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Introduction

Welcome to the enhanced BSWHP Broker enroliment portal

Our enhanced enrollment experience has been redesigned to provide a
more intuitive, efficient, and user-friendly way to manage employee and
dependent enrollments, eligibility changes, benefit elections, demographic
updates, and coverage maintenance activities.

The new portal enrollment design streamlines your data entry into a well-
organized and defined “Guided enrollment process” that reduces manual
data entry, improves transaction accuracy, and provides greater visibility into
the status of your enrollment requests.

Available 24 hours a day, 7 days a week, the self-service portal allows brokers
to perform a variety of enrollment functions in a secure online environment,
including:

e Adding new employees and dependents

e Managing Open Enrollment and qualifying life event transactions

o Updating demographic information

e Uploading required supporting documentation

e Viewing and managing Medical, Dental, and Life benefit elections

e Processing COBRA enrollments (when applicable)

e Managing subaccount changes

o Terminating coverage

e Accessing and printing member ID cards

e Tracking enrollment transaction status

e Downloading enrollment confirmations and summaries for audit and
recordkeeping purposes

The enhanced portal incorporates automated business rules to calculate
eligibility dates, waiting periods, and effective dates, helping ensure that
enrollment submissions are processed accurately and consistently. New
features such as enrollment status tracking, document upload capabilities,
auto-populated information, downloadable confirmations, and improved
user guidance provide a more seamless enrollment experience for Brokers.

Whether you are enrolling a new employee, updating existing member
information, managing benefit changes, or submitting supporting
documentation, this guide will walk you through each step of the enrollment
process and provide helpful tips, examples, and frequently asked questions
to assist you along the way.
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Need portal access?
New External users must register before accessing enrollment features.

Please refer to the Broker Portal User Registration Guide for step-by-step
instructions on creating and managing your portal account or simply by
clicking on this link Broker portal to register for your portal account.

Who should use this guide?
This guide is intended for:

e Benefits Administrators
e Brokers and Broker Support Staff
e Authorized Enrollment Representatives

Use this guide as your primary resource for completing enrollment
transactions and maintaining employee and dependent coverage through
the BSWHP Broker Enrollment Portal.

Getting started
Before beginning an enrollment transaction, ensure you have:

Active portal access

Employee and dependent demographic information
Required supporting documentation (when applicable)
Benefit election information

Qualifying event details and event dates

Having this information readily available will help ensure a smooth and
efficient enrollment experience.

Let's get started and explore the powerful features available through the
enhanced BSWHP Broker Enrollment Portal.

Enrollment changes are easiest when you have the employee's personal
information, dependent information, event dates, and supporting
documentation available before beginning the transaction. This helps ensure
faster processing and reduces delays related to incomplete submissions.

Terminology & definitions
Helpful terms to understand as you walk through the different enrollment

transactions.

Version 1.0 | Effective October 1, 2026 4
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Enrollment portal terminology guide

An employee who is currently employed and eligible for
benefits coverage.

Active Employee

Anniversary The annual period when a group may review and make
Period changes to benefit elections.

The specific medical, dental, or life insurance plan

Benefit Plan
selected for coverage.

An authorized representative who assists employers with

Broker benefit administration and enrollment activities.

A continuation of health coverage that allows eligible
COBRA individuals to maintain benefits after certain qualifying
events such as termination of employment.

Coordination of |Information collected when a member has coverage
Benefits (COB) |through more than one insurance carrier.

Court Ordered A dependent who must be covered under a court-issued

Dependent order requiring health insurance coverage.

Covered An eligible spouse or child enrolled under an employee's
Dependent benefit coverage.

Dental Plan HA benefit plan that provides coverage for dental services.

The date benefits begin or end based on the enrollment

Effective Date event and eligibility rules.

Employer The individual who is authorized to manage employee
Administrator benefit enrollments on behalf of an employer group.

The reason an enrollment changes is being requested,
Enrollment Event |such as a new hire, marriage, birth, or loss of other

coverage.

Enrollment Event | The date of the qualifying event occurred. This date is

Date used to determine eligibility and effective dates.

Group An employer organization that offers health benefits to
its employees.

Life Insurance A benefit providing life insurance coverage for eligible

Plan employees.

An address where correspondence should be sent if

Mailing Address different from the residential address.

A health insurance plan providing medical and healthcare
coverage.

Medical Plan

Any individual covered under the health plan, including

Member employees and dependents.
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An employee who is newly hired and becomes eligible

New Employee for benefits.

A designated period when eligible employees may enroll
in or make changes to their benefit coverage without a
qualifying event.

Open Enrollment
(OE)

Coverage the member has through another health

Other Insurance || .
insurance carrier.

Primary The language is preferred by the member for
Language communication purposes.

A life event that allows an employee or dependent to
enroll in or change coverage outside of Open Enrollment.
Examples include marriage, birth, adoption, or loss of
other coverage.

Qualifying Event

Residential

Address The member's physical home address.

A former employee who remains eligible for specific

Retired Employee benefits based on group rules.

A portal feature that allows users to save enrollment

Save As Draft information and return later to complete the transaction.

The primary employee enrolled in coverage. The portal

Subscriber uses the term Active Employee instead.
Subscriber The unique identification number assigned to the
Number employee's health plan coverage.

A specific division, location, or business unit within an
Subaccount

employer group.

Termination of The voluntary ending of selected benefit coverage while
Benefits employment remains active.

Termination of The end of an employee's employment relationship with
Employment the employer.

The amount of time an employee must wait before

Waiting Period becoming eligible for benefits coverage after hire.

Employment Indicates whether an individual is an Active Employee or
Status Retired Employee.

Common enrollment events

|New Employee HNewa hired employee enrolling for benefits. |

Employee gets married and wishes to add a spouse

Marri
arrage or update coverage.
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Birth Employee adds a newborn child to coverage.

|Adoption HEmponee adds an adopted child to coverage.

Loss of Other Employees loses other health insurance and need

Coverage coverage.

Court Ordered .

Dependent Dependent coverage required by court order.

COBRA Election Eligible individual elects COBRA continuation
coverage.

Death HCoverage termination due to death.

Termination of

Employment Coverage ends because employment has ended.

Acronyms Used in the Guide

|Acronym H Meaning |
|COB H Coordination of Benefits |
|COBRA H Consolidated Omnibus Budget Reconciliation Act |
|OE H Open Enrollment |
|PDF H Portable Document Format |
|SSN H Social Security Number |

Accessing the portal for external users
Login/ Create Account
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If you have already set up your account: Go to BSWHP Broker Portal and
enter your username and password. Click Log In to proceed.

’ Bay]orScott&Whitc BavlorScorr&Whire BaylorScore&Whire
Health plEII'I I Insurance Company l’ Care Plan

Log in to your account:

Welcome to your 24/7 Employer Self-Service Portal. |

Is this your first time visiting? |
Create an account today.

