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Getting Started

Begin by logging in to MyBenefits

1.0btain a User Name and
Password from your Account
Manager.

2.0pen Internet Explorer and enter
swhp.org.

3.Click on “Log in to MyBenefits” in
the teal colored box to the right of
the page.

Talk with a Sales Agent

1-866-522-2515

Monday - Friday, 8a.m. -5p.m.
TTY,/TDD: 1-800-735-2989

|: Customer Advocacy Center

4.The Login window will display the
User Entry Screen.

5.Enter User Name.

6.Enter User Password.

7.Click Login.

Internet Explorer provided by Scott & White

ah.swhp.org)
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Fassword | |

Login
FPasswords are case-sensitive
Forgot Password?

Forgot Usertlame®?

To register as a Member click here.

Toregister as a Provider click here.

Jur website is fully compliant with privacy standards and all information is fully secure. MyBenefits is available any time of

fay to assist you with maintaining your health benefits.

PDF files are documents in spemalformat which reqLures the Adcbe Acrobat Reader program to be viewed. Visit
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Employer Home Page

Navigation bar allows access to the

following items anywhere in the

application:

. Home - Click on Home to
return to the Home Page.

. FAQ’s — Click FAQ’s to view
Frequently Asked Questions
about the application.

. Sign Out - Click Sign Out when
you wish to log off the
application.

We also have a new eligibility
calculator. You can access it in the
My Health Tools/Resources section
and use it to calculate effective
dates for new and late enrollees.
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% Welcome Sam

Employer Administration
Employer Services
Enroll/Disenroll
Message Center

Contact The Health Plan

- This site is bestviewed with 3 screen resolution of 768 x 1024 or greater.

Welcome

MyBenefits helps you manage your healthcare benefits with easy, convenient access 24 hours per day.

tive dates for and late
enrollees®. The calculator is based on your employer group new hire guidelines. If you are unsure what these guidelines are please contact
your Account ive. Access the below in the "My Health ToolsiResources” section.

NEWV! For your convenience, Scott & White Health Plan has added a calculator that will help

Lme Enroll an or eligible for in Health Plan, who requests enroliment in Health Plan after the
period i under the terms of the first Health Benefit Plan for which that employee or dependent
is eligible Lllrouml the Employer or after the expiration of an Open Enrollment Period.

Health News
» SWHP News

Home | FAQ | Sign Out

» Event Calendar

» Related Documents
My Health Tools /| Resources

Pay my premium

Message Center (located at the
bottom of the home page)- if you
have any secure messages from the
Health Plan, they will appear here.

Eligibility Calculator

X iimi g

VitalCare Wellness Programs
Provided by Healthhledia, Inc.

To contact the Health Plan, please call 254-298-3000 or toll free 1-800-321-7947. You may also e-mail us at swhpgues@sw.org

TTY 1-800-735-2989

Interpreters are available.

Message Center {Inbox)
From Subject Received
081052012
Scott & White Health Plan RE: Test onlv 08:03.26 <%
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Employer Home Page

Links on the left

Fle Edit View Favortes Tools Help

Employer Administration — x 8-

1} Favorites ‘ i;; £ QHP epay | Old PPO and SC epay @& | Employer e-pay @ | Web Slice Gallery »

allows you to access the o B B H - e e
following: MyBer

: : il ST —
» Employer List — Displays all e =
divisions associated with your

group.
NEWV! For your convenience, Scott & White Health Plan has added a that will help i ive dates for and late

* User List — Lists all the
. . . Mossage Conter enn:nees*. :{IE m::;i:l:uuf‘;:e-bam m{n{:lmrrgrwpi:e;ehim guideﬁn:s.!fymarer;;?m wl_lal:.tllem guidelines are please contact
administrative users of your Cormac a1 I R

*Late Enrollee means an or eligible for in Health Plan, who requests enroliment in Health Plan after the
- expiration of the initial enrollment period established under the terms of the first Health Benefit Plan for which that employee or dependent
S I te is eligible through the Employer or after the expiration of an Open Enroliment Period.
.

Welcome Sam

Employer Administration
Employer List
User List
User Information

Cmployer services |

Enroll/Disenroll

WyBenefizs helps you manage your healthcare benefits with easy, convenient access 24 hours per day.

This site is bestviewed with a screen resolution of 768 x 1024 or greater.

 User Information — Allows you Health News

to change your internet user + EenCanga

» Related Documents

My Health Tools / Resources

profile such as your password, T
security question or e-mail Fuai ot

SWHP Home Page

ad d reSS . VitalCare Wellness Programs

Provided by HealthMedia, Inc.

To contact the Health Plan, please call 254-298-3000 or toll free 1-800-321-7947. You may also e-mail us at swhpgues@sw.org

TTY 1-800-735-2989

F Interpreters are available.
&
F
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Employer Home Page

Employer Services — allows

you to access the following:

VitalCare Wellness
Programs — Introduces
you to our VitalCare
programs offered at no
charge to you or your
employees.

