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Introduction

SummacCare is proud to introduce the all-new Plan Central web portal for employer groups. Our
team of account managers, information technology professionals, and eligibility specialists
worked together to provide you with an appealing, intuitive, and convenient way to manage your
group’s Plan membership. The new Plan Central was completely developed in-house at
SummacCare and all changes and enhancements will be handled by our internal Plan Central
development specialists.

The Plan Central Employer portal will allow you to securely add and update member information
online, thus eliminating the need for paper tasks and reducing turnaround time for many
employer health plan interactions.

An Internet connection is all you need in order to access the Employer portal from anywhere,
anytime, to do the following:

Verify employee eligibility and plan benefits

Add, delete, or make changes to employees on your Plan(s)

Check the status of an application submitted online through Plan Central
Create and manage Plan Central Employer user accounts for your group
View and print copies of invoices sent to your group*

* This function is not available to employers who currently receive electronic invoices.
As with any online program, you will need to familiarize yourself with how the system has been

designed, what features it includes, and how the features should be used. This guide will help
you accomplish these tasks.

Enhancements to the New Plan Central

Along with a fresh look and feel, the new Plan Central features the following enhancements:

Invoice — You can now view, print, and save the actual paper invoice sent to your group. This
function is not available to employers who currently receive electronic invoices.

e Enroliment Status — You can now view the status of enrollment (i.e. additions to plan,
and terminations).

e Expanded Plan Benefits — Benefits displayed mirror the schedule of benefits that is sent
to the member when a member enrolls in the plan.
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User Roles

User Roles determine the level of access the user has in Plan Central. The Employer module
has two user roles, Fully Funded Employer Super User and Fully Funded Employer
Trading Partner Super User

As a Fully Funded Employer Super User, you can perform the following functions:

o Display or edit employee data such as name, address, phone number, social security
number, date of birth

Display or edit division number

Add employees to the employer group

Enroll employees/dependents in a benefit plan

Edit employee benefits

Terminate employees from a benefit plan

Reinstate terminated employees into a benefit plan

View or edit assigned PCP (Primary Care Physician) as applicable

View enrollment change requests you or other users from your employer group have
submitted to SummacCare

View, print, or save electronic versions of invoices sent to your group*

Display, create, or edit user accounts associated with your employer group

Display or edit your own account information

Reset passwords for other Plan Central users in your employer group

Verify Eligibility information for individuals covered under your plan.

* This function is not available to employers who currently receive electronic invoices.

As a Fully Funded employer Trading Partner Super User, you can perform the following
functions:

View, print, or save electronic versions of invoices sent to your group*
Display, create, or edit user accounts associated with your employer group
Display or edit your own account information

Reset passwords for other Plan Central users in your employer group
Verify Eligibility information for individuals covered under your plan.
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Accessing Plan Central

Plan Central is accessible via www.summacare.com. Click the Employers tab in the upper
right corner above the SummacCare logo. Then click Employers Sign In.

The following URL can also be typed into the address bar of the web browser:
https://plancentral.summacare.com to access the Plan Central Welcome page directly
to enter log in credentials.

Edt View Favorites Tools Help

% <, SummaCare Brand Portal &) SummaCare Itranet @ Welcome to HealthStream %% Sign into Cisco Finesse 45 Create 2 command butto... B Create aform in Access - . (3 Microsoft Access - Modd... ) Creating Microsoft Access... 5% Update the dataiin a data...

sumn!;care \ Shop Medicare Shop Individual & Family SH

We have an Individual & Family plan that's right for you.

Enjoy 3 free visits to your PCP on most plans.

e

Sumr;’aCare Shop Medicare Shop Individual &

Employers

Plan Central Welcome Page

The Plan Central Welcome page is shown below. First time users will need to register.

j & Sumn?acarem Plan Centval

Log In to Plan Central

Getting starteq s easy:

Usemame [ ] ool Wh t
O HEIEES

Plan Central account?

Forgot Password | Forgot Usemame

Enjoy secure 24-hour access to:

New to Plan Central? Register Now!

[ ember Regstaton |

[ Employer Registration |

[ Prowds: Regstaion |
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Registration

1. Click the Employer Registration link to proceed.

Log In to Plan Central

Getting started s easy!
Log in with your Usemame and Password or register by clicking on the appropriate link below.

ermame [ ] Why create a
Passwod [ | -

?
Forgot Password | Forgot Usemame Plan Central account?

Enjoy secure 24-hour access to:

New to Plan Central? Register Now!
Benefit Information

‘ Member Registration | Claim Lookup
Deductible Information -
‘ < Employer Registration > | Egifggéz:n”:;iﬂﬂ Status FSririris ‘I
‘ Provider Registration | _ = |
_ - .
o=

2. Complete the requested information and then click the Next button.

Employer Registration
To register for Plan Central, enter your first and last name below. You will also need your company's Group
MNumber(s) and EIN/Tax ID number to register.

First Name:

Last Name:

You can associate up to 5 Group Numbers with one account during registration. Please select the number of groups
you would like to register.

Mumber of Groups: -I

Group Nbr: | | (six digits only. Example: G12345)

EIN/Tax ID: | (123456789)

All Fields Required.
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Registration, Cont’d.

Review and then click the check box to accept the Terms and Conditions; click Continue.

Terms and Conditions

BEFORE YOU CLICK ON THE ACCEPT BUTTON AT THE END OF THIS AGREEMENT, CAREFULLY READ
ALL THE FOLLOWING TERMS AND CONDITION 8. BY CLICKING ON THE ACCEPT BUTTON, YOU AGREE TO
BE BOUND BY AND ARE BECOMING A PARTY TO THIS AGREEMENT. IF YOU DO NOT AGREE TO ALL OF
THE TERMS OF THIS AGREEMENT, CLICK THE "DO NOT ACCEPT BUTTON." ¥OU WILL ONLY BE ASKED
TO ACCEPT THESE TERMS AND CONDITIONS ONCE!

