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SECTION 1 — INTRODUCTION & LOG IN

Introduction

The Member portal allows you to access your COBRA or Direct Bill account information. You can view
your payment status, election options and general account information. You can also make online
payments and add/modify recurring payments.

Access your account information at httpps://MyBenefits.WageWorks.com.

Register

For access to the Member portal, you will need to register and create a username and password.

HealthEquity
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HealthEquity: WageWorks
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Sign Up To View Your Accounts
=,
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Enter Account Number and last 4 digits of the Sacial Security Numbar OR full Social Security
Number
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First Time Log In

After you register and log in to the portal for the first time, you will need to verify or enter your email
address and phone number as an additional security measure.

Forgot Username or Password

If you forget your username and/or password, you can request an email with your username and/or an
email to update your password.

SECTION 2 - MEMBER HOME PAGE

Once you log in to your account, you will see the Member home page with important information
about your account and special instructions or actions that are needed.

HealthEquity: WageWorks

Myfcoount  OneTimePayments  AutomaticPayments  MyResources My Motices

Welcome, Sue Sample!
>
Mext payment due: May 01 2021

1p Status

COBRA Account Details & Refresh Details

Top Navigation Options

These options will appear at the top of the screen and include:
e My Accounts — View high level account summary information including coverage and billing details for the
accounts you are enrolled in.
¢ One Time-Payment - Make a onetime payment
Automatic Payments — Setup ACH
¢ My Resources — View frequently asked questions.
¢ My Notices — View all notices sent by HealthEquity/WageWorks.

My Account One-Time Payments Automatic Payments My Resources My Notices
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If Needing to Elect COBRA
e Enroll in COBRA — Ability to elect COBRA and select your benefit plans

HealthEquity: \WageWorks

My Account One-Time Payments Automatic Payments

Home = My Account

Welcome, Sue Sample!

2022 Annual Open Enrollment

SECTION 3 - ELECTING COBRA COVERAGE

If you have recently been offered COBRA but have not yet elected coverage, you can elect COBRA
coverage when you log in to your account for the first time.

COBRA Election Wizard

To enroll in COBRA, you need to complete the following steps:

Step 1:  Select the “Elect COBRA Now” icon to begin the election process.

HealthEquity: \WageWorks

My Account One-Time Payments Automatic Payments

Welcome, Sue Sample!

Elect COBRA
Now
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Step 2: Review the instructions / disclosure and check the acknowledgement box, then select
“‘Next”.

My Account MyResources My Motices. Eneodlin COBRA

Online Election of COBRA Continuation Coverage

v read srel understand s section and wis? ta ga ko the o-line COBRA slection fom.

Step 3: Review your options for coverage and your dependent information (if applicable) which
were in place at the time of your loss of coverage (also known as your qualifying event).
Select the benefits and coverage code (as applicable) that you would like to enroll into
under COBRA and select the “Next”.

My Account My Resources My Notices Enrollin COBRA

Online Election of COBRA Continuation Coverage

Coverage Details

Please review the tables below to confi

IMPORTANT: The monthly premium amounts listed on this page do not reflect any applicable subsidies or reductions. Please note
that the amount due will not reflect any applicable subsidy or reduction until you complete the enroliment process.

Plan Name Coverage Code
Employee Assistance Program

80% PPO Plan-COBRA

Vision Plan - COBRA

Dental Plan - COBRA

Dependent Information

Dependent Name Birth Date Relationship Type Participant ID

Savannah Sample D2/03/1954 Spouse

Complink_Member -Website User Guide_ COBRA/Direct Bill Copyright © 2022 HealthEquity, Inc. All Rights Reserved.



HealthEquity

Step 4:  Select which individuals (including yourself) should be covered under each of the plans
for the plan year and select “Next”.

My Account My Resources My Notices Envoll in COBRA

o o ks (g |

Plan Name Coverags Type Premium Individualls)
Employes Assistance Program Employes Only 000 John Samale
JohnSample

80% PPO Plan-COBRA Employes + One 5181872
Savannah Sample

John Sample

Vision Plan- CORRA Employes < One
Savannah Sample

John Sample
Dental Plan - COBRA Empioyes + One
Savannah Sample

Total Premium:

My Resources. My Notices Envollin COBRA

Online Election of COBRA Continuation Coverage

[ woH s MO (g

Election Authorization

Plan Name Coverage Type Premium’ Individuals Covered
Be Assista m Emplovee Only 0.00 Jahn Sample

John Sample
80% PPO Plan-COBRA Employee + One
Savannah Sample

JohnSample
Vision Plan - COBRA Employee +One
Savannah Sample

John Sample
Dental Plan - COBRA Emgloyes + One
Savannah Sample

Total Premium:
s listed reflect the total COBRA premium fwhich is the total cost to the plan plus any applicable admindstrative fees) for the Pianis)
d. Any adjustments to these amounts {eg., extended benefits due to disability; employer- or federally-afforded
« reflected under My Account after o

agres 10 the statemar
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Step 6: Review your election choices and the election authorization. Note: If you need to
make any changes, select the “Previous” button to go back a page. If everything is
correct, select “Elect”.

