Healthcare Highways
Employer Portal

: Access to everything you need to quickly
e s and easily manage your account information.

in your usemanme and password

LET'S GET STARTED

4+ EMPLOYER PORTAL INSTRUCTIONS

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

Take Back Your Business.

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 Login to Your Health Plan Employer Portal.
“HCH?”, click on the button on the left-hand side 583 2%
that says “HCH Login™. If your ID card starts with o et m
“HP” click on the button on the right-hand side

that says, “HP login”. You will now be taken to
your employer portal.

@althcare
Highways®
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STEP 4

Enter username and password in the s e S—
appropriate fields and click the login Qe e = mees geeu med
button. You will be taken to the portal
homepage.
In case of Login error, check for an g—l TN
error such as your CAP LOCK being on. TS T STXTN
“ow're Just 8 few clicks awsy from accessing
Contact your portal administrator if you P eyl e S by g
in your usemame and password. Reremmber et
are unable to access your account. P—— @;
STEP 5
Once logged in, you will be taken to
the home page.
At the top of the home page, you will R _— e

have different tabs available that allow CIIEC | Wi mlesi msii SR ' PR
you to search/enroll a member, view
plan files, generate reports, view
invoices as well as access to account

information, employee profiles, and Challenging healthcare to do better.
much more.

Welcome. You've accessed your employer portal,

This poral gives you the fools we believe you need in order 1a create o system that works
best far you and your valused emplayees,

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

Top toolbar navigation

®0® < ] # portal.hchhealthplan.com & ] a m

(EE%F # Home @ @ Resources~ Q, Find a Pravider Hello Employerportal +
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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 Pll 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 Enroliment

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 enroliment”
button on the left-hand side.

sne < T 4 por. noTeeatngan.com & =W ] -]

W #tome  [SMemberss W Resourcsss L Find s Proveder

Member Search

Groups L Firsi D Mambar Status
HEHE0D - HEH Test Group . - Al s

& £t Ervctimant

r— [T — JE— sz w o

HEHE030 HEH Tesst Grop A e BA7AETS RGO A EIaT
HCHEOM0 HCH Tast Grop Kaly kol CBATHETS 1B000R00234-01 ILIE
HOHOOI0 HEH Tagt Grop Kiin kv CmEIaEE Hae ay 12262000
HOHBI0 HEH st Group Zubar Falz Aars HEooazat-a1 aaz0s
shawng 118501110 Show s B P
g fiHome [HMembers~ B Resources~ Q Find a Provider Hello Employe... +

Group Detials EE Name Dep2.
Plan Name: Plan Type: _ Coverage Effective Date:

Group Number: Dental DENTAL 01/01/2020
Group Name: Long Term Disability ELTD 01/01/2020
Member ID: Medical MF.500.Sync 01/01/2020
Location: Optional Life MLIFE 01/01/2020
Employement Status: Optional Life VEMP 01/01/2020

Current Claim Activity

Individual Deductible & Out of Pocket Maximum Claims Activity Family Deductible & Out of Pocket Maximum Claims Activity

$500 | $1000 $1,500 | $3,000
MET | REMAINING MET | REMAINING
$500 | $4000 $1,500 | $12,000
MET | REMAINING MET | REMAINING

® < & T ’ Y |
@gﬂ # Home  DMerbers= B Resourcess O Find 8 Provider
Member Search
Geoups Lt Name First Name Mambor ID/SSN Member Status

HEHE0N - HEH Teest Group.

HCH Tast Group dchingan Siophania Tz

MCH Tt Group APAE oua e

HCH Tast Group 0BNTAGTS QIR AT

HECH Tust Group OBSA0 126200

HCH Tast Group Zubar Faiz TR HEDDOO0EA1-01 Qurnziin

Stowhg 1105\ 119 Show 5 B Pl 1

Member Search L

Groups

HCH2000 - HCH Test Group

T
&+ Add Enrollment
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Add Enroliment (cont.)

In the Group Details section, make a
selection for the group ID, group

LN ] Il & porul Formanlihy pin com t
location, and employment status fields W nrove e
at the top by clicking on the arrows, J———
which will show a drop-down menu
Group 1D

with options.

HEHR000 '« HEH st G

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

Greamp Locadion Empilayment Status
Enrcllment Information
Err e Enraliment Source
0

Middle Initial

Plissaa Bt

Personal Details *

First Name Last Name * SSN*

999-99-9999

Date of Birth * Date of Hire * Gender * Marital Status

MM/DD/YYYY MM/DD/YYYY Select Gender Select Marital Status

Mailing Address 1° Mailing Address 2 City" State *

In the Personal Details section, scroll
down and fill in personally identifiable
information (PIl) in fields. For

commgmcahon preference and
marketing preference, choose the
preferred method of communication.

