $0.00
TOTAL AMOUNT DUE $15,646.37

3. The complete invoice details will print to PDF and open in a new window.
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Lane's Advertising

]
n h n 35 West Street
Greenville SC 29607

BILLING TOTALS

Original Totais

PREVIOUS BALANCE 3251840
AMOUNT PAID ($2.518.40)
BALANCE FORWARD 30.00
CURRENT PREMIUMS/FEES $251840
RETROACTIVE PREMIUMSIFEES ($62.05)
MANUAL ADJUSTMENTS: 30.00
TOTAL AMOUNT DUE $2.44035

Page 1 of 12

printing.

' If enabled, you can select the format (PDF, CSV or HTML) and which invoice sections to print before
\/

Requesting a Rebill

Customer initiated re-billing enables a primary contact to view and generate an updated invoice (rebill) that
captures Benefitfocus eEnrollment™ changes processed after the original prepared date of the invoice.

To be eligible for re-billing, customer invoices must meet the following criteria:
® Invoice(s) do not include HMO plans
e  The customer must have an active eEnrollment account
e The primary contact must have access and permission to request re-bills

® The customer must have an active status

Rebills for the current month can only occur up to five days prior to the next invoice month. The rebill
v, will be completed within four business days of the request.

Follow the steps below to request a rebill.
1. View an invoice. See Viewing Invoices for additional information.

2. On the Invoice Details page, click Request a Rebill.
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Invoice Details

SUMMARY OF ACCOUNT BENEFIT SNAPSHOT

Search Invoices.

CURRENT INFORCE CHARGES RETROACTIVITY ADJUSTMENTS OTHER CHARGES/FEES REBILL REQUEST SUMMARY
Adjustments
Payment History m Print invoice Request a Rebill —
Account Name COOL QUEST

Account Number/Bill Package 89750895 /1001
Payment Due Date 01/01/2017 Balance $3,264.87 Invoice # H4105967
Prepared Date 12/16/2016 CoveragePeriod  01/01/2017-01/31/2017  Triad £23G
Billing Questions Contact 800-555-1234  Bill Package Name COOL QUEST LLC

Financial Totals

This invoice is intended for informational use only. To ensure timely and accurate payment to your account, please pay online.

Original Totals
Opening Balance $4,501.31
Paid Date 11/20/16 Payment ID: 00000027530674 $4,501.31
The Request a Rebill window displays.
Request a Rebill %
The following invoices are eligible for rebill:
© H4a482162 87510604 / 1002 03/01/2017-03/31/2017

The following invoices are not eligible for rebill:

A Before you submit a rebill request, make sure you have completed all of your membership changes within
s eEnrollment.

Request Rebill Cancel

3. Select the invoice(s) to rebill and then click Request Rebill.

Before submitting a rebill request, verify that you have completed all of your membership changes
within eEnrollment.

The rebill request is submitted and the Rebill Request Summary tab displays.

Invoice Details

SUMMARY OF ACCOUNT BENEFIT SNAPSHOT

Search Invoices

CURRENT INFORCE CHARGES RETROACTIVITY ADJUSTMENTS OTHER CHARGES/FEES REBILL REQUEST SUMMARY

Adjustments

Payment History m Printinvoice | RequestaRebill | Addamembertolnvoice

Account Name HEALTH & BEAUTY GROUP INC

Account Number/Bill Package 87510604 /1002

Payment Due Date 03/01/2017 Balance $1,039.50 Invoice # H4482162
Prepared Date 02/14/2017 Coverage Period  03/01/2017-03/31/2017 Triad E238

Billing Questions Contact 800-555-1234  Bill Package Name HEALTH & BEAUTY GROUP INC

Rebills Requested Invoice Level Billing Period Requested Date
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You can check the status of rebill invoices on the Rebill Request Summary tab of the Invoice Details page.
The following list provides brief explanation of rebill statuses.

e Approved status indicates that your rebill request submitted successfully. Recalculated invoice(s)
should be available within four business days from the date of your request.

e Ared exclamation point indicates that the rebill request is denied and displays a message indicating
the reason for denial of the request.

Rebills Requested Invoice Level Billing Period Requested Date

) H4105967 89750895 /1001 [1/01/2017-01/31/2017 12/17/2016

A payment has been completed against this invoice. A rebill is not available.

Reasons a rebill can be denied include:
o A completed payment has been made against the invoice.

e Arebill for the invoice has already been requested. Contact the billing department on the invoice
to ask questions or get additional information.

e  The rebill request was submitted too close to the date of the next scheduled invoice (within five
days).

e Asystem error indicates that eBilling is experiencing an issue. Try to submit the rebill request
again later.

After the re-billed invoice generates, the invoice number displayed on the Invoice Details is updated to include the
word "Rebill."

Q Upon termination, the option to request a rebill is no longer available.

