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Be ne fit s  ad minis t rat ion can b e  easy

Employer 
Enrollment 
Tool



House 
keeping

01
Video is off to 
improve audio and 
video speed

0 2
Use the chat or 
Q&A to ask 
questions during 
the demonstrations



Projec t  
Summary

We ’re  on a  journe y t o 
t rans form  e nrollm e nt  
from  t he  out s id e  – in. 

Blue Shield is opening 
ac c ess  to our online  
b ene fit s  ad min tool, 
Emp loye r Enrollment  Tool.  



Projec t  
Summary

St art ing Frid ay, J une  23, your 
c om p any c an ac c e s s  & sub m it  
c hange s  t hrough t he  Em p loye r 
Enrollm e nt  Tool. 

File exchange (EDI, 834 file) is still 
p rimary c hanne l and  enrollment  
sourc e  of t ruth.



Giving you 
greater 
access to 
manage 
your 
coverage 
Use Employer Enrollment 
Tool for: Ac c e ss  t o c a re  c hange s

Urge nt  b e ne fit  sub m iss ion Esc a la t e d  e nrollm e nt s



The experience of easy 
enrollments

3 
m inut e s

Exp e c t e d  ins t a lla t ion  of 
ne w hire  e nrollm e nt

10 0 %

Tool s ub m is s ions  wit h  
s e lf- s e rvic e  s t a t us  

t ra c king

21 *

Fe a t ure s  a va ila b le  in  
one  t ool

* La rge  Group  e m p loye rs  will ha ve  fe we r 
fe a t ure s  



Your e nrollm e nt  file  is  t he  sourc e  of t ruth
Update file with tool submission to avoid overwritten 
d ata

0 1

Sys t e m  safe guard s  t o he lp  you avoid  is sue s  
• Sub miss ion ac knowled gment  c hec k- b ox to up d ate  

your file
• Email remind e rs  from the  tool to up d ate  your file

0 2

Mult ip le  c hanne ls  means  more  ways  
to p rovid e  c are  and  c ove rage  to your 
emp loyees

Coexist ing 
with your 
enrollment 
file



Blue Shie ld  
teams will 
be  available  
to support  
you with 
the  new 
tool

Em p loye r Enrollm e nt  Tool 
re sourc e  p age

De d ic a t e d  Sa le s  Ac c ount  
Manage rs

Broke r & Em p loye r Se rvic e s  



Tool video 
tutorials 

Navigation tutorials
•Broke r home p age  navigat ion
•Emp loye r home p age  
navigat ion
•Group  ac c ount  navigat ion
•Me mb e r ac c ount  navigat ion
•Doc ume nt  up load s

Me mb e r le ve l c hange s
•Emp loye e  Enrollme nt
•Ad d  d e p e nd e nts
•Ord e r me mb e r ID c ard s
•Canc e l e mp loye e
•Me mb e r d e mograp hic s
•Me mb e r c ontac t  and  c lass
•Ad d /  e d it  me mb e r p lans
•Canc e l me mb e r p lans
•Exis t ing me mb e r COBRA 
e nrollme nt

Group  le ve l c hange s
•Group  ad d re ss
•Canc e l group
•Class  p lans *SG only
•Ad d  p rod uc ts /  p lans *SG 
only
•Canc e l p rod uc ts /  
p lans *SG only
•Group  name  and  
s t ruc ture  c hange *SG only
•Bill b y d e p artme nt  
c od e *SG only

https://vimeo.com/818558256?share=copy
https://vimeo.com/818562901?share=copy
https://vimeo.com/818562901?share=copy
https://vimeo.com/818560773?share=copy
https://vimeo.com/818988974?share=copy
https://vimeo.com/454517801
https://vimeo.com/818561968?share=copy
https://vimeo.com/818564888?share=copy
https://vimeo.com/818564453?share=copy
https://vimeo.com/818563637?share=copy
https://vimeo.com/818784313?share=copy
https://vimeo.com/818981581?share=copy
https://vimeo.com/818806198?share=copy
https://vimeo.com/818778058?share=copy
https://vimeo.com/818944163?share=copy
https://vimeo.com/818944163?share=copy
https://vimeo.com/818557832?share=copy
https://vimeo.com/818898961?share=copy
https://vimeo.com/818557414?share=copy
https://vimeo.com/818556852?share=copy
https://vimeo.com/818950970?share=copy
https://vimeo.com/818950970?share=copy
https://vimeo.com/818490609?share=copy
https://vimeo.com/818490609?share=copy
https://vimeo.com/818556594?share=copy
https://vimeo.com/818556594?share=copy


Getting 
started

WEBSITE MOCKUPS



Access the  
Employer 
Enrollment Tool

NEXT

You must authenticate in Employer 
Conne c t ion b e fore  e nte ring the  tool. 
Primary c ontac ts  are  the  gate ke e p e rs  for 
te am ac c e ss

Em p loye r Conne c t ion is  your ac c e ss  p oint  t o 
t he  t ool.



Access the  
Employer 
Enrollment Tool

Select Benefits 
Management  link 
to e nte r the  tool.

Enrollm e nt  ros t e r 
has  b e e n 
re m ove d  t o give  
ac c e s s  t o 
Em p loye r 
Enrollm e nt  t ool.

NEXT



Click on your company name.Se le c t  Manage  a ll Group s  c a rd  from  
hom e p age .

NEXT



Group Account Page

NEXT

Click on 
ac t ion 
b ut tons  to 
b egin a 
sub miss ion 
workflow

Vie w 
c ove rage  
inform at ion 
and  tool 
ac t ivit y in 
t ab s



Member Roster

NEXT

Clic k on the  
e m p loye e ’s  
nam e  to vie w 
c ove rage  and  
m ake  b e ne fit  
up d a t e s

Use search 
to q uic kly 
ac c e ss  an 
emp loyee

Exp ort  your 
m e m b e rship  
ros t e r from  
the  Me m b e r 
Ros t e r t ab



Submission 
acknowledgment

You cannot process a 
sub miss ion without  
c omp le t ing the  c hec k 
b oxes  and  d igital 
s ignature  s tep

Eve ry sub m iss ion will 
d isp lay the  c he c kb ox 
ac knowle d ge m e nt  on 

the  d igit a l s igna ture  
p age
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