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Getting Started

Welcome to Blue Access for Employers®™ (BAE*M). This guide will help you use BAE to:
* Enroll employees and dependents

* Manage ID cards

* Make online payments

Getting Started with BAE

Go to bcbstx.com/employer to register.

Click Next after entering the e
following fields:

Enter the account number, employer's name and headquarter's location information from your
BCBS contract while registering. All fields are required,

* Six-digit Account Number

° Employer Name Account Number: | |
o (ity Employer Name: | ]
+ State S | |
¢ ZIP Code L —

Zip Code: | ]

after you confirm the information in the
following fields:

9 Enter your User ID. Then, click Submit o B conce

o First Name Registration Step 2

Your User ID beglins with your 6-diglt account number.

e Last Name Create a User 10 of up to 20 characters.

For a future Security Upgrade, the Phone Numbers can be used for the authentication process.
e Phone Number

¢ Mobile Number 9 User ID: 123456, | (Example: smithj)
* Email Address First Name: |
* Verify Email Address Last Name: |

Mobile Number:

After we process your information, we'll send

you a temporary BAE password. Then, just log in
to BAE, accept the terms of use and set your Moy R Sl o
own password to get started. 9 Cancel

Emall Address:

|
|
Phone Number: | | || | ext: |
|
|
|

Only Delegated Administrators can register for BAE and assign roles to other users in their company.

Internet Help Desk at 888-706-0583.

| If you have any questions or problems with your registration, please contact the




Security Manager Tool

Manage user access with the Security Manager Tool. From the BAE home page, click on the
Security Manager tab at the top right of the page or from the left navigation menu under

Account Summary.

From this page you can designate an
alternate administrator and add, revoke
or maintain access for other users.

Search for users by name
or permissions.

Assign security permissions.
Click the Add Users tab.

Select and adjust permissions
for each user’s role.

0000

@

BlueCross BlueShield

\.
of Texas éj..peocl ces

View Another Account | security Managar

Account Summary - Security Manager

Demo Company

o

Cumant Usars [Add Users T Broker Access T EOB Access ]

Search | Maintain User | Reset

e| Permissions

| User Profile Information

User ID: DEMO.
Last Name:

First Name:

n

Status: | Active

o =

Account Summary = Security Manager

‘ Demo Company

' Current Users I Add Users I Broker Access I EOB Access |

User Profile Information

« To add users manually, key in the information below. To upload a list of users, click on the Load File button.

» To add more rows, click the Add Row button.
# To delete a row, check the Delete box and that row will not be included when you submit your changes.

User 1Ds will include your account number followed by a period, then a unigue 1D {eg, 000000.userid).

Excel Template ] Text Template [} Automatically generate User

Last Name

Delete First Name E-mail Verify E-mail Phone User 1D

8 | DEMO.

Add Rows: T‘ m m

Reporting
[ View Re ports

Membership

] Wiew Membership Information
] Update Membership

] Wiew Member Claims Summary

Online Bill Payment
[ Maintain Payment Profile

] view Member Explanation of Benefits ) Baniast Paymant




Enroll Employees

On the BAE home page,
click the Enroll Employee tab
under Enrollment.

Read the enrollment process
description. To bypass this screen
in the future, select the Skip this
screen in the future check box.

Click the Enroll Now button.

Enter the employee’s information
on each screen presented.

Click the Confirm button on the
Review and Confirm screen.

@8 ©

Perpore o R—E——

i New Enraliment v
e General Info  Employes Info Coverage Info Dependents Other Insurance Medicare HIPAA Review and Confirm
+ Enrall Employes
+ Employee
+ Sproadsboat Uplaad " Effectivepate: | Y[ Y[ |
* Billing * Identification Number: :. 7
Vi *Type of Enroliments ]
* Reason far [ -
Viow YourOik HIPAA Certification: ) ves ® Ho
Wiew and print your bill Other Insurance: i )
¢ View Invokcs [ = signature Date: |y I

Enroll Employee - Introduction

Introduction to the Enrollment Process

The following pages will allow employers to begin the process of enrelling a new employee and dependents into the
various types of coverage offered by Blue Cross Blue Shield of Texas. The data is captured in a manner that maximizes
efficiency - displaying only the screens that are pertinent to the employee being enrolled (e.g., if the employee is not
eligible for Medicare, screens intended to gather Medicare information will not be displayed).

