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Group Census

The first column
hyperlink is
reserved to open
the Employee
Census Information
dialog box. If the
Contact Name is
not the first
column, then the
contact details will
open when the
Contact Name
hyperlink is
selected.

Employees in white
have full contact
records in addition
to the employee
census
information.

Employees in gray
are employee
census records
only and will not be
seen in the Global
Contact Summary
unless specified
otherwise.

Overview

Employee Census information for a business is located on the Employee Census
tab in the Business Contact module. This tab tracks the detailed employee
information for the current business.

ABC Manufacturing
QOEE W EDERH&G-$%=»
Summary |[ Business (B) || Add' Business Info |[ ey Relations ][ Employee Cersus |[ Benefit |[ Asset Allacation (30 |[ Group Benefis |[ ==
+ DAY TZESER i W EE»
Employee Class Contact Hame i DOB Hire Date Total Salary
T Qlass1 - Owners, Exec Momt. Arttille, Eugene 12MEMN956 050141993 85,000
T Class 2 - Managers Ernst, Rosemary 09M9M1959 03M5M995 85,000
T Class 2 - Managers Hamamoto, Tsuyako 021018355 081041988 55,000
T Class1 - Owners, Exec Momt Horley, Elan A, 11101379 05141833 120,000
T Class 3 - &l Others Johnzon, Rochelle 10/06M1 970 067201995 41,000
[~ Class 3 - &l Others Parter, Steve 03021970 05M 41993 55,000
T class 3 - &l Others Riviera, Carlos 01431 M980 OFi26M 996 63,000
[~ Class 3 - Al Cthers Smith, John 0152211973 057211993 45,000
Records Shown: § Total Records: §
[T Class 2 - Manaoers Ernst, Rosemary 095 91959 03151995 85,000
[T Class 2 - Manaoers Hamamato, Tsuyako 020 0935 (08041998 55,000
[ Class 1 - Owners, Exec Mt Horley, Elan & 11101579 (05441993 120,000
[T Clasz 3 - Bl Others Joknzon, Rochelle 10M6H 570 (0B£20/1998 41,000
| [T Class 2- Marmgers Ernst, Rosemary 0341391359 031151995 85,000'
[T Class 2- Marmgers Hamamato, Tsuyako 021013955 05/04/1995 55,000
[T Clags 1 - Owners, Exec Mo, Huarley, Elan A, 11101978 051411993 120,000
| [ Clags 3- Al Cthers Johnzon, Rochelle 10M0B1 970 0B/20/1995 41 ,DUUl
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ABC Manufacturing

QOEEAWEFHERR&GE"E»

Summary | [ Business (P) | [ Addl Business Info | [ Hey Relations || Employes Census || Benefit || Asset Allocation (01 | [ Group Benefits |[ == |
+ 0 AQLIEEED E T ED >
To conve rt an Employee Class Contact Hame i+ DOB Hire Date Wass Modify l"iJl
[~ Class 1 - Owners, Exec Momt Artile, Eugene 12MEBM956 051141993 -
employee census [T Class 2 - Managers Ernst, Rosemary 09191953 03151935 i ARy Qi EE
reco rd to a fu " [T Class 2 - Managers Hamamotao, Tsuyako 02101955 08/04/1993
contact record click [ Class 1 - Owwners, Exec Momt Harley, Elan &. 11H0A 579 05/1411993 -
Convert to Contact_ [T Class 3 - Al Others John=on, Rochelle 40061 970 08/20/1 988 4 000
[T Class 3 - Al Cthers Porter, Steve 03021970 08411999 SE.0
[T Class 3 - &l Cthers Riviera, Carlos 17311960 OF/26/19396 3,008
[T Class 3 - &l Cthers Smith, Jokin 017221973 05/21/1999 .00
Records Shown: Total Records: § Iﬁl |

To modify employee census information, click the first column hyperlink. This will
open the Employee Census Information dialog box.

<2} Smart0ffice -- Web Page Dialog

Employee Census Information Salary Information

Mame Ackerman, Kathleen M. Total Salary |
After making the Employee Class |Class 2 - Managers = Base Salary [70,000
approprlate Employee Status |Active = W2 Salang
changes, click OK Key Employee ¥ Bonus [2,500
to save those Hire/Termination Date (0201452003 i Previous Salany |
Retirement Dateffge
changes and 10 oo 5

n Information Coverage [EE & Spouss =]
dCe I Susb ormatio Pre-existing Medical Conditions H\l}c |
lalog box. Dishetes Custom Field

Additional Lined

Additional LineZ2

OK I | Cancel

ABC Manufacturing

Q0EFEMARERB&E$-E»

For a quick View of Summary || Business (P) || Add'| Business Info H Key Relstions H Employee Census || Benefit H Agszet Allocation (X H Group Benefits | ==
employee statistics + 0 aQILDERE EEh ae »
. Employee Class Contact Hame it DOB Hire Date Total Salary
for the bUSIness [T Class 1 - Owners, Exec Momt Artille, Eugene 12MBHM956 0501441993 85,000
click Show [T Class 2 - Managers Ernst, Rosemary 09194359 03M51995 5,000
Employee T Class 2 - Managers Hamamaota, Tsuyaka 02101355 030488 55,000
Statistics- These [T Class 1 - Owners, Exec Mot Horley, Elan & 11M0M979 051 444393 120,000
t t. t. " d [T Class 3- Al Gthers Johnson, Rochelle 10061970 0620355 I_I 41,000
statistics are pulle [ Class 3- &l Cthers Porter, Steve 0521470 sonarfss  HHHHL 55,000
from the Employee [ Class 3- All Cthers Rivisra, Carlos 0173141960 o7rzeiose **** 63,000
Census tab_ [T Class 3- &l Cthers Sith, Jakn 011221373 051214393 45,000
Records Shown: § Total Records: §
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Step 1: Click Add.

) SmartOffice -- Web Page Dialog

Emplovee Census Statistics

Total Members

Male Members

Female Membears
hdarried

Mot M arried

Tobacco

Mon-Tobacco

Total Dependent Units
Lependent Spouse Units
Total Pre-existing Conditions
Auerage Member Age
Auerage Spouse Age
Active Members

Inactive Members

(7] -
e = L P 22 Pl e o @ o =k

(7]
I )

Close
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Adding a member to the Group Census

It is necessary to add a member to the Group Census before you can add them
to a group policy.
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ABC Manufacturing

QOEEREEMERNERBa-$%i=»

Summary H Business (P} || Add'| Business Info || Key Relations H Employee Cenzus H Benefit H Aszet Allocation (X) || Group Benefits | ==

1RGO EES R E i A »
Employee Class Contact Hame i+ DOB Hire Date Total Salary
T Class 1 - Owners, Exec Momt. Artille, Eugene 12M BN 956 05/14/1933 85,000
[T Class 2 - Managers Ernst, Rosemary 09191959 03151995 85,000
T Class 2 - Managers Hamamoto, Tsuyako 21104955 05041933 55,000
[T Class 1 - Owners, Exec Mot Horley, Elan & 1101979 05/14/1933 120,000
[T Class 3 - Al Cthers John=on, Rochelle + 0064970 0672011933 41,000
T Class 3 - Al Cthers Parter, Steve 3021970 08/14/1959 55,000
[T Class 3 - Al Cthers Riviera, Carlos 1/311960 0712611938 63,000
T Class 3 - &l Cthers Smith, John 017221973 0572171999 45,000
Records Shown: & Total Records: 8
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SmartOffice asks whether to add employee census information to an existing
contact or to create a new employee census member. In other words, does the
employee have a contact record that already exists in SmartOffice or will the
employee only available as a census member record?

