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OVERVIEW 
 

The State Health Benefit Plan (SHBP) has developed the SHBP Web Portal 
for Administrators to give ‘at your fingertips’ access to your employee’s 
health insurance coverage and health information.  

Payroll Groups may use the SHBP Administrator’s Web Portal to: 
 

 Perform ‘Year Round’ functions 
 Perform ‘Open Enrollment’ functions 
 Perform  ‘Retiree Option Change Period’ functions 

 
 

SHBP Staff Members may use the SHBP Administrator’s Web Portal to: 
 

 Manage Payroll Groups 
 Modify Members 
 Manage User Roles 
 Add Dependents 
 Modify Accounts 

 
 
This SHBP Administrator Web Portal User Guide will assist you in successfully 
completing the available functions. 
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TECHNICAL CONSIDERATIONS 
ACCESS AGREEMENT / USERNAME AND PASSWORD 

 
Technical Considerations: 
Technical considerations for locations that are setting up common points for multiple 
users to participate in the SHBP Open Enrollment through the internet based 
system: 
 

1. This is a secure system due to the sensitive nature of the data utilized by the 
application.  As such this means that an SSL (Secure Socket Layer) 
connected will be required for the application to work. 

 
2. Due to the secure nature of the application, a session time out of 20 minutes 

has been established, this means that if any user exceeds 1200 seconds of 
time without interacting with the application server, the server will terminate 
the session and the user will get an error and will be required to log on again 
and start the selection process over again.  Registration would not be 
required again.  When people are reading the Terms and Conditions page, 
they sometimes get delayed and this results in the session timing out.  It is 
also very possible for people to get into the selections and then decide to go 
and review a provider website or the decision guides and while doing that, 
timeout from the application servers. 

 
3. Caching needs to be turned off, at every level. For this system to work 

correctly and to be secure.  This means that caching at the browser level 
needs to be turned off as well as any proxy server that is utilized and at the 
firewall.  Some locations use a caching server and some have firewalls that 
reduce the connections to a single stream, in both cases this will result in 
spurious timeouts for the users and these configurations should be avoided. 

 
4. Auto complete, a function of most modern browsers that allows the browser to 

remember the username and password of the user, should be turned off for 
any browser that is being used in a community environment to connect to the 
SHBP Open Enrollment system.  The use of auto complete features of the 
browsers presents a serious security issue as well as providing for spurious 
timeouts, as some browsers will attempt to connect with previously used 
session data if it reconnects with saved login data. 

 
5. The URL for this application is https://www.myshbp.ga.gov/admin.  Some 

locations have internal portals and configure their own links to the web site, it 
has been noted that these internal links have numerous issues with the 
connections and maintaining session state and should be avoided if at all 
possible.        
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SHBP Web Portal Access Agreement: 
Authorized employing entities may access various reports electronically for viewing, 
downloading, and/or printing from the SHBP Web Portal System by completing a 
SHBP Web Portal Access Agreement.  This agreement gives access to the secure 
site where member health insurance coverage, health information and  
reports are housed; and grants access to only that specific employing entity as 
stated in the SHBP Web Portal Access Agreement.   
 
SHBP Web Portal Access Agreement(s) are available for printing at the DCH 
website, www.dch.georgia.gov/shbp or by calling the SHBP Payroll 
Location/Employer Services Unit at 1-800-776-9045.  Complete SHBP Web Portal 
Access Agreement(s) should be faxed to the attention of Deborah Sheppard at  
1-866-545-3161.  
 
SHBP Web Portal Usernames and Passwords: 
Once the SHBP Web Portal Access Agreement has been received and verified by 
SHBP, Web Portal Usernames and Passwords are assigned according to the 
agreement.   The SHBP Web Portal System Administrator is responsible for the 
following: 

• the assignment of  Web Portal Usernames  
• the assignment of Web Portal Passwords 
• the resetting of  Web Portal Passwords 

 
All SHBP Web Portal System Administrator requests should be made via e-mail to 
Deborah Sheppard at dsheppard@dch.ga.gov.   
 
Each employing entity may be assigned Web Portal Usernames and Web Portal 
Passwords; and are assigned to specific individuals within the employing entity’s 
location.  Each individual must sign an agreement that they will not allow anyone 
access to their Web Portal Usernames and Passwords.  The employing entity’s 
location manager will also sign an agreement to immediately advise Deborah 
Sheppard via email at dsheppard@dch.ga.gov to terminate Web Portal Usernames 
and Passwords when assigned users are no longer eligible to access the Web Portal 
secure site.  To access an electronic version of the SHBP Administrator Web Portal 
User Guide, please visit the DCH website at www.dch.georgia.gov/shbp.  
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LOGIN 
 
Follow the below directions to Login the SHBP Administrator Web Portal: 
 
 

• Double click the Internet Explorer Icon (Figure 1) 
 
 
 

 
 
 
 
 

Figure 1 - Internet Explorer Icon 
 
 
 
The Internet Browser Home screen will display. 
 