Making Invoice Adjustments

Depending on your group's configurations, you may be able to make adjustments to your invoice to reflect changes
since your last billing cycle. You can access adjustments from the Invoice Details page. Adjustments typically
display on the following month's invoice as either a credit or a debit.

Follow the steps below to make an invoice adjustment.
1. View aninvoice. See Viewing Invoices for additional information.

2. On the Invoice Details page, click Make Adjustments.



Invoice Details

Billing Totals Summary Current Premiums Retroactivity Online Adjustments Manual AR

Search Invoices

Consolidated Invoice View

Greenville, SC 29607

Adjustments
Payment History
Make Adjustments Print invoice
Bob's Garage Group # 123456789 Payment Due Date: 02/01/2017
123 Main Street Invoice Date:  01/15/2017 Total Amount Due:  $3,790.00
Suite A Billing Perlod: 02/01/2017-02/28/2017
Corporate Headquarters

You can also click Make Adjustments on the current invoice displayed on the Home page. If your group
utilizes consolidated billing, select Make Consolidated Adjustments on the consolidated bill or select

Show Individual Invoices, then select Make Adjustments.

Home

Your last login was 09/28/2017 at 04:02:01 PM EST

Your Current 02/01/2017 Invoices

Bob's Garage

123456789

Payment Due Date: 02/01/2017

Invoice Date: 01/15/2017

Billing Period: 02/01/2017-02/28/2017

$4,030.00

Adjusted Amount Due

Print Invoices View Consolidated Details

Make Consolidated Adjustments

Individual Invoices (4)

Show Individual Invoices v

A message displays describing the adjustment process.
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You have been taken to the CURRENT INFORCE CHARGES tab. The table below contains a list of current subscribers and
their benefits on the invoice. Adjustments are performed on the subscribers listed on the CURRENT INFORCE CHARGES
tab.

To log an adjustment, perform the following:

1. Select the Options button next to the subscriber's name.

2. Select Make Adjustment.

3. Answer the adjustment questions and complete the adjustment form.
4. After reviewing the final adjustment information, select Save.

Do not show me this again

If you do not wish to receive this message in the future, select Do not show me this again and click
Continue. The Current Premiums tab displays listing current members and their premiums.

Billing Totals Summary Current Premiums. Retroactivity Online Adjustments Manual AR

Consalidated Invoice View

Make Adjustments. Print invoice

Bob's Garage Group i 123456789 Payment Due Date: 02/01/2017
123 Main Street Invoice Date:  01/15/2017 Total Amount Due:  $0.00

Suite A Billing Period: 02/01/2017-02/28/2017

Corparate Headquarters

Greenville, 5C 20607

Details
FindBy  Please Select Search Reset
Btems | 1-8 | | Advanced Sorting Expand All Collapse All
7 SUBSCRIBER SSN |7/ SUBSCRIBERID |- MEMBERID |°|MEMBERSSN (i LASTNAME | FIRSTNAME |/|MI RELATIONSHIP AGE Subgroup# Description ContractType [7|PREMIUM AMOUNT
 Options + **** 0006 000-00-0006 Davidson Mark c Subscriber Total $230.00
 Options + *+++0008 000-00-0008 Jennings Steve A Subscriber Total $625.00
. Options + w0002 0-00-0002 ’..-..-A-us r w Total $530.00 4

3. Click Options for a subscriber in the Details section and select Make Adjustment. (You may need to expand
a subscriber record or select Make/View Adjustments first.)

Details
FindBy  Please Select m Reset
Bems | 1-8 | Advanced Sorting Expand All Collapse All
[7|SUBSCRIBER (7 SUBSCRIBER [[/MEMBER  [7LAST (7] FIRST @ Subgroup [7]PREMIUM
SsN D || MEMBER ID SN NAME i RELATIONSHIP AGE # Description  Contract Type -
~ Options + 0006 000-00-0006 Davidson Mark [ Subscriber Total $230.00
~ Options - 10008 000-00-0008 Jennings Steve A Subscriber Total $625.00
~ Options 0008 000-00-0008 Jennings Stawe A 0001 Dental ::"'iz’“' 450,00
m«“ooos 000-00-0008 Jennings Steve A PO Product Total 357500
§ § Emplayee +
~ Options 4 0008 000-00-0008 000-00-0008 0008 Jennings. Steve A Subscriber a0 om PPO Famiy $250.00
. Emplayee +
~ Options v 000-00-0008 000-000-0088 000-000-008 Jennings Amy A Spouse 38 o PPO Famity $225.00
LS, 00Q-00-0008 -0888 o ings. n A 2 ool Employee $100.00
= . -
TSP C e S gl B s B i P WL PN R PR SRR
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7.

The Request Adjustment page displays.