Acceptance of Terms and Conditions:

You, the user, and or you, the super user representing the Employer Group, agree to be bound by the terms and
conditions of use set forth below:

All transactions submitted to enrcll 2 new employee, or change an employee's or dependent’s status in the
SummaCare benefit plan are accurate and in compliance with eligibility requirements.

You, the Employer Group, certify that each new employee enrolled has read and understands all terms and
conditions, including provisions relating to Insurance Fraud.

Fraudulent activity may lead to employer group termination.

Fraudulent enfries will be retro terminated back to the date the fraudulent entry was identified and any claims that
were incurred during the ineligible period will be subject to overpayment recovery.

Ineligible enrollees will be retro terminated back to the date identified.

Claims incurred during the ineligible period will be subject fo overpayment recovery.

You, the Employer Group, shall maintain all employee written documentation relating to any electronic transactions
for the time required by applicable state and federal laws and regulations.

SummacCare retains the right to audit all aspects of the electronic transaction including written documentation
maintained by You, the Employer Group.

The Employer Group has the responsibility fo remove any terminated users access to the application and shall be
responsible for any claims or overpayment recoveries incumed as a result of its failure to remove such terminated
LUSers access.

By clicking on the Yes button below, you, the user or the super user representing the Employer Group, acknowledge
that you have read, fully understand, and agree to be bound by the terms and conditions above, and you understand
that any person who, with intent to defraud or knowing that he is facilitating a fraud against an insurer, submits an
application or files a claim containing a false or deceptive statement is guilty of insurance fraud. If you do not agree to
be bound by the Terms and Conditions above, you may not access this site.

By clicking on the "continue™ button below, you agree to abide by the Terms and Conditions set forth above.
If you do not agree to abide by the Terms and Conditions set forth above, you will not be permitted access to
this site.

Ll agree with the terms above
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Registration, Cont’d.

3. Complete the requested information and then click Submit.

Account Information

Now that we've verified your information, please create an account to gain access to Plan Central.

User Name: |USERNAME |

Password: |oooo.ooo |
(Password must be between 8 and 12 characters and contain at least one number)

Confirm F’assword:|........ |

Email: EMAILGOESHERE |

Security Question:

What Street Did You Grow Up On?
Answer: What Is Your Mother's Maiden Name?

What Is Your Pet's Name?

What Is Your Nicknamea?

All Fields Required. /

**It is important to select a “Security Question/Answer” in order for the “Forgotten
Password” function to work properly. **

4. The confirmation page will appear. Click the Enter Plan Central link to log in to the
newly created account.

Congratulations!

You have successfully created a Plan Central account. You will receive a confirmation email at
the address you provided that includes your user name and password. Please keep the
information in a safe place. For security purposes, you will be asked to change your password
every 90 days.

Enter Plan Central
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Log In

To log in to your Plan Central account, enter your Username and Password. The password is
case sensitive. Then, click Log In.

Log In

Password |

Forgotten Password

1. To retrieve a forgotten password, click the Forgot Password link.

LogIn
Password | /

Forgot Password |~ Forgot Usemame

2. Enter your User Name and click Get Password.

Forgot Password

Enter your username.

Username: ‘USERNAME| X ‘

Get Password Cancel

)

3. Next, provide the answer to your secret question. Then, click Get Password.

Forgot Password

Answer your secret question.

What Is Your Mother's Maiden Name?

Get Password Cancel
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Forgotten Password, Cont’d.

4. An email will be automatically sent to the address you provided in your personal Plan
Central profile.

Forgot Password

Answer your secret question.
What Is Your Mother's Maiden Name?
IHANNA |

Get Password

Your password has been sent to the email
address on file. Back to Login.

J

Navigation

Main Menu

Plan Central is designed with a main menu that is always displayed near the top of the screen.
Click a menu option for specific functions.

Plan Centyal

INQUIRIES UPDATES RESOURCES MANAGE ACCOUNT LOGOUT

Welcome to Plan Centrall

Home Page

Additional Resources may be available on the Home Page. Refer to Page 31 of this manual for
Drug Search & Prescription Information instructions.

X Additional Resources

Drug Search &
Prescription
Information

= J

Processing Data Indicator

When the application is processing data, such as search criteria, the “Loading” indicator will
appear.

Loading... Q
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Automatic Sign Out

As a security measure, Plan Central automatically signs out any user who has not actively used
the system for 30 minutes. Plan Central will prompt the user to log back in to the system.

Inquiries

The drop down menu for Inquiries gives the User access to Eligibility and Invoices.

’ v
| 4@ SummaCare. Plan Centval

Welcome to Plan Central,

INQUIRIES UPDATES RESOURCES MANAGE ACCOUNT LOGOUT

ELIGIBILITY .h

2 INVOICE

Eligibility
To determine eligibility for a member, hover over Inquiries and then click Eligibility.

Enter search criteria in the fields or click Search to view all members associated with your
group.

Eligibilig

o view the ety status and bneft detats for & memioer, anter your search criteia beiow. Find and click on the merber's name in he resuts. You may need 0 sroll down 1o see compiets informasin J

T view the mest current eligibiliy information for a member. please dick the Exgibiity History tab after concucting an eligibiity search. f you see a term date for a member, the Eligibility History tab will reflect wivether the member's coverage is continuing or whether the
member has hac & [8pse in Coversge. M you have questons, pleass contact Group Broker Senvices

Active Members

Enter Member Search Criteria |
[ra——

Frst Name

Last Mo
D o Bl
sen

Type in Search criteria (i.e. Member # or First and Last Name)
E= or click on Search to view all members Iin your group

Click anywhere on the desired row to view eligibility details. If the selected member has family
members enrolled in his/her plan, records for the spouse and dependent(s) will be displayed.

Eligibility

To view the eligibility status and benefit details for 8 membes, erfer your search criteri below. Find and dick on the member's name in the results. You may need 10 scroll down to see complebe information.

