
Healthcare Highways 
Employer Portal
Access to everything you need to quickly 
and easily manage your account information.

Welcome to the HCH Employer Portal Guide. Your 
employer portal provides you access to all your 
employee’s personal, claim, and eligibility information, 
plus a whole lot more. This guide will step you 
through setting up and using this powerful tool. 
Let’s get started!

STEP 1
Go to www.healthcarehighways.com. You will be 
brought to the home page

STEP 2
Select “Employers” from the top navigation. 

STEP 3
Have your group number ready and check 
whether it starts with “HCH” or “HP”. If it starts with 
“HCH”, click on the button on the left-hand side 
that says “HCH Login”. If your ID card starts with 
“HP”, click on the button on the right-hand side 
that says, “HP login”. You will now be taken to 
your employer portal. 

®
HEALTH PLAN

Login
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STEP 4
Enter username and password in the 
appropriate fields and click the login 
button. You will be taken to the portal 
homepage.  

In case of Login error, check for an 
error such as your CAP LOCK being on. 
Contact your portal administrator if you 
are unable to access your account.  

STEP 5
Once logged in, you will be taken to 
the home page. 

At the top of the home page, you will 
have di�erent tabs available that allow 
you to search/enroll a member, view 
plan files, generate reports, view 
invoices as well as access to account 
information, employee profiles, and 
much more.

Toolbar - Member
At the top of the home page, click the “Members” tab to access employee enrollment forms 
and perform a member search. 

Members 

Top toolbar navigation
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Member Search
To perform a member search, under 
the “Members” tab, click on the drop-
down menu option titled, 
“Member Search”. Start out by typing 
the member’s PII in the fields under 
“last name”, “first name”, “member ID/
SSN”, and “member status”. 

One all member information is 
entered, click on the green search 
button. Results of members with 
information inputted will appear at the 
bottom of the page. 

To view more detailed information, 
click on the member ID. You will then 
be taken to the member’s profile 
where you can view more specific 
information. 

Add Enrollment 
This area allows you to perform a 
search query on enrollees, add new 
enrollees, as well as view enrollee 
information. 

Click on the green “add enrollment” 
button on the left-hand side. 
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Add Enrollment (cont.)

In the Group Details section, make a 
selection for the group ID, group 
location, and employment status fields 
at the top by clicking on the arrows, 
which will show a drop-down menu 
with options. 

In the Enrollment Information 
section, make a selection for the 
enrollment type, enrollment source, 
and enrollment status field by clicking 
on the arrows, which will show a 
drop-down menu with options. 

In the Personal Details section, scroll 
down and fill in personally identifiable 
information (PII) in fields. For 
communication preference and 
marketing preference, choose the 
preferred method of communication.

In the Dependent Details section (if 
applicable), enter the dependent 
information in the fields and click the 
green “Add Dependents” button on 
the left side.  

In the Plan Details section, in the top 
left corner, you can check the 
“Decline All Coverage” box if enrollee 
decides to decline coverage. 
Otherwise, choose the appropriate 
selections from the member, plan 
type, plan year, plan, and e�ective 
date fields by clicking on the arrow 
next to each field and making your 
selection. You can also add a plan by 
clicking the green ‘’Add Plan” button 
on the left side.

Once all information is entered, read the terms and conditions by clicking on the “herein*” in blue. Once read, 
click the box on the bottom left corner checking that you’ve read and agree to the terms. 

Once done, click the green “Submit” button at the bottom.
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This area allows you to view plan files, 
such as the enrollee’s Summary Plan 
Description (SPD) or Summary of 
Benefits and Coverage (SBC).

Click on the icon you wish to view to 
see more detailed information. 
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Resources 

Toolbar - Resources
At the top of the home page, click the “Resources” tab where a drop-down list of options will appear. 

Plan Documents 
From the drop down list under resources select “Plan Documents”. 



This area allows you download 
a list of members’ PII in an excel 
file. 

A file will appear. To view more 
specific details, click on the file 
name or on the icon below the 
word “action”.

Once clicked, an excel 
document will open. 
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Agreement
Begin by hovering over the Resources tab. A drop-down menu will appear. Click on the second option and 
click on the “Agreements” option. 

Reports
This area allows you to generate reports, make eligibility changes, perform a census search query, and view 
reports on a monthly and quarterly basis.

Begin by hovering over the Resources tab. A drop-down menu will appear. Click on the “reports” option.
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Eligibility Subsection 
To download the eligibility changes report, on the “Reports” screen, click “Eligibility Changes” option.