 

• Enter  https://www.myshbp.ga.gov/admin in the address field of the 
Internet Browser screen (Figure 2) 

• Press the Enter key 
 
 
 
 
 
 

 
 
 

Figure 2 - Internet Browser Address Field 
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The Enter Administrator Login Information screen will display (Figure 3).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3 - Enter Administrator Login Information Screen 
 
 
 

• Enter your Username 
• Enter your Password 
• Click the LOGIN button 

 
 
 
Note: 
All fields indicated with * are required. 
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The SHBP Administration Home screen will display (Figure 4).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 4 - SHBP Administration Home Page 
 

 
 
Your Login is now complete and you may now select one of the tabs on the left 
navigation bar (Figure 4) to navigate through the Web Portal.   
 
 
 
Note: 
The Logout tab is located on the left navigation bar and may be used to logout 
of the Web Portal when it is displayed on various Web Portal screens. 
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FORGOT PASSWORD 
 
After accessing the Enter Administrator Login Information screen and you don’t 
remember your Password, follow the below directions to change your Password: 
 
 

• Click the FORGOT PASSWORD button (Figure 5) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 5 - Enter Administrator Login Information Screen 
 
 
 
 
Note:  
All fields indicated with * are required. 
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The Forgot Password screen will display (Figure 6). 
 

• Enter your Username  
• Click the CONTINUE button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 6 - Forgot Password Screen 
 
 
 
Note: 
All fields indicated with * are required.  Click the CANCEL button to redisplay 
the Enter Administrator Login Information screen with no change in Password. 
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The Enter Password Recovery Information screen will display.  Your previously 
entered Username and associated Security Question will pre-populate (Figure 7). 
 

• Enter your Security Answer (not case sensitive) 
• Click the SUBMIT button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 7 - Enter Password Recovery Information Screen 
 
 
Note: 
All fields indicated with * are required.  Clicking the CANCEL button will stop 
the Password Recovery Process and redisplay the Enter Administrator Login 
Information screen with no change in Password. 
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The Enter New Password screen will display (Figure 8). 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 8 - Enter New Password Screen 
 
 

• Create and enter your New Password.   New Password should be 
between 8 and 20 characters (case-sensitive)  and have at least 3 of the 
following types of characters: 

- Uppercase Letter 
- Lowercase Letter 
- Number 
- Special Character (!, @, #, etc.) 

• Re-enter your newly created Password for confirmation  
• Click the CHANGE PASSWORD button  

 
Notes: 
All fields indicated with * are required.  Clicking the CANCEL button will stop 
the Password Recovery Process and redisplay the Enter Administrator Login 
Information screen with no change in Password. 
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The Enter New Password screen will display when your Password has expired, 
indicated by a message in the message field (Figure 8). 
 
The Enter Administrator Login Information screen will redisplay (Figure 9).  A 
message will display in the message field stating, ‘Password and security question 
successfully saved.  Please login.’    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 9 - Enter Administrator Login Information Screen (Password Changed) 

 
 
 
Your Password Change is now complete.  You may now use your newly created 
Password to Login through the Enter Administrator Login Screen.   
 
 
 
 
 



SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 
VERSION 2.0 - SEPTEMBER 2012 

SHBP IT - RLM 
 

14

SITE NAVIGATION 
 
The header bar is located at the very top of the screen (Figure 10) and provides 
active links and information regarding SHBP (i.e. Decision Guides, User Guides, 
Contact Information, FAQ’s, etc.).     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 10 - Header Bar 
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The left navigation bar will display on each screen beginning with the SHBP 
Administration Home Page (Figure 11).   The web site functions are selected from 
the left navigation bar (never use your browser’s “BACK” button).  The four tabs on 
the left navigation bar may be selected to: 
 

 Complete administrative functions for Year Round, Open Enrollment and 
Retiree Option Change Period Elections 

 Complete SHBP Staff administrative functions 
 Modify Login (change employee/retiree Password and Security 

Question/Answer) 
 Logout of web site.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 11 - Left Navigation Bar  
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The ‘Year Round and OE’ and ‘SHBP Staff’ tabs include sub-tabs (sub-tabs 
indicated by arrows) on the left navigation bar (Figure 12).    You may navigate 
between site functions by selecting the left navigation tabs and/or sub-tabs (never 
use your browser’s “BACK” button). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 12 - Left Navigation Bar  
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YEAR ROUND AND OE  
 
After completing the Administrator Login function, the SHBP Administration Home 
screen will display (Figure 13).    
 