[0 Remember Me

Forgot Username? Forot Password?

Create an Account

hite Health Plan, All ights resarved.

WhHealthPlaricom

Viewing home screen
The home screen allows you to navigate to the area of interest, so
you can find what you need at your fingertips.

e See the latest Announcements

e Quick References

e Quick Glance at Total Subscribers and Premium Amounts
e View Members

e Enrollment transactions

e Seelnvoices

e Group Reports

e |Important Documents

e View/ Edit My Information

e Message Center- New Upgrade coming soon
e ContactUs

e Logout
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O\ Find A Provider

A Home Announcements Quick References

i'. Member Search + SWHP Amisys Employer Portal A
' - FindaProvider

& Enroliment
Invoices No data to display

[% Group Reports

Important Documents

1 View/Edit My Info “
Total Subscribers and Premium Amounts

X4 Message Center

> | | | |

D Contact Us Subscribers  Premium Amounts

% Log Out Let's chat
. . V/ere Cnline

© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

Viewing member ID cards

To access Member ID Cards, log in to the portal and select Member Search in
the left navigation.
e Enter the member ID and click Submit, or

e Select Find Member ID to search by First Name, Last Name, Date of
Birth or Account ID

e Click View ID Cards

You can also view Member ID Cards from the Enrollment section of the
portal.

e From Membership Search in the left navigation

e Search by the member ID or by the member’s name

e Click submit

e Click View ID Cards Or Request New ID Card

e Oryou canalso go to Current Membership in the left navigation menu

e Click onthe listed member or search by member name in the search bar
e Click on the member to view benefit and coverage information
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=k BaylorScott&White Find A Proviger
™ Hosith Pan Qs

Members -

| =

[ st

Scott & White Health Plan. Al rights reserved. Legal N jacy | ESWHealthPlancom

Enroliment dashboard

Current Membership To access Current Online Enrollment, log in to the portal
and select Enroliment, then Current Membership in the left navigation. This
will give you the ability to view your Account ID/ Group and view any
subaccounts associated to your account.

=L BuylorSconaWhite e
T Health Plan
Accounts a
Show nactive groups withinar account w | [Q ssarch
i e .
B a a ) Q ER )|
' ot Active 1C/1/2026 10/1/2025 3 0
N 08162 Active 1172027 1172026 6 €
ocios 3 active 20z 212020 © » Fretcars Prta
W0 s w0 Page ot (viters) 4
n R
e
Heslth Plan ) Noties & Privacy | EWHeathPlancom
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=k BaylorScott&White Find A Proviger
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Current Membership a

) Show Inactive Groups

T . S e S |

107172026

e T

107172025

(@
I S S S e e
!

P
.
.
.

999999999 -

| ESWHealthPlan com

1. Scrolling down, you will see your current employee enrollments for Active
Members’ Current Plans, Current Policy Terminations, or Show Active
Members’ Historical Plan Only. There are short cuts to managing your
membership through editing, terminating, and adding dependents.

wk BaylorScote&White A voger
T icithPan Qe

Current Membership a

Q searc

) Show Inactive Groups

T L O S e

M

Members

Membershis Views:

[ active Merbers CurrentPlans o l

Show AdtiveMenbers Historial Pans Crly

Cument olicy Teminations

Active Vembers Current s
= — e Active 107172025 GPG25028 0181

21982 Active 10/1/2005 aPaas08 DM
L VewEdtMino
/307952 Active 2021 MLLIFS02_0tatt
B MassageCenter
= /9199 Pending 101172026 GPG25028 1N
[ contactus
2 oot = RN Pending 1or/2026 GPG25028 19N
/72000 Pending 101172026 GPaas028 DM

or Scott & White Health Plan. Allights reserved. Legal Notices & Privacy | BSWHeslthPlan.com

Manage commercial membership

From the Enrollment tab you can Manage membership by clicking on Manage
Commercial Membership tab. Click on Start a Change and walk through the
Guided enrollment transaction.

From this Manage Commercial Membership dashboard screen you can see
the Enrollments and/or Changes that you the user has started or other users
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from your brokerage or from your employer group client that have access to
the Group Account under the Saved Enrollments, Submitted Enroliments,

and Processed Enrollments.

Broker portal

wk BaylorScott&White
1™ Health Plan

Manage Commercial Membership

Starta Change

- Click Start a Change to make enrcllment updates: open enroliment, new hires,lfz
fii Home events, and terminations.
[
‘“ Member Search e e

Commercial Accounts Select anaccount

Manage Commercial Membershig

New/Renewal Group Quotes

v Saved

Medicare Management .
No saved changes. lick on Start a change to start a new change.

v Submitted

No submitted changes

Medicare Accounts

Vedicare Application Tracker
v Processed
pedoas e No processed changes

Order Medicare Marketing Materi

Varietphce

B Invoices

@ Group Reports

Important Documents

© 2026 Baylor Scott & White Health Plan. Al rights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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Manage Commercial Membership

Welcome back,

Pamela
Usemame:
Starta Change
- Click Starta Change to make enrcllment updates: open enrollment, new hires,lif
i Home events, and tarminatiors.
l..
“ Member Search starta Changs
Commercial Accounts
Manage Commercial Membershig
New/Renewal Group Quotes
v Saved

Medicare Management
Medicare Accounts
Medicare Application Tracker

Medicare Plans
 Subscribers

Subscrioer Name o]

Order Medicare Marketing Materi;
Marketplace

E

@ Group Reports
Important Documents

026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

v Subscribers

Subscriber Name o |

Find A Provider

‘ Let's chat

Find A Provider

Enroll Employees and Dependents Enroll Employees and Dependents Enroll Employees and Dependents
(GE) #1387 #1385)

v Subscribers

Subscriber Name o

L) oo

Click on the dropdown for Select Account then click on Search Enrollments
to see what has been Saved, Submitted, and Processed.

Version 1.0 | Effective October 1, 2026

12



m¥ BaylorScott&White
™ Health Plan

mb BaylorScott&White Find A Provider
1L Health Plan Qs :

Manage Commercial Membership a

Welcome back,

aaaaaa

Starta Change

ake enrollment updates: open enroliment, new hires, life

No saved changes. Click on Start a change to start a new change.
~ Submitted

No submitted changes

v Processed

No processed changes

@ Group Reports

Important Documents LB etscha
r Scott & White Health Plan. Al rights reserved. Legal Notices & Privacy | BSWHealthPlan.com —

Starting a membership change
e Click Start a change
e Click on the Account Name and click Continue
e Click on Change Type
- Select on the options listed
» Open Enrollment (will only see this option if your group is
currently in their Annual Enrollment Period)
» Enroll Employee(s) and Dependent(s)
» Edit Employee /Dependent(s)
* Enrollin Cobra
= Demographics Change
» Terminate Employee
» Terminate Dependent(s)
- Click on Continue with Guided Membership Change

L BaylorScott&White Find A Provi
™ Health Plan O, Find A Provider

Enroliment Change a

Manage Commercial Membership . Rccount Selection > Change Type

Welcome back,
Pamela

1k Home Change Type

iii Member Search

Change TyPe*: | sciccta Change Type
& Enroliment
Enroll Employees and Dependents

Edit Employee / Dependent(s)

nroll in COBRA

L) o
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Open Enrollment

Is to do changes to current membership, add new membership such as
adding a dependent to current membership, adding existing employees for
the first time, adding dental plan, or just making general updates to
employees’ coverage for the new plan year.

