Providenceamployer Portal

= PROVIDENCE To Register:

1. Send an email to phpaccountsvs@providence.org to be s@®egsanclude the group
name, number, first and last name of users to be registeredrademail address.

Sign in

2. You will receive an email containing your registeretbd address.

First time logging in, or forgot your
passwor d?

SIGN IN >

»J= PROVIDENCE
First time logingin:

1. Visithttps://femployer.providence.org/GrougndO f A ORjirst 8¢ logging in, or q |
T2NB2(0 &82dzNJ LI 3362 NRKE S
a. Enter the registered-enail. Apassword reset-enail will be sent. T flt.tl o
b. Click on the orange Confirm button in youmail and a pop up window will Yours@example.com

appear to change your password.

3., 2 dzQ sEBLog ih dsing your-mail and password.

Proceed to next page fetep by step guide on using tReovidencd&eEmployer Portal.


https://employer.providence.org/Group

Navigating Portal

(Qick on link to go to page)
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Group Roster

Once you log in, the landing page will be the Group roster

PROVIDENCE Census & Group ID 111111 -
Health Plans = - o
TEST GROUP
Group ID 111111 EXpOI’t/
download
Test User :
Group Administrator WE| CO m e ’ G rou p Name . the roster in
.csv format
B Group roster GrOU p rOSter
+2  Add an employee Search for an employee
Enter name or ID number Q, Filter =
B Billing
CL) Activity history
Name & MemberID v Plan name v Dependents v Status v
- Group profile ]
DUCK, DONALD 222222222-00 Option Advantage +4 e Active Click on any
of the
'S Help desk headings to
MOUSE, MICKEY T1T1111111-00 Option Advantage +4 e Active 9 .
l'l Log out put roste.r In
alphabetical/
MOUSE, MINNIE 333333333-00 Option Advantage +1 * Active

chronological
order.

The group roster will default to members with Active statlisplayed in alphabetical order by last nar@rrent functionality
will also display Cobra/State Continuation members listed as an Active status. The rostefudd adltmembers on all
subgroups.



Export/DownloadRoster

You may export the current group roster in an excel format. This will show all active and inactive subscribers and demendetitéeir ID
numbers and when members were originally enrollad.noted on previous page, this wiltlude all members including Cobra/State Continuation.

Census 4, Group ID 111111 @ ~
1. Inthe topright corner of the page, click on Census. \
2. A popup will appear, click Export census [EL@
-

Export group census

3. Omn eXCe| f||e Group ID 111111 | TEST GROUP
A B c D E

1 |Name Memberld  Enrolled Dependents Status

2 |MOUSE, MICKEY 111111111-00 6/1/2014 1 Active

3 |MCOUSE, MINMIE 111111111-01  6/1/2014 D Inactive

4 |DUCK, DOMNALD 222222222-00 6/1/2017 4 Active

5 |DUCK, HUEY 222222222-01 6/1/2017 D Active

6 |DUCK, DEWEY 222222222-02 6/1/2017 D Active

7 |DUCK, LOUIE 222222222-03  6/1/2017 D Active

& |DUCK, DAISY 222222222-04  6/1/2017 D Inactive

r BAMI IS RAITRIRIIT L L L L T T = Ffa Frnar a4 A oaz..o

Column AName ofeach member.

Column B: ID Number listed mumericorder.

Column C: Original effective date of each member

Column D: On the same row with the subscriber, there will be a number of the corresponding dependents listed on the plaga¢indumber,
0KS a5¢ NBLINBaSyida GKS YSYOSNIoSAy3a | RSLISYRSyGo

Column E: Whether the member is active or inactive on the policy.