To view the most cument aligiciity information for 3 marmbar, please cick tha Eligitiity History tab afler congucting an eligibiity search I you see a term date for a member, e Eligibility History tab will reflect whether the member’s coverage it continuing or whether the
member has had a lapse in coverage. I you have questions, please contact Geoup Broker Services.

| Active Members.
Enter Mesmber Search Criteris |
| [ Wember Name Group | Division Beneft Plan
First Name:
Last Name:
o — Click on 2 name below o view detaits for an individual family member, inchuding claim history, deductible and balance and
I S

Member Noe Member Name Effective Date: Gend
CONTRACT HOLDER 112018 12315608 '] = PRIMARY COVERAGE
SPOUSE 12018 123172600 F wa WAITING ON RESPONSE
DEFENDENT 112018 103172018 F WR WAITING ON RESPONSE
DEPENDENT 12018 0008 F W WAITING ON RESPONSE
1
T Tttt T T T S STt T TSt Tt ST T Ty T T TTTTTTTTTO T YT T T TS Tttty T T




Member Details Tab

Displays the most recent biographical information for the selected member and allows you to
view previous address history.

jMemberDetaiB% Member Eligibility History Benefit Balance(s) || RequestID Card || Change PCP

Member Information Status: Active |Eligibility Information Residential Address Information

Member Nbr: Group Name: Address:
Prefix: Division Nbr: Address2:
Name: Division Name: City:
Suffix: Benefit Plan: State:
Date of Birth: Benefit Pkq: Zip:
Gender: M Network Name: County:
PCP Name: PCP NOT REQUIRED COB Status: PRIMARY COVERAGE Phone (H):
PCP Phone: Eff Date: 01/01/2019 Phone (W):
Alt Key: Term Date: Phone (O):
Eff Date: 01/01/201% Email:
Term Date: Eff Date: 03/30/2011
Term Date:
<<125>

Member Eligibility History Tab

Displays the most recent eligibility information for the selected member and allows you to view
previous eligibility records.

[ agle=gnlmly ) | Member Eligibility H \story% Contract Details || Contract History || Plan Benefits || Benefit Balance(s) || ReguestID Card || Change PCP

Benefit Plan Network Name Member Nbr Division Nbr Effective Date Termination Date Transaction Date
SCPremier 01/01/2019 12/31/9999
SCPremier 01/01/2018 12/31/2018
SCPremier 12/19/2017 12/31/2017
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Contract Details

The Contract Details tab displays additional Eligibility information.

Member Details I Member Eligibility History l Contract Details:

I Plan Benefits I Benefit Balance(s) I Request ID Card I Change PCP I

Contract Information

Contract Nbr:

01/01/2019
12/31/9999
04/01/2000

Term Date-
Hire Date:

Division Nbr:
Division Name:
Business Unit
Program Nbr:
Carrier:

Region:

Tier:

Tier Description:
Contract Type:

Contract Type Description
Benefit Package:

Benefit Package
Description:

Employment Status:

Employment Status
Description:

Underwriting Status:
Underwriting Status

Description:
Marital Status: M

Marital Status Description: MARRIED
Broker Nbr-

Risk Pop:

Risk Pop Description

Eff Date: 01/01/2019
Term Date: 12/31/9999

Address:
Address2:
City:

State:

Zip:
County:
Phone (H)
Phone (W)
Phone (0):
Email-

Eff Date:
Term Date:

<12

Eligibility Information Address Information

03/30/2011

Contract History

The Contract History will display a history of the Contract Number(s), Division Number(s)
Employee Status and Effective / End Dates. Selecting a line will display additional information

and definitions.

Contract Eligibility History

Contract Nbr Division Nbr Employee Status Risk Pop Marital Status Broker Nbr
AC M
AC M
AC M

Effective Date

01/01/201%

01/01/2018

12/15/2017

Termination Date

12/31/9999

12/31/2018

12/31/2017

Transaction Date

12/27/2018

11/23/2018

12/19/2017
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Plan Benefits Tab

Displays summary of the member’s Plan benefits.

Benefit Balancels) | | Request 1D Card

Plan Benefits Summary

This information s only 2 summary. For complete benefit \ including any Services or exceptions to co-pays, co-insurance or deductibles, piease click on the link(s) below to
view the document(s] pertaining to your benefit plan.

\TE: 12/31/9999

Not available for all
In Network Out of Network employer groups

$20,000

aximum

Ambulance Service Copay

* Indicates Coinsurance is subject to Deductible.

Benefit Balance(s)

Plan Central helps keep track of office visits for benefits that have maximums, as well as the last
date of service.

Benefit Balance(s)
The chart below reflects services, banefits applied and benefits remaining applicable to your health plan. The Benefit column indicates how many visits or days a service is coverad within the time
frame indicated on the chart. The Benefit Applied colurmn indicates how many visits or deys s service was utilized The Benefit Remaining column indicates how many visits or days of 5 service are
remaining. Please note: The Benefit Applied and Benefit Remaining columns may net include visits for claims not yet submitted, recently submitted of in a panding status.

Benefit Balance Chart

Cardio-Pulmonary Rehab 36 Visits Within Last Calendar Year 0 Visits since 01/01/2018 36

Chiropractie Visits 15 Visits Within Last Calendar Year 0 Visits since 01/01/2019 15

e Bxam 1 Visit Within Last 23 Months 0 Visits since 03/05/2017 1

Glaucoma Scraening 1Visit Within Last Calendar Year 0 Visits since 01/01/2018 1

ological Exarm 1 Visit Within Last Calendar Year 0 Visits since 01/01/2019 1

- Care - Therapeuic 4 vigiks Within Last 7 Days 0 Visits since 01/28/2019 20

Hearing Exam Vst Wikhin Last 3 Calendar Years 0 Visiss since 01/0L/2017 1
Home Healih Visits 30 Visits Within Las: Calendar Year 0 Visiss since 01/0L/2019 0
- Mammogram 2 Visits Within Las: Calendar Year 0 Visiss since 01/0L/2019 2
Occupstionsl Therspy 20 Visits Within Last Calendar Year 0 Visits since 01/01/2019 20
Physical Exarn - Annual 1Visi: Wihin Last Calendar Year 0 Visiss since 01/0L/2013 1
Physical Therapy 20 Visits Within Last Calendar Year 0 Visits since 01/01/2019 20
30 Visits Within Last Calendar Year 0Visiss since 01/0L/2019 0
Renabilistion &0 Days Within Last Calendar Year 0 Days since 01/01/2019 50
e pareing Faciley - In- I Withiry Last Calendar Vesr 0 Daye since 01/01/2019 100
e 30 Days Within Last Calendar Year 0 Daye since 01/01/2019 30
Speech Therapy 30 Visits Within Last Calendar ear 0 Visits since 01/01/2019 30
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Request ID Card

Request ID Card allows a user to request a new ID card and/or print a Temporary ID Card. You
will also be able to see when an ID card was issued. To view a future ID card, select the date
using the drop down calendar. Next, select Change.