When you click Open Enrollment, you will be given two choices one is to use
the Guided Membership Changes or Upload Members from a File.

Step 1: Click Guided Membership Changes
Step 2: View the Change Summary

Step 3: Click to continue to add a New Employee or click on any member in
the summary list and click on the grey triangle to open the employees and
any dependents currently being covered.

mik BaylorScott&White Find A Provider
T Health Plan Q

Enrollment Change
Welcome back.

Pamela Manage Commercial Members |:| Account Selection > Change Type

Username:

il Home Change Type

o0
ﬁ Member Search

Change Type®: | soject o Change Type
& E
Open Enroliment

Enroll Employees and Dependents

Edit Employee / Dependent(s)

tant Documents [ Q) Lets chat

© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal & Privacy | BSWHealthPlan.com
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=L BaylorScott&White

Find A Provider
T Health Plan Qi N

Enrollment Change 0
Welcome back,

Pamela Manage Commercial { Account Selection > Change Type (Open Enrollment)  Employee Selection

Username:

A Home Employee Selection
o0 Select the checkbox of the Employes(s) to edit.
"' Member Search

To add or edit a Dependent, select the Employee.
& Enroliment

To add a new Employee, see the next screen.

Commercial Accounts
Select All Employees

Manage Commercial Membership Q searct

Medicare Management

Medicare Application Tracker

Order Medicare Marketing Materials

Marketplace

R 10 25 50 100

@ Group Reports.

p—
B imporant cocuments

) 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Noti vacy | BSWHealthPlan.com

Page 10f 1 (6 items) | 1

=k BaylorScott&White Q find A Provider

T Health Plan
a
Manage Commercial Membership (i Account Selection > Change Type (Open Enroliment) > Employee Selection > Change Summary

Change Summary (Open Enrollment)

Employee

Welcome back,

i} vemversearn
i r Searct
& Enrolment

e
[= == — = e

Manage Commercial Membership

No data
New/Renewal Group Quotes

Medicare Management

10 25 50 100 page 1 of1 0 tems) [
Medicare Accounts.

s EEEEECTTEE 424

Marketplace

Invoices

@ Group Reports.

a Important Documents. ‘ Letschat
© 2026 Baylor Scott & White Health Plan. Al rights reserved. Legal Noti _

vacy | BSWHealthPlan.com

Enrolling employees and dependents

When you click Enroll Employees and Dependents, you will be given two
choices one is to use the Guided Membership Changes or Upload Members
from a File.

Step 1: Click Start a Change

Step 2: Click Guided Membership Changes

Version 1.0 | Effective October 1, 2026 15



m¥ BaylorScott&White
™ Health Plan

Step 3: Click to add a New Employee or click on any member in the summary
list and click on the grey triangle to open the employees and Click on Add
Dependent on the right.

Step 4: Walk through the information and then Save the different sections in
case you need to need to come back later or Save and Close to be taken to
the review step and submit your request.

Step 5: Once everything is reviewed, click Submit. A message will display
letting you know that the request has been submitted.

Step 6: Head back to the dashboard to see all transactions that have been
submitted.

L_BaylorScott&White Fing AP
™ Health Plan O, Find A Provider

Manage Commercial Membership

- >

Welcome back,
P

Start a Change

Click Start a Change to make enrollment updates: open enrollment. new hires, life
events, and terminations.

Start a Change

Enroll Employees and Dependents Enroll Employees and Dependents Enroll Employees and Dependents
#1387) (#1386)

T
1

 Subscribers v Subscribers

+ Subscribers
Subscriber Name _ Subscriber Name _ Subscriber Name _

L) o

L BaylorScott&White Q, find A Provider
Health Plan

Enrollment Change

Welcome back, . 1
mel Manage Commercial Account Selection » Change Type (Enroll Employees and Dependents)

UUUUUUU

Change Type

o0
Member Search
i Ghange Type*: | Select a Change Type -

& Enroliment
Open Enrollment

Enroll Employees and Dependents
Edit Employee / Dependent(s)
Envoll in COBRA

Demographics Change

Terminate Employee

Terminate Dependent(s)

B voices

[% Group Reports.

B imporant pocuments

© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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mb BaylorScott&White Find A Provider
1L Health Plan Qs :

Enrollment Change 0
Welcome back,
Pamela Manage Commercial ] Account selection Change Type (Enroll Employees and Dependents) > Change Summary
Username: Pam_Tate21

Change Summary (Enroll Employees and Dependents)

A Home

i} vemversearn
i E

& Enrolment

T cavoe T
No data
10 25 50 100 Page 10f1(0items) |4

B voices
@ Group Reports.

B irvoriant

White Health Plan. Al rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

=k BaylorScott&White

Find A Provider

T Health Plan a
-

Welcome back, Enroll New Enrollment < -

Pamela Manage ¢ :

doememe:Fam (et Personal Information

A Home Chai IUPersonanlmmannn R o o B

i} vemversearn o °~ ;

Date of it
& Enrolment © Group 2nd Ben ate of Bir i
=]

Com

[r—
= invoces —
B croup repons

B mportant Documents - gf'snflfat v
12076 Baylor SOt B White Health Plan Al ights resenvad (Agal Ntices & Privacy | BSWHealthPlan.com —

Edit employee(s)/dependents

For Editing Employees, you will pick Edit Employee(s)/Dependent(s) change
type. This selection takes you to the Employee Selection page, so you can
see the active membership to edit.

Step 1: Click Edit Employee(s)/Dependents
Step 2: Click the Employee to Edit

Step 3: Click Continue

Step 4: View Employee to Edit

Step 5: Expand the list, then select the highlighted employee’s name to edit
their information. To view dependents, expand the employee’s record and
select the dependent you want to review.
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Step 6: Walk through the questions and click next to proceed then Save or
Save and Close.

Step 7: Once Save and Close it will take you to the screen to review your
updates and click Submit.

mik BaylorScott&White O, Find A Provider
TT Health Plan

Enroliment Change
Welcome back,

= Manage Commercia Membership L} Accountsclecon » Change Typ (Evol Employees and Dependents)

Username:

Al Home Change Type

Member Search

Change Type": |\(: aChange Type -

Enroliment
Open Enrollment

Commercial Account= Enroll Employees and Dependents
Manage Commercial Membership Edit Employee / Dependent(s)
NewRenewal Group Quotes Envollin COBRA

Medicare Management Demegrsphics change
Terminate Employee

Medicare Accounts.
Terminate Dependent(s)

Medicare Application Tracker

Medicare Plans.