Select State

Cell Phone Number Alternative Number

Phone Calls

Opt in Email Opt in Phone Calls

Dependent Dotails

First Mame Miciciie initial Last Peame a5M

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.

Ruluiianshig Bunder 13 Aaw

Salecr Radalinn Approved 26 year Age

;

Plan Dotails *

Bstag) Gandar

Fian Yo

OUIENIS-1ZTNE01E

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 effective
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.

Maombar Flan Type o

Balact Mambar Swact Fan

o

Gamments

Salnct Pan Fips

Omun ruad and agreed to the tenms and conditions stated horen
ate: subjeat 1o

> .

Highways.

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.



Resources

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

® ® < L] # portal,hchhealthplan.com & [!] o m

(W # Home EMembers ~ @ Q. Find a Provider Hello Employerpartal =

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

oee <> (im] # portal.hchhealthplan.com & i () ﬁ

m # Home [EMembers» B Resources~ O Find a Provider Hello Employerportsl =

Plan Documents

| Agreement

Reports

[¥] Forms

|=]  Marketing Materials
Client Profile

Invoices

ealthcare to do better.

(Mﬁ # Home ElMembers - B Resources ~ ©) Find a Provider

This area allows you to view plan files, Plan Documents
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.

I\SBG

%\E # Mome  [ElMemberss B8 Resourcess O Find a Provider |

SPD Documents
File Type File Nome Action
=22l pdi-gampls &
SAD SAMPLE « Membar Friendly SPD &
snow 5 [ | LA L
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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.

(1T VESE im} # portal.hchheslthplan,.com o th (u] I

m # Home  [EMembers~ B Resources~ Q) Find a Provider Hello Employerportsl =

-
=] Plan Documents

=]  Agreemant

l#" Reports

| Forms

—L Marketing Matenals

& Client Profile

S Invoices

This area allows you download
: you ¢ g
a list of members’ PIl in an excel

W Home E=EMembers~ B Resources - Q. Find & Provider

file. Agreement

A file will appear. To view more File Type File Name

specific details, click on the file Agreement pof-sample e
name or on the icon below the Agreamant 1i2acodd-d3n1-4f47-bBe3-137730aBcEIT (1) i
word “action”. shew 5 B el (il (e

Once clicked, an excel
document will open.

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.

o0® < im] i portal.hchheslthplan,.com & th (u) I+

m # Home  [EMembers~ B Resources~> Q) Find a Provider Hello Employerportsl =

-
=] Plan Dosuments

| Agreement

4 Marketing Materials

Client Profile
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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.”

see ¢[>| M
m’? # Home  EdMembers~ 8 Resources~
Eligibility Changes
Start Date End Date
MM/ DDA YYY MMDDYYYY

Census Reports subsection

On the “Reports” screen, click “Census”.

Specify the search criteria and click the
“Download” button. The report will

Groups

HCHS000 - HCH Test Group

& paral ReshEatrpln cin

1:

L Finit a Prenvicies bk e -

3 N Faport

Adimin Ranon Sep 2019

sest amop

# portal.hchhealthplan.com & o 0

o &

Hallo Employerportal «

D G
5 & Download )
~—

= LSSV |

sl Expaapane -

Q. Find a Provider

aae ¢ > H

LG

& partal Reshetrpln on

# Home  [Membars= B8 Rasoursss = QL Fint i Preices

generate and download in excel format.
Admin Raporm Sep 2018
seat amep
sae < )0 # portal.hchhealthplan.com & l g a2 ﬁ
ﬂmﬂ # Home EMembers ~ B Resources - Q. Find a Provider Hello Employerportal ~
Census
Search Criteria Start Date End Date Groups
Created Date H MM/DDAYYY MM/DDYYYY HCH9000 - HCH Tes... |~
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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.

®se <> ©

& panal nestisatrolan com [ olhLE I ]

m WHend  DOMmburk= B8 Rasiiress O Findid Provides (R

4

Acimin Rapon Sep 2078

st amop

@ portal,hchhealthplan.com

(2]

olnloim

(ﬁ-ﬁ“@é}? # Home  [@Members~ B8 Resources~

Communication Preferences

Start Date End Date Groups

MM/DDYYYY MM/DDYYYY

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.