Member Details || Member Eligibility History Benefit Balancel(s) ERequest\DCardgl ChangePCP

Members Active in Contract as of 01/15/2019

Enter ID Card Values

L — Member Nbr Member Nbr Member Name Effective Date Division Nbr ~ PCP Name Last Sent ID Card
Benefits As-Of Date: 01/15/2019
01/01/2019 12/25/2018

Click the button below to request a new ID Card with the member's current health benefit information. The card will be mailed to the
member's current address within 5 business days.

Request ID Card

Click the link below to view a Temporary ID Card for the member(s) under this contract.
View Temporary Card

Change PCP

If your Plan requires a Primary Care Physician (PCP) be designated, the Change PCP tab will
be visible. To select a PCP or change your current PCP, click on Select PCP.

M!n‘rr'ba' Details|| Member Eligibility History I Contract Details || Contract History Il Benefit Balance(s) I Request ID Card I Change PCP

PCP Information (if required)

PCP Name: | Save PCP Changes

* Please note: Your PCP change will go into effect the date the change is submitted.

Please note: Plan Central restricts a user from selecting a PCP that is NOT accepting new
patients. It is important to make sure that the PCP selected is in network for your plan. Plan
Central does not block PCP changes for non-network providers. Instructions to confirm network
affiliation are on Page 33 in this manual under Find a Doctor or Hospital.

Fill in your search criteria then click on Search to view the results.

Enter PCP Search Criteriajl

*Enter search criteria below, then click on 'search' to view results.

First Name:

[Mickey | Last Name: [Mouse ‘

CtY: [Eun Town | lacs | Ohio v

T T
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Printer Friendly Version

Click the printer icon located on the right side of the page to print the selected member’s
eligibility information.

Advanced Print

Click to print i

infarmation [T
fram all tabs . ]

For best results, set print to LANDSCAPE
and shrink to page width.

Plan Central I El |g|b| ||ty Mon Jun 18 2018 13:55:31 GMT-0400 (Eastem Daylight Time)
Member Inf ti Status: Acti Eligibility Inf ti Residential Add Inf.
Member Nbr: Group Name: Address:
Prefix: Division Nbr: Address2:
Name: Division Name: City: UNIONTOWN
Suffix: Benefit Plan: PPO PLAN 59208 State: OH
Date of Birth: Benefit Pkg: T3 Zip: 44685
‘Gender: ] Network Name: SCPREMIER County: STARK
PCP Name: SCHROEDER, LISAM COB Status: PRIMARY COVERAGE Phone (H):
PCP Phone: Eff Date: 010172018 Phone (W):
Alt Key: Term Date: Phone (0):
Eff Date: 01/0172018 Email:
Term Date: Eff Date: 07H772006
Term Date:
13> J
>y
BenefitPlan  NetworkName  MemberNbr Al Key Diviicn NI DR R SO TR acet
SCPremier 0101/2015 1203179999
SCPremier 120272017 12012017
SCPremier 08/01/2017 1200172017
SCPremier 05/01/2017  07/3172017
SCPremier 01012017 040302017
SCPremier 04/01/2016 123172016
SCPremier 08/01/2015 033172016
SCPremier 01/01/2015  07/31/2015
SCPremier 01/01/2014 123172014
SCPremier 08/01/2013 123172013
1 v I
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Invoices

Employers who currently do not receive electronic invoices from SummaCare have access to
the Invoices tool in Plan Central.

Please note: In order to view and/or download an invoice, Adobe Reader software must be
installed on your computer. You can download this software for free via the link
found on the Invoices page.

1. To view invoices for your group, click Invoice from the Inquiries drop down menu.

{-- v Plan Centval

)
E j . “ Summaca re. Welcome to Plan Central,
INQUIRIES UPDATES RESOURCES MANAGE ACCOUNT LOGOUT

INVOICE !
b

2. Enter your search criteria or click Search to view all invoices associated with your
account.

Tip: Your Account ID is the group or division number at which you are billed.
If you have multiple accounts listed under your login (example: having 5 different
divisions billed separately to you), the search results will contain all of the invoices
for all of the groups/divisions associated with your Account ID.

Plan Central

To view and print an invoice, enter your Account |D or invoice date range below.

Enter Invoice Search Criteria }

Account |D:

Invoice Date From:

Invoice Date To: |

Invoice documents may be viewed and downloaded in Adobe® PDF format. In order to view
documents in PDF format, Adobe Reader® software must be installed on your computer.

!! Get ~ ¥| g Click here to download
ADOBE READER Adobe for free

Adobe, the Adobe logo and Adobe Reader are registered trademarks of Adobe Systems Incorporated in
the United States and/or other countries.
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Invoices, Cont’d.

The search results for invoices will appear. Select the invoice you wish to view.

Plan Central

To view and print an invoice, enter your Account |ID or invoice date range below.