I}Request Adjustment

You are requesting an adjustment to invoice:

Bob's Garage Group #

123 Main Street Involce Date:
Suite A Billing Period:
Corporate Headquarters

Greenville, SC 29607

O SSN FIRST NAME Middle Initial
O ****+0008 Steve A
A 0008 Steve A
O ***+*0008 Amy A
O 0008 Jason A
Next Cancel

123456789
01/15/2017

02/01/2017-02/28/2017

LAST NAME

Jennings

Jennings

Jennings

Jennings

Dental

PPO

PPO

PPO

Payment Due Date:

Total Amount Due:

Benefit Type

Employee + Family
Employee + Family
Employee + Family

Employee + Family

02/01/2017

$0.00

Amount

$50.00

$250.00

$225.00

$100.00

(If applicable) Select the subscriber and plan to be adjusted and select Next.

Select the type of adjustment to be made from the Please select the type of adjustment you would like to

make drop-down box and click Next.

Please select the type of adjustment you would like to make

Other Changes G

m Back Cancel

Select the change reason from the Please select the reason for this adjustment drop-down box and click

Next.

» Please select the type of adjustment you would like to make

Other Changes

Please select the reason for this adjustment

Other Reason for Adjustment —

m Back Cancel

Enter the required information such as New Premium Amount and Effective Date of Change, then click

Next.
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T the benefit for the below, please click the "View Enroliment” link in the Options drop down next to the Subscriber's name on the CURRENT PREMIUMS Tab.

* = Required Fields
SSN +++++0008
Subscriber ID 000-00-0008
Member ID 000-00-0008
Last Name Jennings
First Name Steve
M A
Relationship Subscriber
Age 40
Contract Type Employee + Family
Description PPO
New Contract Type * Employee + Family
New Description
Effective Date of Change * 09/28/2017 2

(mm/dd/yyyy)
Premium Amount $250.00
Premium Amount $225.00
Premium Amount $100.00
New Premium Amount * 250
New Premium Amount * o
New Premium Amount * 100
Adjusted Premium Amount * 350
Notes

“ Back Cancel
If applicable, click Note Dependent and enter the required dependent information.
Dependents Affected
Dependent First Name Dependent Date Of Birth
No Dependents have been added
Note Dependent
The Request Adjustment summary displays.
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Request Adjustment

You are requesting an adjustment to invoice:

Bob's Garage Group # 123456780 Payment Due Date: 02/01/2017
123 Main Street Invoice Date: 01/15/2017 Total Amount Due: $0.00

Suite A Billing Period: 02/01/2017-02/28/2017

Corporate Headquarters

Greenville, SC 29607

SSN FIRST NAME Middle Initial LAST NAME Plan Name Benefit Type Amount
*++++0008 Steve A Jennings Dental Employee + Family $50.00
M e 0008 Steve A Jennings PPO Employee + Family $250.00
v *++++0008 Amy A Jennings PPO Employee + Family $225.00
v *++++0008 Jason A Jennings PPO Employee + Family $100.00
Cancellations
Cancel Spouse/Domestic Partner
Pl View Enrollm name on the CURRENT Tab.
SSN 440008
Subscriber ID 000-00-0008
Member ID 000-00-0008
Last Name Jennings
First Name Steve
M A
Relationship Subscriber
Age 40
Contract Type Employee + Family
Description PPO
New Contract Type Employee + Family

New Description

Effective Date of Change 09/28/2017

Premium Amount $250.00
Premium Amount $225.00
Premium Amount $100.00
New Premium Amount $250.00
New Premium Amount $0.00

New Premium Amount $100.00

Adjusted Premium Amount  $350.00

Notes

sack | | conce

8. Review the adjustment information and click Save.

The Current Premiums tab displays. A green check mark indicates that an adjustment has been made to
the current charges on the invoice.
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Details
El - -
1% | L o_mm '-m =
SUISC-1 e _omm - IST q
sutscafl 10 — . =ﬂ " — e
" n ST KLAHQIM W ommm BN C...AT,,.
V - — i — " $N0.00
V""- 0001 — -— ,7T cgpee
m |
vV - ~000s 000-00-0000 - mm i - N $5000
.~000a 000-00-0000 L ™ - PPO FRIfbATQL $575.00
vOptlam 3 000-00-0008 000-00-0008 [ PIO = L] $250.00
| |
vOptians 000-00-0008  000-000- 000-000-008 NN mn yryree o ppo HEE l- WS.00
..Optaa | ; 000waQ-0008  000-000-0888  000-000-083 NN mon wm 12 PPO - L} $100.00
— - Pt e, e
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Chapter 3

Reports

You can generate invoice and payment reports on the Reports tab. The Reports tab includes three sub tabs:

e The Create Reports tab displays all available reports. Selecting Create for a report will present filter criteria
and format options for the report. You can create a one-time report or schedule reports to run at specific
time intervals.

o The Completed Reports tab displays all the reports generated within a specified number of days as
established for your company.

e The Scheduled Reports tab displays all reports scheduled to run on a specific start and end date. You can
edit or delete reports from the schedule as necessary.