SWHP Home Page-
Takes you to the home
page of swhp.org
without logging out.
Pay My Premium-
Allows you to pay your
bill online.

O~ [

Links on the left

E»‘Le Edrt Mfew ;g\m:ﬁtﬂ I‘uof‘s -ﬂelp
x 9~
i Favorites | = E, QHP epay gl Old PPO and SC epay @ | Employer e-pay & | Web Slice Gallery =

. EEI'||7;-‘AbweheaEtb—Employ=r % | @ scott & White Health Plan \_\ B - v [ g v Pagev Safety~ Toolsw
| e one ewans trust, = Employer

Home | FAQ | Sign

ey T

Welcome

Employer Services
Health Tools MyBenefits helps you manage your healthcare benefits with easy, convenient access 24 hours per day.
Nitc e Wolines This site is bestviewed with a screen resolution of 768 x 1024 or greater.
Programs

NEVV! For your convenience, Scott & White Health Plan has added a that will help ine effective dates for enrollees and late

SWHP Home Page

Pay My Premium enrollees*. The calculator is based on your employer group new hire guidelines. If you are unsure what these guidelines are please contact
n.

your Account Representative. Access the calculator below in the "My Health Tools/Resources” sectiol

Message Center *Late Enrollee means an or eligible for in Health Plan, who requests enroliment in Heaith Plan after the
T e expiration of the initial enroliment period established under the terms of the first Health Benefit Plan for which that employee or dependent
i b i is eligible through the Employer or after the expiration of an Open Enroliment Period.

Health News
» SWHP News

» Related Documents
My Health Tools / Resources

Pay my premium

» Event Calendar

Eligibility Calculator
SWHP Home Page

VitalCare Wellness Programs
Provided by HealthMedia, Inc.

To contact the Health Plan, please call 254-298-3000 or toll free 1-800-321-7947. You may also e-mail us at swhpgues@sw.org.

TTY 1-800-735-2989

Interpreters are available.
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Employer Home Page

Enroll/Disenroll- allows you to
enroll, terminate, or change
information on employees:

* Employee List- Lets you
find, add or change
employee information.
Employees do not need to
be a member of the Health
Plan to be included in the
database.

* Member Eligibility Search
— allows you to search for a
member to check on
eligibility.

* Request List — Allows you
to look at the status of your
requests.

e Upload documents —
Allows you to upload any
documents you want to
send to the health plan.

Links on the left

=T

5~

File Edit View Favorites T

x & -
i Favorites | <z 2] QHP epay ] Old PPO and SC epay 2| Employer e-pay ] Web Slice Gallery

* 58+ | Abovehealth - Employer % | @ Scott & White Health Plan | | f v B v = & v Pagev Safetyv Toolsv @~

MyBenefite 5

5 S(_Gu&\’& HITE
i3 HEALTH PLAN
T

T w— | = Employer

Home | FAQ | Sign Out

Welcome Sam

Employer Administration

Enroll/Disenroll
Employee List
Member Eligibility Search
Request List - y % i
enrollees*. The calculator is based on your employer group new hire guidelines. If you are unsure what these guidelines are please contact
Upload Documents J i

MyBenefiis helps you manage your healthcare benefits with easy, convenient access

24 hours per day.
This site is bestviewed with a screen resolution of 768 x 1024 or greater.
NEW! For your convenience, Scott & White Health Plan has added a calculator that will help determine effective dates for enrollees and late

your Account ive. Access the

below in the "My Health Tools/Resources” section.
essage Lenter b=
Contact The Health Plan Lola tliokos Mg an iFeml fo

tion of the initial period

in Health Plan, who requests enrollment in Health Plan after the
under the terms of the first Health Benefit Plan for which that employee or dependent

is eligible through the Employer or after the emranon ‘of an Open Enroliment Period.

|
Health News 4
» SWHP News
» Event Calendar
» elate: ocuments
My Health Tools / Resources
Pay my premium

Eligibility Calculator
SWHP Home Page

VitalCare Wellness Programs
Provided by HealthMedia, Inc

To contact the Health Plan, please call 254-298-2000 or toll free 1-800-321-7947. You may also e-mail us at swhpaues@sw.org

TTY 1-800-735-2989

Interpreters are available.

Get Adobe: j
Reader 5

€ Internet | Protected Mode: Off fg v ®100% -
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Employer Home Page

Message Center

e Inbox - shows you
any messages sent
to you by SWHP.