Enter Invoice Search Criteria '- Invoice

Account ID: dl X Invoice Nbr Invoice Date Cycle Account ID Amount Due Premiums Adjustments
Invoice Date From:

11/27/2018 MW $288.199.00 $69.265.00 $0.00

Invoice Date To: ‘

10 11/27/2018 MW §218.934.00 $75.202.00 $143.732.00

A PDF of the entire invoice launches for viewing or printing.

o SUMMACARE INC
PO BOX 72241
CLEVELAND, OHIO 44192-0002
SummacCare. 7302525623
INVOICE
PAGE 10F 4
GROUPZ
INVOICE# - 1001
INVOICE DATE - 11/27H8
PAYMENT DUE ON/BEFORE: 01/01/2019
BILL PERIOD: 01/01/2019 - 01/31/2019
PREVIOUS BALANCE: $218,934.00
TOTAL CONTRACTS: 35 ADJUSTMENTS: $0.00
TOTAL MEMBERS: 65 PAYMENTS RECEIVED: $0.00
BALANCE FORWARD: $218,934.00
CURRENT PREMIUMS: $69,265.00
**PLEASE PAY THIS AMOUNT: $288,199.00 **
Payment does not Contil ge is subject o
MW
| Tearhers and reum this porton wah your payment. T T
PLEASE INCLUDE YOUR GROUP NUMBER ON YOUR CHECK.
GROUP#
AMOUNT DUE:  $2688,199.00
1200 E MARKET ST DUE ON/BEFORE:  01/01/2019
SUITE 400 MAIL PAYMENT TC: SUMMACARE INC
AKRON OH 44306 P.0. BOX 72241
CLEVELAND, OHIO 44192-0002
100105560510G0000G10001201501012015012100288199003
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Updates

From the Updates menu, you can add members to the plan, change demographic data, view the
status of enrollment changes, search for existing MSP Forms or create new MSP Forms.

o

A\

] v Plan Centval

-
= . b Summaca re. Welcome to Plan Central,
HOME INQUIRIES UPDATES " RESOURCES MANAGE ACCOUNT LOGOUT

ENROLLMENT ADD

Updates

© ENROLLMENT CHANGES

© ENROLLMENT STATUS

ENROLLMENT CHAN( MSP FORM

ENROLLMENT ADD

o MSP FORM

Adding Members to the Plan

1. Hover over the Updates menu and then click Enroliment Add.

-

A\

B J v Plan Centval

) . u Summaca re. Welcome to Plan Central
HOME INQUIRIES UPDATES RESOURCES MANAGE ACCOUNT LOGOUT

ENROLLMENT ADD

Updates

o ENROLLMENT CHANGES

2 ENROLLMENT STATUS

ENROLLMENT CHAN(
o MSP FORM

ENROLLMENT ADD MSP FORM

2. Complete the fields marked with an asterisk (highlighted in the example below).

Enroliment Add

Enler Envoliment Information

Ective DateofCoverrae® [ | prTr——— i)
Mt Ove Cme ‘Date o Ful-Tins Empioyment
Employment Stmtws* | (lactve Retreg Coben meacare wrap " Open Enroliment Ful Time: Cpan Time Renire Recal 0N Law
Enoyse Fustiame | ] Empioyes Last Name * ] Sou 800 Wb (b Dashesr |
o= Single  CMaimed (Widowsd () Diworced () Legally Separated
FRTS— | Apysuns Cosny® |
o | | - = vt
Home Phones® | ] Work #hone ¢

spouze or other type of heait please woit J s nakzed

L the enployer, hery cartify that sl information oa this forn s entsred exactly as supplied by the Employes an the Emplayse 1pe form. | slsa sgree

with i 5 provide such are st

1agrea to the tarms sbave
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Adding Members to the Plan, Cont’d.

3. Click Submit to send the enroliment add request to SummacCare. The following message
will be displayed.

Your raquest has baen submitted. To view
the status of the application, select
Enroliment Status from the Enraliment drop

down

4. The Enrollment Add page will continue to display with the member you just added. To
verify the request was submitted, click Updates, Enrollment Status. (Instructions to
follow.)

Making Enrollment Changes

To make changes to employee information, add a dependent, or to reinstate or terminate an
employee from your plan, follow the steps below.

1. Select Enrollment Changes from the Updates menu.

! s 5umn%(;are“ Plan Centval

INQUIRIES

Welcome to Plan Central)
UPDATES

ENROLLMENT ADD

RESOURCES

MANAGE ACCOUNT
Updates

LOGOUT

ENROLLMENT ADD

© ENROLLMENT STATUS
ENROLLMENT CHAN(

o MSP FORM

MSP FORM

2. Enter criteria in the appropriate fields and then click Search. If you wish to view all
members on your plan, do not enter criteria in the fields and then click Search.

& Enrollment Changes

Enter Member Search Criteria

To make changes to personal information, add a dependent, reinstate or terminate an employee from your plan, enter search criteria below. Find the employee who requires changes
in the results and click on his or her name. You may need to scroll down to view and make changes to their current information.

Member Nbr:
First Name:
Last Name:
Date of Birth:
SSN.
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Making Enroliment Changes, Cont’d.

3. Click anywhere on the desired row of the search results to view eligibility details.

Enrollment Changes

To make changes to personal information, add a dependent, reinstate or terminate an employee from your plan, enter search criteria below. Find the employee who requires changes

in the results and click on his or her name. You may need 1o scroll down to view snd make changes Lo their curvent information.
" . Active Members.
Member Nbr Mer Member Na cctive Dat, .
First Name: cuTL 1/2018 2y
Last Name: ) ;
Date of Birth f " o !
SSN. OLER, M M 172018 2,

VAN SCYOC, ASHLEY 1172018 w232

4. Click the Changes tab to update the member’s name, SSN, date of birth, gender, or PCP
information. Fields indicated with grey text cannot be updated in Plan Central. Please
contact your Account Manager to request changes to data within these fields.

Changes I Add Dependent

Reinstaternent || Termn Member

Phone Number: |

First Name: | Last Name: |
Address1: | ‘
Address2: ‘ ‘
Ciy: | Sate: | Ohio [~|
zip: | o |
‘Country: ‘ |
J

SSN: ‘ R 0 2/ 04 /19|

Gender:  ® () .
*" Male Female Unknown

Division Information

Effective Dates 1 1/01,/2018 End Date: ‘wangw

Current Division Nbr: ¢ New Division: ‘, il

PCP Name: [ select PCP

Save Changes

5. To reinstate an inactive member, click the Reinstatement tab. Then, enter the new
effective and end dates and click Reinstate Member.

