Tips for Working in Online Enrollment

When you first access Online Enrollment, click the Help link to review online Help. Online
Help provides details about adding and changing subscriber information and assists you in
using the application. Below are a few tips for using Online Enroliment effectively and
efficiently.

Idle Time Out

The Online Enroliment system idle time is set for 30 minutes. If you have not been working
in Online Enrollment for 30 minutes or longer, you will need to sign in again.

Navigating Through Screens

The screens are designed to facilitate data entry and to guide you through each process.
You enter data and click a button or a text link to tell the system what you need. The
system processes the information and displays the appropriate screen

You can click a button or a function tab to display a screen or you can press the <Enter>
key, if the focus is on the button.

Review the Navigation section in online Help for details about screens and
navigation tools.

Links (Bread Crumbs) to Screens

The maintenance screens (Update Subscriber/Add New Subscriber) contain links (bread
crumbs) that allow you to return quickly to the starting point screen (Administer Enrollment
and/or Search Results). When you click the link you return to the selected screen; any
changes you made will not be retained.

Entering Data

Some field names have changed and new fields have been added. Some fields have specific
formats, other fields do not allow certain characters, and some fields are optional. For
example, all dates must be entered in mmddyyyy or mm/dd/yyyy format.

Review the Entering Data section in online Help for details about entering data in
certain fields.

Saving Changes

When you add or change subscriber and/or dependent information and click <OK>, the
changes are held in the Online Enroliment application. Only when you click <Save &
Close> will the changes be saved to the Enroliment system.

Transaction Report Overview

You can access a report of the transactions you performed. You can view and/or print a
transaction report for the current day and/or reports for past transactions.

Screen Review

The Administer Enrollment screen is the starting point for all enroliment transactions.

e In the Search/Update Existing Subscriber panel you can search for a subscriber and
begin the process to update a subscriber's record

e In the Add New Subscriber panel you begin the process to add a new subscriber
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You always return to the Administer Enrollment screen after updating a subscriber's record
or adding a new subscriber.

e Add New Subscriber — enter subscriber and dependent(s) demographic and coverage
information

e Update Subscriber — change information for an existing subscriber, access dependent(s)
and access the new Coverage History screen

Change Group/Sub-Group

Change Coverage Type

Add Dependent

Update Dependent

Reinstate Subscriber

Reinstate Dependent

Click the Coverage History link to display the current and prior coverage information
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Administer Enroliment

Online Enrolliment

Edit Profile
Change Password
Signed in as testsecurian | Reports | Help | Print

Sign Ot

Administer Enroliment

Search/Update Existing Subscriber

Subscriber ID I:I

Group/Sub-Group | Select One

Last Mame | First Mame |

Search by entering:

Subscriber ID -or- Subsciber ID and Group/Sub-group -or- GroupfSub-group and Last Mame Clear

Add New Subscriber

Subscriber ID * I:I Must enter Subzcriber ID

Group/Sub-Group * | Select One

* Required field(s)

-
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Add New Subscriber

Add Mew Subscriber Back to: administer Ennallmant

Subscriber Details * gequired field(s)

Subscriber 1D SETEATIRT
GroupSub-Group DOIFZES-0001 Marketing Test Group/Marketing Test Group

First Harne *

Middle Barme |
Last Name *

Suffix Prafis |

Date of Birth * Gender * 4 |

| State * | Postal Code *

Address 2

City =

|
|
|
|
Address 1% | |
|
|
|

Country USA, 'fl Cournty | International Addresses Only

Coverage Effective Date * Covarage Termination Date

Coverage Type * | - |

Hire Date * Banefit W ait Date

COB Indicator | ¥ COB Date | |

Dependent Details

First Marne * Middla Name

Lask Name

Suffix iFre:fixl

Crate of Birth * Gender * * | Relationship * I:l
Coverage Effective Date Coverags Ter tion Diate

Benefit ¥ait Date [ I

Dependent Status ¥ Student Status Through Dake

COB Indicator | COB Date

Add Next Denandant
[ Save & Close JIC|BUIJl’:B.I'IEB|]




Update Subscriber

Update Subscriber Back to: Acminister Enrollment < Search Results
Subseriber Details * Required field(s)
Subseriber 10 SEFIETIET
Group/Sub-Graup DO3Z65-0001 Marketing Test Group/Marketing Test Group Chanoe
First Hame * | Julia Middla Name |
Last Mams * |TE:S1 Suffix | | Prafix
Date of Birth * W Gender * _ﬁv]

Address 1+ |1 23 TestLane |

Address 2 | |

City = [Eag_r.u‘l ] State * MM ]pgsm Code * _55]22

Courntry * |'—'5¢'~ "l Cuunt:.r: Intamational Addrezses Only

Coverage Effective Date * DE2006  Coverage Termination Dar.el

Coverage Type * Family Change

Hire Date * 010172006 panafit wait Dats ]
COBR Indicator ¥ COB Dats

Dependent Summary add Dependent
Mame + Date of Relationship ~ Coverage Cowverage Dependent Student
Birth ~ Effective Termination Status Status
Date Date Through

SRR SRR DUTORITETRTRIT NURUTETRIT. NUNUTRURIOTE AT Lo C
Juskin Test 05/20/15973 Spauss 02172006