Links on the left

File Edit View Favorites Tools Help

x @ ~

< Favorites | <5 2] QHP epay || Old PPO and SC epay g Fmployer e-pay | Web Slice Gallery =

N |- (@ Abovehesith - Employer | & Scott & White Health Plan |

‘ - ~ [ @ v Pagev Safetyr Tools

SCOTTEWHITE
HEALTH PLAN

The one Texans trust,

Welcome Sam

Employer Administration
Employer Services
Enroll/Disenroll

Plan

Home | FAG

Home
Inbox

This page allows you to view a list of messages in your inbox. Click the message subject link to display the actual message. To narrow the list, enter a subject andfor date range and clis
search. Toview a list of sent messages, click the sent items link. To view a list of deleted messages, click the deleted items link. To delete a message dick its delete link.

i= Sentltems & Delete

Entry User U] Subject
| No Results Found

Metrix - Tools - Start Recording - /iew Hecording

Source: Inbox Component: Mess:

q ',

A ScottaWhite
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4

wart of Baylor Scott & White Health




Employer Home Page

Links on the left

e = f 8 https:,’fswh_pah.Swhp.org_fRouter.jsp?component=WorkﬂowC|ient&_source=Det_aiIRedirect&action=Ente_r&dumms

SCOTT&WHITE
HEALTH PLAN —

Ak 1L L =
Tho orig Texans trust, | s

Contact the Health Plan

Allows you to send a o e Home [£8Q S

Haome
Employer Administration o
secure message to SWHP. S Contact The Health Plan
EnrollDisenroll Thiz page enables you to send secure messages to the health plan. Select the type of inguiry from the dropdowen menu and type your guestion, comment or :
W aoha Crntor the comments text box.
. I Contact The Health Plan -I desired, add an attachment, claim or member record to your message. Clicking submit sends the message.
You can also use this _ o
. Whie will respond to your regquest within 2 business days.
function to upload |
| Your Hame _ )
documents necessary for " Messege Type | e
Attachme
enrollment, such as a vew Gen
. Member Ho =
Medical Support Order.
Description
g
*Required Fields
Metrix - Toals - Start Recarding - =0 Fecor B E,opuriq%é_ﬁa_léﬁz_tl::o!?_.:o;b_s‘iﬂ?‘ighﬁ Reserved. Source: Detail Componert: |

4 v
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Employer Functions

Find an Employee

To find an employee:
* Select —
En rO"/DlsenrOII and [ i Favorites | 5 ] QHP epay i) Old PPO and SC epay §) Employere-pay ) Web Slice Gallery +

. + |55 ]~ | @ Aboveneatth - Employer x | scott & White Heatth Plen | | B+ B - @ v Bager Ssfetyr Toosw @ 7
click on Employee ﬁ o
List. B |
—?m [ = Employer |

Welcome Sam Home | FAQ | Sign Out

To search for an Ermploye amimsenion | 22

Employee List

oy
el I I IO ee enter the fl rSt Enroll/Disenroll This page allows you fo view a list of your employees. To search for a specific employee, enter the employee’s last name and click search. To view employee details, click an employee’s name
p y ] Employee List link. To add an employee, select "Add New Employee”. To enrcll an employee, click the employee’s name link then click the "Enrollment” link under Member heading.

i

few letters of the last o —

- Upload Documents OB &) (mmiddyy)
name and click Search or e, | e
enter the last name and e &
click Search or click the et

right arrow at the bottom T
of the screen to display ! —— 12 Dounioad Fie + A ew Enploes

1

Em Name Em il DoB Employee Eligibility Open Request
the next list of names. e . fd
None N Enroll

m If your group haS METLDoE e R I P—
more than one division, 2007 00502

you may check the box to
look in employer
subgroups.

| v
A ,- Scott&White
W W HEALTH PLAN 10

‘ art of Baylor Scott & White Health



Employer Functions

Add an Employee to your roster

To add an employee:

x & -
° Select En ro"/Dlsenroll i iﬁ\mms | &) QHP epay ] OldPPO and SCepay Employer epay & Vi Sice Galery = »
and CIICk On Employee -J@;@Ahmmhh{mpiwer X|QS:nﬁ&WhiteHeathlan | fiov B v [ & v Pagev Safetyv Tools~ i@+
My Berefits

List. R
b CI'Ck Add NEW gl Home | FAQ| Sian Out

Home
E I Employer Administration I .
m p Oyee . e : Employee List
Enroll/Disenroll This page allows you fo view a list of your employees. To search for a specific employee, enter the employee’s last name and click search. To view employee details, click an employee’s name

link. To add an employee, select "Add New Employee”. To enroll an employee, click the employee’s name link then click the "Enrollment” link under Member heading.

r—

Member Eligibility Search
Request List

2 (mmiddhyyyy)
%I Upload Documents DOB L @ )
Message Center Social Security No. @ (123-12-1234)
Contact The Health Plan FirstN
ast Name &

Look in employer subgroups
[7] 2 Include Inactive Subgroups

Download Fi e '+ Add New Employee
Ei Name Emy No DOoB Social Security No. GroupiDivision Name/Number Group/Division No Emj ree Eligibility Open R{quest
None N Enroll
Hone N Enroll
None N Enroll

Metrix - Tools - Start Recording - Source: List Component: Emploveelastar

o

4 P,
Al ,- Scott&White
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Employer Functions

Add an Employee to your roster

Complete the form then at the
bottom of the page click one of
the following:

e Submit to submit the
information.

e Submit & New to keep
adding additional
employees.

e Submit & Enroll to go
ahead and enroll the
employee in SWHP.