Any adjustments ta these amaunts (8.9, extended beneflits dus to disability: empleyer- or federally-atorded premium reductians) will be refiected under My Account’ after
electing.

e, you must read and agree o the stalements. below and then cick the ELECT bution

iy that the above state re compiete and accurate to the best of vy knowledoe and that | have read the COBR

» Finaly, | certy ements are comph
Iadrienal infermation included in the COBRA FAQ.

SOBRA
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SECTION 4 — USING YOUR ACCOUNT

Top Level Navigation Menu
My Accounts

You can view a high-level overview of your account information including the coverage and billing
details by selecting the “My Accounts” option from the top-level navigation menu.

My Account One-Time Payments Automatic Payments My Resources My Notices 1

Welcome, Sue Sample!

=

Next payment due: May 012021

Upeoming Payments  Pravious Payments

CoveragebrdaDate  DueDate e

p— __
COBRA Account Details & Refresh Details

Upcoming Payments  Previous Payments

Coverage Ends Date Due Date P::nmui:rr‘nt Pamui:: Eml ;\:; Em‘;:{:; Total Paid Parlicoip:er: ;:::I:: g:::i::ge

Apr 302021 Apr012021 $687.81 X .0C L 1 : B VLWF“‘M
May 31 2021 May 012021 $687.81 $0.00 $0.00 $0.00 $0.00 $687.81 $0.00 B view Details
Jun 302021 Jun 012021 $687.81 $0.00 $0.00 $0.00 $0.00 $667.81 $0.00 B View Details

Select G
Biling Details
Pian Namme

Wisien Plan
Dental HMD Plan

|

Paymant Datails
No
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View Resources
You can view any applicable resources that are available to you by selecting the “My Resources”
option from the top-level navigation menu.

HealthEquity: WageWorks ::e 52 Lzm

My Account One-Time Payments Automatic Payments My Resources My Notices

Home > My Resources

My Resources

COBRA Resources (Hide Details)

View COBRA FAQ

View Your Profile

You can view the personal and demographic information that we have on file and update your profile as
applicable by selecting the “My Profile” option from the top-level navigation menu.

Within the account profile section, you can:
* Update your address (provided this feature is enabled).
» Add/update your phone number and/or email address.
* Authorize the ability to email you regarding your account.
* Setup automatic payments.

| My Account One-Time Payments Automatic Payments My Resources My Notices

W

Name: Sample, Sue
Account Mumber: U

Address: va

" . Irvin } F you would (fee to update your address. plezee log = web case here
Phone Mumber: 555-555-5555 Edit Phone

E-mail Address: SUe.Sample@sample.com Edit E-mail

Employer: Sample Medicz

Email Authorization Settings

Setup Automatic COBRA Payments
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Change Password

My Account One-Time Payments Automatic Payments My Resources My Notices

Actounit Profile Change Puifwadd

Within the “Change Password” option you can update your password.

e Upper Case (A-2)
e Lower case (A-Z)
e Number (0-9)
e Special character - non-alphanumeric
Members cannot use any of their 12 previous passwords and must change their passwords every 90 days.

Message Center

You can see how to contact HealthEquity/WageWorks if you have any questions or need to provide
items to HealthEquity/WageWorks. You can also submit a support request for any questions or view
submitted support requests.

Contact Information

The “Contact Information” option provides the contact information for
HealthEquity/WageWorks. You can also submit a new support request and view previously
submitted support request(s) or case(s).

HealthEquity: WageWorks

MyResources My Notices

Contact Us

Click here ta submit a support request online.

ot o Mous iy

Click here to view your support requests.

COBRA Contacts [Hida Details)

Toll Free COBRA Plan Customer Service Line [Manday - Friday 7 am to 7 pm CST)

1

Payment Mailing Address:

Dallas,

COBRA Election / General Correspondence Malling Address:
PO.Bo 0

Dallas, TX 75222
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Submit Online Support Requests

The “Submit Online Support Request” option allows you to submit a support request on your account.
Support requests can be used to ask a specific question or request assistance on your account.

O c3
. Logout

T
g

HealthEquity: WageWorks

MyAccount  MyResources My Notices

Submit Online Support Request

Request

This allows the member to select the reason for the submission.