Managing Reports

You can create and schedule invoice and payment reports on the Create Reports tab.

Creating a Report
Follow these steps to create a report.

1. Click the Reports tab on the navigation bar. The Create Reports page displays. Reports are categorized as
Invoice Reports or Payment Reports.

naﬁ@ncl ‘& Carrie Client v

Create Reports

Create Reports Skipto Invoice Reports | Payment Reports

Completed Reports

il Scherde Reports Invoice Reports
Reports
~ Options  Advanced Print Invoice Report Invoice Report for Premium or Claims invoices.
+ Options Current Invoices A report detailing all current invoices for the Client.
+ Options Reconclliation Adjustment Report A report detailing reconciliation adjustments

Back to Top

Payment Reports

+ Options Payment Report A report detailing all payments.

 Options  Scheduled Payment Report A report detailing all scheduled payments.

Back to Top

2. Click Options and select Create for the report to be generated.
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Create Reports

Create Reports skipto Invoice Reports | Payment Reports

Completed Reports

Scheduled Reports Invoice Reports

~ Options Advanced Print Invoice Report Invoice Report for Premium or Claims invoices.

+ Options Current Invoices A report detailing all current invoices for the Client.

ljustment Report Areport reconciliation

Back to Top

The Create a Report page displays.

Create a Report

Create Reports
Filter Format

Completed Reports

Seheduled Reports Current Invoices

Subgroup #

Invoice Date * Last 30 Days
Invoice #

Payment Due Date*  Last 30 Days

Group Status Both

* = Required Fields

Next Reset Cancel

3. Enter the report parameters and click Next. The Report Format page displays.
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4.

Report Format

Create Reports
Filter Format

Completed Reports

Current Invoices

Report Format csv

Scheduled Reports

Sort By Payment Due Date Order  Ascending [ Subtotal by sorted column
Then By Order  Ascending [ subtotal by sorted column

[ Include grand total

[ Include totals at the top of the report
Report Name

Schedule Report  (All scheduled reports will be avallable to review every moming by 8 am ET)

] Run this raport on a regular schedule

Maintain report duration until b

Run report every |- Select -
m Back Cancel

Enter or select the formatting options, including the Report Format (CSV, PDF or HTML) and the sorting
options.

Because this scenario describes the on-demand report generation process, do not select the Run this
report on a regular schedule option. See Scheduling Reports for additional information.

Click Submit. The Completed Reports page displays.

Completed Reports

Create Reports If any of these reports have a status of ‘Running’, please click the ‘Refresh Reports’ button to refresh the table. Please use ‘Scheduled Reports' for larger reports since they

can take longer to run.
Completed Reports
Scheduled Reports Refresh Reports

2Htems | 1-2
: 5] B
|| Report Name |%] Status [£) Date F t Size
~ Options Involces to Date for Year COMPLETE 09/29/2017 09:58:15 AM ET PDF 6Kb
~ Options Last Month Invoice PENDING 09/29/2017 09:59:06 AM ET csv 0Kb
2tems | 1-2

Please note: Reports older than 7 days will be automatically deleted.

The report Status will display as PENDING or RUNNING while generating the results. Depending on the
size and complexity of the report, it may take a few minutes to generate the results. You can click Refresh
Reports to refresh the page and display the current status. When the report is complete the Status will
display as COMPLETE.
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Completed Reports

Create Reports If any of these reports have a status of ‘Running’, please click the ‘Refresh Reports’ button to refresh the table. Please use ‘Scheduled Reports' for larger reports since they

can take longer to run.
Completed Reports
Scheduled Reports Refresh Reports

2items | 1-2
= 3 5] B
|| Report Name |%] Status | Date F t Size
~Options | Involces to Date for Year COMPLETE 09/29/2017 09:58:15 AM ET PDF 6Kb
~ Options Last Month Invoice PENDING 09/29/2017 09:59:06 AM ET csv 0Kb
2Mtems | 1-2
Please note: Reports older than 7 days will be automatically deleted.
6. Click Options and select Download to download a copy of the report.
Completed Reports
Create Reports If any of these reports have a status of ‘Running’, please click the ‘Refresh Reports’ button to refresh the table. Please use ‘Scheduled Reports’ for larger reports since they
can take longer to run.
Scheduled Reports Refresh Reports
2ftems | 1-2
. . i 3] =]
(] Report Name (%] Status (| Date F Size
‘ + Options Involces to Date for Year COMPLETE 09/29/2017 09:5815 AM ET PDF 6Kb
e COMPLETE 05/29/2017 09:59:14 AM ET csv 1Kb

Delete

Prease v, mepur s viuer wian ¢ udys will be automatically deleted.