Note: “Add an Employee” adds
the employee to your roster in
the database only. To enroll the
employee in your health care
plan, you must complete the
enrollment process by clicking
the button labeled Submit and
Enroll. This button directs you
to the Member Benefit
Maintenance screen where you
must enroll the employee in
member benefits.

Mﬁg&#@ﬁ&!’

R SCOTT&WHITE

HEALTH PLAN
The one Texans trust,

= Employer

Welcome Sam

Employer Administration
Employer Services
Enroll/Disenroll

Employee List

Member Eligibility Search

Request List

Upload Documents
Message Center

Contact The Health Plan

Home | FAQ | Sign Out
Home = Emplovee List
Add Employer Employee

This page allows you to add employees to your employee list Enter the required information and click submit to save the information

General Information
“First Name:

Middle Name

“Last Name

SO

Suffix

“social Security Ho. (2 (123-12-1234)

“DoB | 2 (mmiddiyy)

“Gender E
Marital Status Code [=]
Language Code B

Address & Contact Information

“Address &

Address 2
“city
“state | Texas
“Zip Code 2
Country | UNITED STATES
Work Phone

o

Home Phone

Fax

Email

=

Employment Information

“GroupiDivision Name/Numbe
Employee No
Employee Ref Number

“Hire Date

Job Title

Status Code [=]
Cobra Ind ’75

*Required Field

[ submit | [ Submit& New | [ Submit8 Enroll || Cancel |

Metrix - Tools - Start Recording -

Source: Add Ci EmployeeAdd

Done

€ Internet | Protected Mode: Off

Yy

da v ®100% ~

HEALIH PLAN

wart of Baylor Scott & White Health
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Employer Functions

Enroll an Employee

Employees must be added to i _
ices mployee List
the database befO re they can be | This page allows you to view a list of your employees. To search for a specific employee, enter the employee’s last name and click search. To |

view employee details, click an employee's name link. To add an employee, select "Add New Employee”. To enrall an employee, click the
employee’s name link then click the "Enrcllment” link under Member heading.

enrolled. See “Add an i
Employee.” searcn ]

bos || e mmeey |
Social Security No. |:|;'3? (123-12-1234) )|

To enroll an employee either First Name I I i
H Last Name i)

select Submit and Enroll and i B

Complete the enI‘O”ment fOI‘m Look in employer subgroups I

after addlng the employee |l] &2 Include Inactive Subgroups ‘

Results = Download File 4+ Add New Employee

enrolled yet - . \M
Mot Active N
«  Select Enroll/Disenroll e .
from the left-hand menu. . p 3

*  Find the employee.

»  Select the Enroll link in the
far right column.

vt of Baylor Scott & White Health

4 v
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Employer Functions

* Fill out any blank fields.
Required fields are marked with
a red asterisk (*)

* Scroll down to the Maintenance
Reason Code and make your
selection from the drop down
menu

» Under Available Group Names,
select the policy benefit in
which the employee is enrolling

* Enter the benefit begin date

* Click Review or Add Dependent

» Complete form and click Review
or Add Another Dependent

* When finished adding
dependents, click Review

* Review Information then click
Submit

* Be sure you receive a “Success”

page and make note of the
request ID number.

o Scott & White Health Plan x j (c0) Abovehealth - Employver

EnroII an Employee

swhpah swhp.org/Router, jsp?source =List&component =Emp|oveelvlaster&action =erirol|&rowumber

=3 Q

ok

me = Employvee List
lember Benefit Maintenance

:aze select the function you would like to perform - Update Address | Edit Member Information, etc.

ployer Mame

ember Name

Relationship

Member No.

Gender

“nrollment
Sirst Mammas
I ame - . Gender Code* L¥
iddle Mame 7 ;
% harital Status Code v|
-ast Mame* 2
= i i &
o Relationzhip Code Self w |
m— vl
Hire Date* |1 Handicap Ind
A

-# Contact Information
-= Residential Address

Address* Address 2 Cityx States Zip Code*

e m e - g | e @
-& Mailing Address
Waintenance Reason Cl:lde*| Initial Enrollment bt

-Available Group Names

|Gr0uD Name Policy Benefit Mo Benefit Plan

Group Hame Dates Select Begin Date:

14



Employer Functions

Add a Dependent

Windows Internet Explorer, |Z||E”X|
TO add a dependent: h swhpiarg/Router.jsp "‘| @|§|.EI |@ Bing ||EE|

Tools  Help

* Find the employee from the
Employee List (see Find an

s
v ',,'l Search =

- 3 share | Mare > Signin 4 -

_ " 3
smantha & - Qutlock... & | VBIC RFF Docurnents t‘ Proposal Tech @ | The President's Challenge & | Serena Software, Inc. (http... @ Suggested Sites =

employee) — BB - D @ wye e @
H 3, -~
hd CIICk On the employee S Home = Emplovee List = Emplover Emplovee Detail =
name Member Detail
This page displays member-specific information. You may edit member address and add dependents by clicking on "Benefit Maintenance™.
° Select VleW Member Detall You can also view eligibility history by clicking on “View Eligibility History™.

