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Introduction

This online eligibility tool lets you manage your
eligibility activity in a convenient two-step process.

@ahatpa

Using this tool, you can:

¢ enroll new or newly eligible employees based in
the U.S,;

® add or remove coverage for a dependent after a
life event (birth, adoption, marriage, etc.);

e Update plan members’ personal information
(name, address, etc.);

p an action plan to meet

e terminate coverage of an employee or spouse.

All other transactions must be completed by our
eligibility department.

If you need assistance, please contact your | —
AmeriHealth Administrators representative.

Click on one of the tabs below for instructions. \/\/e | CO me -tO the
Web Eligibility tool

Getting Started Adding a New Enroliment Life Event/Transaction

Enroliment/New Hire Maintenance Approval



| S

M

AmeriHealth

ADMINISTRATOR So

Getting Started

Navigate to www.myahatpa.com.
Enter your HR user ID and password.

@ah& tpa

Login.

username:

Select “Enroll” from the navigaton bar B passwora
to access your online eligibility tool.

If you need assistance, please contact Sa b DR Welcome to AmeriHealth Administrators!
4 ini E > Click here 1o register,
your AmeriHealth Administrators . Login 1o our new oniine secvice site and leam all ihat s coo dofoc o ot fe i torm

> 1{ rmame/| rd?
representative. > Login assistance, @mm
Home | Enroll | Claims | Eligibility | Provider Search | Health Resources | Reports |

P——
WebMD P

Personal Health Record

AmeriHealth

set
he

Personal Health Profile

Treatment Cost Estimator

Did You Know?

Symptom Checker

Adding a New Enroliment Life Event/Transaction
Enroliment/New Hire Maintenance Approval

Getting Started



http://www.myibxtpa.com

Adding a New

Enrollment/New Hire

Changes take 2-3 days to process before they appear on the
secure plan member and administrator portals. If you need to

expedite a particular enrollment, please contact your Account

Management team.

Select the “Administration” drop-down and
click on “Administrator eElect.” Then, click
“Select Application.”

Getting Started
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| Auto-rBene

Adding a New
Enrollment/New Hire

- : HR_Demo : ABC Company | Help |
I itoss ST Login ID: HR_Demo | Company:

Ademtratian, LLC

B Lol Reports | Current Application ID: fione Selected
Edt Empioyee Data

fe Fuant 7 Tmmomotion Anoroval
Auto-Bene® Honlu —
R D

waelcome to Auto-Bene™ e —

Select an Application

(6
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Life Event/Transaction

Enrollment i
Maintenance Approval
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Adding a New
Enrollment/New Hire e

Changes take 2-3 days to process before they appear on the
secure plan member and administrator portals. If you need to :
expedite a particular enrollment, please contact your Account | -
Management team. : T

Login ID: HR_Demo | Company: ABC Company | Help |

I Admin Enroliment Entry for ABC Company

Home » Admin Enrollment Entry for ABC Company

Partial SSN/TIN Search

so! [ Got

Search only for:
All Records

Partal Status Search for: GO

SEARCH CRITERIA: AN ., ordered by 1D,

You are viewing records 1_through 15 of 112 total records for your query.
Employes |sonsm [pm [ Last Jiest N sears [ 22 Mire,
000000211 [ [Enrolee |[new 100001 1/1/2200
=1 _[000000212 Enrolee  |[New 100002 1/1/2200
000000213 Enrolee |[New 100003 1 1/1/2200

Enroliee New 100004 1/1/2200

Click “Admin Enroll” for the specific group i — ——
(Status) in which you would like to add an 3'

enrollee. On the next screen, click “Continue”

to begin enroliment. : P ey ra——

Adding a New Enroliment Life Event/Transaction

Getting Started Enroliment/New Hire Maintenance Approval
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Adding a New
Enrollment/New Hire

Changes take 2-3 days to process before they appear on the
secure plan member and administrator portals. If you need to

expedite a particular enrollment, please contact your Account

Management team.

Welcome lo the

Online Eligibility Maintenance Syst

New Enro

Events

Please select the Event below. and click "Continue™ to proceed

Select “New Hire/Newly Eligible” and click
“‘Continue.”

ceck Y tox O

. Adding a New Enroliment

Life Event/Transaction
Approval




Adding a New
Enrollment/New Hire

Changes take 2-3 days to process before they appear on the
secure plan member and administrator portals. If you need to

expedite a particular enrollment, please contact your Account

Management team.