Order Medicare Marketing Materials

Marketplace

Invoices

B crouwReports
Let's chat

B mportant Documents v

© 2026 Baylor Scott & White Health Plan. Al rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

Tll. E:gllrt);z?:;[s\xfhue O, Find A Provider

Enroliment Change
Manage Commercial Membership[—————————JAccount Selection > Change Type (Eit Employee / Dependent(s)) > Employee Selection

Employee Selection
"' Member Search Select the row of the Employee to edit.
& Enolment Q seare
Manage Commercial Membership
NewRenewal Group Quotes:
[ T——
Medicare Accounts
Medicare Applicaton Tracker

Medicare Plans.

Order Medicare Marketing Materials

e

Invoices

B crowReports
B important Documents [ ] Levschat o
2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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L BaylorScott&White Q, find A Provider
1 Health Plan

Enrollment Change
Manage Commercial Mzmbersh\p:' Account Selection » Change Type (Edit Employee / Dependent(s)) > Employee Selection > Change Summary
Change Summary (Edit Employee / Dependent(s))

Welcome back,

o0 Q searcn
‘i Member Search

T I T
& Enroliment -
@ - 2

Add Dependent

® serr GPG25028_ 01911 MLDENV 11 01911 MLLFS02_01911

® cnig GPa25028_ 01911 None None o}

L) o o
an. All i Legal vacy | BSWHealthPlan.com

Enrolling in Cobra

For Enrolling in Cobra, you will pick change type, Enroll in Cobra. If you are a
self-administered group for Cobra, you will be able to continue through the
Guided Membership Change, but if you are enrolled in the BSWHealth Plan
Cobra Administrator you will be taken to Health Equity where you will need to
login and continue the State Continuation or Cobra enrollment. This selection
takes you to the Employee Selection page, so you can see the active
membership to edit and enroll in Cobra.

Note: Make sure to terminate the employee before you enroll them into
Cobra benefits whether the group enrolls Cobra through HealthEquity
WageWorks or through self-administrator.

For BSW Health Plan Cobra administered groups
Step 1: Click Manage Membership

Step 2: Click Change type Enrollin Cobra
Step 3: Continue to Cobra Enrollment

Step 4: Continue to Login to HealthEquity WageWorks to complete the Cobra
Enrollment

Version 1.0 | Effective October 1, 2026 19
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L BaylorScott&White Q, find A Provider
1 Health Plan

Enrollment Change

Manage Commercial Account Selection > Change Type (Enroll in COBRA)

Change Type
Change Type*: | Enroll in COBRA

Continue to COBRA Enroliment

hite Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

HealthEquity
WageWorks

Username

Password

{

D | comply with HIPAA Privacy
& Security

For self-administered Cobra groups
Step 1: Click Manage Membership

Step 2: Click Change type Enrollin Cobra

Step 3: Click Continue with Guided Membership Change
Step 4: Click the Employee to Edit

Step 5: Click Continue

Step 6: View Employee Name and the list of dependents associated with the
employee and click the checkbox of employee or dependents to enroll into
Cobra. Note you must pick all that this applies.
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Step 7: Click on each individual to enroll and walk through the steps for each
employee and dependent.

Step 8: Confirm the dependent name on the Change Summary page (Edit
Dependent)

Step 9: Walk through the questions and click next to proceed then Save or
Save and Close.

Step 10: Once Save and Close it will take you to the screen to review your
updates and click

=k BaylorScott&White O, find A Provider
T Health Plan
Enrollment Change S

Welcome back,
Pamela Manage Commercial Membership 1| jon > Change Type (Enroll in COBRA)
Username
A Home Change Type
o Member Search

r Searc
il Change Type*: | Envoll in COBRA
& Enroliment
B voices
B croup repors
B mportant Documents [ ] Letschar o

© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

L _BaylorScott&White O )
= < Find A Provid
T™ Health Plan A Fin rovider

Enrollment Change

Welcome back,

Beth Manage Membership 1|:_J) > Change Type (Edit Employee / Dependent(s)) > Employee Selection

Username: elliottcon

A Home Employee Selection
ii. Member Search Select the row of the Employee to edit.

Search...
& Enroliment Q search

Manage Membership

Invoices

[% Group Reports

Let's chat

We're Online

Bl important Documents
© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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=ik BaylorScott&White Q, Find A Provider
T Health Plan >

e Manage Membership |:| » Change Type (Enroll in COBRA) > Employee Selection > Member Selection

Beth
Username: elliottcon

Member Selection

A Home Select the members to include in the COBRA enrollment.

All members on the subscription are selected by default; clear the checkbox of any member to exclude.

oo
‘i Member Search

Seard|
& Enroliment Q Search.

e L

10 25 50 100 Page 1of 1(1items) |1

‘ Let's chat
" ) v

Vere Online

Manage Membership

Invoices

% Group Reports

a Important Documents
© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

Demographics change

For Demographic Changes, you will pick change type, Demographic Change.
This selection takes you to the Employee Selection page, so you can see the
active membership to edit. You can change personal information, address
and contact information, and coordination of benefits.

Step 1: Click the Employee to Edit
Step 2: Click Continue

Step 3: View Employee Name and if there are any dependents associated to
the employee, they will be listed and pick the employee or dependents to
view

Step 4: Click the name to edit.

Step 5: Confirm the employee or dependent name on the Change Summary
page (Demographic Change)

Step 6: Walk through the questions and click next to proceed then Save or
Save and Close.

Step 7: Once you Save and Close it will take you to the screen to review your
updates and click
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=L BaylorScott&White
T Health Plan

Find A Provider

Enrollment Change 0
Welcome back,

Pamela Manage Commercial Membership (BURNET COUNTY RECYCLING) - Account Selection - Change Type (Demographics Change)
Username:

A Home Change Type

o
‘i Member Search

e 7
Enrolment
& Open Enrollment
SIS e Enroll Employees and Dependents
Manage Commercial Membership dit Employee / Dependent(s)
NowRenewal Group Quotes Envollin COBRA

Demographics Change
Medicare Management

Terminate Employee
Medicare Accounts.
Terminate Dependent(s)

Medicare Application Tracker
Medicare Plans
Order Medicare Marketing Materials

Marketplace

Invoices

@ Group Reports.

B imporant cocuments

v

© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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=L BaylorScott&White Q, find A Provider

T Health Plan

Enrollment Change
Welcome back,

Pamela Manage(ommercialMEmbersH\E Account Selection > Change Type (Demographics Change) » Employee Selection
Usemame:

A Home Employee Selection

Select the row of the Employee to edit.