* Select Benefit Maintenance TR [ 2 (mmisi)
sRequired Fields

Employer:

Family

Member Name Relationship Member No.

] Self

4 "Benefit Maintenance -I L4

Subscriber Name
Subscriber No

DOB

Gender

Marital Status Code
Address

Home Phone

Work Phone

Fax

JTr_ust:gi:I_sitg_s A Ruow -

4 |/
A ,- Scott&White
" }‘ HEALTH PLAN
/
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Employer Functions

Add a Dependent

5.7 Favorites ‘ G2 £ QHP epay 2| Old PPO and SC epay g, Employer e-pay & | Web Slice Gallery »

* Select Add
Dependent

 Select the
Maintenance Reason

r‘ﬁﬁ'hbwei\aal‘th—Emplcvyer ‘ ‘ & = ¥ @ v Page~ Safety v Tools~ @' i

MyBenefits =
SCOTTEWHITE
|- = Employer

HEALTH PLAN

The one Texans trust,

Code from the drop
down box and enter
the requested
information in the
blanks.

* If there is more than
one dependent,
select Add Another
Dependent to
continue adding
dependents

* When done, click
Review
* Review the

information then click
Submit

Employer Administration
Employer Services
Enroll/Disenroll

Employee List

Member Eligibility Search

Reguest List

Upload Documents
Message Center
Contact The Health Plan

Home = Employee List = Emplover Employee Detail = Member Detail
Member Benefit Maintenance

update your information.

Eligible as of Date =™ """
Employer Mame

Home | FAQ | Ghost Sign Out

Please select the function you would like to perform - Update Address, Edit Member Information, etc. Please note: if you are covered through your employer, you must have your employer

—

Maintenance Reason Codeﬂ‘l j :

(Added Dependents

Gender ‘ |

Member Name Relationship DOoB
= Personal Info
First Mame* Gender Code” | E]
Middle Name ? Marital Status Code \ [ﬂ
Last Mame= . CCx, Relationship Code* o _E
DOB* Student Status Code [=
35N [ Handicap Ind

rAvailable Group Names

Group HName Policy Benefit Ho Benefit Plan

Group Name Dates

Select Begin Date*

m

2014

‘D

——] v

W Trusted sites | Protected Maode: Off

G @‘100%16

—/ b" MNMEALIM FLAN
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Employer Functions

To terminate coverage:

Find the member and click on
their name.

Click View Member Detall.
Select Benefit Maintenance
Select Terminate Coverage

Terminate an Employee’s or Dependent’s Coverage

w [@ nttps://ewhpsh.swhp.org/Routerjsp

T IERICED £

File Edit View Favorites JTools Help

x & -

¢ Favorites | < @] QHP epay || Old PPO and SC epay & Employere-pay & Web Slice Gallery =

* (@ Abovehealth - Employer

‘ | i IR v [ @ v Pagew Safetyv Tookw @v

ﬂﬁ&ﬁ@ﬁ?
3 SCOTT&WHITE

HEALTH PLAN

The one Texans frust

Welcome J

| == Employer

Home | FAQ | Ghost Sign Out

Employer Administration
Employer Services
Enroll/Disenroll

Employee List

Member Eligibility Search

Request List

Upload Documents
Message Center
Contact The Health Plan

Home > Emplovee List> Emplover Emplovee Detail = Member Detail

Member Benefit Maintenance
Please select the function you would like to perform - Update Address, Edit Member Information, etc. Please note: if you are covered through your employer, you must have your employer update
your information.

Eligible as of Date
Employer Name

View Mem

s Marital Status Code
Member No. 5 =
poB Relationship
SSN Employment Status Code
Gender Handicap Indicator

Address
Home Phone
Work Phone

Ietrix - Tools - Start Recording -

Source: MemberBenefitMaint Component: MemberBenefithlaint

Done

s Trustedsﬁa| Protected Mode: Off 3~ ®100% ~

L\ (- Scott&White
’ "\’ HEALTH PLAN 17
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Employer Functions

Terminate an Employee’s Coverage

EIN - 4
< Favorites ‘ 9% &) QHP epay & Old PPO and SC epay & Employere-pay & | Web Slice Gallery
+ |@ Abovehealth - Employer [ ] o v @ v Pagew Safetyv Toolsw @+ T