<Y Smart0ffice -- Web Page Dialog

Step 2: Specify Employee Census Add Option.

Which type of C Add Empl [ Inif tion f Existing Contact
contact the mployee Census Information for an Existing Contact.
emp|°yee will be. [ Create New Employee Census Member.

OK I | Cancel

@ 2000-2004 E-Z Data, Inc. All rights reserved.

e |f Choice One: The Search Individual Contact dialog box opens. Search for
Step 3: Enter the contact to add to the employee census. Once the contact is selected, the
Employee Census Information dialog box opens. Census information for the

Census Member

data. contact is entered here.
¢ |f Choice Two: New — Individual Contact dialog box opens with Type set to
Employee Census. Once the contact has been added to the census, click the
first column hyperlink to open the Employee Census Information dialog box.
Census information for the contact is entered here.
<2} Smart0ffice -- Web Page Dialog
Step 4: After Mame Ackerman, Kathleen M. Total Salary |
entering the census Employee Class [Class 2 - Managers 5 Base Salary 70,000
data; click OK to Employee Status |Active = -2 Salary
save and to close Key Emplayee M Bonus (2,500
the Employee Hire/Termination Date [020 452003 A [ Previous Salans |
Census Informatlon Retirement DatefAge E 75
dialoa box. .
Cobra BeginfEnd ﬁ P-T 1
‘ Coverage |EE & Spouse FI
Additional Lined
Additional Linez
0K I | Cancel |
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Step 1: Tag the
group census
member(s) to be
added to an
existing group
policy.

Step 2: Click the
Add Members to
Group Policy
button.

SmartOffice® powered by
JTANJAN

Attaching an Employee to a Group Policy

This is one of the two ways a group census member can be attached to an
existing group policy. Please refer to the Group Policy section of this document.

ABC Manufacturing
QOERAvEBERR&G$RE»

Summary || Business (F) H Add'l Business Info || Key Relations || Employee Census || Benefit H Azzet Allocation (X) || Group Benefits ‘ =

+ 0 YT EBE G @ A >

Employee Clags Contact Hame 1 DOB Hire Date Total Salary
W |Clazs 1 - Owners, Exec Momt Antille, Eugene 121 BM 956 051141993 55,000
[V |Class 2 - Managers Ernst, Rozemary 094191959 03151995 55,000
[¥ |Class 2 - Managers Hamamoto, Tsuysko 0210M855 08/04/139395 55,000
[T Class 1 - Owners, Exec Momt Horley, Elan & 1140M879 054141883 120,000
[T Class 3 - &l Others Johnson, Rochele 10/06M 370 0E/20/M998 41,000
[T Class 3 - &l Others Parter, Steve 03021970 08/1471993 55,000
[T Class 3 - Al Others Riviera, Catlos 01/31M960 07/26M996 63,000
[T Clazs 3 - Al Others Smith, John 017221973 0572171993 45,000
Records Shown: § Total Records: §

ABC Manufacturing

QUOEREaWEREER&a 4% = >

SUMImary || Business (B) || Add' Business Info || Key Relations || Employes Census || Benefit || Azszet Allocation (1) || Group Benefts | ==
Employee Census Summary + 1 fa Q’\ T T E Fa) ? ﬁq-( @ »
Employee Class Contact Hame i+ DOB Hire Date Total Salary

¥ Class 1 - Owners, Exec Momt. Antille, Eugene 12BN 956 03141993 55,000
¥ cClass 2 - Managers Ernst, Rosemary 081911959 03M15M995 85,000
v Class 2 - Managers Hamamoto, Tsuyako 02h0onMn9ss 08041998 55,000
T Class1 - Owners, Exec Momt Hoarley, Elan A, 11101379 05141833 120,000
T Class 3 - &l Others Johnzon, Rochelle 10/06M1 970 067201995 + 41,000
T class 3 - &l Others Parter, Steve 03021870 051471993 55,000
T Class 3 - &l Others Riviera, Carlos 03 M9e0 07 i26M 996 63,000
T Class 3 - &l Others Stith, John 017221973 0572171999 45,000

Records Shown: § Total Records: 8
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Step 3: Search for
and select the
appropriate group
policy.

Step 4: Select the
appropriate plan.

SmartOffice® powered by

The Search Group Policy dialog box opens.

3 Smart0ffice -- Web Page Dialog

Search Group Policies

Buszinesz Name |

Policy # |

Case Unique ID |

Froduct |

Carrier |

Frimary Advisor |
Insurance Type |,&II |:
Policy Status |4l =
Priority | Al =

Filter |

| Search | | Close

INCORPORATERD

The Group Plan Summary dialog box opens listing the plans associated with the

policy.

3 SmartOffice - Web Page Dialog

Group Plan Summary

+&E5H4

Plan Hame
Hiuli

FPO

Close
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INCORPORATERD

Group Product

Before a Group Policy can be added, the Group Product information needs to be
entered. Once the product is in SmartOffice you can use it for multiple policies and
will not have to enter it a second time.

Group Product Search

Chooze bookimark

Quick Add/Search

| Inct.Bus. Contact v | =

Enter Contact Hame

Step 1: Click the
Policy Setup link
located on the side
menu of
SmartOffice. If the
user has a PCM
license, then the
Policy Setup link
will be called
Policy/PCM Setup
instead.

Visit the Sma

Training and
The SmantCffice Training a
using SmartOffice.

# Irtroduction to Sm:
® Linksto'care Sms

Step 2: Select
Product — Group
Search underneath
the Policy Setup
link.

SmartOffice” Getting Started Guide Page 8
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j SmartOffice -- Web Page Dialog

Search Group Insurance Product

Froduct Mame |

Step 3: Enter Carrier |
search criteria and Froduct Type |A||
click Search. All

group products will

display if no criteria
is entered. Fiter

Filter |

| K

Froduct Status |AII

| Search | | Cloze

Group Product Summary

To open the Group Product Summary, perform a Group Product Search.

Group Product Summary
Product Type[s1 =] + T2 ZERBW
SUmmary || Detail (P ‘ ‘ Group Plan Summary || Sroup Policy ‘
Type Product Hame Symbol Carrier Hame

[T AD&D Brightstar 50 FCO123787-1 Colony Lite

™ Group Dental Primaty Care Dental Plus BCDom Blug Heslth Care

™ Group Dental Prudent Buyer Dental B=D01 Bilue Medical

[T GroupLife “'alue 80 ALLOM ABC Life

I GroupLTC Sentinel 100 B=012381-002 Blue Sky hiutual

| Maximum Shield BS71829-00948, Blue Medical

™ Group Medical Primaty Care Medical Plus BCMOT Blug Heslth Care

™ Group Medical Prudent Buyer Bt Bilue Medical

[T Retirement e Horizon B0 MH302001-003 hlations Life Insurance

- =T Wark Companion CLHSTDO0M California Life & Health

™ Travel Travel Shield TS123919-018 United Community Life & Accident

™ Group vision 20020 Care BCvO Blug Heslth Care

I Section125 Section 125 Plan 5125 Blue hMedical
Records Shown: 13 Total Records: 13