{§] Memper searcn

Q

& Enolment
s
Manage Commercial Membership
NewRenewal Group Quotes
Medicare Management
[ —

Medicare Application Tracker
[r——

Order Medicare Marketing Materials
Jr—

B imvoices

@ Group Reports.

B oot Docments

2026 Baylor Scott & White Health Plan. All rights reserved. Let i ivacy | BSWHealthPlan.com

EDEE Subcter Nmber

mik BaylorScott&White O, Find A Provider
TT Health Plan A
Enrollment Change =
Manage Commercial Membewsh\' Account Selection > Change Type (Demographics Change) > Employee Selection > Change Summary
Change Summary (Demographics Change)
Q searc

{f Member search

[ sate | swscton umoer == =
& Enrolment

2

(€]

Commercial Accounts

Renewa Group Quotes
NewiRenaal Group Cuotes ) seit GPG25025_ 01911 MLDENV11 01911 MLLIFS02_01911

[——
@ cig GRG25025_ 01911 None None @

care Accounts

Medicare Application Tracker

Marketplace

Invoices

B cowreons

B mportant Documents
© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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mik BaylorScott&White Q, Find A Provider

T™ Health Plan

Enrollment Change

Welcome back,
Beth Manage Membership > Change Type (Demographics Change) > Employee Selection

Username: elliottcon

A Home Employee Selection

Select the row of the Employee to edit.
Member Searc row ploy !

Enroliment

Manage Membership
Invoices
Group Reports

Important Documents
) 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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=L BaylorScott&White Find A Provider
T Health Plan Q
| K
X
semanme: Personal Information
,,,,,,,,,,,, Mid Last Name®: B
o ) |
Dz Bi l
=)
ccccccc
| M
Marital Status:
Single
Current Social Security Number: o )
Pe—— I
ppppp Next
n L

te Health Plan. Al rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

Terminate employee(s)

For termination of employee(s), you will pick change type, Terminate
Employee(s). This selection takes you to the Employee Selection page, so
you can see the active membership to edit. Groups that have ancillary plans
are able to terminate the employee benefits only or terminate employment.

Note: that if you terminate employment, it terms for both the employee and
any dependents. If you terminate benefits and you terminate the employee,
it will also terminate for the dependents.

Step 1: Click Start a change

Step 2: Click Terminate Employee change type
Step 3: Click Continue

Step 4: Click the employee's name

Step 5: Click continue

Step 6: Confirm the employee or dependent name on the Change Summary
page (Terminate benefits or terminate employment)
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=L BaylorScott&White
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nd A Provider

Enrollment Change 0
Welcome back,
amela Manage Commercial Membersf ") - Account Selection - Change Type (Terminate Employee)

Username.

A Home Change Type

li. Member Search

Change TYPe™: | Terminate Employee .
& Enrolment

Manage Commercial Membership
NewRenewal Group Quotes
Medicare Management

Medicare Accounts

Medicare Application Tracker
Medicare Plans

Order Medicare Marketing Materi
Marketplace

Invoices

@ Group Reports.

a Important Documents. ‘ Let's chat
[l 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

mb BaylorScott&White nd A Provider
LHealth Plan Q inaanos

Enrollment Change o
Manage Commercial Membership 1|:| Account Selection > Change Type (Terminate Employee) - Employee Selection

Welcome back,
Pamela

Username: |

A Home Employee Selection

o Select an employee.
{§] Memper searcn

& Enrolment Q

EDEE ubsaer umbes
== 0 s [eem

NewRenewal Group Quotes
Medicare Management
[y —
Medicare Application Tracker

Medicare Plans.

Order Medicare Marketing Materials

Marketplace

Invoices

B coureors

B mportant Documents [ B Levschat

© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com

mik BaylorScott&White nd A Provider
A= Hieith Pian Qs s

Enrollment Change =
Welcome back,
Pamel:

amela Manage Commercial Membership ] Account Selection - Change Type (Terminate Employee) - Employee Selection - Change Summary
Useram

At Change Summary (Terminate Employee)

. Qs
{j} Vemoer searcn

re—— == =
& Enrolment
S 5

Commercial Accounts

NewRenewal Group Quotes
" Corpe ® selt GPG25D28_01911 MLDENV11_01911 MLLIF502_01911

[rrmT—
® chia GPG25028 01511 None None

Medicare Accounts.

Medicare Application Tracker
Ao 10 25 50 100

Medicare Plans.

Marketplace

L

B cwureots

B mportant Documents
© 2026 Baylor Scott & White Health Plan. All reserved. Legal Notic acy | BSWHealthPlan.com
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Step 7: Walk through the questions on the Group and Benefit Information
page and click next to proceed then Save or Save and Close.

L_BaylorScott&White ;
b | ¥ d A Provids
T™ Health Plan O, Find A Provider

Group and Benefit Information

I [}

Select Plan(s) to Terminate

rketing Materials

B mportant Documents ‘ Letschat |
© 2026 Baylor Scott & White Health Plan. All ights reserved. Legal Notices & Privacy | BSWHealthPlan.com

Step 8: Save and Close it will take you to the screen to review your updates
and click Submit

Terminate dependent(s)

For termination of dependent(s), you will pick change type, Terminate
Dependent(s). This selection takes you to the Employee Selection page, so
you can see the active membership to edit. Groups that have ancillary plans
can terminate the employee benefits only or terminate employment.

Note: that if you terminate employment, its terms for both the employee and
any dependents. If you terminate benefits and you terminate the employee,
it will also terminate for the dependents.

Step 1: Click the Employee(s) name to terminate dependents for
Step 2: Click Continue

Step 3: View the dependent names associated with the employee.
Dependents will be listed individually and may be selected one at a time or all
at once.

Step 4: Click the name or names to terminate

Step 5: Confirm the dependent name on the Change Summary page
(Terminate benefits)

Step 6: Walk through the questions and select the benefits to terminate for
each dependent and click next to proceed then Save or Save and Close.
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Step 7: Save and Close it will take you to the screen to review your updates
and click submit

mik BaylorScott&White nd A Provider
A= Hicith Pian O, Find A Provi

Enrollment Change
Welcome back,

Pamela Manage Commercial { ] Account selection - Change Type (Terminate Dependent(s)

Username:

A Home Change Type

.
“ Member Search

change Type": | Terminate Dependent(s)

& Enolment
Commercial Accounts
R c—T——
NewRenevwal Group Quotes
[T T——
U —
Medicare Applicaton Tracker
Medicare Plans
Oder Medicare Marketing Mateials

Marketplace

Invoices

B cwureors

B mportant Documents
2026 Baylor Scott & White Health Plan. All rights reserved. Le WHealthPlan.com

mik BaylorScott&White O, Find A Provider
TT Health Plan N

Enrollment Change =

Manage Commercial Membership (] Account Selection + Change Type (Terminate Dependent(s))