Q. Find a Provider

HCH3000 - HCH Test Group

Helle Employerportal =

s paral Restptryan [ oLhla "

Group Id Group Name Filz Name Download

HOCHI000 HCH Test Group VZecHdd-g3e -4147-DE3-I377I0aBCEIT (1) °
HCHa000 HCH Test Group Fabruary 2020 Report +
HCHE0a0 HCH Test Group January 2020 Report
Show 5 & Pravions 7 Noxt
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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.

& panal Reshpatrylan s = oL hLa
s

[
5l

she <> m & parloliehhadttyien.com . ool
¥

m M Hoow  CMamberss B8 Resourcen= O Find i Prayider

Select Report

& Admin Users
Insured Users
Group
nsurance Plans.
Enrciment Form

. . [ oo |
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.

ece < im] e gt el Gom C 0.0 3 A
The screen to create the custom P T S————
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.

Admin Users

Select either “All Groups” or a "
specific group from the “Groups” —
drop-down. o

Lint Warne:
First Hame



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.

Custom Report

Created Date Start Date
Created Date N MM/DDYYYY
Last Modified Date Start Date
Last Modified Date - MM/DDYYYY
Groups

End Date

MM/DDAYYYY

End Date

MM/DDAYYYY

Rola

e
First Name

Group 1D \

Title

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

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.

o

‘ ‘ = Run Report ’
‘ & Download " Save b

Save Report
Name your report Who else can see this report
This User Only
Public

@ Cancel

29



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

(]

e e < (18| & portalhehhealthplan.com

Oﬁﬁl%

(”ﬁ'lmm'aus # Home EiMembers~ B8 Resources~ Q, Find a Provider Hello Emplayerpartal «

Plan Documents

ealthcare to do better.

This area allows you to access s it it

forms that pertain to member Foiina

claims, among other

documents. Fie Type File Name Action
Forms 60f1e058-86b5-477f-94ed-ceadfcad Tash

To view claims, click on the — T @

ﬁle name. Forms Healthcare Highways Group Health Claim Form
Forms Healthcare Highways DECLARATION OF ADULT DEPENDENT FORM-2012

A PDF will appear and i e e e .

automatically download.

Show & B Praviods 1 2 Next

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

m’wﬁ%@ @ Home  E&Members~ B8 Resources~  Q, Find a Provider Hello Employer... ~

[£] Plan Documents
(2] Agreement
|+ Reports

@ Marketing Materials

Sesl o o thecare to do better.
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This area allows you to access
marketing materials/forms that
you can distribute to your

Marketing Materials

File Type | File Name
employees.
Marketing Documents HCHHP-Telemed-120219
To view ma rketing materials, Marketing Documents Mobile App-QuickStart-06152020-compressed E3
C“Ck on the ﬂle name. Marketing Documents MobileApp-SalesSheet-Member-061220-Compressed &
Marketing Documents ProviderSearchinstructions-10272020 &

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

Show

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”.

2808 <> ] # portal.hchhealthplan.com & (4] M (a) E
(ﬁme # Home EIMembers~ 8 Resources~ Q. Find a Provider Hulio Employerportal +

Plan Documents
1 Agresment
Reports
Foarms
Es — et tesadals
& Client Profile

Invoices

BAlS 11€2

Ithcare to do better.

Account Information

This area allows you to edit basic group account information

sfe <> D & portal hehhealthplan.com ¢ o . h &
Client Profile ‘ [ Account mforrnmlnn 1 ¥ Eligibility Administration @ Group Plans ¥ Manage WebSite
[ Staging
Plan Year 2019.01 5
Account Information *
Group ID* Group Name * DBA Tax ID Number
HCHg000 HCH Test Group test 00-2220000
Situs State Inception Date Effective Date Renewal Date
GA * ovovzoT -] 01012017 B 01/01/2020 &
Group Contact Information *
Last Name First Name Email Address Status
jhon jhon stariq@tfntech.com Active *™ {_'_l,
hafsa hafsa starig@tintech.com Active B T'_f,
hera hera starig@tfntech.com Active B ]
Munir Munawar mmunir@tfntech.com Active B #




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

W portal hchhealthplan.com

Client Profile [# Account Information{( C [ Group Plans & Manage WebSite

[ Staging

Eligiblility Administration
Plan Year Begin Date Plan Year End Date Term Date Term Processed On

01/01/2018 [ 12/31/2018 ] MMADDOYYYY = MMWODAYYYY ]
COBRA Admin ‘Grace Period Open Enroliment Preference Open Enroliment Bagin Date

10 | plosse select s omoieote =
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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.

W portal. hehhealthplan.com

-

Client Profile

[# Account Informationll & Eligibility Administration [# Group Plans & Manage WebSite




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.