Hiter Group Roster

To see all members thatre both active and Seaech foran ameloyss
inactive: Enter name or ID number Q,  Filter =
1. Click on Filter
2. Selectthe status from the drop down menu St
3. Click Apply filtes.
pp y . . Active v ‘ Clear ‘ ‘ Apply filters
4. Clear Filters will set back to default of Active filters
status All
Active
Cobra
Member ID v Plan name v Dependents v Status v
Inactive

SearchGroup Roster

Looking for a specific membefMy/pe the name or I the search field and click the magnifying glass or press.Enter

Search for an employee Clickon Member ID,

Goofy Plan NameDependents,

or Status to view the
numbered dependents

listed
Name . MemberID v Plan name v Dependents v Status v
Clickon name to | GOOF, GOOFY 444444444-00 Option Advantage +1 * Active
GAS6 9 YLH
information. See GOOF, MAX 4444444441 Option Advantage  06/01/2014 D e Inactive

next page for details

1-10of1items - < n >
Original

Effective
Date




Employee Information

To view the employee and dependents informatiartis as phone/email, addressplan, subgroup, statugyriginal effective datetermination date,
date hired, marital status and gender, click on thame (as shown aboveYheellipsisin the top right corner gives the option tdd new
dependent remove enployee, edit employeedemographidnformation such as phonefmail, home/mailing address, and marital status, and
change plans

Employee information o

Note: Date of birth and O o s
SSN will not be

Fhone Plan Option Advantage I +=| -":"'-dd depend ent
reflectedfor any '

. Subgrou =001
member. Please call e o :

Tl Status ol

your PHP Membership - Remove employee

i Original effective date D601 /2004
ACCOUI’]tIng Home address Terminaticn date
Representative if T ate hir - >
prese , Beaverton, OR pate fred s # Edit employee
verification of data is Washinglon, 97006 harital stutus Married
required. Sender Male

Z Change plan

Dependents (0 active)

MAX GOOFY [
Employee ID 444444444.01
Phone Plan Qipticn Advantage
Original effective date 0&/01,/2004
Email Termanation date 1073172006
Relationzhip to the Zan
Hosme address employee kEale
Gipnder

123 4TH ST
Beawericn, OR,
Washingicn, 07008



Editing Employee

These fieldgan be edited @ GOOFY GOOF
gender) at any time:
Phone number Email address
(503) 503-5003 Mrgoofy@disney.com
Home address
The County cell wiluto- Disneyland Resort PO Box 3232
populate as ygu enter data City County
or, enter the first letter of
the county and scroll until Anaheim ORANGE v
you find the desired
outcome State Zip code
California v 92803

Mailing address is the same as Home address

Marital status Gender

Married v Male

By clicking the "submit" button, you are attesting that the information you have provided is accurate and in accordance with

the user agreement for this site

Once editing is complete,
click on Save



Qualifying Events arfdoveragd=ffective Dates

Qualifying Event

Coverage Effective Date

Qualified medical Support order

Date of event: Issuance of order
If no date specified on the order, coverage begins first of the
month following date of event

Adoption, Placement of Adoption, or leg
guardianship

Date of event. Placement or assumption of financial
responsibility
ORFirst of the month following date of event

CANIOK 2F adzoaONRoO

5F4S 2F S@SyuayY [/ KAfRQ&Aa 0ANI

Involuntary Loss of other Coverage

First day after the other coverage ended or if member choos
first of the morth following loss of coverage

Marriage Date of event: Marriage
ORFirst of the month following date of event
New Hire LY | OO0O2NRIYyOS G2 GKS 3INEPdzLIQ

Newly Acquired Domestic Partner

Date of Event: Date in which they were registevdth the State
of Oregon (same sex), or the date the affidavit is sighed
(opposite sex)

OREFirst of the month following date of event

Open Enroliment

Ly FFOO2NRIYyOS G2 GKS 3INEP dzL)G

Promotion or job change

First of the month following promotioor job change




Add Dependeris)

To addadependent, click on thellipsisin the top right corner === (*&

Outside of Open enrollment, gualifying event is
required to add dependents on the polidy
dependent is to be added retractively over90 days,
you must reach out to your PHMembership
Accounting RepresentativeSeeHelp DesKor contact
information.