Change Type

ii Member Search

Change Type:

& Enrolment

Commercial Accounts
VaageComsc Menberi
New/Renewal Group Quotes
-
Medicare Accounts
O
Medicare Plans
OR—
Marketplace

= Invoices

B crowremts

B mportant Documents ‘ Letschat

2026 Baylor Scott & White Health Plan. All rights reserved. Legal Not

L_BaylorScott&White AProvid
™ Health Plan O, Find A Provider

Enrolliment Change
Welcome back,

Pamela Manage Commercial Membership (B[ _———————————JAccount Selection - Change Type (Terminate Dependent(s)) -~ Employee Selection > Member Selection
Username: |

A Home Member Selection

’Y Select one or more dependents to terminate.
{f] Memper searcn

Q

L e FesName it T
— =]

& Enolment
F——

Manage Commercial Membership

New/Renewal Group Quotes

Medicare Management
Medicare Accounts.
Continue
Medicare Application Tracker
Medicare Plans.
Order Medicare Marks

Marketplace

Invoices

[% Group Reports.

a Important Documents. ‘ Letschat

2026 Baylor Scott & White Health Plan. All ights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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Enrollment Change 0
Welcome back,

amela Manage Commercial Membership ) > Account Selection > Change Type (Terminate Dependent(s)) > Employee Selection » Member Selection > Change Summary
Usemame

Change Summary (Terminate Dependent(s))

A Home

li. Member Search

Subsctpion Number Enpiyee =
& Enroliment
S ;

New/Renewal Group Quotes Child

Medicare Management

Medicare Accounts.

Medicare Application Tracker

Order Medicare Marketing Materi

Marketplace

Invoices

@ Group Reports.

a Important Documents. ‘ Let's chat

2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPlan.com
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Enrollment Change =

Manage Commercial Membershif ., Account Selection > Change Type (Terminate Dependent(s) > Employee Selection > Member Selection

Member Selection

Select one or more dependents to terminate,

". Member Search

& Enrolment

Chilg
Manage Commercial Membership

New/Renewal Group Quotes
Medicare Management
Medicare Accounts.
Medicare Application Tracker
Medicare Plans.

Order Mex

Marketplace
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© 2026 Baylor Scott & White Health Plan. All rights reserved. Legal Notices & Privacy | BSWHealthPla

L BaylorScott&White
™ Health Plan

nd A Provider

Enrollment Change o
Welcome back,

mela Manage Commercial Membership ) > Account Selection > Change Type (Terminate Dependent(s)) > Employee Selection > Member Selection > Change Summary
Username

Change Summary (Terminate Dependent(s))

1A Home

“' Member Search

Subscipon Nunber Erpioyee s
& Enroliment
v ® |

Commercial Accounts

New/Renewal Group Quotes ® chig
Medicare Management

Medicare Accounts.

Medicare Application Tracker
Order Medicare Marketing Materials

Marketplace

Invoices

[% Group Reports.

B mporant pocuments v
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aylorScott&White O, Find A Provider
ealth Plan

Enroll -‘
Welcome back, x

Pamela Manage ¢
Username:

[
o)

Group and Benefit Information
Chai IOGronuzndBeweﬂ\\momsnun
A Home

o0
‘i Member Search

& Enrolment - I

= Relationship to Employee:

Dependent of Employee:

c il Accounts.
Manage Commercial Membership
Termination Reason*:

New/Renewal Group Quotes .

Medicare Management
Event Date™: Termination Effective Date:

10 [} )

[ —
Medicare Application Tracker
Ll Select Plan(s) to Terminate

Order Medicare Marketing Materials

Marketplace

Invoices ° e

@ Group Reports.
a Important Documents. ‘ Iftr'sflft
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Medical Dental and Life benefits

For adding Medical, Dental and Life Benefits, please click on Enrollment in the
Navigation menu, Manage Membership, Start a Change and Continue with
Guided Membership Change. If the change is for a Qualifying Event, then an
existing member change benefit plans. If there is no Qualifying Event, then
the other change types would be adding a new employee or Open
Enrollment Follow the steps to add these benefits to the membership.

Step 1: Click the Start a Change
Step 2: Select the change type
Step 3: Click Continue with Guided Membership Change

Step 4: Walk through the questions and click next to proceed then Save or
Save and Close.

Step 5: Once Save and Close it will take you to the screen to review your
updates and click

BaylorScotr &Whiee oxd A Brnider
1" Health Plan a

Manage Commercial Membership -
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=L BaylorScott&White Q, find A Provider

T Health Plan

Enroliment Change
Welcome back,
Manage Commercial Membership (I ECYCLING) » Account Selection > Change Type

ik Home Change Type

{j] Member search

Change Type*: | soiccinc 1

& Enroliment

Enroll Employees and Dependents
Commercial Accounts

Edit Employee / Dependent(s)

Manage Commercial Membershig Enroll in COBRA
New/Renewal Group Guote: Demographics Change

Terminate Employee
Medicare Management Pl

Terminate Dependent(s)
Medicare Accounts.

Medicare Application Tracker

Medicare Plans

Order Mex

Marketplace

In

Group Reports

Important Documents [ Lets chat

2026 Baylor Scott & White Health Plan. All rights reserved. Legal Noti ivacy | BSWHealthPlan.com

-L BaylorScott&White
Health Plan

Enrollment Change
Welcome back,
Pamela Manage Commercial Membership (BURNET COUNTY RECYCLING) > Account Selection > Change Type (Enroll Employees and Dependents) > Change Summary
Usemame: Pam_Tate21

Change Summary (Enroll Employees and Dependents)

A& Home

] Member searcn Employee

& Enrolment

Q

Commercial Accounts

[ oo v cave T

New/Renewal Group Quotes

Medicare Management

Medicare Accounts.

Marketplace

Invoices

B coureors

1of1(0items) |1

Q find A Provider

B mportant Documents [ B Levschat
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New Enrollment

Welcome back,
Tino Man:¢

Username: Personal |nf0rmati0n

Cl © Personal Information

Home First Name*: Middle Name: Last Name*: Suffix:

© Address and Contact

Member Searc :
Information

Date of Birth*:
Enroliment

© Group and Benefit |
Current Membership Information
I Gender*:
Manage Membership © Coordination of Benefits Select gender v
Invoices Marital Status:

ect marital status

Group Reports

Social Security Number* €

Important Documents
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Enrollment Change 0
Welcome back,

Pamela Manage Commercial Membership (BURNET COUNTY RECYCLING) » Account Selection > Change Type (Edit Employee / Dependent(s)) > Employee Selection
Username: |

A Home Employee Selection

Select the row of the Employee to edit.

li. Member Search

& Enroliment
Manage Commercial Membership

Medicare Management

Medicare Application Tracker

Medicare Plans.