Select who you want to M Boreits
terminate by checking %

EALTH PLAN

the “Apply To"boxes ey T
Enter Malntenance Eralover Admmitiation Home = Emplovee List = Employer Emplovee Detail » Member Detail

Reason COde from the Emz.::,.,, Services Member Benefit Maintenance
d ro p down bOX ;?:_::Z:’El“;:mw Search

Enroll/Disenroll Please select the function you would like to perform - Update Address, Edit Member Information, etc. Please note: if you are covered through your employer, you must have your employer update
Request List Eligible as of Date

Select the plan and Ui Docurrts i
enter the disenroll date | ot roe et pin
Select Review
Review the changes T Tr—

and SeIeCt Submit Maintenance Reason Code-| =]

Current Group Names
%I ‘Group Name Policy Benefit No Benefit Plan Group Hame Dates Select Disenroll Date*

0710112014 - ‘D ‘
—

4

Member Name Relationship Member Ho. DOB Gender "" to .

I Cancel Request] |Review| '

IMetrix - Tools - Start Recording - Source: MemberBenefitMaint Component: MemberBenefitMaint

| v
Al ,. Scott&White
- }‘ HEALTH PLAN 18
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Employer Functions

Terminate Dependent Only Coverage

'@O |(" https://swhpah swhp.org/Router jsp# vg|m|$,| 7”“&55‘ }Jv‘
Fle Edit View Favorites Tools H elp
x 9 -
Remove the CheCk from ¢ Favorites | il |2 QHP epay | Old PPO and SC epay 4| Employer e-pay | Web Slice Gallery

the box Apply To ] B8 -0 @ - e Sy~ Taos- @- 7
» Select the
dependent(s) you
need to terminate T~ ————

hd Enter Ma| ntenance il o sainay Member Benefit MainteriaTres

Employer Services
Enroll/Disenroll Please select the function you would like to perform - Upa3

Reason Code from the o

Member Eligibility Search Eligible as of Date

drop dOWn bOX Request List Employer Name

Upload Documents

» Select the plan and Message Center

Contact The Health Plan

enter the disenroll - - o N
date
e —

i Select ReV|eW Terminate Coverage
* Review the changes

- Current Group Names
and select submit : —

Please note: Only _— e
select the /uuw
dependent(s) you
wish to terminate.
DO NOT select the
employee.

+ |@ Aboveheaith - Employer

| == Employer

Home | FAQ | Ghost Sign Out

ages s, Edit Member Information, etc. Please note: if you are covered through your emplayer, you must have your employer update

Maintenance Reason Code”| |z|

Group Name Dates Select Disenroll Date*

Source: MemberBenefitMaint Component MemberBenefitiaint

4 v
A ,- Scott&White
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Employer Functions

Find the employee from the

Employee List (see Find an employee) & in @ e omes i - &8 [o]x]Ba =
. File Edit View Favorites Tools Hel
« Click on employee name < o- ’
° Select V|eW Member Detall ¢ Favorites |{_5p £ QHP epay 2| Old PPO and SC epay & | Employer e-pay & Web Slice Gallery v
~_7|&f4'Abcweheaith—Employer |_i - v [ fdsh v Pagew Safetyv Took~ @~ i

» Select Benefit Maintenance
» Select Change Benefit Selection

MyLerefits :
o

» Select members changing e [t Employer ||
benefltS Home | FAQ | Ghost Sign Out
. Employer Administration Home = List = Emplover Employee Detail > Member Detail
» Select Maintenance Reason St Member Benefit Malntenance
Enroll/Di: 1l Flease select the function you would like to perform - Update Address, Edit Member Information, etc. Please note: if you are covered through your employer, you must have your employer
COde from the dl’Op dOWﬂ menu né:"lplo;j:en:st update your information
Member Eligibility Search
* UnCheCk the bOX neXt to the Request List Eligible as of Date 01/14/2015
E

current plan but do not change b
the already populated date \ LR T
*  Check the box in the second
column titled terminate and
enter the day before the new
plan will be effective
»  Select the box for the new plan
and enter effective date
*  Select review

mn

Apply ¢

\ = J |

| —
rA

« Click Review E:Z: ;_ TR L 5
» Review the information then : |

click Submit 2 | o | ]

Plan 4 - current plan ST e TR0

Plan5 = all =

P,

q4 7

N ,- Scott&White
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Employer Functions

Change an Employee’s Information

e ===

!@@- [@ nttps:/r<whpeh.swhp.org/Routerjso ~ 2 [m[e]x|[Bsing R
To change information: Hle gt Vew Fuortes Took Hep
x & -
[ ) Fi nd the W Favorites | {;,, €| QHP epay | Old PPO and SC epay & | Employer e-pay & | \Web Slice Gallery »
-‘&ii-.qbweheanh-smploye: ‘7| G~ v 9 g v Pagev Safety~ Toolsw @~

member/employee. Mo

Select the R
[ The one Terans trust, [ =t Employer
member/employee by p— Home A0 Gost Sun Out

Cllcklng On thelr name_ Eaployes Adwnidiation Home = Employee List > Employer Employee Detail > Member Detail

Employer Services Member Benefit Maintenance

° S I V M m b Enroll/Disenroll Please select the function you w on, etc. Please note: if you are covered through your emplayer, you must have your emplayer update
e eCt IeW e er your information.