SmartOffice” Getting Started Guide Page 9



SmartOffice® powered by

Group Product Summary

Pmdul:t'lypelm| +iaTZTSERA

Summary || Detail (£) |[ Group Plan Summary || Group Palicy |
Use the Product Type Product Hamne Symbol Carrier Name
I AD&D Bright=tar S0 FC31237567-01 Colony Life
Type d ro p-down [T Group Dental Pritnary Care Dental Plus BCODO01 Blue Health Care
IISt at the top Of the T Group Dental Prudent Buyer Dertal B=D01 Blue Medical
summary to easily ™ Group Life “alue 90 ALLDY ABC Life
ﬁ|ter for the type of [T GrouplLTc Sertinel 100 BS012381 -002 Blue Sky Mutual
pI‘Od UCt that you I~ Lo taximum Shield BE71529-0094 Bilue Medical
. . T Group Medical Primary Care Medical Plus BCW Blue Health Care
are IntereSted n. I Group Medical Prudent Buyer BSM0 Blue Medical
By defau It a" types I~ Retirement Mew Horizon B0 MH302001-003 Mations Lite Insurance
are listed. s Wark Companian CLHSTDO0Y Caliarmia Life & Heatth
I~ Travel Travel Shield TS123919-018 United Community Life & Accident
T Group Vision 20020 Care BCw Blue Health Care
T Section125 Section 125 Plan 5125 Blue Medlical
Records Shown: 13 Total Records: 13

Greoup Product Summary

Product T)'DEIGrDup Medical 'I + 0 @Y 75 E Ll

However, |f GI'OLI p Summary || Detail () |[ Group Plan Summary || Group Policy |
Medical iS chosen, Type Product Hame Symbol Carrier Hame
A Group Medical Pritmary Care Medical Plus BChM Blue Heatth Care
only the medical -
[~ Group Medical Prudent Buyer Bsh Blue Medical

products will
remain.

Records Shown: 2 Total Records: 2

Group Product Summary
Product Type[a 7] +TATTEEN
Sumimary ‘ ‘ Dretail (P H Group Plan Summary ‘ ‘ Group Policy ‘
Type Product Hame Symbol Carrier Hame
W] AD&ED Brightstar 50 FCa123787-01 Colony Life
TO Select one or W | Group Dertsl Primary Care Dental Plus BCcooo Blue Healtth Care
W | Group Dertsl Prudert Buyer Dental BsD01 Blue Medical
more prOdUCts’ tag [T Group Life Walue 90 ALLOT ABC Life
the checkboxes I GrouplTe Sertine 100 BS01 2391002 Bz Sky Mutusl
next to them. oL Mazimum Shield BET1828-0034 Blue Medical
[W| Group Mecical Primary Care Medical Plus BCMO Blue Heslth Care
Group Medical Prudert Buyer BSMO Blue Medical
[~ Retirement Mew Horizon 60 MH302001-009 Mation= Life Insurance
- =T Wiork Companion CLHSTDOOM California Life & Health
[ Travel Travel Shield TS123919-018 United Community Life & Sccident
[~ Group Yision 20020 Care BCW Blue Healtth Care
[T Section125 Section 125 Plan 5-125 Biue Medical
Records Shown: 13 Total Records: 13

SmartOffice® Getting Started Guide Page 10



For a quick view of
group policy
statistics for the
selected Products
click the Group
Product Policy
Statistics button.

Open the Detail tab
to see further
information about a
group product.

SmartOffice® powered by
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Product Type | ) vl

Summary H Detail (F) || Group Plan Summary || Group Policy |

Group Product Summary

+ 10 778 EE]
A

Type Product Hame Symbol Carrier Hame
W AD&D Brightstar 50 FCa123787-01 Colony Life
W Group Dental Primary Care Dentsl Plus BCOO Blue Health Care
[¥ Group Dental Prudent Buyer Dental BS001 Blue Medical
[T Group Life “alue 90 ALLDY ABC Life
[ GroupLTc Sentinel 100 BS0M12381-002 Blue Sky Mutusl -Iw
[~ LD Maximum Shield BE71528-008.4, Blue Medical
¥ Group Medical Primary Care Medical Plus BCMO1 Blue Health Care
[¥ Group Medical Prudent Buyer BSMO1 Blue Medical
[~ Retirement Mewy Horizan B0 MH302001-009 Mationz Life Insurance
[~ sTD Work Companion CLHSTDO01 California Lite & Heaftth
[~ Travel Travel Shield TS123919-01B United Community Lite & Accident
[T Group vision 20020 Care B0l Blue Health Care
[T Section125 Section 125 Plan S-125 Blue Medical

Records Shown: 13 Total Records: 13

<3 SmartOffice -- Web Page Dialog

Policy Statistics by Group Product

Humber of Cazes

Average Premium
Maximum Premium
Total Premium

16

35,544.00
450,000.00
568,704.00

Close

Group Detail Tab

Summary H Detail (B H Group Plan Summary H Group Policy ‘

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

QO+ EE

Gioup Ins Type Group Medical
Praduct Name Primary Care Medical Plus

Code BCMO1
Carrier Blue Health Care

Product Validity Parameters
Effective 01/01/2002 Expiration

SmartOffice® Getting Started Guide
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The Group Product
Information section
tracks the type,
name, code, and
carrier of the
product.

Any additional
remarks about the
product can be
tracked in the
Remarks section.

The Product
Validity Parameters
section tracks
when the product
became valid and
when it will expire.
This section is for
informational
purposes only.

SmartOffice® powered by

;

3

Group Product Information

Group Ins Type Group Medical
Froduct Name Primary Care Medical Plus
Code BCMO1
Carmier Blue Health Care

Thi= Product i= our mo=t popular =eller.

Product VYalidity Parameters

Etfective 01012002 Expiration

Group Policy Tab

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care
. Summary || Detsil (P || Group Plan Summary H Group Policy |
The G_roup POIICV Insurance Type [ ) ~ | Policy Stage [ - a7 ?’ E -
Tab d'splays a I|st Type Business Hame Carrier Hame Product Hame As Of Date ER
Contributi
Of t_he_ group . [~ Group Medical Tax Tech, Inc. Blue Health Care Primary Care Medical Plus 091 0/2001 100%
pOIICIes aSSOCIated [~ Group Medical ABC Manufacturing: Blue Heafth Care Primary Care Medicsl Plus 12031 12001 100%
Wlth the current [~ Group Medical ABC Manufacturing: Blue Heatth Care Primary Care Medical Plus
product.
Records Shown: 3 Total Records: 3
Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

Use the drop-down =il cll '::;‘ l@ [IET PIZS::::;; \ |g:z;oup Peiicy | — a I EEe
f Al - l - EL
IIStS at the top Of Type Business Hame Carrier Hame Product Hame As Of Date ER
the spreadsheet to Contributi
filter by Insurance [~ Group Medfcal Tax Tech, Inc. Blue Heatth Care Prfmary Care Medfcal Plus 0902001 100%

. [T Group Medical ABC Manufacturingx Blue Health Care Primary Care Medical Plus 4203172001 100%
Type and Po"cy [T Group Medical ABC Manufacturingx Blue Health Care Primary Care Medical Plus
Stage.

Records Shown: 3 Total Records: 3
. ® . .

SmartOffice™ Getting Started Guide Page 12



The Group Plan
Summary tab lists
the product’s
associated plans.

The top set of tabs
and buttons belong
to the current
Product.

The bottom set of
tabs and buttons
belong to the
current plan. The
bottom sets of tabs
are called
Categories. The
categories will be
different depending
on the type of
product.

SmartOffice® powered by

.

Group Plan Summary Tab

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

o0

Summary || Detail (P |[ Group Plan Summary |[ Group Palicy |

Group Plan Summary

+0ASHE-
Group Plan Summary || General Medical || General || Pheysician || Paychistric/Chemical || Prescription || Hospital || Other H Atternative Medicine |
Plan Hame
r Hido:
r PRO

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

00

Summary H Detail (E)_H Group Plan Summary || Sroup Policy |

Group Plan Summary

+TBSE-
Group Plan Summary || General Medical || General || Phrysician || Psychiatric/Chemical || Prescription || Hospital || Other H Alternative Medicine |
Plan Hame
| HMO
r PRO

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

00

Summary Detail (P Group Plan Summary || Sroup Policy |

Group Plan Summary

+TBSE-
Group Plan Summary || General Medical || General || Phrysician || Psychiatric/Chemical || Prescription || Hospital || Other H Alternative Medicine |
Plan Hame
| HMO
r PRO

SmartOffice® Getting Started Guide
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The Plan Name is
stored on General
Medical Category.