Order Medicare Marketing Materi

Marketplace

Invoices

@ Group Reports.

B imporant cocuments

v
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Welcome back,
Pamela Manage Commercial Membership (BURNET COUNTY RECYCLING) > Account Selection > Change Type (Edit Employee / Dependent(s)) » Employee Selection > Change Summary
Username:

Change Summary (Edit Employee / Dependent(s))

A Home
. Q
" Member Search
prem e & ae
& Enroliment
© - Add Dependent
® cnig GPG25028_ 01911 None None @

Medicare Accounts.

Medicare Application Tracker

Medicare Plans.

Order Medicare Marketing Materials
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B mportant Documents [ B Levschat
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Enroliment Change =
Welcome back,
Pamela Manage Commercial Membership (BURNET COUNTY RECYCLING) > Account Selection > Change Type (Open Enrollment) > Employee Selection
Usemame:

A Home Employee Selection

o Select the checkbox of the Employea(s) to edit.
{j Member searcn

To add or edit a Dependent,select the Employee.
& Enrolment
To add a new Employee, see the next screen.

Commercial Accounts
Select All Employees

Manage Commercial Membe:

NewRenewal Group Quotes: [ W [uastvame First Name Subscribver Number

= it

Medicare Management

[y —
Medicare Applicaton Tracker
[r——

Oder Medicare Marketing Materials

Marketplace

Invoices 10 (25 50 100 P:

B cwureorts

Continue
B mportant Documents
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Manage Commercial Membership (BURNET COUNTY RECYCLING) > Account Selection > Change Type (Open Enroliment) > Employee Selection > Change Summary

Welcome back,

sername: Change Summary (Open Enrollment)

© New Employee
Remove
‘Subscription Number Employee W Add Dependent Employee
No data

i} vemversearn
i E

& Enrolment

10 25 50 100 Page 10f 1 (0ftems) |1

ubmit Cancel
E
@ Group Reports.
B imporan [ ) Levschar o
©2 White Health Plan. Al rights reserved. Legal Notices & Privacy | BSWHealthPlan.com —
=k BaylorScott&White Q find A Provider
T Health Plan
Enrollment Change o
Welcome back,
Pamela Manage Commercial Membership (BURNET COUNTY RECYCLING) > Account Selection > Change Type (Open Enrollment) > Employee Selection
Username:
A Home Employee Selection
.o Select the checkbox of the Employes(s)to edit.
] Member searcn
To add or edit a Dependent, select the Employee.
& Enroliment
To add a new Employee, see the next screen.
Com
Select All Employees.
Q searc
(e e e e
oot
B 1nvoices 10 (25 50 100 Page 1011 (6 tems) [

B coureors

B mporant Documents

L) o
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Coordination of benefits

For Coordination of Benefits, you will pick change type, Enrollment
Employee(s) Dependents, or Edit Employee(s) Dependents or Demographics
Change. Continue with Guided Membership Changes and follow the screens
to add Coordination of Benefit information.

Step 1: Click the Start a Change
Step 2: Select the change type

e If Edit Employee/Dependents, then you will need to select the employee
and continue to the next screens
e Or Change Demographics

Step 3: Click Continue with Guided Membership Change
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Step 5: Walk through the questions and click next to proceed then Save or
Save and Close.

Step 6: Once Save and Close it will take you to the screen to review your
updates and click submit.

mik BaylorScott&White

Find A Provider
T™ Health Plan aQ

Enroliment Change
Welcome back,

Pamela
Username:

Manage Commercial Membership (I ) > Account Selection > Change Type (Demographics Change)
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Member Search
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Enrollment Change 0

Welcome back,

Manage Commercial Membership ( Account Selection > Change Type (Edit Employee / Dependent(s)) » Employee Selection > Change Summary
sername:

Change Summary (Edit Employee / Dependent(s))

[T R— A
i s
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& Enroliment -
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Enroll -‘
Welcome back, x
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Manage ¢

Username: Personal Information
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& Enroliment I
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10 Primary Language i
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° Next
B mvoices D

@ Group Reports.
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Document uploads

For certain change types such as Marriage, Adoption etc... You will have to
supply documentation. When prompted, follow the steps and upload the
required documentation in PDF format. Supporting up to 25 PDF attachments
with a maximum file size of 20 MB each. You will pick change type and follow
the steps to enter the information at the end of the transaction. If the change
type requires documentation, you will be prompted to load the
documentation.
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Changs Summary

Upload Documentation

SSN updates

For Social Security Number updates to employee(s) and or dependents, you
will pick change type, Terminate Employee(s). This selection takes you to the
Employee Selection page so you can see the active membership to edit.
Groups that have ancillary plans are able to terminate the employee benefits
only or terminate employment.

Note: that if you terminate employment, its terms for both the employee and
any dependents. If you terminate benefits and you terminate the employee,
it will also terminate for the dependents.

Step 1: Click the Employee(s) to terminate
Step 2: Click Continue

Step 3: View Employee Name on the Right column and if there are any
dependents associated to the employee, they will be listed and the
employee's name will show in the right column, , and pick the employee or
dependents to view

Step 4: Click the name to edit.

Step 5: Confirm the employee or dependent name on the Change Summary
page (Terminate benefits or terminate employment)

Version 1.0 | Effective October 1, 2026 37



m¥ BaylorScott&White
™ Health Plan

Step 6: Walk through the questions and click next to proceed then Save or
Save and Close.

Step 7: Once Save and Close it will take you to the screen to review your
updates and click

Why we collect social security numbers

As a health insurance company, we may request your Social Security Number
(SSN) to administer your health coverage, verify eligibility, process claims,
and comply with applicable legal and regulatory requirements.

Your SSN may be used to:

e Verify your identity and help protect against fraud and identity theft.

e Confirm eligibility for coverage and benefits.

e Process enrollment, claims, and premium payments.

e Coordinate benefits with other health plans, government programs, or
insurers when applicable.

e Reportinformation to government agencies as required by federal and
state laws.

e Maintain accurate records and ensure that coverage and claims are
associated with the correct individual.

We understand that your SSN is sensitive to personal information. We use
administrative, technical, and physical safeguards designed to protect your
information from unauthorized access, use, or disclosure. Access to your SSN
is limited to authorized personnel and service providers who require it to
perform legitimate business functions.

Providing your SSN helps us efficiently administer your coverage and meet
our legal obligations. If you have questions about how your information is
collected, used, shared, or protected, please review our Privacy Notice or
contact our Member Services department.

Your privacy and the security of your personal information are important to
us.

Legal Disclaimer: This information is provided for general informational
purposes only and is not intended to constitute legal advice.

Effective Date: August 11,2026
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Subaccount changes

For subaccount changes for employee(s), you will pick change type, Edit
Employee/Dependent(s). This selection takes you to the Employee Selection
page, so you can see the active membership to edit. Select the Employee to
change.