Specify the search criteria and click 
the “Download” button. The report 
will be generated and downloaded in 
excel format. 

Clicking on the “Reset” button clears 
the specified search criteria. 

To download data for all the groups in 
the system, select “All Groups” 
options under the Groups field and 
click the “Download” button.”

Specify the search criteria and click the 
“Download” button. The report will 
generate and download in excel format. 

Census Reports subsection
On the “Reports” screen, click “Census”. 
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Communication Preferences subsection
On the “Reports” screen, click “Communication Preferences”.

Specify the start and end dates, along 
with the group under “Groups”. 

Click the green “Download” button; 
an excel spreadsheet will 
automatically download with the 
enrolleees’ information, along with 
their communication preferences.  

Client Reports subsection
On the reports screen, click on client 
reports. 

To view monthly client reports, from the 
reports page click on the “Client Reports” 
icon on the right. Next, click on the 
“Monthly Client Report” on the left. You 
can download the files by clicking on the 
desired file name, which will prompt a 
PDF to appear in a separate tab on your 
browser. 

To view quarterly client reports, from the 
reports page click on the “Client Reports” 
icon on the right. From there, click on the 
“Quarterly Client Report” icon on the 
right. You will see a list of files. Click on 
the desired file name, which will 
automatically prompt a download. 
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Custom Reports subsection
A custom report is a report designed by the user via an intuitive screen. In this section, we will learn to create 
and manage custom reports.

To create a custom report, on the “Reports” screen, click the green “New Report” button on the left-hand side.

Pick and choose from the list of 
available report types to create a 
custom report. 

Once you have selected the report 
type, click the “Create” button.

The screen to create the custom 
report displays with options shown.

Select the criteria for Date in the 
“Date Criteria” field.

Enter the Start and End Date range 
in MM/DD/YYYY format. 

Select either “All Groups” or a 
specific group from the “Groups” 
drop-down. 
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Custom Reports subsection (cont.)
From the list of available fields, drag the required fields to the area highlighted in the image. You can select 
and drag as many fields as needed. 

If you are satisfied with the output the following 
options are available:

To Download Click the Download button to 
save the file in excel format on your system.  

To Save Click the “Save” button to save the 
custom report within the portal for later usage. 
Click the “Save” button. The Save Report 
screen displays with options. Enter a name for 
your report. Specify the setting of the report 
availability as Public or This User Only. Click 
the “Create” button. Your report has now been 
created.

Once the settings are done for the custom 
report, click the green “Run Report” button.



This area allows you to access 
forms that pertain to member 
claims, among other 
documents. 

To view claims, click on the 
file name.

A PDF will appear and 
automatically download. 
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Forms
From the drop down list under resources select “Forms”. 

Marketing Materials
From the drop-down list under the "Resources" tab select 
"Marketing Materials". 



Client Profile 
This section allows you to edit group account information, eligibility information, group plans, and website 
account credentials. The HCH portal enables the employer to manage their own group. There can be multiple 
groups under a single client and multiple employees under a single Group. 

From the drop down list under resources select “Client Profile”. 

This area allows you to access 
marketing materials/forms that 
you can distribute to your 
employees. 

To view marketing materials, 
click on the file name.

A file will appear and either 
open up in a new tab or 
automatically download. 

Account Information
This area allows you to edit basic group account information
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Eligibility Administration
This area allows you to specify the eligibility administration information of the new group

Group Plans
This area allows you to view and update the details of all the group insurance plans. In addition, you can also 
exclude the group insurance plan from WebTPA.
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To modify the group insurance plan, click the insurance plan name link under the Plan Name field. The Edit 
Group Insurance Plan screen displays with options. 

Here, you can modify or delete the 
insurance plan basic and cost respective details. 
In addition, you can manage base rates.

Once done, click the Submit button to save 
the details. 

Manage Website
A website is created to manage and organize the data related to the insurance plans applicable to a specific 
group. In this section, you can access and perform various activities related to creating and managing 
your website.   

Sync 500

Sync 500

Sync 500

Sync 500

Sync 500
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Manage Website (cont.)
Go to the Edit Group screen and click the green “Manage Website” button. If the website already exists then 
“Edit Website” screen will display, allowing you access to plan documents and temporary ID cards. Otherwise, 
the “Add Website” screen will display. 

Staging
In this section, we will learn about the operations we can perform on the EDI files enrollment data available.