View general
information such
as the Annual
Deductible and
Annual Copay on
the General
Category. In this
example the annual
copay for an
individual is 1,000
dollars for an in-
network doctor and
2,000 dollars for a
doctor not out of
network.

Each entry inside
of a category is
called a sub-
category. To
change a sub-
category’s details,
click the first-
column hyperlink
of the appropriate
sub-category.

SmartOffice® powered by

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

00

Summary Detail (P Group Plan Summary || Groug Policy |
Group Plan Detail - HMO

QO+ &=~

Group Plan Summary || General Medical || General || Physician || PsychiatriciChemical || Prescrigtion || Haozpital || Cther | ==

Plan Name

Flan Name HMO

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

00

Summary Dretail (B Group Plan Summary H Group Policy |

System: General

P S

Group Plan Summary || General Medical || General || Physician || PeychistriciChemical |[ Prescrigtion [ Hospital || Cther [[ ==

B
[ 'SubCategoryMame | inMetwork  OutHetwork  SpecialOther |

Annual Deductible - Indiv 1000 2000

Annual Deductible - Family 3000 5000

Annual Copsy - Indiv. 200 300

Annual Copay - Family 00 o0

Lifetitme hisximum

Pritnaty Care Physician Red. Yes

Claim Forms Recuirec Mo

Pre-Existing Cond. Limits Mone

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

00

Summary Detail (P Group Plan Summary H Group Policy |

System: General

OO~

Group Plan Sumimnaty || General Medical || General || Physician || PeychistriciChermical || Prescription || Hospital || Crther | =

B
[ 'SubCategoryMame | InHetwork  OutHetwork  SpecialOther |

Annual Deductible - Indiv 1000 2000

Annual Deductible - Family 3000 5000

Annual Copay - Indiv. 200 300

Annual Copay - Family 500 800

Lifetime haximum

Primary Care Physician Reg| Yes

Claim Forms Recuired Mo

Pre-Existing Cond. Limits Mone

SmartOffice® Getting Started Guide

Page 14



Make the changes
and click the OK
button to save and
close the sub-
category.

Use the Physician,
Psychiatric /
Chemical,
Prescription,
Hospital, and Other
categories for
additional
deductibles.

<3 SmartOffice -- Web Page Dialog

SmartOffice® powered by

i

SpesialiDther |

Group Sub-Category Hame Annual Deductible - Indiv

Group Category Information

Group Categony Hame 'General

In Netware 1000

Out of Mebmak |2|:||:||:|

OK

| | Cancel

Summary Detail (P Group Plan Summary H Group Policy |

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

00

System: General

. QO R~

Group Plan Sumimnaty || General Medical || General I Physician PeychistriciChermical Prescription Hospital Crther
B
[ 'SubCategoryMame | InHetwork  OutHetwork  SpecialOther |
Annual Deductible - Indiv 1000 2000
Annual Deductible - Family 3000 5000
Annual Copay - Inciv. 200 300
Annual Copay - Family 500 800
Lifetime haximum
Primary Care Physician Rec. Yes
Claim Forms Recuired Mo
Pre-Existing Cond. Limits Mone

SmartOffice® Getting Started Guide
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More than
deductibles can be
tracked in sub-
categories. For
example, this plan
requires a primary
care physician,
does not require
claim forms, and
has no pre-existing
condition limits.

Step 1: Click the
Group Category
Setup button.

Step 2: This opens
the Group Category
Setup Summary
screen. Because
no new categories
have been entered
yet, the summary is
blank. Click the
Add button.

SmartOffice® powered by
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Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

00

Summary Dretail (P2 Group Plan Summary H Sroup Policy |

System: General

00~

Group Plan Summary || General Medical |[ General |[ Physician || PsychistriciChemical |[ Prescription || Hospital |[ Cther |[ ==

oo Catogoybtasummnary g
[ SubcCategoryMame | InHetwork  OutHetwork  SpecialOther |

Annual Deductible - Inciv 1000 2000

Annual Deductible - Family 3000 5000

Annual Copay - Incdiv. 200 300

Annual Copay - Family s00 g0

Lifetime Maximum

Primary Care Physician Rec. Yes

Claim Forms Recuired Mo

Pre-Existing Cond. Limits Mone

Adding a New Category

Group Product - Group Medical - Primary Care Medical Plus - Blue Health Care

Summarsy Detail (P Group Plan Summary || Sroup Policy |
Group Plan Summary
+ 0 0 SEE
Group Plan Summary || General Medical || General || Physician || Psychiatric/Chemical || Pre=ctiption || Hospital || Cther H Alernative Medicine |
Plan Hame
r Hiio
I PPO

=) SmartOffice -- Web Page Dialog

Group Category Setup Summary
+] 0 @ BT X

Froup Category
Plan Type Order

Group Category Hame

+
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INCORPORATERD

<3 SmartOffice -- Web Page Dialog

Mew Group Category Setup Detail
Group Category Detail
Group Category Flan Type Group Medical

I Group Category Name |Aﬂernative Medicine I
Step 3: This opens
the New Group Hew Group Sub-Category Setup Summany 4= & E ={“‘}‘
Cate_gory Setup Sub-Category Hame GrpSubCatOrder
Detail screen.
Enter the name of
the new category in
the Group Category
Name field.

0K I | Cancel
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<3 SmartOffice -- Web Page Dialog

Mew Group Category Setup Detail

Group Category Detail

Step 4: Click the Group Categony Flan Type Group Medical

Add button in the Group Categony Name |Aﬂernative hedicine |
New Group Sub-

Category Setup

Summary to add a Hew Group Sub-Category Setup Summary = & E T
sub-category to the Sub-Category Hame GrpSuhCatﬂmr

new category.

+

0K I | Cancel

<3 SmartOffice -- Web Page Dialog

Step 5: Enter the New Group Sub-Category Setup Detail
name of the new -
sub-category into Sub-Category Detail

the Sub-Category
Name field. Sub-Categons Name

0K | | Cancel
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<3 SmartOffice -- Web Page Dialog

Mew Group Sub-Category Setup Detail

Step 6: Click OK to ’ -
save and close the Sub-Category Detail

new sub-category.

Sub-Categony Hame |.-'3-.|:upunc1ure

| OK | | Cancel

3 SmartOffice -- Web Page Dialog

Group Category Setup Detail - Alternative Medicine

Group Category Detail
Group Categony Plan Type Group Medical

Group Categony Name |Aﬂernative Medicine |
Step 6: Once
finizhed entering Group Sub-Category Setup Summany o 'fj]‘ & E T
sub-categories, Sub-Category Hame GrpSubCatOrder
click Close to save

Acupunciure 1
and close the new - F
category.

0K | | Cancel
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Step 7: Once
finished entering
categories, click
the Close button to
save and close the
new category.

SmartOffice® powered by

INCORPORATERD

) SmartOffice -- Web Page Dialog

Group Category Setup Summary
+ 1 f B 7[X]

Group Ca’tegur}
Group Category Hame Plan Type Ordey

[T Aternstive Medicine Group Medical
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Group Policy
Before a Group Policy can be added, the Group Product information needs to be

entered. Once the product is in SmartOffice you can use it for multiple policies and
will not have to enter it a second time.