The wizard will step you through the
enroliment process (enrollee, dependents,
and benefit selection).

Adding a New
Enrollment/New Hire

Getting Started

* Are you. your spouse. or any eligible

* On the day your coverage begina will any family men
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Welcome to the

Online Eligibility Maintenance System!

Employee Information

Division or Location

::::::

enrolled in Med Part A/B or

mbers be covered by any other health coverage? If
s record.

within each

Enroliment Life Event/Transaction

Maintenance Approval
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Adding a New
Enrollment/New Hire

Changes take 2-3 days to process before they appear on the [ Pre confrmatn

Welcoma to the

Online Eligibility Maintenance System!

secure plan member and administrator portals. If you need to £ — - —— SR———
expedite a particular enrollment, please contact your Account B e i e Tt b i

1 youwish 10 inalize your request, please chck on the “Continus” button below 10 obtain your confirmation number. Please write this number down and keep iin o safe place. You wil need this confiration aumber for any inquiries|

Management team.

nber. (123) 4567890

arwy tamily members be cavered by any other health cover
"

ingle I M = Marmied / O = Other).

When you complete the information and
selections, you will see the “Pre-Confirmation”
screen. Verify that the information is correct
and select “Continue” to save the data.

Adding a New Enroliment Life Event/Transaction
Enroliment/New Hire Maintenance Approval

Getting Started




Adding a New
Enrollment/New Hire

Changes take 2-3 days to process before they appear on the
secure plan member and administrator portals. If you need to

expedite a particular enrollment, please contact your Account
Management team.

Click "Exit Enrollment.” Remember, enrollment
transactions must be approved to be
processed. For instructions, click the “Life
Event/Transaction Approval” tab at the

pottom of this screen.

Adding a New

Getting Started
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Online Eligibility Maintenar

Confirmation
Everit Selocted: New Hiro / Newly Elgible

Pluose review this Confrmatian Statomnt carefuly. I you wish 10 revoke your elections or changes, you must nolify your Plan Sponsor in wiling

the h ow and keep it i 8 saf place. You wll need this confirmation number for any inquiries regarding your requast
Stoterent for your records
1472014 91059 AM Eastarn Timo

123 0ema B

Do PA 19044
Daytins Proe Nusmbar. (123) 456-7290

1M = Married £ O = Other):

Enroliment Life Event/Transaction

Enrollment/New Hire

Maintenance Approval
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i 2_Demo : ABC Company | Help |
oas T Login ID: HR_Demo | Company:

Enrollment Maintenance

All changes must be approved and processed before they ==

can take effect. Please allow 2-3 days for transactions to 5 Auto-Bene
process. [l rcports ] Current Appication Ib: tion

Edit Employee Data

Life Event / Transaction Approval
¢ Administrator eElect

Auto-Bene® Ho

waelcome to Auto-Bene™

Select the “Administration” drop-down and

click on “Administrator eElect.” Then click fio SR
“Select Application.” . G eeciropeion Dy

Select an Application

CopyTight © 2014 Innovative Process Administration e

Adding a New Enroliment Life Event/Transaction
Enroliment/New Hire Maintenance Approval

Getting Started




Enrollment Maintenance

All changes must be approved and processed before they
can take effect. Please allow 2-3 days for transactions to

Process.

Click “Admin Enroll” next to the
corresponding “Employee ID” of the

enrollee that requires a change. On the
next screen, click “‘Continue” to process
enrollment/change.

Adding a New

GeRingE it Enrollment/New Hire
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Innovative
Brocess ST

Last Ugiood Date:
3/14/207

Aubo-Bene

Login ID: HR_Demo

| Company: ABC Company | Help |

Home » Admin Enrollment Entry for ABC Company

Employees in File: 112

| Admin Enroliment Entry for ABC Company

Partial Employee 1D Search

Partial SSN/TIN Search

GOl

so!

Search only for:

Partal Status Search for:

GO!