The report output downloads and displays.

natienal

National Insurance

Current Involoes

Report Format: POF

Generated On: 0302972017 09:55.07 AM EDT
Fter:

Irveice ute 1270172098 - 08GO 1
Pyt Oue Dute i O1/D1G01T - CHEWE01T
Grup Satn w Bot

0002 D111S2017 020120170228/ 2017 5435 02012017 $2.423 35
0001 l:ms‘::w j020172017-0228/2017 6578 02012017 | $13,197 .02
Grand Total| 15,
L
Viewing Reports

You can view the status of reports and download for up to a specified number of days as determined by your
company after the report is generated. Reports are automatically deleted after the specified number of days. The

number of days is indicated below the table on the Completed Reports and Scheduled Reports tab.
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To view reports, complete the following steps.
1. Click the Reports tab in the main navigation bar.
2. Click the Completed Reports tab.

The Completed Reports page displays.

Completed Reports

Create Reports If any of these reports have a status of 'Running’, please click the 'Refresh Reports' button to refresh the table. Please use 'Scheduled Reports’ for
larger reports since they can take longer to run.
Completed Reports
Scheduled Reports Refresh Reports
2items | 1-2
[%|Report Name %] Status [ Date = =
o = = Format Size
\ Options Invoices to Date for Year COMPLETE 09/29/2017 09:58:15AMET  PDF 6Kb
+ Options Last Month Invoice COMPLETE 09/29/2017 09:59:14 AMET  CSV 1Kb
2items | 1-2

Please note: Reports older than 7 days will be automatically deleted.

3. View the status of your reports.
4. Click Options, then select Download.

Completed Reports

Create Reports If any of these reports have a status of ‘Running’, please click the ‘Refresh Reports’ button to refresh the table. Please use 'Scheduled Reports’ for larger reports since they

can take longer to run.
Completed Reports
Scheduled Reports Refresh Reports

2tems | 1-2

=] Report Name %] Status [z|Date Format  Size
~ Options Invoices to Date for Year COMPLETE 09/29/2017 09:58:15 AM ET PDF 6Kb
e COMPLETE 09/29/2017 09:59:14 AM ET csv 1Kb

Delete

Prease iune. mepures unser wian + udys will be automatically deleted.

Scheduling a Report

In addition to creating on-demand reports, you can also schedule reports to run at a regular interval. For example,
once a week or once a month. You can create a schedule for any of the reports available to you.

If another scheduled report runs during the specified time period for a scheduled report, eBilling creates another
instance of the report rather than replacing the previously-generated report.

The process for scheduling a report is almost identical to the process of creating an on-demand report, but a
scheduled report includes some additional parameters. See Creating a Report for additional information.

To schedule a report, select the Run this report on a regular schedule option on the Report Format page.



Create Reports
Filter Format
Completed Reports
Payment Report
Scheduled Reports
Report Format  PDF 2]
Sort By Bill Package B} Order  Ascending B Subtotal by sorted column
Then By ) Order  Ascending B Subtotal by sorted column
Include grand total.
Include totals at the top of the report
Report Name
Schedule Rm‘ rt (Al scheduled reports will be available to review every morning by 8 am ET)
Run this report on a regular schedule I
Maintain report duration until =)
Run report every -- Select -- B
m Back Cancel

You can then enter the scheduling parameters to indicate how frequently you would like to run the report. The

default value for the Run report every drop-down box is Day. You must enter a Report Name when setting up a
report schedule.

If daily is the selected frequency, you can also specify how frequently you want the report to recur.

Schedule Report  (All scheduled reports will be available to review every morning by 8 am ET)

Run this report on a regular schedule

Maintain report duration until 12/31/2017 1)
Run report every Day
Recurevery 5 day(s)

When scheduling the report weekly, you can specify which days of the week the report generates.

Schedule Report  (All scheduled reports will be available to review every morning by 8 am ET)

Run this report on a regular schedule

Maintain report duration until 12/31/2017 fial]
Run report every Week
Recur every 2 week(s) on

Sunday Monday = Tuesday Wednesday
Thursday@® Friday Saturday

When scheduling the report monthly, you can specify which day of the month the report generates.
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Schedule Report  (All scheduled reports will be available to review every morning by 8 am ET)

Run this report on a regular schedule

Maintain report duration until 12/31/2017 i)
Run report every Month
Recur every 15 day of every month

Click Submit. The Create Reports page displays a confirmation.

Create Reports

Your report has been scheduled

Completed Reports Skipto Invoice Reports | Payment Reports

Scheduled Reports

Invoice Reports

v Options Open Invoices A report detailing all open invoices.

v Options Reconciliation Adjustment Report A report detailing reconciliation adjustments

v Options Retroactivity Report A report detailing retroactivity information.
v Options Subscriber Detail Report A report detailing roster information.
Back to Top

To view scheduled reports, click the Scheduled Reports tab.