Should you require more detailed information about how to complete the Enrollment Process, you can download the
"Enrollment Process Overview" guide found in the Help Center - Training Center section, or click the help icon available at
the top of each page.

() Skip this screen in the future.

P énoiore vone ——— ET————

* Account Summary
New Enroliment
e General Info  Employes Info Coverage Info Dependents Other Insurance Madicare 'MIPAA Raview and Confirm

* Enroll Employes
+ Employes
+ Spresdsneat Upload » effoctive pate: [ [y
* Billing * ldentification Number:

+ Roports

View Your Bill

View and print your bill

+ Wiew Invoice
b+ view Bl Summary

Form Finder

Find a Dactor

v Provider Finders
v Find a Pharmacy
+ Wiew Drug Coverage




Enroll Dependents

On the BAE home page, select the
Add Dependent option from the
drop-down menu.

Select the Employee radio button.

Enter the employee’s ID number or
last name and first initial of first name.

Click the Find button.

000 O

The Find button will return a Search Results
table. Select the employee whose dependent
you're adding and follow the prompts in the
dependent enrollment screens.

When finished, click Confirm.

Canceling Employees or Dependents

On the BAE home page, select the
Cancel Employee/Dependent option
from the drop-down menu.

Select the Employee or Dependent
radio button and click Find.

Enter the employee’s or dependent’s
ID number or last name and first initial
of first name.

Click the Find button.

000 O

The Find button will return a Search Results
table. Select the employee whose dependent
you're canceling and follow the prompts in the
dependent cancellation screens.

When finished, click Submit.

I

Account Summary

* View Details
' View Health Plans

Demo Company

Account #: DEMO
Effective Date:
Renewal Date:

Find an Employee/Dependent

Cancel Employee/Dependent (@ Employee

(_) Dependent

To cancel an employee or
dependent, you will need:

(N
Last Name First Name
cancelation. [ | |

SSN or ID Number
1. The effective date of the

2. The reason for canceling. 0 m

Employee Maintenam:eo 1 want to: [Add Dependent v
Find an Employee
Add Dependent @ Employee Desienaent
SSN or ID Number
To add a new dependent, you l:] OR
will need:
1. The dependent's Last Name First Name
personal information
including SSN, date of
birth, and relationship to e m
the employee.
2. Reason for enrolling
(birth, marriage, etc.)
and the event date.
Account Summary Demo Company
*View Detalls Account #: DEMO
* View Health Plans Effective Date:
Renewal Date:
Employee Maintenam:eo I want to: [Cancel Employee/Dependent V]

TIP: Enter the cancel date as the first day without
coverage unless otherwise specified in the account’s
membership guidelines.




Request/Print ID Cards

Order Replacement and Temporary ID Cards

On the BAE home page, select the
Request/Print ID Card option from
the drop-down menu.

Select the Employee or Dependent
radio button.

Enter the ID number or last name and
first initial of first name.

Click the Find button.

000 O

The Find button will return a Search Results

Account 5ummarv
' View Details
* View Health Plans

Demo Company

Account #: DEMO
Effective Date:
Renewal Date:

Employee Maintenance o I want to: [Request/Print ID Card

Find an Employee/Dependent
Request/Print ID Card

(@) Employee () pependent
= SSN or ID Number
rind an smployes or —
dependent to:
1. Request a new ID card to i‘”t Reame SOl

be mailed to the

employee's home or an
alternate address,

2. Print/Email a temporary
ID card.

O

table. Select the employee or dependent
who needs a member ID card and follow the
prompts in the Request/Print ID Card screens.

When finished, click Submit.