Note: that the change will go into effect on the first of the following month.
Step 1: Click Edit Employee(s)/Dependent(s)

Step 2: Click Continue with the Guided Membership Change

Step 3: View Employee Name

Step 5: Click the name to edit.

Step 6: Confirm the employee or dependent name on the Change Summary
page (Terminate benefits or terminate employment)

Step 7: Walk through the questions and click next to proceed then Save or
Save and Close.

Step 8: Once Save and Close it will take you to the screen to review your
updates and click submit

Step 9: Click on Download Summary to view and save a copy of the
transaction you are submitting

L _BaylorScott&White P
™ Health Plan O, find A Provider

Enroliment Change a
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Enrollment status tracking

For Enrollment Status Tracking, review the dashboard for Manage
Membership. This will let you know where the enrollment transactions are
that you have submitted or where the transactions are for other users, and
Broker users are in the submission process. You will see Saved transactions
that need to be submitted to the system, submitted transactions that have
been sent to the system for processing, or processed transactions that have
been submitted to the system and waiting on completion. Once the
transaction has been completed you will see the membership in your
employee membership census under the enrollment current membership
section of the portal

Note: you can view all user transactions in the portals, but you will only be
able to complete your transactions. You can also download a summary of
your transactions when you are at the screen to submit your enrollment
transactions.

Step 1: Click Manage Membership to view enrollment transactions
Step 2: Click Current Membership to view completed enrollment transactions

Step 3: View Employee Name on the Right column and if there are any
dependents associated to the employee, they will be listed and the
employee’s name will show in the right column, , and pick the employee or
dependents to view

«Scoct&White
l-'!"\ S q

+ Baylo
Haalth Plas

Manage Commercial Membership
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Welcome back,
Pamela Start a Change
Username:

Click Start a Change to make enrollment updates: open enrollment, new hires, life
events, and terminations.
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> Saved
> Submitted
v Processed
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Census spreadsheet for Open Enrollment submission

For Census Spreadsheets for Open Enrollment submissions, click on the
Manage Commercial Membership, and start a change. The change type will
need to be Open Enrollment and click on Upload Member from a file. On
completion of the exported census, you will be able to drop the updated
census either by dragging and dropping into the enrollment file selection or
by picking the file from your computer. Once the transaction has been
completed, you will see the membership in your change summary for open
enrollment. If there are any errors, you will be able to correct and resubmit.

Note: if your spreadsheet has errors such as formatting, wrong dates there
will be an error list that will come up with the spreadsheet row number and
the error that needs to be corrected.
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Step 1: Click Manage Membership

Step 2: Click Start a Change

Step 3: Click on Open Enrollment

Step 4: Click on Upload Members from a file

Step 5: Put in the date for the census spreadsheet in the As of Date field
Step 6: Click on Export Census

Step 7: Save the spreadsheet and click on Enable Editing to make your
changes to the current membership or add new Employees or dependents
for OE. All New Employees will be subject to the New Hire Rules once
uploaded into the enrollment system.

Step 8: Upload the updated spreadsheet into the member upload section
and follow any instructions regarding errors, and you can correct the errors
until you receive a successful load.

Step 9: Review your membership upload in the Change Summary and once
all members display a green check mark, then you will be ready to submit.

Step 10: Click Submit and this spreadsheet submission will be shown in the
submitted section on the dashboard
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Enrollment Change
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& Enroliment v Step 1: Download Workbook
ommercial Accounts Export Census Download Template
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Tip: If you have a member that the indicator will not turn green due to missing
information you can remove the member by clicking on the trashcan and you
can add them back into the system at a later date when you have
information.
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Census spreadsheet for new group submission
For Census Spreadsheets for Open Enrollment submissions, click on the
Manage Membership, and start a change. The change type will need to be

Open Enrollment and click on Upload Member from a file. On completion of

the exported census, you will be able to drop the updated census either by
dragging and dropping into the enrollment file selection or by picking the fil

e

from your computer. Once the transaction has been completed, you will see

the membership in your change summary for open enrollment. If there are
any errors, you will be able to correct and resubmit

Note: if your spreadsheet has errors such as formatting, wrong dates, there
will be an error list that will come up with the spreadsheet row number and
the error that needs to be corrected.

Step 1: Click Manage Membership

Step 2: Click Start a Change

Step 3: Click on Open Enrollment

Step 4: Click on Upload Members from a file

Step 5: Put in the date for the census spreadsheet in the As of Date field
Step 6: Click on Export Census

Step 7: Save the spreadsheet and click on Enable Editing to make your
changes to the current membership or add new Employees or dependents
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for OE. All New Employees will be subject to the New Hire Rules once
uploaded into the enrollment system.

Step 8: Upload the updated spreadsheet into the member upload section
and follow any instructions regarding errors, and you can correct the errors
until you receive a successful load.

Step 9: Review your membership upload in the Change Summary and once
allmembers display a green check mark, then you will be ready to submit.

Step 10: Click Submit and this spreadsheet submission will be shown in the
submitted section on the dashboard.
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Note: Download a Template for a new group submission.
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Exceptions to the rules

There are times that a transaction cannot be processed through the
enrollment process on the self-serve portal. If this happens, you will need to
contact the enrollment department to request the exception and submit the
necessary documentation and application for your requested transaction.

Note: Here are some of the transactions that will need to go through the

exception request process with the enrollment department.

e Life Only enrollments
e Enrollments outside of the allowed enrollment date

e Large documentation that is more than 25 pages , documentation that

is > 20 MB, or cannot be submitted in PDF format

e Enrollment submitted for New Employee and termination needed

before effective

e Transaction submitted such as termination that needs to back out, and

the termination does not go into effect

Step 1: Click Here for the latest enrollment application

Step 2: Email your exception request to
HPGROUPENROLLMENT@BSWHealth.org

Appendix A - Enrollment event matrix

Enrollment Transaction Type Documentation
Event Required

Effective Date
Rules

New Employee | Add Active Employee | No

Calculated by
waiting period
rules

if requested

Open Add/Edit Active No Group OE

Enrollment Employee rules

Marriage Add Dependent/Edit | Marriage Based on
Employee Certificate event date

Birth Add Dependent Birth Certificate | Based on DOB
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Adoption Add Dependent Adoption Based on
Documentation | event date

Loss of Other | Add Proof of Based on

Coverage Employee/Dependent | Coverage Loss | event date

Court Ordered | Add Dependent Court Order Based on

Dependent Required event date

COBRA Edit Active Employee | Depends on COBRA rules
group type apply

Required documentation matrix

Name Change

Supporting Documentation
Required

DOB Change Supporting Documentation
Required

Gender Change Supporting Documentation
Required

SSN Change Documentation Encouraged

Court Ordered Dependent

Court Order Required
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