Required Fields:

V First and Last name (no special characters
numberg

V Other insurance coverage (yes orlno L ¥

be asked for more informatign

Gender

Relationship

Reason for event (Qualifying Event)

Quialifying event date

< < < < <

Coverage effective dat@go determine when
coverage is to become effective, sgeviouspage

V Date of birth

Once all fields are completed, click Submit

Note: This transaction will appear in the activity
history.

e Sa.

from the employee information page.

Add dependent

2 Employee ID 444444444

First narme Middle initial Last name

Geef Goofy

Does this dependent have other insurance coverage?

Yes, the same as the employese

Gender Relationship to the employee

Reason for event Date of event

5/31/2019

When does the coverage become effective? Date of birth

@ First of the month following date of event S/25/1950

he date of event

Social security number

Cancel




Terminating Dependents

Only actve dependents are able to be terminated. There wilkbeellipsign the top right of the dependent section that gives the option to remove
the dependentf dependent is to beerminated retroactively over90 days, you must reach out to your PHiRembershp Accounting
Representative SeeHelp DesKor contact information.

GEEF GOOFY
Employee ID 444444444-02
-2 Remove dependent

Phone Plan Option Advantage

A popup window will appeawhere the date of removal is requireDependents are to be removdihsed on theeffective dateIf the date
entered is first of the month, the termination date will automatically be pushed to the end of that m@reh.if you enter in the date of removal
as 8/1, our system will reflect an 8/31 termination date.

Remove dependent?

GEEF GOOFY

Once removed, this dependent can only be
reinstated under specific circumstances or during
your group's open enrollment period.

Date of removal

i

Cance! and close Remove dependent
window



Terminatingemployee

: _ Employee information
Only active employees are able to be terminated. There ploy

will bean ellipsign the top right of the Employee section +& Add dependent
that gives the option to remove the emplee.lf mmlfmggaggsaim & Remove employee
employeeis to beterminated retroactively over90 days, o

you must reach out to your PHRlembership Accounting Phone Plan opton advaniage 4 " TP
Representative SeeHelp DesKor contact information. ' s e # Change plan

Email Original effective date 12/01/2018

Remove employee?

MINNIE MOUSE
A popup window will @pear where thdastday of employment isequired.Cobra Removing an employee also removes their
or State Continuation forms are available by clicking on the corresponding links. dependents.

Last date of employment

e

If the member is transitioning to COBRA or state continuation, follow
the links below to access the enrollment/change of status forms. The
link will open in a new window or tab. Please then click the “Remove
subscriber” button below to complete your request.

2018 Forms

2019 Forms

Note: This transaction will appear in the activity history.

Cance! and close Remove employee
window



ReinstateEmployegStep 1 of 5)

Only inactive employees are ablelie reinstated. Inactive emp|0yee

There will be an ellipsis in the top right of the

Employee section that gives the option to

ReinstatelIf employeeis to bereinstated @ TINKER BELL

retroactively over90 days, you must reach out to Empleyee 1D 599555595 00

your PHPMembership Accounting Phone Plan Personal Option
Representative SeeHelp DesKkor contact . Status Inactive
information.

/" Reinstate

Reinstate an employee
Required fields to move forward:

V Date of event
Note: Future date of events will not be
allowed On step 3 you will be able to

select First of the month following Let's get started with some basic information about this enrollment.
date of event for coverage stadate.

O Get started 2 = Employee 3  Coverage 4  Dependents S ' Review

Enrolling an employee or dependent is only allowed upon hire or during open enrollment unless a special enrollment period is available dueto a
qualifying event.

V SQubgroupselection from the drop

Please tell us the reason for this new enrcliment. @

down.
Date of event
v 8/1/2019 &
V Class name selection from the drop
down. Please select the correct class for this enroliment.
Subgroup Class name
TEST v AD01 - ACTIVES v

Once all fields are completed, click Next Step

















