Employee List

1 Member Eligibility Search
Detal I . Eligible as of Date 01/

Reguest List
Upload Documents Emporerhiame: (i

. Select Benefit wossge conor
Maintenance.

»  Select either Update
Address or Edit S——

Member Nai Marital Status Code

Member Information Member No. ook

poB
SSN Employment Status Code

dependlng On What Gender Handicap Indicator

Address

you need to change. ] s ey

Relationship

N

Work Phone
Email

Source: MemberBenefithaint Component: MemberBenefithaint

etrix - Tools - Start Recording -

4 v
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Employer Functions

Pay an Invoice Online

' GGD‘;IB x ‘ Scott & White Health Flan 1? (zt) Abavehealth - Emplaver * = fa
SEleCt Pay My €& = C A |8 htps: ffswhpah.swhp org/Router jsprcomponent=Portal&source=PortalEntry&code=172_app_link&action=Deta Qa s

Premium from the /@M@
home page or i SR
from the menu

Tho cne Texans tust,

22 Employe

Home | FAQ | Ghost Si

. i i ize -4t % Find a Doctor | @ Find a Dentist | Gat a Qu
under Employer cnpoyersamsvoion | [ SCOTT KWHITE rformacion enspariol [ TexiSize a4 | L
Services and Employer Services (A HEALTH PLAN  «
Health Tools
fOIIOW the VitalCare Wellness
Programs
. t t e i Rt Select a Health Plan  Insurance 101 Health & Wellness
instructions on —
Matiage F Plan Wellness Prograims TS & BesoUrces
the page EntoliDisenroll Manage Your Flan | Wiellness Prograrms | Farms & Resource:
- Message Center
Contact The Health Plan Manage Your Plan Malze Pavments
Make Pajiments I Scott & White Health Plan offers you two methods to pay bills electronically.
You can pay your bill online with e-Pay or by monthly automaticwithdrawal \We're Here for You 24/7
from your checking account with the Automatic Payment System. 1-800-321-794
TTY/TTD: 1-800-7 35-2080
Automatic Payment System Fax: 1-254-298-3385
To have your monthly payments debited electronically from your checking . =
account, print and complete the employer group form. Mail the form and a | Email Us -
voided check to: Hurse Advice Line
_ 1-877-505-7947
Accounts Receivable ==
] Scott & White Health Plan \_ Customer Advocacy Cen
1206 West Campus Drive
Temple, TA 76502
Dovnload employer group form

@ 2013 Copyright - Healthation com - Al Rights Resenved.

etz - Tools - Start Recarding - o Do o ins WA AN 07 AR 0A B ond Source: Detail Componsnt

|/

4
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Employer Functions

Update User Information

\ = T —— = _
X‘ﬁ gwtt:&mmp&hﬂam x} () ahovehealth - Emplover ®

—

C f https: //swhpah.swhp org/Router. jsp?source=Frofilescomponent=Menugcode=PROFILE&targetl ink =true

Select Employer
Administration and
click on User

S SCOTTAWHITE
HEALTH PLAN

Tho omie Texans trust,

25 Employer

Information. —

On the User
Information screen,
enter any
information you
need to change and
click Submit.

Employer Administration
Employer List

User Information

Employer Services
EnrollDisenroll
Message Center
Contact The Health Plan

Home

User Profile

Thiz page dizplays information associated with the currently logged-in user and permits that user to make name, password, and email address changes. Click submit

to save your changes and return to the Home Page.

Personal Infnres=+ian

“Last Hame E )
*First Hame E |
Middie Name | | 2

Home | FAQ | Ghost Sign Ourt

If no text is entered in this section, Sour paszward will remain unchanged.

0ld Password
Confirm Password 2

Cha wye Password

Emiz: il Address

Email

-~

B

7

Confirm Email l;

irity Question.

‘Password Question 1 | Whatis vnir father's middle name? ev3

‘Password Answer 1 :I

Pref :rences

Prefergnce

Selected

Accept Rotification emails

/ (]

Al heaManto login to the poral as yourself, to better assist and support you.

/ = 3

*Required Fields

’
,- Scott&White
' HEALTH PLAN 23
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Employer Functions

This allows you to check
the status of any requests
you've made.

»  Select Request List
from the
Enroll/Disenroll menu

»  Enter search criteria if
desired.

*  Check the results
below for information
on the status of your
requests.

* If the request status is
Pending — Employer
Group Admin, we need
something from the
group in order to
continue processing.