Once you’ve clicked on the “Staging” tab, you will be taken to a form with fields. You can customize the 
enrollment data with di�erent combinations like Group, Last Name, SSN, Error Summary, EDI file, and 
Termed Enrollments.
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Staging (cont.)
1. The Staging screen shows the enrollment data of all the insured users that exist in the EDI files in Staging.

Group Contact Information Subsection
This area allows you to view the existing group contact information. In addition, you can add new information, 
update existing group contact details and change their password to access the HCH portal.

2. Clicking on a member’s last name will allow you to see the enrollment data of the user in view mode.

3. Clicking on the pencil icon will allow you to see the enrollment data of the user in edit mode and fix any
errors mentioned in the Error Details field.

4. Clicking on the green “Process” button will allow you to filter the enrollments and approve the enrollment
records without errors. All the approved enrollment records from i-staging tables will be moved to actual
enrollment tables.

5. Clicking on the green “Export Errors” button will allow you to generate and download an excel file having
all those enrollments that have errors.
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Group Contact Information 
Subsection (cont.)

To change a member’s password, 
click on the lock icon on the row with 
the member’s name. The icon is blue 
and located on the right-hand side. 
Confirm the new password and click 
the green “Submit” button on the 
bottom right-hand side. 

To edit a member’s information, 
click the pencil icon on the row with 
the member’sname. The icon is teal 
and located on the right-hand side.  

To add an employer 
To add a new employer, click the 
“Add Employer” green button on the 
left side, below the “Group Contact 
Information” section.

You will be taken to a group employer 
form with fields. Once you’ve entered 
the group employer information, click 
the green “Submit” button at the 
bottom left-hand side. 

Now that the new group employer 
has been created, it has been added 
to the grid under the “Group Contact 
Information” area.



Finance Administration
This area allows you to input the 
financial administration information of 
the group.

Eligibility Administration
This area allows you to specify the 
eligibility administration information 
of the new group.

Group Plans
This area allows you to group 
members based on specific group 
plans they're a part of. 

You can click on the Plan Name 
documents to view more specific group 
plan information. 

Group Location
This area allows you to add, 
view and edit the group 
locations. 

To add a new group 
location, click the green Add 
Location button at the top of 
the Group Locations area. A 
box will appear. 

Enter the Location Code 
and Name and click the 
green “Submit” button. 

Group Departments
To add a new group department in the Group Departments area, click the green “Add Department” button. 
A box will appear. 

emonrreal
Highlight
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Enter the Department Name and 
Code and click the Submit button. 
The department details are added 
to the Group Departments area.

To edit a group department 
Click on the pencil icon next 
to the department record for 
editing. 

Make the necessary changes 
to the information and click 
Submit. The updated record 
will display in the Group 
Departments area. 

ID Cards
This area allows you to load ID 
cards in bulk. In order to do so, 
you must select a plan year at the 
top of the screen. 

You can generate bulk temporary 
ID cards by clicking the green 
"Bulk Temp ID Card" button on the 
left. 

You can also generate bulk ID 
Cards by clicking the "Bulk ID Card 
Order" button on the right. 



This area allows you to view invoices on a 
monthly and weekly basis. 

Click on “Monthly Administrative Invoice”. 
You will be taken to a screen with multiple 
files on the right side. 

Click on the file you wish to view. It will 
automatically download into an xls file. 

Click on the “Weekly Administrative 
Invoice”. You will be taken to a screen with 
multiple files on the right side. 

Click on the file you wish to view. It will 
automatically download into an xls file. 
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Toolbar - Resources
At the top of the home page, click the “Resources” tab where a drop-down list of options will appear. 

Invoices
From the drop down list under resources select “Invoices”. 



40

Provider Search

Toolbar - Find a Provider
At the top of the home page, click the “Find a Provider” tab.

STEP 1
Start your search by entering your search location. 
Provide an address, city, or zip. You also have the 
option to allow us to use your current location. 

STEP 2
Now you can start your search for doctors, 
hospitals, specialists and more by selecting the 
icons on the main dashboard. 

At any time you can check to make sure that your location 
and network information are correct. Do this by viewing what 
is displayed it in the upper right hand corner. It should reflect 
your location as well as your Healthcare Highways network 
selection next to the plan.

STEP 3
A list of one or more providers will appear, 
depending on your search parameters. Scroll to 
select your provider. Within each listing, you’ll find 
basic contact information. You may click on 
‘directions’ to get turn-by-turn driving instructions. 
Print or save your results. 

Sample, Name

Address Location

(888) 888-8888
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