Group Policy Search

Chooze bookimark

Quick Add/Search

| Inct.Bus. Contact v | =

Enter Contact Hame

Step 1: Click the
Policy link located
on the side menu of
SmartOffice.

Visit the Sma

Training and
The SmantCffice Training a
using SmartOffice.

# Irtroduction to Sm:
® Linksto'care Sms

Step 2: Select
Policy — Group
underneath the
Policy link.
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<3 SmartOffice -- Web Page Dialog

Search Group Policies

Step 3: Enter
search criteria and Business Name |
click Search. All

hah . Policy# |

group policies will
display if no criteria Case Unique ID |
is entered. Product |
Carriar |

Frimary Advisar |

Insurance Type |,&II

Palicy Status |2l

0

Priority Al
Filter |
Search | | Add | | Close

Group Policy Summary

To open the Group Policy Summary, perform a group policy search.

Group Policy Summary
insurance Type[a1 7| PolityStage [ =] +ol ASEHETIERE
SUmmary ‘ ‘ Detail (£) || Plan Summaty H LettersiDocuments |
Type Business Hame ¢ Carrier HName As Of Date
Business Name - ABC Manufacturing =
T Group Medical ABC Manufacturing Blue Health Care 121200
I Group Dental ABC Manufacturing Blue Medical 020342001
T Group Vision ABC Manufacturing Blue Health Care 121052001
r Lo ABC Manufacturing Blue Medical 010552001
[T Retiremert ABC Manufacturing hlations Life Insurance 02052001
Busii Name - ABC turing (5)
Business Name - Ace Building
T Group Medical Ace Building Blue Medical 104052001
T Group Dental Ace Building Blue Medical 100652001
T Group Yision Ace Building Blue Health Care 100642001
- Lo Are Building Blue Medical -
r s Ace Building California Life & Health 1 0/06£2001
I GroupLife Ace Buiding ABC Life 1040842001
T ap&aD Ace Building Colary Lifs 100652001
Subtotal: Business Name - Ace Building (7)
Business Name - Plato Tea Importers
[T GrouplTC Plato Tea Importers Blue Sky Mutual 094052001 -
Records Shown: 19 Total Records: 19
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Group Policy Summary

| Insurance TypeIA" jl Folicy Stage | o) vl

SUMMmEry H Detail (P H Plan Summaty | Letters/Documents ‘

+oil =T TESEHE

Type Busziness Hame Carrier Hame Az Of Date
Use the Insurance Business Name - ABC Manufacturing =
Type drop-down ™ Group Medical ABC Menufacturing Blue Heakh Cars 1203172001
list at the top of the [~ Group Dertsl AE ManutactUnng Bl Medical 2032001
summary to easily [T Group Wision ABC Manufacturing Blue Health Care 1240:2001
filtel‘ for the type Of - LT[? ABC Manufac‘turfng Blue Med\.ca\ 010572001
Iic that ou are [T Retiremert ABC Manufacturing hations Life Insurance 02/05/2001
_po y y Busi Name - ABC Manufacturing (5)
interested in. By Business Name - Ace Building
d_efau" a" types are [ Group Medical Ace Building Blue Medical 100572001
IISted - [T Group Dertal Ace Building Biue hedical 10/06/2001
[ Group Yision Ace Building Blue Health Care 10/06:2001
- Lo Ace Building Blue hMedical -
[~ st Ace Building California Lite & Health 10/06/2001
[~ Group Life Ace Building ABC Lite 100672001
[T AD&D Ace Building Colory Life 10/06/2001
Subtotal: Business Name - Ace Building (7)
Business Name - Plato Tea Importers
[T GroupLTC Plato Tea Inparters Biue Sky Mutual 09/10:2001 r
Records Shown: 19 Total Records: 19

Group Policy Summary

Insurance Type [ Group Medical vl Policy Stage | 5 o

Summary || Detail () H Plan Summary || LettersiDocuments || Custom |

+ Q0 M=

However, if Group

. . Type Business Hame i Carrier Hame As Of Date
Medical is chosen, . :
. Business Name - ABC Manufacturing
only the medical _
I_ . _" . I | Groun Medical ABC Manufacturing Bluz Health Cars 12631 f2001
policies will remain. T T—c o)
Business Name - Ace Building
- |Gmup Medical | Ace Building Bilue Medical 10/5:2001
Subtotal: Business Name - Ace Building (1)
Business Name - Tax Tech, Inc.
™ |Group Medical Tax Tech, Inc. Blue Health Care 09/ 0izo0
Subtotal: Business Name - Tax Tech, Inc. {1}
Records Shown: 3 Total Records: 3
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Use the Insurance
Type drop-down
list at the top of the
summary to easily
filter the policies by
stage.

All of the policies
belonging to ABC
Manufacturing are
listed first, followed
by the policies
belonging to ACE
Building then
followed by Plato
Tea Import’s
policies. This is
because the
policies are
currently sorted by
business name.

SmartOffice® powered by

Group Policy Summary

Insurance Type I I - Ilpﬂ“'-“y Stage | o 'I |

SUMMmEry H Detail (P H Plan Summaty || Letters/Documents ‘

+oilaeE=ETTESEHE

Type Busziness Hame Carrier Hame Az Of Date
Business Name - ABC Manufacturing =
[~ Group Medical ABC Manufacturing Blue Healtth Care 12/31/2001
[~ Group Dertal ABC Manufacturing Biue hMedical 02/0372001
[T Group Wision ABC Manufacturing Blue Health Care 121002001
- Lo ABC Manufacturing Blue Medical 010572001
[T Retiremert ABC Manufacturing hations Life Insurance 02/05/2001
Busi Name - ABC Manufacturing (5)
Business Name - Ace Building
[ Group Medical Ace Building Blue Medical 10072001
[T Group Dertal Ace Building Biue hedical 10/06/2001
[ Group Yision Ace Building Blue Health Care 10/06:2001
- Lo Ace Building Blue hMedical -
[~ st Ace Building California Lite & Health 10/06/2001
[~ Group Life Ace Building ABC Lite 100672001
[T AD&D Ace Building Colory Life 10/06/2001
Subtotal: Business Name - Ace Building (7)
Business Name - Plato Tea Importers
[T GroupLTC Plato Tea Inparters Biue Sky Mutual 09/10:2001 r
Records Shown: 19 Total Records: 19

Sorting Group Policies

Group Policies can be sorted by Annual Premium, Business Name, Carrier
Name, Paid To date, Policy #, Policy Date, Policy Status, Policy Type, or Product
Name.