Add Dependent

First Name: Last Name:
MemberNbr: EndDate: ‘12!31!99 99 |
New Effective Date: New End Date: |

Reinstate Membe.

6. A confirmation message will be displayed. Click OK to continue.

Your request has been submitted.
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Making Enroliment Changes, Cont’d.

7. Click the Term Member tab to terminate a member from your group’s plan. Enter the
term date, select the Term Reason from the drop down list and then click Terminate

Member.
II Term Member | Add E‘Epender‘lt

First Name: Last Name:

MemberNbr: EndDate: 12/31/9599
Tempae |

01 LR DIVORCE LEGAL SEPARATION u Terminate Member

List of termination reasons to choose from:

DSATH _ T

NELICIBLE DEPENDENT User RA '_I'ermlnatlon = Leaves the
MEDICARE employer either temporary or for an
TERMINATION indefinite amount of time due to service
RETIREMENT R HR H :
REDUCTION IN HOURS - STATUS CHANGE | ] in the Military Uniformed Services.
REDUCTION IN FORCE

BANKRUPTCY
STATE CONTINUATION —

LOSS OF ELIGIBILITY User RA - Reduction in Hours = The
\?VEC?;{JE;'I[%NPFEEGHEOURS — ENDZF LEAVE | employee is no longer able to meet the
USER RA - TERMINATION — 30 hour per week requirement of

USER RA — REDUCTION IN HOURS eligibility for health benefits due to
INVOLUNTARY TERMINATION service in the Military Uniformed
TERMINATION WITH SEVERANCE .

RETIREE BANKRUPTCY Services.

A confirmation message will be displayed. Click OK to continue.

Your request has heen submitted.

8. Click the Add Dependents tab to add a dependent of the contract holder’s family to your
plan. Complete the form and click the Save Changes button.

I st e
Gender:  Male  Female  Unknown Full Time Student: vaz @ 'No

Overage yes e No Handieapped | yes (@iNg

PCP Information

PePName: | R NewPatient:  (“ves ®iNo

[¥iOne or more members will be covered by another Insurance Policy.

e oo

Save Changes
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Enrollment Status

The Enrollment Status tool allows you to view members with the following statuses: Add, Add
Dependent, Change, Terminate, Reinstate.

1. Hover over the Updates menu and then click Enrollment Status.

A 1 9
B A h Summacare /Plﬂﬂ' Ce’nt‘(‘ﬂl Welcome to Plan Centra

HOME INQUIRIES UPDATES RESOURCES MAMNAGE ACCOUNT LOGOUT

Updates

ENROLLMENT ADI

ENROLLMENT CHANGES

ENROLLMENT STATUS

ENROLLMENT ADD

ENROLLMENT CHANGES

2. Enter search criteria and then click Search. In the example below, the page was
populated with all members with the Add status.

Enroliment Status
To view the $1atus of a new applicalion of change you have submaled, enler Search cmena below,

Enrollment Status Search Criteria

Date Submitted S5 First Name Last Name Drvisson Nbr Enrollment Status.

ETL 51872018 123456789 JOHN DOE ADD Mew
Division Nbr

Envoliment Status: | Add I~
Status ~|
From Date

To Date:

3. Click the desired row to view details of the enrollment transaction.

Enroliment Status
To view the status of a new appiication of change you have submitted, enter search criteria below

Enroliment Status Search Criteria } ate: Submite First Name Division Nbe Enroliment Status.
Group Nbr: BrB20tE 123456789 JOHH BOE ADD Hew
Dision Nor
Enroliment Siatus:[Add V|
Status: ]
From Date:
To Date:

Add Envelimant.

Enter Enrollment Information ,I

Effective Date of Coverage * 07/01/2018 Select Division * G ™l
NewMire * L. oo Date of Full-Time Employment * (11 5014
Employment Status *  [@jactive Retired Cobra Medicare Wrap ‘Open Enroliment Full Time Part Time Rehire Recall ©Ohio Law
Employee First Name * |OHN Employee Last Name * DOE Soc Sec Nbr (No Dashes)® 123456780
Marital Status  § gile  (Married (Widowed (Divorced ()Legally Separated
Address Nbr & Street * 123 MAIN ST Apt/Suite County * SUMMIT
city * [AKRON State *  Ohig v Zip Code * 144305
Home Phone # * 3301234567 Wark Phone &

Type of Coverage Selected corvon oy For you plus your spouse For you plus your child/children For you plus your spouse and child/children

Select Number of Members to enroll (Yourself plus your spouse and dependents if applicible.)

Soc Sec Nbr (Ho Dashes)* 123456720 Oate Of Birth * [12/18/1962 Relationship * | Self ]
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MSP Form

To search for existing MSP Forms or create new MSP Forms, click MSP FORM from
the UPDATES section of the Main Menu.

=4 1 v Plan Centval

E . h summacare “ Welcome to Plan Centra
HOME INQUIRIES UPDATES RESOURCES MANAGE ACCOUNT LOGOUT
U pdates ENROLLMENT ADD

© ENROLLMENT CHANGES

= ENROLLMENT STATUS

ENROLLMENT ADD ENROLLMENT CHANGES

Adm
MSP Verification Menu

Search for existing MSP Forms or create new MSP Forms.

MSP FORM SEARCH:

CREATE NEW MSP FORM:

To search for an existing form click MSP Form Search: Key the Group Number and
click Search.

MSP Verification Search Criteria

Group Nbr:

To create a new MSP Form click Create New MSP Form: populate the required fields
on the form and click Submit.
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Resources
Member Resources

Click on Member Resources under the Resources tab to view the resources for a member.

Enter Member Search criteria or click Search to view all users.

Find and click on the member’s name in the results. You may need to scroll down to see
complete information.