Additional Employee Maintenance Actions

Reinstate Employee/Dependent
(with or without a gap in coverage)

* Update Personal Details
* Update Plan Coverage
* Update Classifications

* Update Primary Care Physician
e View Personal Details

e View History

e Enrollin COBRA




View Maintenance History

From the BAE home page, click the View Maintenance History button under the Maintenance
History banner toward the bottom of the page.

0 Employee Maintenance - Get Started: @ Employes () Dependent
Maintenance History Select a maintenance option from the 5’"|:]°" 1D Number i
BAE will default to the most recent ﬁq:',::;? et e Seah DIt
, . . . Last Name First Name
month's transaction history. Adjust the | | |
date span and choose all, complete or [ Find |
in-process from the status menu to
customize your search. Maintenance History
Download Search Results _ —
) | View Maintenance History |
You can download your maintenance

history to an Excel or Text file.
Each format will support up to
8,000 transactions.

ployee Maint — e History
Please enter at least one search criteria to view maintenance activity.

* Frem: [pepomoz  |L *To: [opzizont |l
T E—

user:
Status:
[ Find|
| Search Results o ]
&) Download All Search Results
| Downioad All Search Results
Select Download All Search Results to view search results in file.
Name 10 Mumber  Activity Delete Effoctive Dats  Entry Date  Status User Entry
Activity Evatam
BURK, JOHM 999999998  Employee Add 06/21/2021  Complete Test BAE
User
BANKS, JANET 932132132 Employee Add  DELETE 06/21/2021  Finish Later  Test BAE
User
WILLIAMSON, 999999996  Product DELETE 06/21/2021  Finigh Later  Test BAE
CRAIG Correction User
B i | | i n g Invoices - Involce Summary
v
BARS Number:
Invoice Period: [03/10/2021 - 03/16/2021 Process Date: 03/16/2021 ¥
Fully insured (premium) accounts
t want to view: [invaice Summary ) IRl
can view or download their monthly ——— _
L Invoice Summary w

premium statements.

Involce Summary displays the weekly amount owed for claims paid by Blue Cross Blue Shield for the selected week.

WEEKLY Invoice Date: 03/16/2021
Administrative Services Only (ASO) ST A S o invoice

Contact: John Doe

Administrative Services Only (ASO) accounts Bl Tor DEMO AccouRT

can view or download their weekly invoices and
monthly settlements.

Involce Statement

Period: D3/10/2021 - 03/16/2021 Customer Total §60,252.97




Online Bill Payment

You are eligible to use Online Bill Payment if you are a premium billed account or if you are an ASO
account that receives weekly, bi-weekly or semi-monthly invoices on BAE.

Getting Started

Click Billing in the left menu bar Oniine Payments - View Oniine 8l Payment Home Page

* Account Sumemary

on the home page. + Encommant 9 v want tor (R0 New Fank Accourt prone ) IR e
+ Emplayse Maintenance

. . Premium il

Click Online Payments. + Ontoe paymans e g
= " Onling payments on Blug Access for Employens i provided 83 3 convenience to vou.
ey * Online payments is eptianal and you can discontinue 3t anytime.

+ Onling payments is free of charge, aithough your bank may charge 8 processing fee.

Pay Your Bill * Uso of onling payments does not change your payment terms or due dates.

Select Add New Bank Account Profile Wi, ot and py your IOTS: 50 grounemay p Chelr ook, By, or monly ks Usng Gni pymest. Ay Gt payTanKs Wi need
+ Viaw 0o Summary B

from the drop_down menu. 1 you have selected "Auts Pay’ vour paymients will be submitted autmatically:

Regulatory Data Collaction

* Premium Billed CUSTOMErs - BIYMENtS 8re SubMIted two busingss davs Drior 1o ¥our bill's due cate. We will submit

\ wiew sguistary Gars payment for the ameunt due on your meet recent bill, phus o minus any changes due to payments or payment adjustments
acnan Required received, These DaYMEnts 8nd Changes are $hown on thi Changes Since Last B option. Any membershio sdjustments