Submit Online Support Request

Request
*What can we help you with today? COBRA hd
*How would you categorize your question? Select... o

Change Address

Reguest Cancellation

Change Participant Mame
Add Coverage for Dependent
Submit a Question

Address Change

Submit Online Support Request
Request
COBRA v
[ cnonge adores ||
Change Address
us
Other
ddress
ddress Line
failing Sta
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Cancellation Request

Submit Online Support Request

Request

Request Cancellation

Member Name Change

Submit Online Support Request

Request

"What can we help you with today? COBRA

“How would you categerize your question? Change Participant Name v

Change Participant Name

“First Name
Middle Initial

*Last Name

| Proceed to Submit Requestl ‘

Add Coverage for Dependent

Submit Online Support Request
Request
g
Add Coverage for Dependent
=]
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Other

My A My Resources My Nof

es

Contact Information  Submit Online Support Request  View Support Requests.

Home » Support » Submit Onling Support Request

Submit Online Support Request

COBRA ~

Submit a Question ~

Submit a Question

Please share relevant details regarding your question or
request. Please avoid entering any personally identifi
able or protected health inforn

n, such as Social
Security Number or medical diagnosis.

View Support Requests

HealthEquity: WageWorks alo]-=

Home I Support | Losout

MyAccount My Resources My Notices

Contact Information  Submit Gnline Support Request [ View Support Requests.

Home > Support > View Support Requests
Case# Date Opened ¥ Status Category
v 13641833 12/28/2021 10:39 AM Open Plan/Benefit Discussion

Problem Description
Subject: lest Description: test

.

13641832 12/28/2021 10 37 AM Open Plan/Benefit Discussion

Problem Description
Subject: test Description: fest

.

13640081 1211672021 11:14 AM Open Plan/Benefit Discussion

Problem Description
Subject This is test Description: This 1s test
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View Account Details

You can view your specific monthly benefit information when you select the “My Accounts” button from
the left navigation menu.

To see specific billing details, including the applicable plans and coverage levels, select
“Billing/Payment Details.”

Home >
COBRA Account Details

Account Details

You can click on Billing / Payment Details to display details.

Participant Employer - Participant Federal

Paid | Owey  TotlPaid QLT Subsidy
10/01/2021 | 12/13/2021 $582.43 $0.00| $58243 558243 $0.00 $0.00 Billing / Payment Details|
11/01/2021 | 12/13/2021 | $582.43 50.00| $58243 3558243 $0.00 $0.00 Billing / Payment Details|
12/01/2021 | 12/31/2021 | $582.43 50.00| $582.43 558243 $0.00  $0.00 Billing / Payment Details|

Due Date Deadline Date Premium Billing / Payment Details

Make a One-Time Payment

You can make a one-time benefits payment when you select the “One-Time Payment” navigation
menu. This payment will be processed as an electronic check.

My Aocount Ore-Thme Payments Automatic Payments My Resources My MNatices
(&
" e {
@ Bafore you make your payment. you may need to deable your pog-up Blockes. If you need heip doing that, follow these instrections -3
| i
Make a One-Time Premium Payment i
Due Date Deadiine Date Fremium P“"“‘f:l'i‘; ”'“’"::f; Total Paid P"“:‘;’x
l;;;;r: '.-:r. s;n.'c.
To make a one-time payment, you need to complete the following steps:
Step 1:  Select the month for the payment.
Step 2: Specify if the account is a checking or a savings account.
Step 3:  Enter your check number, routing, and account number from a check
Step 4: Select “Make Payment Now” to process the payment.
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* Required field

“Check Nurnber

Once your transaction is complete, you will see a confirmation page with the payment information. We
recommend printing this page for your records.

Establish an Automatic Payment

You can make an ongoing, automatic benefits payment when you select the “Automatic
Payment” option from the left navigation menu.

To make an automatic payment, you need to complete the following steps:

Step 1:  Ensure the “Add/Modify” option is selected.
Step 2:  Specify if the account is a checking or a savings account.

Step 3: Enter the routing and account number from a check. This is a double entry process to
ensure accuracy.

Step 4: Select “Next” to process the payment.

ne-Tire Payments

Automatic Pavments My Resources My Notices

Setup Automatic COBRA Payments

Once your automatic payment has been created, you will see a confirmation page with the payment
information. We recommend printing this page for your records by selecting the “Print Page” button.
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View Your Notices

You can view the generated notices that are sent to you when you select the “Notice” option from the
left navigation menu.

My Accinnt Dine-Tirme Parpmenits. Automalic Payments My Risources. My Motices

View My Notices

Mail Notices [Hide Details)

Dt Cuound

If you would like to look at a copy of a specific notice, select the “View” option for the desired notice.
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