Group Policy Summary

Insurance TypeIA" vl Policy Stage () vl

Summary H Detail (P H Plan Summaty || Letters/Documents ‘

+oiT el TTEBTE

Type Business Hame & Carrier Hame Az Of Date

| Business Name - ABC Manufacturing | =
[~ Group Medical ABC Manufacturing Blue Healtth Care 1273172001
[~ Group Dertal ABC Manufacturing Blue hedical 02/03/2001
[ Group Wision ABC Manufacturing Blue Healtth Care 121002001
- L ABC Manufacturing Blue Medical 01052001
[ Retiremernt ABC Manufacturing Mations Lite Insurance 020572001

Busi Name - ABC ing (5)
Business Name - Ace Building

[T Group Medical Ace Building Blue hedical 10/05/2001
[~ Group Dertal Ace Building Blue Medical 10/06:2001
[T Group Wision Ace Building Blue Health Care 10/06/2001

- L Ace Building Blue hedical _—
- st Ace Building California Lite & Health 100672001
[T GroupLife Ace Building ABC Life 10/06/2001
- AaDaD Ace Building Colory Life 10/06:2001

Subtotal: Business Name - Ace Building (7)
Business Name - Plato Tea Importers
[ GrowpLTC Plato Tea Importers Blue Sky Mutual 09/10/2001 i
Records Shown: 13 Total Records: 19
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Group Pelicy Summary
Insurance Typelm Policy Stagelm + ol e ﬂTE R4 5?
SUmmaty \ \ Detail (B || Plan Summary H LettersiDocuments | ‘
Type Business Hame 4+ Carrier HMame As Of Date
Hover the mouse Business Name - ABC Manufacturing =
cursor over the I~ Group Medical ABC Manufacturing Blue Health Care 1213142001
Customize I Group Dental ABC Manufacturing Blue Medical 020352001
Group Yision ABC Manufacturing Blue Health Care 1210452001
spreadSheet :: LTD ABC Manufacturing Blue Medical 01052001
Layou! bUtton to I Retirement ABC Manufacturing Mations Life Insurance 02052001
see a list of sorting Busingss Name _ABC ing (5)
options. Business Name - Ace Building
T Group Medical Ace Building Bilue Medical 104052001
T Group Dental Ace Building Blue Medical 100652001
T Group vision Ace Building Blue Health Care 100642001
| Ace Building Blue Medical -
r s Ace Building California Life & Health 100642001
T Grouplife Ace Building ABC Life 104082001
I~ aopsD Ace Building Colany Life 100652001
Subtotal: Business Name - Ace Building (7)
Business Name - Plato Tea Importers
[T GrouplTC Plato Tea Importers Blue Sky hutual 03402001 -
Records Shown: 19 Total Records: 19

Change Sorting:

Annual Premium

Busineszs Mame

To change the sort, Carrier Mame
select the Paid To
appropriate sorting Palicy #
option.

Palicy Date - Month Grouping
Palicy Date - Mo Grouping
Palicy Date - Relative Grauping
Palicy Status

Palicy Type

Product Mame

Mo sort
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If the Carrier sort
option is selected,
the policies will be
grouped based
upon the carrier,
regardless of
business name.

SmartOffice® powered by

Group Policy Summary

Insurance Type I All ~ | Policy Stage I All vl

SUmmEry || Detail (P || Plan Summary || LettersDocuments ‘

+Ol AT ETISEE

Type Business Hame Carrier Hame it Asg Of Date
| Carrier Name - ABC Life | =
[~ Group Life Ace Building AR Life 10Me2001
Subtotal: Carrier Name - ABC Life (1)
| Carrier Name - Blue Health Care |
[~ Group Mecdical ABC Manufacturing Blue Health Care 1213172001
[~ Group dedical Tax Tech, Inc. Blue Health Care 0951 0izo01
[T Group Yision ABC Manufacturing Blue Health Care 121 0iz001
[T Group Wision Tax Tech, Inc. Blue Health Care 09r2472001
[T Group Vision Ace Building Blue Health Care 10/M6/2001 —
Subtotal: Carrier Name - Blue Health Care (5)
|Carrier Name - Blue Medical
[T Group Medicsl Ace Building Bilue Medical 10/5:2001
[~ Group Dertal ABC Manufacturing Blue Medical 02m3i2001
[T Group Dertal Tax Tech, Inc Bilue Medical 092472001
[~ Group Dertal Ace Building Blue Medical 10ME2001
- Lo ABC Manufacturing Blue Medical 01 052001
- L Ace Building Blue Medical
[T Section 125 Plato Tea Importers Bilue Medical 0500172002 hat

Records Shown: 19 Total Records: 19

Group Policy Summary

Insurance TypeIA" vl Policy Stage () vl

Summary H Detail (P H Plan Summaty || Letters/Documents ‘

+ Q0 &’[z?ﬂgﬁﬁ

Type Business Hame & Carrier Hame Az Of Date
Business Name - ABC Manufacturing ~
To see the [~ Group Medical ABC Manufacturing Blue Healtth Care 1203172001
pe rcentage of [~ Group Dertal ABC Manufacturing Blue hedical ol
= A Group Vision ABC Manufacturing Blue Health Care 1
pOI!CIes in eac_h ||: LTD ’ ABC Manufadurinz Blue Medical o
po"cy ty_pe’ CIICK [ Retiremernt ABC Manufacturing Mations Lite Insurance [iN
on the Display Pie Business Name - ABC — ]
Chart button. Business Name - Ace Building
[T Group Medical Ace Building Blue hedical 10/05/2001
[~ Group Dertal Ace Building Blue Medical 10/06:2001
[T Group Wision Ace Building Blue Health Care 10/06/2001
- L Ace Building Blue hedical -
- st Ace Building California Lite & Health 100672001
[T GroupLife Ace Building ABC Life 10/06/2001
- AaDaD Ace Building Colory Life 10/06:2001
Subtotal: Business Name - Ace Building (7)
Business Name - Plato Tea Importers
[ GrowpLTC Plato Tea Importers Blue Sky Mutual 09/10/2001 i
Records Shown: 13 Total Records: 19
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Insurance Typelm Policy Stagelm + Q@ m & ﬁ'ﬂ’[z 7 7 5 E %

SLMmEry H Detail (P H Plan Summary || Letters/Documents ‘

Count by Business Name Legend

In thls exampl?! ; Bl “BC Manufacturing: 5 (25%)
26% Of the pOIICIes [ | F‘I:TBO Tlga ‘I?ngpor‘ters 3015%)
are medical. B Tax Tech, nc. 4 (21%)
Type Businese Hame ¢ Carrier Hame As Of Date
Business Name - ABC Manufacturing =
[~ Group Medical ABC Manufacturing Blue Healtth Care 1273172001
[T Group Dertal ABC Manufacturing Biue hedical 02/03/2001
[~ Group Yision ABC Manufacturing Blue Health Care 121002001
| ABC Manufacturing Blue Medical 010572001 —
[T Retiremert ABC Manufacturing hations Life Insurance 02/05/2001
Subtotal: Business Name - ABC Manufacturing {5}
Business Name - Ace Building
[T Group Medical Ace Building Blue hedical 10/05/2001
[~ Group Dertsl Ace Building Blue Medical 10/06:2001
[T Group Wision Ace Building Blue Health Care 1000672001 -
Records Shown: 19 Total Records: 19

Group Policy Summary

Insurance Typelm Policy Stagelm + @ m & ﬁﬂ’t; v 7 5 E %

Summary H Detail (P H Plan Summary || Letters/Documents ‘

The Pie Chart is BN ABCLife 1 (5%)
I  Bluc Health Care: 5 (26%)
dependent upon Bl Blue Medical 7 (36%)
B Elue Sky Mutual 1 (53
the sort. If the sort Calitornia Life & Heslth: 1 (5%
H B Colony Life: 1 (5%
IS Changed baCK to B Mations Life Insurance: 2 (109%)
Business Name United! Community Life & Accident: 1 (5%)
then the Pie Chart Type Business Hame Carrier Hame & As Of Date
will describe the Carrier Name - ABC Life =
percentage of [T Group Life Ace Building ABC Life 10/06/2001
policies he|d by Subtotal: Carrier Name - ABC Life (1)
each business. In Carrier Name - Blue Health Care b
this example Blue [~ Group Medical ABC Manufacturing Blue Health Care 1243112001
’
Health care holds [ Group Medical Tax Tech, Inc. Blue Health Care 0941072001
o, - . [T Group Wision ABC Manufacturing Biue Health Care 121002001
26 /O Of the DOIICIes' [ Group Yision Tax Tech, Inc. Blue Health Care 0972452001
[T Group wision Ace Building Blue Health Care 10/06/2001
Subtotal: Carrier Hame - Blue Health Care {5)
Carrier Hame - Blue Medical A
Records Shown: 19 Total Records: 19
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The Pie Chart will
only count the
policies that are
listed in the Group
Policy Summary.
Therefore, if only
the medical
policies are
displayed then only
the medical
policies are
counted in the pie
chart.