. (enroliments, cancellations, preduct changes, etc), will not be reflected in your auto draft. Any charges entered after your
Click Go, accept the Terms of Use Form Finder
IF yeu are submitting each payment:

Inst Bl will aPPEAr BN YOUF Pext biling statement.
Agreement (first time only) and follow ' I LR B
the prompts. A e e o ey Ao 2,
= ;. nm::'mum 111 mn.:’u::;\:mm Imﬂ unk sectian.
= 5. Canfirm the Bill Profile(s) to say.
. Cck the 1o procews. A scrmn will display,

+ Provider Fingers of
v Find 8 Pharmecy o
b - N Doy Covarage Note: If you do not have autharization to release paymaents to Blue Cross, please contact the appropriste person in your

If you want to submit payments Caation. T porso o s vt Poy Sl o S they w1y havs e (st vardoin Pz

automatically, check the Auto Pay box. ow it o s S o o s T P sl e P Vo

Ordling payments are processed at 2 pm Central Time each business day and your account will be credited within 2-3 business
days. I you hawe SubMATed your DayMEnt, you Can change or cancel your piyment before the 2pm desdiing by usng the
Update Payments cobion,

Clle Save. I he 3o Dtk Dt 1y OO Grochlg Youe AT, Y e A by 1k M Gekcion of e

@0 0000

For questions e problams with anline payrents, pests contact:

Dlve Accuss Internet Help Dosk
1 (888) T06-0583

Additional information |s avallable by clicking on the @ In each functicnal area of cur sie.

Employer Home Online Payments - Add New Bank Account Profile

+ AGCOunt Summary
S —— £ want to: [ASE New Bank Account Prafile M| o |
» Employes Maintenance
- Biising
Premium DI Add New Bank Account Profile v
* Online Payments Step 1 - Enter Your Banking Information
+ Raports
« Bank Routing Mumbar: | Show existing bank sccount graliles
Fay Your Bill
" Bank Account Mumbari ||
S nsion ankonrpor o « Mame oo File with Your Bank: | |

¢ Wiaw i Summary 5
Account Nicknames ||
Regulatory Data Collection * Typs of Account: ' Savings O Checking

o View Regutstory Dats
Action Required Step 2 - Select Billing Profiles snd Payment Method

The billing profiles listed are thave that have not extesded the maximum aumber of bank sccounts allowed,
Biling Prsdiles £ Fayman Methad Tyne Awns Pay 9

Form Finder
= . (] o
L |




Paying Your Bill

Click Billing in the left menu bar
on the home page.

Click Online Payments.

Select Pay Bills from the
drop-down menu.

Click Go.

Select a Bill Profile (if applicable)
from the drop-down menu.

The amount due for the bill is displayed
under Charges.

Enter amount to be paid in the Bank
Account(s) section.

Confirm Total Amount field equals
amount to be paid.

Click Continue to process.
A confirmation screen will display.

0O0000O00000C

Onl

ne Bill Payment Support

Click the Help Center link at the top
of the page.

The Online Payments section is in the
FAQ tab, and provides additional details
on how to:

® e

* Add a new bank account profile
* Modify a bank account profile

°  Pay bills

* Update payments

* Track payments

° View Terms of Use

* Discontinue online bill payment

0o

View, print and pay your bl
¢ Wiew it Summary T

Online Paymants - View Onlina Bill Payment Home Page

» Account Summary
B P — o ]
» Employee Halntenance
T Welcoma
Premium Bits
Thank for using Online Bill
" wou ng Payment
¥ Onfine payments on Blue Access for Employers i provided as & comvenience Lo you.
P * Onfing payments s cptional and you can discontinue ot anytime.
* Onine payments is free of charge, Sithough your bank may Charge 3 processing fee.
Pay Your Bill * Use of snling payments daes rat change your payment terms or due daces.

MOTE: ASO grouss may pay their weekly, biweekly, or manthly invoices wing anline payments. Any other payments will need
to be submitted via wire.