Group Plans
Plan Year Plan Name Plan Begin Date Plan End Date Exclude Group Plan from WebTPA
01/01/2019 Sync 500 01/01/2019 12/31/2019
01/01/2019 Sync 500 01/01/2019 12/31/2019
01/01/2018 Sync 500 01/01/2019 12/31/2019
01/01/2019 Sync 500 01/01/2018 12/31/2018
01/01/2019 Sync 500 01/01/2019 12/31/2019
Showing 1 1o 5 of & Show 5 Previous 1 2 Next

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

Fasy Duthird e

Fasiy €80 il Pk

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

LTS waw B B [CIE

] o | 5

0010 HadEhTRY TTRARL M Fgres Fessr

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.

ese < > 0 W portal.hehhealthplan.com

¢
e ——

OI‘I‘IW
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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.

80 < | ® portal.hehhzalthplan.com

(w # Home  [=Members~ B Resources~ O Find a Provider & Hallo Employerportal =

01/01/2019-12/31/2019 5

Edit Website
Group ID * Group Name *
HCHI000 HCH Test Group
User Name Password Enrollment Window Begin Date Enrollment Window End Date
kamranm16012 Abc@123 07/25/2019 12:28 pm 08/30/2019 12:20 am

4+ Add Logo

£ Delete Logo

Plan Documents Agreement Invoices

«d Submit

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

® portal hchhealthplan.com i (] ﬂ a |

c 3
(& Account Informationll & Eligibility Administration & Group Plans & Manage WebSite

l‘L‘;‘ > ol

Client Profile

Once you've clicked on the “Staging” tab, you will be taken to a form with fields. You can customize the
enrollment data with different combinations like Group, Last Name, SSN, Error Summary, EDI file, and
Termed Enroliments.



Staging (cont.)
1. The Staging screen shows the enrollment data of all the insured users that exist in the EDI files in Staging.

e0e ¢ > @ # portal.hchhealthplan.com [ GOl el ) &
(@hcm}' # Home EMembers = I8 Resources~ Q. Find a Provider Hallo Employarportal »
Staging
Group ID: Last Name : First Name : SSN:
HCHB000 - HCH Test Group v
Error Summary 2 EDI File : Termed Enrollments ¢
Show All $ All Flles ¥ Show All H

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
enroliment 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.

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.

Group Contact Information *

jhon jhon stariq@tfntech.com Active b= &
hafsa hafsa starig@tfntech.com Active B @
hera hera starig@tfntech.com Active [*™ ]
Muir Munawar mmunir@tntech.com Active [+ ]
aaaaa bbbbb kilyas@tintech.com Active [ @

Showing 1t 50f 15 Show s | Previous % 2 83 Next



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.

Group Contact Information *

8 Add Employer
ihon jhan stariq@tfntech.com Activ B ]
hafsa hafsa stariq@tfntech.com Active B ]
hera hera stariq Com Active [ ]
Munic Munawar mmunir@tintech.com Active [ ]
saasa bbbbb Kilyas@tfntech.com Active [ ]
Showing 105 of 15 1 3 Ny
Group Contact Information *
LR >
— —
jhon jhon stariq@tintech.com Active B #
hafsa hafsa starig@titech.com Active B #
hera hera stariq@tftech.com Active 'S ]
Murir Munawar mmunir@tintech.com Active B ]
aaasa bbbbb kilyas@tintech.com Active S #
Showing 1105 of 15 Show s | 1 3 Next
a8 < .5} = mara frch s gt cam 0.4 3

(w A Hame
Add Group Employer

Titie
Farst Name ~
Fax Number

Situs City

Accons Type
Gainct fircessTyoa

I Msmbas -

W Rasaire

e

1 Finel & Previclif

‘Last Name

Bitun Ardress

Bitus State

Snlect Stafs

User Mams

Financial Immice Access

Beisct Weakly invoine Notfiomtion

35



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

Plan Year Begn D Plan Year End Date Term Date
H H HH H H H H H 01/01/2019 [ 12/31/2019 i MM/DD/YYYY & &
eligibility administration information = . = s
‘COBRA Admin Grace Period ‘Open Enroliment Preference Open Enroliment Begin Date
of the new group. m ] | osovars -
Open Enroliment End Date Enroliment Method 1 Enroliment Method 2 Hours Worked
08/31/2019 [ ] 2
Effective Date Logic Benefit Administrator Ben Admin Contact Ben Admin Email
30 days.
Ben Admin Phone Number
Group Plans Group Plans
Th is a re a a I IOWS yo u to g rO u p Plan Year “ Plan Name Plan Begin Date Plan End Date Exclude Group Plan from WebTPA
members based on Speciﬂc group 011012019 Value 01/01/2019 12/31/2019 0
p|a ns they're a part of. 011012019 Choice 0110112019 12/31/2010 O
01/01/2019 Essential 01/01/2019 12/31/2019 ]
01/01/2019 MEC ENHANCED PLUS 01/01/2019 12/31/2019 a
You can click on the Plan Name 01/01/2019 MVP 6500 01/01/2019 12/31/2019 =]

documents to view more specific group o ———
plan information.