To remove the pie
chart, click on the
Remove Pie Chart
button.
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Group Policy Summary

Insurance TWEW Policy Stﬂgelm + Q0 fa ﬁ,‘ﬁ]’tz 77 5 E

Sumimary || Detail (2 || Plan Summary H Letters/Documents || Custom ‘

Count by Carrier Name

B Elue Health Care: 5 (B0%.)
B  Glue hiedical: 2 (40%)

Type Business Hame Carrier Hame it Az Of Date Status
Carrier Name - Blue Health Care
T Group Medical Tax Tech, Inc. Blue Health Care 09 052001 Infarce
T Group Medical ABC Manufacturingx Blue Health Care 123152001 Inforce
T Group Medical ABC Manufacturingx Blue Heatth Care Active

Subtotal: Carrier Name - Blue Health Care (3)
Carrier Name - Blue Medical
T Group Medical Ace Building Blue Medical 10/05/2001 Inforce
T Group Medical ABC Manufacturing: Blue Medical Active
Subtotal: Carrier Name - Blue Medical {2)

Records Shown: § Total Records: 5

Group Policy Summary

Ingurance TYDBIGruup Medical vI Policy Stage | 4 =

+om&@ﬁ

Summary |[ Detail (7) || Plan Summary || Letters/Documents |[ Custom |

Count by Carrier Name

B Blue Health Care: 3 (B0%)
B Blue Medical: 2 (40%)

Type Business Hame Carrier Hame it Az Of Date Stati
Carrier Name - Blue Health Care
™ Group Medical Tax Tech, Inc. Blue Health Care 09 052001 Inforce
™ Group Medical ABC Manufacturing: Blue Healtth Care 1203152001 Inforce
T Group Medical ABC Manutacturing: Blue Heatth Care Active

Subtotal: Carrier Name - Blue Health Care {3)
Carrier Name - Blue Medical

T Group Medical Ace Building Blue Medical 10/552001 Infarce
T Group Medical ABC Manufacturingx Blue Medical Active
Subtotal: Carrier Name - Blue Medical {2)

Records Shown: § Total Records: 5
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To see details on a
particular policy,
select the policy
and move to the
Detail tab.

To change the
Detail tab from
Read-Only mode to
Edit Mode click the
Switch to Edit
Mode button.
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Detail Tab

Basic information such as which business the policy belongs to, the carrier and
product, policy number, status, premium information, the length of time an
employee needs to work for the business before qualifying for coverage as well
as the number of hours per week an employee needs to work to be qualified for
coverage, and employee participation is located on the Detail tab.

Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Blue Health Care

QO+l
SUMmary Dretail (P || Plan Summary || Letters/Documents || Custom |

Business Hame ABC Manufacturing Annlzd Prem 7,800.00
Carier Blue Health Care Friiaity
Flan HName Primary Care Medical Plus Initial Foate 75%
Policy # BC9120281-001 Rate Guarantee 3 Years

Case Unique I # of Members
Status Inforce Probation Feriod 30 Days From Hire
Status [ate Termination [ate

Minimum Hours 30 Hours
ER Contribution 100%
Farticipation% 100.00

Effective Date 121151999
Az Of Date 120312001
Renewal Date 1211572002
Modal Premium 650.00 Salary Updates Quarterhy
Prem Mode Monthly Flan Design HMO & PPO
Fay Method Last Modification 01/05:2003
Frimary Advisor Anderson, Philip B

Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Blue Health Care

QO+ BS

SUMmary Dretail (P || Plan Summary || Letters/Documents || Custom |

Group Plan Basic Information

Buzinesz Name ABC Manufacturing Annlzd Prem 7,800.00
Carier Blue Health Care Priarity
Flan Hame Primary Care Medical Plus Initial Rate 8%
Falicy # BC9120281-001 Rate Guarantee 3 Years
Caze Unique D # of Members &
Status Inforce Probation Feriod 30 Days From Hgs
Status Date Termination Date
Effective Date 12M15/1999 Minimum Hours 30 Hours
As Of Date 1273172001 ER Contribution 100%
Renewal Date 1211572002 Farticipation% 100.00
Modal Premium 650.00 Salary Updates Quarterhy
Prem Mode Monthly Flan Design HMO & PPO
Pay Method Last Modification 01/05/2003
Frimary Advisor Anderson, Philip B
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The number of
employee members
covered by the
policy can either be
manually entered
or it can
automatically be
populated by
clicking the # of
Members hyperlink.

SmartOffice
calculates this
number by
counting the
number of
employees listed
on the each
Members sub-tab.

To see previously
sent letters
regarding this
policy or any
documents related
to this policy, go to
the Letters and
Documents tab.

SmartOffice® powered by

.

Group Policy - Medical Premium - Tax Tech, Inc. - Primary Care Medical Plus - Blue Health Care

HOO+o%ku
SUMmary Dretail (P || Plan Summary || Letters/Documents || Custom |

Business Hame Tax Tech, Inc. Annlzd Prem 21,480.00

Frimany Advisor

Anderzon, Philp

Carrier (Blue Health Care Priarity EE
Flan Mame |Primary Care Medical Plus Initial Rate |75%
Folicy # [1920351-045 Rate Guarantee |3 Years
Case Unique ID | # st Mambers
Status |Inforce Probation Period |30 Days From Hire
Status Date Termination [ate
Effective Date |05/221930 hinimum Hours (40 Per Week
Az Of Date |09010/2001 ER Contribution |100%
Renewal Date |05/22/2002 Farticipation%
haodal Premium |1,790.00 Salary Updates |Guarterly
Frem hMode [Morthly Flan Design |HWO & PPO
Pay Method Last Modification 10/20/2002

Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Elue Health Care

Summary || Detail (B || Plan Summary || Letters/Documents H Custom |

Keyword

Letter Title it

QO+l HE

Creat

ed On Created By

[ A&gert - Approval Letter

Agent - Approval Letter

OBf11/2004 064220 Daniel Odell

Description i Open Keyword Created On
[T &ps @ 0B/11/2004 05:462M
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Group Policy - Medical Premium

Summary || Dretail (P || Plan Sumimary || LettersDocuments || Custom |

- .
To create additional AI
. .on phaMum1 Mum1 Dated
fields specific to AlphaNum2 Numz Datez
Alphabum3 Num3 Date3
the.type of group AlphaNumd Numd Dated
pOIIcy! go to the AlphaHums Num& Dated
Custom tab. Any of AlphaNumé Num& Datet
these fields can be
. AlphaHums - Dated
renamed or hidden Alphabuma Int1 Dated
by a user with the AlphaNum1d Int2 Dated0
appropriate AlphaNum11 Int3 Date11
Seurity r e
security rights. Alphalum 13 0 I
AlphaNum 15 - ... | vesnoz -
bl TesHold I_
AlphaNum18
ety “fesMod I_
AlphaNum17
et esHob I_
AlphaMum1g
Aloh, Lookups “fesMof I_
i Loskups -
AlphaNumz0 esNal
veshog I

Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Blue Health Care

OO0E

Summary Detsil (P Plan Summary || Letters/Documents H Custom |
Group Plan Summary

For plan
information is
accessed from the

+iasSHS

SUMMmEry H Pretmium H Custam || Members

Plan Hame
Plan Summary tab. - Huo
All the plans r FPO

available for this
Policy are listed

here.
Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Blue Health Care
The top set of tabs Q0
and buttons Summary || Detail @1 |[ Plan Summary || LettersDocuments |[ Custom |
belongs to the Group Plan Summary
- +ThEE¢
POIIcy' Summary || Premium |[ Custom |[ Members
Plan Hame
r HMO
r PPO
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Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Blue Health Care

OO0

Summary Detsil (P Plan Summary || Letters/Documernts H Custom |

Group Plan Summary

The bottom set 5

belongs to the trasE
Summarsy H Premium H Custom || Members

selected Plan.