Thomas Tast 04202001 Child 0Z/01/Z006

Holly Test 03/25/2006 Child 03/25/2006

top | Savedclose || Undo || Cancel |




Change Group/Subgroup

Change Group/Subgroup | Julia Test

* Required fleld(s)
Current Graup/Sub-Graup D03265-0001 Marketing Test GroupMarketing Test Group

[nozzes-azrz hdarketing Test Group COBRA
Coverage Efactive Date * N2072006

Naw Group/Sub-Group *

| Cancal

Change Coverage Type

Change Coverage Type | Julia Test

* Required fleld(s)
Current Coverage Type

Farmnils

New Coverage Tvpa* Subscriber plus child

Cowerage Effsctive Data®

0307 2006
_selentthe dependentsi{s) who should have active coverage. Dependents not selected will have no coverage.
[T selact all Date of Birth Relationship
[] Justin Test 09/20,/1673 Epouse
[[] Thomas Test 04/20/2001 Child
[#] Hally Test 03/25/2006 Child

iql'l.dd Mew Dependent
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Add Dependent

Add Dependent | Julia Test * Required Fleld(s)
First Marme * Faula Middle Hame
Lask Hame Suffix Prefix
Date of Birth = OB0BZ00E | Gender = Female ¥ gelstionship = | Shild — »
Coverags Effective Crate * 0301 200E | Coverage Terminastion Crate | Benefd Wait Date |
Dependent Status *| Student Status Through Date
OB Indicatar e | R Bate
(&)
Update Dependent
Update Dependent | Julia Test " Required field(s)
First blame * Thomos | Middle an‘n::
Last Harne Tezt Suffix Frefiz
Date of Birth * o4/z0s2001 Gender * Male Relationship = | Child
Coverage Effective Date * O201/2006  Coverage Termination Date DER28/2006 poinctase
Benefit Wait Dabe 010172006
Dependent Status ™ | Student Status Through Date .
COB Indicator | COB Data |
Relnstate Dependent
Coverage Effective Crate * _I:IE['I 2006 Cowerage Termination Date Bensfit Wat Dats [
(o)




Reinstate Subscriber

Reinstate Subscriber | Julia Test

Current Coverage
' Groug/Sub-Group 003265-0001 Marketing Test Group/Marketing Test Groug
Coverage Effective Crate O3/01 /2006 Coverage Termination Date 031520006
Caverage Type Subscriber plus child
Hire Date 014012006 Bianafit Wait Data
New Coverage = Required field(s)
Groupsub-Group 003265-0001 Marketing Test Group/Marketing Test Group

Coverage Effective Date * 04012006
Caverags Type * Farriiky |

Hire Diate * 04012006 | Benefit Wait Date |

Select the dependents(s) who should have active coverage, Dependents not selected will have no coverage.

[#] setect AN Date of Birth Relationship
eSS B S e
Thomas Test 04,/20/2001 Child

[¥] Paula Test 06/06,/2001 child

Hally Test 034252006 Child

[T add Mew Dependant

Cancal

If you also want to change the Group/Sub-Group, you do so on the Update Subscriber screen.




Reinstate Dependent

Update Dependent | Julia Test

First Blarme * Thormos
Last Harne Test

Date of Birth * 047202001
Cowerage Effective Dabe * 02/01/2006
Banefit Wait Dabe 01012006
Dependent Status

COB Indicator
Relnstate De pen dent

Coverage Effective Date ® | 03012006

| COB Daka

Coverage Termination Date

* Reguired Field(s)

| Middle Narne |
SLII"fi:f_ Prefiz
Gonder * Male % pglationship = | Child %]

Coverage Termination Date DE23f2006  poincrane

™ | Student Status Through Date

Benefit ¥Wait Date




Coverage History

Online Enroliment Coverage History

Coverage History | Hillary Test

Close Window
Print

Current Coverage

GroupfSub-Group 003265-0001 Marketing Test Group/Marketing Test Group

Coverage Effective Date Nz/01/2006 Coverage Termination Date

Coverage Type Farmily

Close Dependents
Mame Date of Birth Relationship Coverage Coverage

Effective Termination

... __bate  Date
Justin Test 09/20/1973 Spouse 0z/01/2006
Hailey Test 0322/ 2006 Zhild 03/22/2006




3 hitps:figasecurewebapps.decare.com - Transaction Report Search - Microsoft Internet Explorer

Online Enrollment Transaction Report Close Window

Erter Transaction Date |D"“3EDUG M C|ear] Username | jwolterman
Subscriber Last Mame First Name GroupfSub Date of Coverage Coverage Coverage Transaction
ID -Group Birth Effective Termination Type
............................................................................ bt ete L
QBTFETIET  Test Julia 003265-0001 09716 /1977 0370172006 03/715/2006 Sub+Ch Added
ag7257987 Test Julia 003265-0001 09416/1977 0370172006 03515/2005 Sub+Ch Terminated
QBFIETOET  Test Juliz 003265-0001 0941641977 03/01/2006 03/15/2006  Sub+Ch Updated
S987FE7IET  Test Julia 003265-0001 09/16/1977 03/01/2006 03/15/2006 Sub+Ch Updated

Printing: For best results set arientation to landscape In page setup.
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