Previous 1 2 Next

Group Location

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

Location Code Location Description

2408 Toxarkana z.
2406 2408 Las Cruces ]
To add a new group 208 28 Cartbad &
location, click the green Add 3108 3108 Dickinson >
Location button at the top of Bay ol o
the Group Locations area. A Snawing:| to5 o 13: Show 5 ) s | | 3 [ e

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.

Group Departments
q ©rodDeparmen P
Department Name & Department Code Department Description
sales test sales sales test sales testsales testsales test E;

test dep test dep test deptest deptest deptest deptest dep EI

Showing 1to20f2 Show 5 B Previous 1 Next



emonrreal
Highlight

emonrreal
Highlight


Enter the Department Name and RS SIRERSE ' NN |
Code and click the Submit button.
The department details are added
to the Group Departments area. i Group Deparimont

Dopartment Hame

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

Group Departments

Make the necessary changes
to the information and click

. sales test sales sales test sales testsales t s test =
Submit. The updated record T o R AT T T =
WI” dlsplay |n the Group Showing 11a20f2 Show s Flevious 1 Next

Departments area.

ID Cards Client Profile (& Account Information [l  Eligibility Administration (Z Group Plans [ Manage WebSite

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.

Plan Year

2019.01

q
You can generate bulk temporary
|D Ca rdg by C“Cklng the green Plan Year Total Cards Ordered Date Ordered

"Bulk Temp ID Card" button on the
|ef’[ Showing 0to 0 of 0 Show Previous  Next

No record found

ID Cards

You can also generate bulk ID

. . " Bulk Temp ID Card ‘ Bulk ID Card Order
Cards by clicking the "Bulk ID Card v.
Order" button on the right. S e

Date Ordered

No record found

Showing 0to 0 of 0 Show Previous  Next



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

See < > o) # portalhehhealthplan.cam & =l =0 ﬁ
(w # Home EMembers ~ @ Q. Find a Provider Hella Employempartal =
Invoices

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

&se <> m & portaLnchhesithplen.com & o & o ke

mﬁe # Home EMembers~ IR S~ Q) Find a Provider Hedle Employerportal -

Plan Documents
Agreement
Reports

Forms

Marketing Materials

Client Profile

L AR Lot it otic i
This area allows you to view invoices on a L A el ool ——: -
monthly and weekly basis. Invoices
Click on “Monthly Administrative Invoice”.
. . . ane ¢ [in} & pariaLheheemitan cem L o & o &8
You will be taken to a screen with multiple e e s

files on the right side.

Click on the file you wish to view. It will @ [ o
automatically download into an xIs file. oS a T il A
e HOHS000 HICH Teut Group F Y
Muilhity Adirisisaraiive invales Show 1 B Pamaa e
Click on the “Weekly Administrative see < m e CIERER |
Invoice”. You will be taken to a screen with Sy | au e e e

multiple files on the right side. Weekiy Diekma nvolae

. . . . . HEH HEH st Grec H-narmpn &
Click on the file you wish to view. It will e e R
automatically download into an xIs file. i o %

Weakly Clama nvoloes HCHBOH HEH Toet Group &
HCHIH HCH Tust Grevgp i
shew & B Prowccs 4 7 Ml
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Provider Search

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

[ ] ® < L] # portal.hchhealthplan.com & s (=]} m

(M # Home EEMembers = @ Resources~ Q, Find a Provider Hella Employarportal =

Hagk i yoar paarih lacatisn

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.

Explaes and b mere

R F it

TS Sombiatteains s . [YFYrN |

STEP 3 e

A list of one or more providers will appear, B
depending on your search parameters. Scroll to :

select your provider. Within each listing, you'll find o g
basic contact information. You may click on ’s, i
‘directions’ to get turn-by-turn driving instructions. !
Print or save your results. 5

Sample, Name

. (s85) 886-8885
[=RSETTETTT

o By Caun P

Bl s find what i watii looking far? o Yo
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