I you have solocted “Auto Pay’ your payrmnnts will be submits

Employer Home
+ ACCOUNT Summary
+ Enrsliment

Online Payments - Pay Bills

T want to; | Pay Bils B3l so |

+ Employes Maintenance

- Hilling
Promiym Bils Pay Bills
* Online Paymants 9
g il Profile:
Charges

Pay Your Bill
WViww, prink and pay your bill Total Datance Due: $2,831.92
o View sl summary Changes Since Last Bil: $8.00
Brint £ Since Last Bl
Regulatory Data Collection Poimest Dut on . §2,831.92
o Wiew Regulstory Dats
Action Required Bank Account(s)

Up ta ten bank accounts may be used to submit 8 manusl payment. To add new bank aceourts, go to Add Mew Bank Account

Form Foder, Prafile ar go to Modify Bank Account Profile » Add/Memave Bils Lo Pay Onlive to assign bank accounts that are airesdy o fe.
= e teame: Aceaunt
—ﬁm—‘—' - Bumber senssesassnnne Amount:s [0.00 ]
Find a Doctor Name: Aeeaunt
i R —— amarsntst [0:00
- owkdar Fim ® -
*  Find & Pharmacy (¥ PhCkl:.
* Wiew Ovug Coversge
Marme: Bank
A kin e vn s sesciortss [0
Nicknarme.

Total Amount: § 0.00
kg about Auto Paymant

Payments submited today wil De Sent to your bank on L1717/2021. Note: you Can change this date on the next page, I vou

@u Edl'l”[i(x? BlueShield

Emplayer Home

+ Account Summary L
i m ey | Site Map | Traluing Cowtar.|

Ganeral BAE Informaticn COBRA
EEmpets Matence Delngated Administrator and Assianing Roles Coling Payments
+ Spresdsheet Upload Enreiment. Infeomatian

have access to that page. Piease allow 2-3 business days 1o process your payment.
Qm
Lontactus | Hele Center

Gueaccess

View Another Account Becurity Manager Logout

Welcome,

Help Center

e
£ L B

[
o

; Online Payments

s
D100 MM AL R

11.
. Are payments automatically deducted from my bank account?
. Can [ use a credit card to make a payment?

. Can I view my online payments?

15.
. Can I downlo
17.
18.
19,
20.
21.
22,
. When are automatic payments processed? Will I be notified?
24,
25.

What are the benefits of online bill payment?

Is my company eligible to use Online Payments?

Do I have to use Online Payments?

Is online bill information secure?

What can I do to protect my information?

How does Online Payments work?

Is my online bill payment debited from my account?
Where do [ find my bank account information?

What is the Terms of Use Agreement?

How long do I have to wait before 1 can pay my bill online?
Are there any transaction associated with using Online Payments?

If I have Online Payments, can I print copies of my statements and payments?

a bill from BAE?

Will I still receive my premium bill by mail if I use Online Payments?
How long will it take to process a transaction?

Are there other payment methods besides online bill payment?
Where can I learn more about Online Payments?

How do I discontinue using Online Payments?

Can I make automatic payments? How do I start?

Can 1 still submit an online payment even if I'm using Auto Payment?
Can I use more than one bank account to pay my online bill?




Virtual Help Center

Our Virtual Help Center gives you helpful guidelines for our online tools.

Help Center

FAQs | Glossary | Site Map | Training Center

General BAE Information Online Payments
Delegated Administrator and Assigning_Roles COBRA
Enrollment Information

General BAE Information

. What is Blue Access for Employers?

. When is Blue Access for Employers available?

. Where can I find step-by-step instructions to perform functions available in Blue Access Employers?
. If I need further assistance with online tools, who should I contact?

. Why did my session time out?

. How is my account and payment information secured?

b WNE=

Blue Access for Employers Services Help Desk: 888-706-0583

Monday-Friday, 7 a.m. to 10 p.m. CT

Saturday, 7 a.m. to 3:30 p.m. CT

For faster service say, “Employer” then, “Website” at the prompt.

Include error codes when submitting service requests. Holiday availability varies.
bcbstx.com/employer




733020.1122