MANAGE ACCOUNT LOGOUT

RESOURCES

MEMBER RESOURCES

INQUIRIES UPDATES

Member Resources

o FAQ
To view the resources for a member, enter your search criteria below. Find and click on the member's name A!ee complete information.

Enter Member Search Criteria

Member Nbr|
First Name
Last Name
Date of Birth;]

Please note that not all resources are available for a member.

I Member Re_c.ourcal

Drug Search &
Prescription
Information "

f

v

Unavailable >

Unavailable - Unavailable - Unavailable -

If SummaCare manages your group’s Prescription Drug coverage, you can search for
information about a particular medication by clicking on the Medimpact icon. The search will be
facilitated via medimpact.com and will be launched in a separate window.

Drug Search & Prescription Information instructions can be found on Page 32 in this manual.
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Frequently Asked Questions

Click on FAQ from the Resources tab to access the list of Frequently Asked Questions.

LOGOUT

UPDATES RESOURCES MANAGE ACCOUNT

o MEMBER RESOURCES

FAQ

INQUIRIES

Resources

Click anywhere in the line of the topic that best fits your question.

Faq

Frequently Asked Questions

L 9 i How do | request an ID card for an employee?

L 2 Can my dependents remain enrolled if | am terminated?
() What is a deductible?

L 2 What does OQut-of-Pocket Maximum mean?

L ) What is a copay?

( 9 b What is coinsurance?

() What is an Explanation of Benefits (EOB)?

The response will appear below the question.

Faq

Frequently Asked Questions

( 'P y How do | request an ID card for an employee?

K

1. Search out employes from “Eligibility” section
2. Select the member
3. Goto the request IDCard tab, and request IDCard for member from there

Can my dependents remain enrolled if | am terminated?
What is a deductible?

What does Out-of-Pocket Maximum mean?

What is coinsurance?

What is an Explanation of Benefits (EOB)?
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Managing Group Account(s)

The Manage Account menu provides functions for the following: adding new Plan Central users
to your group’s account, viewing Plan Central users associated with your account, controlling
the type of access granted to your account users, and managing your own Plan Central profile.

A 1 v
= . h SummaCare /P[AM' C&VL{Y‘A[ Welcome to Plan Centra

INQUIRIES UPDATES RESOURCES MANAGE ACCOUNT LOGOUT

ADD USERS

MANAGE USERS
MY PROFILE

Manage Account

ADD USERS MANAGE USERS MY PROFILE

Add Users

New User accounts can be created by clicking on Add User from the Manage Account drop
down menu. Complete the form and click on the Create New User button.

Add Users
I To add a new user to this account, complete the form below and click on the Create User button.
Enter New User Details r
W = Incllcates requived feld
*Role: Employer VI * Access Level:

* User Name Email:
* Password = Confirm Password

* First Name: * Last Name:

Phone: Phone Ext:

Security Cluestion: Vl Answer:

Create User

The new User will receive an email with a User Name, temporary Password, and a link to Plan
Central.
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Manage Users

1. View existing Plan Central users associated with your group by clicking the Manage
Users menu option.

@ ] & Sumn?aCare.‘. Plan Centval

INQUIRIES

Welcome to Plan Central,

UPDATES RESOURCES MANAGE ACCOUNT

o ADD USERS

LOGOUT
Manage Account

MANAGE USERS

ADD USERS

o MY PROFILE
MY PROFILE

2. Enter search criteria or click Search to view all users.

Manage Users

I To update user account information, reset passwords or deactivate a user, search for the user below. Find and click on the user in the results listing to make changes to their account.

Enter User Search Criteria

User Name;|
Email:

First Name:
Last Name:

3. Select the user you wish to view.

Enter User Search Criteria

User Name First Name Last Name Accesslevel
Usar Name]
j D F Emp Super User - Full
First Nams|
Last Name;
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Manage Users, Cont’d.

4. The User Data panel allows you to change the user’'s name, phone number, email
address, and Plan Central access role. You can also reset the password and unlock a

locked user account. In addition, you can discontinue the user’s Plan Central account
access by clicking Deactivate User.

Manage Users

Enter User Search Criteria

I To update user account information, reset passwords or deactivate a user, search for the user below. Find and click on the user in the results listing to make changes to their account.

User Name:
Email
First Name
Last Name: — A A— -
User Data l User Entities || Add Employer || Copy Another User
* Ready for Editing * Additional Information
Firet Narne: ] — i ] Date Created: 10/26/2010
Last Login Date: 11/16/2018
Phone: | J Phone Ext | J Accepted Disclaimer: s
Role: |Employer Iv| Email ]
Locked Out: No
Password Expired: No

5. Toremove the user’s access, click the User Entities tab. Click the Select checkbox, and
then click Delete Selected Entities.

Enter User Search Criteria }

User Name User Name
Email
First Name:

Last Name

Email First Name

Last Name

AccessLevel

Entities

UserData | User Entities | Add Employer | Copy Another User

Current Access For: Michelle Considine

Entity ID Name

Type Select
O

Delete Selected Entities

SummaCare Plan Central Employer Learning Guide February 2019

Page 29



My Profile

Access the My Profile page to change your name, phone number, email address, or password.
Hover over Manage Account then click My Profile to view the profile.

The password must be alphanumeric and between 8 — 12 characters in length including 1
number, 1 upper case, and 1 lower case.

A 1 v Plan Centval

& b Summacare " Welcome to Plan Centrall
UPDATES RESOURCES MANAGE ACCOUNT LOGOUT

= ADD USERS

INQUIRIES

Manage Account

o MANAGE USERS

ADD USERS 'MANAGE USERS MY PROFILE

My Profile
Edit User Details }

First Name: |

Last Nams: |

Phone:

Phone Ext:

Email

|

Upgdate BronleInio

Change Password ,L

You must re-type your cumrent password. Browssr-stored values may not be curent.
Gurrent Password
New Passuord
Confirm Password:

Update Passiword
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Drug Search

Use the Drug Search tool to view formulary information on prescription drugs.