»  Selecting the request
allows the user to view
what we need

* If the request status is
Denied, the user can
also open the request
to see why it was
denied

x & -

Request List

¢ Favorites | 9% £|QHP epay g Old PPO and SC epay £ | Employer e-pay & Web Slice Gallery =

* | (@ Abovehealth - Employer

B~ - [ @b v Page~ Sefety~ Tools~ @~ e

/pfg&/@ﬁﬁ

A SCOTT&WHITE

Sl HEALTH PLAN

| The one Texans trust,

-

| == Employer

Welcome Wendy

Employer Administration
Employer Services
Enroll/Disenroll
Employee List
Momobo b

Request List

Upload Documents

Message Center
Contact The Health Plan

Home

Request List

This page lists all submitted requests. |

Request ID
Status | [=]
Current Reviewer |
Submit Date From to (mmiddivyyy)
Requesting User

2 Clear

Look in CITY OF KILLEEN employer subgroups
Member Information

Member No. ) (123456)

Member First Name

Member Last Name

S

Home | FAQ | Ghost Sian Out

mn

Results & Download File

Please note: Do not submit multiple requests as this will cause errors and delays in processing. If a request was
submitted in error, please select "Contact the Health Plan" to have the original request denied prior to

resubmitting the correct request.

D Status Ei Type Name Subscriber Name Current Date Submitted Date Last Updated
””” Approved Change Demographics. Health Plan 12/05/2014 01:30:45 PM 12/05/2014 01:47:11 PN
Approved Change Demographics Heatth Plan 11/18/2014 02:37:49 PM 112112014 09:29:21 AM
Approved Request ID Card Heatlth Plan 101520114 11:53:57 AM 10/15/2014 11:53:57 AM
Approved Request D Card Health Plan 10/08/20114 10:53:51 PM 10/08/2014 10:53:51 PM
Approved Change Demographics Health Plan 10/06/2014 06:57:32 PM 10/07/2014 03:27:19 PM
Approved Request ID Card Health Plan 10/03/2014 12:24:13 PM 10/03/2014 12:24:13 PM
Approved Regquest D Card Health Plan 02/14/2011 09:45:03 PM 02/14/2011 09:45:03 PM
Approved Request IO Card Health Plan 02M14/2011 09:43:48 PM 027142011 09:43:49 PM
Approved Request D Card Health Plan 12/02/2010 07:32:37 AM 12/02/2010 07:32:38 AM
2
N Fam Scott&White o4
|/ '\"
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Employer Functions

You may order an ID
card for your employee.

* From the Employer
Employee Detail
screen, select View
Member Detail from
the right side of the
screen.

o Select Benefit
Maintenance from
the right side of the
Member Detail
screen.

Order an ID Card

1. From the Employer Employee Detail screen, select View Member Detail from the right side of
the screen.

Home > Eplovee Lis
Employer Employee Detail

This page for he seldecte: You can enrall or et member information Dy chicking the “View Memper Detai™

D08 01/01/1976
Gender male
Marital Status Code
Address 123 Here
Home Phone
Work Phone
Fax

2. Select Benefit Maintenance from the right side of the Member Detail screen.

Home > Emplores Lis! > Emplgver Empiovee Detal
Member Detail

This page dispiays member-specific information. You may edit member address and add
“View Eligibiiity History”

" You can aksa ew eligibilty history by dicking on)

Search
“Engible as of Date  09/29/2014 S @ (mmiddiny)

DOB 01/01/1576
Gender Male

® View Eligibility History

25



Employer Functions
Order an ID Card (cont.)

3. Select Request ID Card from the right side of the Member Benefit Maintenance screen.

Select Request ID Card
from the right side of
the Member Benefit
Maintenance screen.
The next screen allows
the user to Preview
the ID card as well as o
request a copy to be

mailed.

4. The next screen allows the user to Preview the |ID card as well as request a copy to be mailed.

Request ID Card

‘ Policy Benefit Hame Policy Benefit No Group Name Dates Eligibility Benefit Dates Id Card Count*

|n1,-mmu = | U1/01/20104 - | | ‘ @]

[Cancel Request] [Review

26



Helpful Information

Processing times may vary. Please allow up to three business days for changes to reflect online. For
immediate or emergency requests, please email swhpgroupenrollment@sw.org

« We may pend transaction requests in order to obtain substantiating documentation in accordance
with your contract. We require proof of a qualifying event, such as loss of other coverage and/or
adding dependents due to marriage.

 If you upload documents, please do so in PDF format.

» We encourage you to review your Request List daily (see page 24). If your requested transaction
does not appear in the Request List, it will not be sent to SWHP for processing. Please resubmit
your request. If you experience technical problems or need assistance, please contact your account
representative.

» Please let us know how the portal is working for you. Send any comments/questions to
swhpgroupenroliment@sw.org

N fam Scott&White
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