Plan Hame
m] Hi:
r PRO

Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Blue Health Care

00
Summary Detsil (P Plan Summary || Letters/Documents H Custom |
Group Plan Summary

To see the details ri s E
of a plal‘l’s benefits, Summary || Premium ][ Custom |[ Members
Select the Plan Hame
appropriate plan r Hio
and click the Show i o
Benefits button.

&

This Opens the <3} Smartoffice -- Web Page Dialog [ %}
Group Plan Detail Group Plan Detail - HMO

popup box. From =)
heres naVigate Group Plan Summary_|[ General Medical || General |[ Physician || PsychistriciChemical |[ Prescription |[ Hospital |[ Other |[ == |

through the tabs to Plan Name

see the plan related Plan Name [HNO \

benefits and

deductibles. All

information in the
Group Plan Detail
popup box was
entered on the
Product level so it
does not have to be [ ok | [ cancel
entered for each
policy.
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3 SmartOffice -- Web Page Dialog

System: General

—
Graup Plan Summary || General Medical || General || Physician || PsychistriciChemical |[ Prescripion || Hosptal [[ Cther |[ ==

&
[ [Sub-cCategoryMame | inWetwork  OutHetwork  SpecialOther |
For example’ the Annual Deductible - Indiv 1000 2000
Annual Copay is Annul Deductible - Famity 3000 5000
found on the Annusl Copay - Iy 200 300
General tab_ Annual Copay - Family S00 800
Lifetime Maximum
Primary Care Physician Reg. Yes
Claim Forms Recuired Mo
Pre-Existing Cond. Limits Mone

Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus -
Blue Health Care

OOE

Summary || Detail (B3 || Plan Summary || Letter=/Documents || Custom |
Group Plan - HMO

summary || Premium || Custom || Members |

To see the premium
information for a — onty .00
mployee Onl ¥

plan’ Sel.eCt the Employee & Spouse 35.00 10.00 1
appropriate plan Employee & Child 35.00 15.00 2
and go to the Employee & 2 Children 35.00 15.00

Premium sub-tab. Employee & 3 Children 35.00 20.00 1
The amount paid by Employee & Children 35.00 25.00 1
the employer and Employee & Famnily 35.00 25.00

the employee for Date Last Updated 01/08/2002 01/08/2002 01/08/2002
the selected plan is Total 175.00 85.00

seen here. Grand Total 26000
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A custom sub-tab
is available for
plans. This sub-tab
behaves the same
way as the Custom
tab seen earlier.
Fields defined here
will be available for
all other plans of
the same type.

To see a list of
members covered
by this plan, go to
the Members sub-
tab. A member
cannot be added to
a group policy plan
unless they belong
to the Business
contact’s Group
Census.
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Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Blue Health Care

00E
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Alphanumeric Fields Mumeric Fields Date Fields

AlphaNum 1 Hum1 Dated
Alphaumz Humz Date2
AlphaHum3 Hum3 Date3
AlphaMumg Hums Dated
AlphaNums Mums DateS
AlphaNumG Mum& Drated
AlphaNum? Integer Fields Date?
AlphaNums e [ated
AlphaNuma 3] Dated
AlphaNum10 Int2 Date10
AlphaNum11 Int3 Datet1
Int4
SphellmrEs nts Check Boxes
AlphaNum13 I o veam B
AlphaNumi4 Lookup Fields o] -
e VesNoZ
i:p:a:um:: Lookup1 Yesoa I
AlphaNumﬁ et vestiod I
AlphaNum18 Lookup? YesMob I_
AlphaNum1Q Lookups esMof I_
praium Lo esal I_
AlphaNumz0 I_
esMol
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+ I MEESER

Contact Hame Employee Class Hire Date Total Salary

[T Ackerman, Kathleen M. ABC Manufacturing: Clazs 2 - Managers 02/ 452003

[T Artille, Eugene ABC Manufacturing Clazs 1 - Cweners, Exec Momi. 05141993 5,000
[~ Hamamoto, Tsuyako ABC Manufacturing Clazs 2 - Managers 05041995 55,000
[~ Horley, Elan &, ABC Manufacturing Clazs 1 - Cweners, Exec Momi. 05141993 120,000
[~ Ernst, Rosemary ABC Manufacturing Clazs 2 - Managers 03#5M995 5,000

Records Shown: 5 Total Records: 5
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To attach another
member to this
plan, click the Add
button.

The Employee
Census Summary
dialog box opens. It
only lists members
of the Business’
Group Census. An
employee can only
belong to one plan
per policy. For
example, if Joseph
Ackerman belongs
to the PPO plan, he
cannot be attached
to the HMO plan
and therefore, will
not be listed.

SmartOffice® powered by

.

E

Group Policy - Medical Premium - ABC Manufacturing - Primary Care Medical Plus - Blue Health Care

Q0B

Summary Dretail (P Plan Summary || LettersiDocuments || Custom |
Group Plan - HMO

o0
tm BESEE

Sumimary || Premium || Custom || Members |

Group Members Summary
Contact Hame E

Employee Class Hire Date Total Salary
I~ Ackerman, Kathleen M. ABC Manufacturing: Clazs 2 - Managers 021452003
[T Artille, Eugene ABC Manufacturing Class 1 - Owners, Exec Mamt. 05141993 85,000
[T Hamamato, Tauyako ABC Manufacturing Class 2 - Managers 05041995 ‘55,000
[~ Horley, Elan &. ABC Manufacturing Class 1 - Owners, Exec Momt. OF14/1953 120,000

[~ Ernzt, Rosemary

ABC Manutacturing Class 2 - Managers oFrs I &3,000

Records Shown: § Total Records: 5

; SmartOffice -- Web Page Dialog

Employee Census Summary

Y27 EES BB

Contact Hame Employee Class Hire Date DoB Marital
[~ Lee, Buddy
[T Evermare, Jackie Class 2 - Managers 0517965 Widlowed
[~ Farter, Jessica Class 3 - All Others 09,04,2000 051973 Separated

Records Shown: 3 Total Records: 3
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Summary Dretail (P Plan Summary || LettersiDocuments || Custom |
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To see an _ 0o
employeeys Sumimary || Premium || Custom || Members |
certificate for this Group Members Summarny + [ E
. . Contact Hame Emipl Employee Class Hire Date Total Sala
pOIIcy’ seIeCt hlm I~ Ackerman, Kathleen M. ABC Manufacturing: Clazs 2 - Managers 021452003
and CIICK the Show [T Artille, Eugene ABC Manufacturing Class 1 - Owners, Exec Mamt. 05141993 85,00
POIicy bUtton' Thls [T Hamamato, Tauyako ABC Manufacturing Class 2 - Managsrs 05041995 55,00
would open the [ Harley, Elan &. ABC Manufacturing Class 1 - Owners, Exec Mg, 051411933 120,000
certificate in the [~ Ernst, Rosemary ABC Manutacturing Class 2 - Managers 034151995 T
individual policy E‘
module. r

Records Shown: § Total Records: 5
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