Create Reports

Create Reports Skip to Invoice Reports | Payment Reports

Completed Reports

Scheduled Reports AOice RepO rts

v Options Open Invoices A report detailing all open invoices.

v Options Reconciliation Adjustment Report A report detailing reconciliation adjustments

v Options Retroactivity Report A report detailing retroactivity information.
v Options Subscriber Detail Report A report detailing roster information.
Back to Top

The Scheduled Reports page displays.
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Scheduled Reports

Create Reports

Tltems | 1-1
Completed Reports [¢|Status (|Date [:/EndDate [%]Report Name [Z)Criteria  []Size
Scheduled Reports v Options ~ PENDING 08/31/2017  Weekly Payment Report  Formatcsv  OKb
Ttems | 1-1

Please note: Scheduled reports older than 7 calendar days will be automatically deleted.

The scheduled report displays a Status of Pending until the report generates. The status will then update to
Complete. After viewing a report, the status updates to Viewed. View

the status of scheduled reports and edit or delete as necessary.

Scheduled Reports

Create Reports

1ltems | 1-1
Completed Reports |Status [:|Date [:|EndDate [:|ReportName [Z]Criteria  [Z]Size
Scheduled Reports v Options | PENDING 08/31/2017 Weekly Payment Report  Formatcsv O Kb

Delete

Pl Edit han 7 calendar days will be automatically deleted.

Sharing a Scheduled Report

You can copy recurring report criteria to other users. Reports can only be copied to users who have rights to the
specific report being shared and users who have rights to the groups on the report. Once the report criteria has
been shared, the user who receives the criteria will see the shared information under the Scheduled Reports tab.

1. .Create a Scheduled Report. See the Scheduling a Report section for more information

2. Select Copy from the Options button for the report you want to share on the Scheduled Reports tab.

Scheduled Reports

Create Reports
Tems | 1-1

Completed Reports 3

=) Report Name %] Status. 2] Date @EndDate o Ske
Scheduled Reports
v Options. Test Report PENDING 12/01/2017  PDF 0Kb
Delete
Pl Edit rthan 5 calendar days will be automatically deleted.

3. Enter the last name of the user with whom you are sharing the report, then click Search.
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Copy Scheduled Reports

(Create Reports You are copying the scheduled report for Test Report
Search for a user by last name

comee
rel
Scheduled Reports Oltems | 0-0

Select %) First Name 7] Last Name

Copy Cancel

4. Select the user(s) from the list.

Copy Scheduled Reports

Create Reports You are copying the scheduled report for Test Report
Search for a user by last name

Completed Reports
Admin Search
Scheduled Reports Thems | 1-1

Select [2] First Name [#] Last Name

] Ben Admin

Copy Cancel

5. Click Copy.
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Chapter 4

Setup

You can create and edit payment account data, review payment accounts and audit account history, and manage
user accounts on the Setup tab. Available options are dependent on the configurations set for your company and
your account permissions.

Creating and Editing Payment Accounts

Creating a Payment Account

Payment accounts store banking or credit card account information for making invoice payments. You can create
multiple payment accounts as needed and select different accounts when making invoice payments. See Editing
Payment Accounts on Invoices for additional information.

Follow the steps below to create a payment account.

1. Click the Setup tab on the navigation bar. The Payment Accounts page displays.

naﬁ@na' ‘3,‘ Carrie Client v

Payment Accounts

B3 Payment Accounts
Create Payment Account

£ User Accounts
ltems | 1-1

[%] Account Type %] Account Name % Status B ] %] Create Date

v Options Bank Account Test Bank Account Enabled Yes 02/09/2017

litems | 1-1

2. Click the Create Payment Account button.

Create Payment Account

Ttems | 1-1

[%] Account Type  [5| Account Name [£|Status  [Z|Default [ Auto-DraftEnabled [Z] Create Date
~ Options Bank Account Test Bank Account Enabled No 02/09/2017

Ttems | 1-1

3. (If applicable) Select the account type, i.e. banking or credit card, then click Submit.
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Create Payment Account

B3 Payment Accounts
Basic Information Invoice Restrictions

User Accounts

* = Required Fields

Type of Account™ Please Select

MNext
4. Enter the required account information.
Basic Information Billing Information Invoice Restrictions
* = Required Fields
Type of Account* | Credit Card Account B Submit
Credit Account Information
Account Name* Customized name for identifying the account

Credit Card Type* Visa

Card Holder's Name* Name as it appears on the credit card
Account Number *

Confirm Account Number *

Auto-Draft O
Auto-Draft Authorization Date:

Account Options

M Make this my default payment account

Next Cancel
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A H
uto-Draft | (we) hereby authorize National Insurance to initiate debit entries in the amount of my (our) monthly premium to

my (our) checking account indicated below at the depository name below, herei called “Depository,” to debit
the same such amount.