[ AlRecords

SEARCH CRITERIA:

AN

. ordered by

1D,

You are viewing records 1_through 15 of 112 total records for your query.

mm_. SSN/TIN_ |PIN
000000211
cze1 (000000212
000000213

Last
Mame

Enrolee

Enrolee
Enrolee

First
Hame

New

Zip
sum:m

100001

Hire
| Date |
1/1/2200

[New

100002

1/1/2200

New

100003

1/1/2200

Enrolee

New

100004

1/1/2200

CoPYTIGht © 2014 Innovative Process Administration, LLC

Enroliment
Maintenance

Last >>

Life Event/Transaction
Approval
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Enrollment Maintenance

All changes must be approved and processed before they
can take effect. Please allow 2-3 days for transactions to
Process.

Welcome to the

Online Eligibility Maintenance Syst

New Enro

Events

Please select the Event below. and click "Continue™ to proceed

Select the type of action/change desired
from the menu and click “Continue.”

ceck Y tox O

. Adding a New Enroliment

Life Event/Transaction
Approval
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Enrollment Maintenance

All changes must be approved and processed before they
can take effect. Please allow 2-3 days for transactions to
Process.

Welcome to the

Online Eligibility Maintenance System!

The wizard will step you through the process
of making the desired change based on the
type of action you selected from the menui. .

ceck Y tox O

. Adding a New Enroliment

Life Event/Transaction
Approval
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Enrollment Maintenance

All changes must be approved and processed before they
can take effect. Please allow 2-3 days for transactions to
Process.

Online Eligibility Maintenar

Pre-Confirmation

Event Selected: New Hiro | Nawly Eligible:

youe request for changes. When you finalize thes request, you out employer to make o once your benefit elections or changes re scoepted.

your request. youwil need beginning by cheking the "Reselect” buttan bolow

1 you wish to inalize your request, please cick on the "Cantinus™ button bekow 10 obiam your canfimation numiber. Pleosewrite this number down and keep it in @ safe ploce. You wil need this. confimation aumber for any inquines|

123Dema D1

[t or Lo
Demo PA 19044
Deirne Phone Number. (123) 4567880 Job Tile
First Nan
Last No
Gendor
o

\When you complete the information and
selections, you will see the “Pre-Confirmation”
screen. Verify the information is correct and
select “Continue” to save the data.

aible dependent enrolled in Modicars Part AB o Medicaid?

bogins will amy tamily members ba covered by any ofher health covel
cach dependent’s record

Single ! M = Married /0 = Other).
Dependont Information

Thar e Depencirts Lind

Adding a New Enroliment Life Event/Transaction
Enroliment/New Hire Maintenance Approval

Getting Started
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Enrollment Maintenance

All changes must be approved and processed before they ‘
can take effect. Please allow 2-3 days for transactions to
Process.

Confirmatior

Event Seleciod: New Hira f Newly Eligible

Ploase riview this Confrmation Statement carefully. i youwish 10 revoke your elections or chonges, you miust notity your Plan Sponsar in witing
Ploase wite down the confimation number thot appears below and keep i i 8 safe place. You will need this confirmation number for any inquiries ragarding your request
Print this Confirmation Stotement fof your records.

142014 9:10:59 AM Eastom Timo
Pe
123Dema0x

Demo PR 1904
Dayinns Phone Nurber. (1234547590

Click “Exit Enrollment.” Remember, enrollment
transactions must be approved to be
processed. For instructions, click the “Life
Event/Transaction Approval” tab at the

pottom of this screen.

Getting Started Adding a New Enroliment

Life Event/Transaction

Enroliment/New Hire Approval

Maintenance



Life Event/Transaction
Approval

All changes to enrollment must be approved and processed
before they can take effect. Please allow 2-3 days for
transactions to process and appear on the portal.

Select the “Administration” drop-down and
click on “Life Event/Transaction Approval.”
Then click “Select Application.”

Adding a New

Getting Started

| S

M

AmeriHealth

ADMINISTRATOR Se

& Auto-Bene

- : HR_Demo | Company: ABC Company | Help |
Ingeeedte e Login ID: Hiz_D- 1 pa

b ool Reports ]| Current Application ID: tione Selected
Edit Emnioves Nara
/% Life Event / Transaction
Auto-Bene® H S Approval b

waelcome to Auto-Bene™ Admncti alo

Select an Application

12335 ABC Company -

~2=a-ARCLompar
G SelectApplicaton |
- —

O

CopyTight © 2014 Innovative Process Administration e

Enroliment Life Event/Transaction

Enrollment/New Hire

Maintenance Approval



Life Event/Transaction
Approval

All changes to enrollment must be approved and processed
before they can take effect. Please allow 2-3 days for
transactions to process and appear on the portal.