Click Home on the main toolbar. Click Drug Search & Prescription Information.

Drug Search &

The Drug Search is facilitated via www.summacare.com.

Click on Through My Employer.

Which type of plan are you looking for?

Medicare Advantage Individual and Family Through My Employer

To determine what formulary/drug list to search, please refer to the RXGRP code on the
SummaCare Member ID card and search/view the formulary with the corresponding
code.

The search tool can be used to look up specific drug names. The Drug Formulary PDF
is a comprehensive listing by drug class of approved formulary medications under the
Prescription Drug Benefit.

Pleacse Choose an Fmblover Plan
2019 Commercial Prescription Drug Formulary (SUM0O1, SUM02, SUM1]) se———

—
2019 Marketplace (Small Group and Individual) Prescription Dr!}g Formulary (SUMO6, SUMO7)
2019 Marketplace (Small Group and Individual) Prescription Drug Formulary PDF (SUMO6, SUMO7)
2019 MedPerform Prescription Drug Formulary (SUM12)

SummaCare Plan Central Employer Learning Guide February 2019 Page 31


http://www.summacare.com/

Brand & Generic Name Search using the Search tool

Enter the first few letters of a drug name to display matches. Click the drug you wish to

conduct the search on.

Alphabetical Search

Brand & Generic Name Search
[Lov x]| search

Therapeutic Class Search

Analgesics
Anesthetics

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Anti-Addiction/Substance Abuse Treatment Agents

The search results will be displayed. Generics drug names are in italics. Click the

desired drug name (includes dosage).

Drug details, such as tier level, quantity limits and prior authorization requirements will
be displayed. To view other medications in a therapeutic class, click any class hyperlink

in your search results.

e Click Start Over to return to the summarized search results.

Search Results

Start Over .

Selection

Your search results text here.

Drug Search: lovastatin 10 mg tablet
1 drug(s) found

Results

lovastatin 10 mg tablet Cardiovascular Agents
Dyslipidemics

TABLET 10 mg 1—.,.«,

o view other medications in a therapeutic class, click any class hyperlink in your search results |

GQJ'JPHC Name Sub-class

otes & Restrictions

Therapeutic Class Search

Click the therapeutic class you wish to view.

Therapeutic Class Search

Analgesics
Anesthetics

Anti-Addiction/Substance Abuse Treatment Agents

Antianxiety Agenits
Antibacterials
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Therapeutic Class Search, Cont’d.

If applicable, select a subclass.

Please select a subclass from the list below to continue.
Aminoglycosides
Antibacterials, Miscellaneous
Cephalosporins
Macrolides
Miscellaneous B-Lactam Antibiotics
Penicillins
Quinolones
Sulfonamides
Tetracyclines

Alphabetical Search

Alternatively, click on the first letter of the drug name to search.

Alphabetical Search
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Find a Doctor or Hospital

Click Home on the main toolbar. Click on Find a Doctor or Hospital. You will be directed

to SummacCare’s Provider Search tool to see if a particular provider is in the member’s
network.

Enter Search Criteria. Choose a category to search from the drop down. Optionally,
search for a specific name and perform an Advance Search.

Refurn fo s Return to Home Page of summacare.com Q {3‘}

~’ New Search  Settings
SummacCare.

Akron, OH -/

City & State or Zip Code

®© Your Location W & Your Network ScConnect 3
Select a category ™= Network that was selected
All Categories ~ | Search for doctors, hospitals and clinics by name or specialty. s rch for snecific name In the catedory Q
Choose a category to search ) "
from the drop down Further define search (Specialty, Language, Gender etc.) g Advanced Search
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Find a Doctor or Hospital, Cont’d.

Below is the list of Categories to choose from the drop down.

Select a category

{ All Categories /| Search for doctors, hospitals and clinics by name or specialty Q
All Categories Search for doctors, hospitals and clinics by name or specialty.
Doctors by name Search for a doctor by their first and last name to see locations, insurance information and more
Doctors by specialty Find doctors in your network. Search by doctor specialty, i.e,"primary care physician” or "OB/GYN "
Places by name Enter the name of a hospital or clinic to view address, phone number and insurance information
Places by type Search for hospitals and clinics near you

For example, select Doctors by specialty Category and key a specialty.
Select a category
Doctors by specialty ~ | internal medmme| x Q

Internal Medicine

Pediatric Internal Medicine

Maternal & Fetal Medicine

Addiction Medicine

Adolescent Medicine

Pediatric Sports Medicine

The default search result display is distance; however other sort options are available.
Email, print or download a pdf of the directory with an option to deselect and select
results to be included.

Select a category

Doctors by specialty

LSt
)\PGIEndEIe
cemetery - AKron
;

= o

Redo search when map moved

v | Internal Medicine

Create DIreCiony  she—— Sort:

Email, print or download pdf of the directory.

int Peace 2 v s
m = o RE 2
yoo! £
+ eaet i Showing 1 - 10 0f 76 reSUMS g
s = Z Select sort option from drop down
) NORTH ST. Ep, 2
gy sy

Sheers, Titus G, MD === Click on name to display more details

Akron Childrens Hospifal
Internal Medicine

el
¢

Q@ &

Q

Advanced Search

Best Match

For a specific doctor or hospital name, type the last name of the doctor or the name of the
hospital in the search field provided.

Select a category

All Categories

V' | type doctor's last name or hospital name here /
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Find a Doctor or Hospital, Cont’d.

Click the magnifying glass icon or press Enter to view the search results.

type doctor's last name or hospital name here X Qb

There is an autofill feature.

Select a category

Doctors by name ~ | duncar| e——  Search criteria

Duncan, Jennifer M / triggers results

Duncan, Yolanda

If a provider appears in the search results, that provider is in the selected network.

Contacting SummacCare

Click the Contact Us link, which is always available at the bottom of the page on
www.summacare.com.

You may also contact your account manager if you have questions regarding Plan
Central.

Logging Out

To exit Plan Central, click the LOGOUT link. The session will be terminated and the

Welcome page will be displayed.
LOGOUT
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