™

Auto-Draft Authorization Date: 09/29/2017 11:15:19 AM EST

Effective Date Starton = 09/29/2017 4 until canceled

5. Select the Make this my default payment account option in the Account Options section, if you want this
account to be the default payment account.

6. (If applicable) Select Only I can view/edit/use this account for payment option if you want to limit the
access and use of this payment account to only you.

7. (If applicable) Select the Invoice Restrictions tab, if you would like to restrict the account to only be used
for specific invoices, such as for a particular billing group.

Basic Information Invoice Restrictions

Test Bank Account

Select the invoice levels that can access the account

® Restrict access to this account by system and invoice level

Use drop down to select invoice levels per enabled system

System: Group Billing Submit

2Hems | 1-2
Group # Subgroup # Auto-draft enabled?
M 780012345 o001

] 0002

2Mems | 1-2

m cancel

8. Click Save. The account information is saved and a confirmation displays.

Edit Payment Account

3 Payment Accounts Edit Payment Account

Saved

Your payment account was submitted successfully.
Return to Payment Accounts | Return Home
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Click Return to Payment Accounts or Return Home to continue.

Editing a Payment Account
Follow the steps below to edit a payment account.

1. Click the Setup tab in the main navigation bar.

2. Click Options and select View/Edit Account for the account to be edited on the Payment Accounts page.

Payment Accounts

3 Payment Accounts
Create Payment Account

3items | 1-3
</ Account Type || Account Name |#/Status [ Default |- Auto-DraftEnabled | Create Date
v Options Bank Account Banker's Trust Enabled * Yes 05/03/2017
‘ v Options ‘ Bank Account Bank of the Americas  Enabled No 05/08/2017

View/Edit Account aecking Enabled No 05/05/2015

Delete Account

The Edit Payment Account page displays.

Edit Payment Account

B3 Payment Accounts
Basic Information

Bank of the Americas
* = Required Fields
Bank Account Information

Customized name for identifying the account

Account Name * Bank of the Americas

Bank Name * Bank of the Americas

City Charleston

State / Province sc <
Country Code

3. Edit the account information as necessary. See Creating a Payment Account for additional information.

If this account is already being used to process payments, you can only change certain information, such

as account type.

4. Click Save. A confirmation displays.
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Edit Payment Account

3 Payment Accounts
Your information has been saved. JETERCEET TS

Basic Information

Bank of the Americas
* = Required Fields

Bank Account Information

Account Name * Bank of the Americas Customized name for identifying the account

Bank Name * Bank of the Americas

5. Click Return to Payment Accounts to continue.

Reviewing Payment Account History

eBilling maintains an audit history on all payment accounts. If your eBilling user account is configured with the
appropriate permissions, you can view the audit history of any payment account.

The audit history information includes the login ID of the person to a make change to the account, as well as the
date and time of any changes.

Follow the steps below to view account history for a payment account.
1. Click Options and select View/Edit Account for the account on the Payment Accounts page.

The Edit Payment Account page displays. See Editing a Payment Account for additional information.

Edit Payment Account

Basic Information History .

Bank of the Americas
* = Reguired Fields

Bank Account Information

Account Name * Bank of the Americas Customized name for identifying the account
Bank Name * Bank of the Americas

City Charleston

State / Province sC ¢

Country Code

Account Type Savings <

Account Holder * Eliza Falge

Routing Number * 0680

2. Click History. The Account History window displays.

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 74




Account History

Advanced Search | Reset Search

Action  Change Change Date Change By

View Update  Multiple Changes  05/04/2017 11:55:16 AM EDT $502940494000

View Update Default Account 05/04/201710:29:17 AMEDT  S502940494000

View Update  Account Number  05/03/2017 04:23:05PM EDT  S502940494000

View Add New Account 05/03/2017 04:16:54 PMEDT 5502940494000

If applicable, click Advanced Search to search for a specific transaction. Click Reset Search to remove the
search criteria.

Account History

Advanced Search | Reset Search

Action  Change Change Date Change By

View Update  Multiple Changes 05/04/2017 11:55:16 AM EDT §502940494000

3. Click View for a transaction to view the details.

Account History

Advanced Search | Reset Search

Action  Change Change Date Change By

View multiple Changes  05/04/2017 11:55:16 AM EDT 5502940494000

The Account History details display. A green check mark indicates items that were updated for the
transaction.
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Account History

Change(s) made by $S02940494000 on 05/04/2017

Updated Change

Account Name

Bank Name

Account Type

Account Holder

Routing Number

Account Number

Default Account

Account Enablement

Grant this account access to all invoice levels
P4 Auto-Draft Authorization
P4 Auto-Draft Effective Date

Only | can view/edit/use this account for payment

Invoice Level Restrictions

Old Value
Banker's Trust
Banker's Trust
Checking
Eliza Falge
420680
*rxrr]552

Yes

Yes

Yes

No

No

New Value
Banker's Trust
Banker's Trust
Checking
Eliza Falge
220680
)

Yes

Yes

Yes

Yes
05/04/2017

No

view changes resulting from this update

Back

Click view changes resulting from this update to see details about any invoice level restriction changes

associated with the transaction.