Select “Non-Processed Enrollment Only”
and “Search” if the list does not appear

automatically.

Adding a New
Enrollment/New Hire

Getting Started
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Last Upioad Date:
3/12/2014 634:01 AM
Ufe Events to Process: 1

Home = ABC Company

Login ID: HR_Demo

| Company: ABC Company | Help |

Partial Employee ID Search

Enrolments (A)
Denied Enrolments (D)

@-Wo(e-ssm Enrolments
¥ m
Pendng Enrolments (P)

Noa-processed enrollments Onty
Emplovee 1D, Ascending.

Search

You are viewing records 1 of 1 total

T Specific Dates (2014/03/10 - 2014703/13) 7 Ordered By

Copyright © 2014 Innovative Process Administratson, e

Enroliment
Maintenance

Life Event/Transaction

Approval
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Life Event/Transaction
Approval

Login ID: HR_Demo | Company: ABC Company | Helo |
Autio-Bene

All changes to enrollment must be approved and processed SR A R e

before they can take effect. Please allow 2-3 days for - Life Event Approval for ABC Company

transactions to process and appear on the portal. 2 S e :

Partial Employee ID Search I Partial Last Name I Partial Confirmation No. Search

Enroiments to View

ANADS
FIRED
GNC
NC
Al Encolments ;TM
© Non-Processed Encolments Only —
Enrolments Terminated by System (T) Ra
Pending Enrolments (P) Dsta
Approved Enrolments (A) —__
Denied Enrolments (D)

|

Search
SEARCH

Hon-processed enroliments Only
CRITERIA: Employee ID, Ascendmg. oL 0T

Click “Process” from the “Action” column of

‘ kel il
the enrollee’s data. 2 — (

Commight © 2014 Innovative Process Administration, uc

Back @Y Next @

. Adding a New
GeRingE it Enrollment/New Hire

Enroliment
Maintenance

Life Event/Transaction
Approval
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| ife BEvent/Transaction
Approval -

All changes to enrollment must be approved and processed £ [ naministration | neports J current 0t 12325 - ASC Compacy
before they can take effect. Please allow 2-3 days for 4 Life Event Approval for ABC Company

ABC Company
Last Ugload Date:
9/12/2011 2:00:01 PM EID: 000000001 LName: Enrolee

Login ID: HR_Demo | Company: ABC Company | Helo |

FName: New

transactions to process and appear on the portal. et e N [eommmion sar7sc2r e Events st ey gt Emp Status: Acte
e 5 ocessed Life Event
Appacstion Cones 132 Call Date: 3/14/2014 9:10:59 AM e © ‘Date: 03/14/20
1000011 63
100002: 43 Approve
seo0ni 1 Action:|  Pending Llje Event Effective Date: 3/14/2014
e Dsqualfy/Den
Confirmed Ervolments: 0
1] Life Event
Yesterday's Administrator Comment:
Confumed Enroliments: 0
et 0
B ¥ Links | Canc
© 2014 e e

TS

Pending,” or

Choose an action: “Approve,
“Disqualify/Deny.”

Adding a New Enroliment Life Event/Transaction

Getting Started Enroliment/New Hire Maintenance Approval
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| ife Event/Transaction

" . 2 Demo | Company: ABC Company | Help |
innovative ¢ ge Login ID: HR_D: I pai
|

Aubo-Bene

All changes to enrollment must be approved and processed
before they can take effect. Please allow 2-3 days for
transactions to process and appear on the portal.

. Life Event Approval for ABC Company
ABC Company
EID: 000000001
Confirmation: 48173627

. = :

K L:[s;zjmix 20001 P11 LName: Enrolee FName: New

Life Event: New Hire / Newly Eigbie Emp Status: Active
Processed

Call Date: 3/14/2014 9:10:59 AM

Life Event
Date: Date: 03/14/20!

|| ufe Events to Process: 13

Approve

Action: Pending Life Event Effective Date: 3/14/2014
Disqualfy/

Life Event
Administrator Comment:

>@Canc

Enter the effective date of the action in the
“‘Life Event Effective Date” field. Then click

“Update.” Your transaction is now ready to
process.

Getting Started Adding a New

Enroliment
Enrollment/New Hire

Maintenance

Life Event/Transaction
Approval
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