Invoice Level Restrictions

ﬁ view changes resulting from this update

Click Back to return to the previous window.

Account History

Change(s) made by S502940494000 on 05/04/2017

Action Label System Invoice Levels Before Change

No Change Small Group 89750895 / 1001

ﬁ

Invoice Levels After Change

89750895 /1001

Back

Managing User Accounts

You can manage user accounts through the Setup — User Accounts tab. Note, you can only add and view users with

the same or lower permission level as you.
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Creating a User Account

1. Click Setup in the main navigation bar, then select the User Account tab in the secondary navigation.

2. Click the Create User Account button.

User Accounts

Payment Accounts

Create User Account h

&% User Accounts

General Search

First Name
Last Name
Login ID

Email

m Reset

3. Enter the requested information on each of the tabs for the user account: Name, Login, Security, System,
Restrictions and Emails. Required fields are indicated with an asterisk (*). Click Next after completing each
tab.

Name Login Security System Restrictions Emails

* = Required Fields

Prefix Address 1

First Name* Address 2

Middle Name Address 3

Last Name* City*

Suffix State / Province*
Phone Zip / Postal Code*

ex (123) 456-7890\:- Country Code

Email *
Confirm Email *

To ensure timely notifications of new invoices and
important system information, an email address is
required.

Next Cancel

e  Name tab - Enter the user's demographics on this tab. If the user will receive emails, as configured on
the Emails tab, be sure to enter a valid email address for the user.



® [ogin tab - Click the help icon for Username and Password to view the username and password
requirements. Ensure the Enable Login checkbox is selected to allow the user to log into the system.

4. Select Save once all tabs are complete. You will receive a confirmation message.

Manage User Account

Payment Accounts Manage User Account

Saved

Your user account was submitted successfully.
Return to User Accounts | Return Home

Editing a User Account
To update a user's account information, complete the following steps.
1. Click Setup in the main navigation bar, then select the User Account tab in the secondary navigation.

2. Search for the user account using any of the search fields. Click Submit. To search for all users, select
Submit without entering any criteria in the search fields.

User Accounts

Payment Accounts
Create User Account

&% User Accounts

General Search

First Name

Last Name

Login ID

Email

3. Select Options, then Edit User Account for the account to be updated on the Search Results page.



4.
5.

Search Results

Payment Accounts
Create User Account

.
& User Accounts 2Mems | 1-2 | SearchCriteria

'« Options BENADMIN1234 Ben Admin ben.admin@email.com CARRIE4321 10/03/2017 04:21:08 PM
Edit User Account [H Bob Smith test@benefitfocus.com BFHKTOTTEN 08/02/2016 11:27:36 AM
Delete User Account

Clone User Account

¢|Login ID (=] First Name ¢/ Last Name (2] Email (2] Last Changed By [] Last Changed Date

Navigate to any of the tabs that you need to update.

Select Save after making your changes.

Cloning a User Account

You can copy information from one user account to another to quickly add new users to the system. This is
particularly useful if you need to create several users with the same permission sets.

1.
2.

3.

4.

Click Setup in the main navigation bar, then select the User Account tab in the secondary navigation.

Search for the user account using any of the search fields. Click Submit. To search for all users, select

Submit without entering any criteria in the search fields.

User Accounts

Payment Accounts
Create User Account

&% User Accounts

General Search

First Name

Last Name

Login ID

Email

m Reset

Select Options, then Clone User Account on the Search Results page for the account to be cloned.

Search Results

Payment Accounts
Create User Account

2
&% User Accounts Sl 17 20 T Bl

(7 LoginID (%] First Name (% Last Name (%) Email ¢/ Last Changed By ¢/ Last Changed Date
"  Options BENADMIN1234 Ben Admin ben.admin@email.com CARRIE4321 10/03/2017 04:21:08 PM
Edit User Account H Bob Smith test@benefitfocus.com BFHKTOTTEN 08/02/2016 11:27:36 AM

Delete User Account

Enter the unique demographic information for the new user on the Name tab, then click Next.



Name Login Security System Restrictions Emails

* = Required Fields

Prefix

First Name*

Middle Name

Last Name*

Suffix

Phone
ex (123) 456-7890,®

Email *

Confirm Email *

To ensure timely notifications of new invoices and
important system information, an email address is
required.

Next Cancel

Address 1

Address 2

Address 3

City*

State / Province*
Zip / Postal Code*

Country Code

5. Enter the Username and Password for the new user.

6. Update any additional information that should be updated on the remaining tabs. (Information is copied

from the previous user.)

7. Click Save. You will receive a confirmation message.
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