• Click the Year Round and OE tab on the left navigation bar  
 
 
 
 
 
 
 
 
   
 
 
 
 
 
 

         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Figure 13 - SHBP Administration Home Screen 
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The Year Round and OE sub-tabs will display on the SHBP Administration 
Home screen (Figure 14). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 14 - Year Round and OE Sub-tabs Screen 
 
 

The Year Round and OE sub-tabs (Figure 14) and may be used to: 
 

• Add a New Employee 
• Modify a Newly Added Employee 
• Direct Bill 
• Modify Coverage 
• View Login History 
• Print Confirmations 
• Access Employee Reports 
• Unregister Users 

 
  
Follow the upcoming directions to complete the sub-tab functions under the Year 
Round and OE left navigation tab. 
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Add New Employee 
 

• Click the Add New Employee sub-tab  (Figure 15)      
 
 

                         
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Figure 15 - SHBP Administration Home Screen 
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The Add New Employee screen will display (Figure 16).    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 16 - Contact Information Screen 
 
 
 

• Enter the Employee Information. Policy Number (same as SSN with 
no dashes), Last name, First Name, Middle Initial, and Suffix 

• Select the Employee’s Sex from the dropdown list 
• Select the Employee’s Ethnicity from the dropdown list 
• Enter the Employee’s Date of Birth (DOB) (mm/dd/yyyy) 
• Select the Employee’s Primary Language by clicking on the 

ENGLISH or OTHER radial button 
• If OTHER has been selected as the Primary Language, please enter 

the name of the employee’s primary language in the “If OTHER, 
Please Specify” field 
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• Select the Employee’s Payroll Location from the dropdown list 
• Enter the Employee’s Hire Date (mm/dd/yyyy) 
• Enter the Employee’s Monthly Salary (nn.nn) 
• Enter the Employee’s Hours Scheduled Per Week (hh.hh) 
• Enter your Address and City of residency 
• Click the SAVE MEMBER button to complete the function; or click the 

CANCEL button to cancel the addition of the employee and return to 
the SHBP Administration Home page  

 
Note: 
All fields indicated with * are required. 
 
 

Modify Newly Added Employee 
 

• Click the Modify Newly Added  Employee sub-tab (Figure 17)     
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 17 - SHBP Administration Home Screen 
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The Modify Newly Added Employee screen will display (Figure 18). 
 
The Search for a Newly Added Employee may be done by Payroll Location or 
by Policy Number and Date of Birth (DOB) as follows: 

 
1.  Select the Newly Added Employee’s Payroll Location from the dropdown 

list (for employees who have a hire date no further back than 45 days and 
have not confirmed their election choices). 

2. Click the SEARCH button to go to the next page.  
 

                - or -  
               

1. Enter the Newly Added Employee’s Policy Number (same as SSN with no 
dashes) and Date of Birth (mm/dd/yyyy). 

2. Click the MODIFY MEMBER button to go to the next page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 18 - SHBP Administration Home Screen 
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To ‘Search for a Newly Added Employee’ by Payroll Location: 
 

• Select the Payroll Location of the employee from the dropdown 
list  (Figure 19) 

• Click the SEARCH button      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Figure 19 - Modify Newly Added Employee Screen 
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The Modify Newly Added Employee screen will redisplay, including a list of 
newly added employee’s (employees who have a hire date no further back than 
45 days and have not confirmed their election choices) for the selected Payroll 
Location (Figure 20). 
 

• Click the EDIT button next to the selected employee’s name  
• Click the SEARCH button      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 20 - Modify Newly Added Employee Screen 
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The Modify Newly Added Employee screen will redisplay, including              
pre-populated information for the selected Newly Added Employee (Figure 21). 
 

• Review the newly added employee’s pre-populated information for 
accuracy 

• Make any necessary corrections 
• Click the SAVE MEMBER button to accept the changes; or click 

the CANCEL button to return to the SHBP Administration Home 
page without making changes to the newly added employee.  

       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 21 - Modify Newly Added Employee Screen 
 
 
 
 
Note: 
All fields indicated with * are required. 
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The SHBP Administration Home screen will redisplay including a message that 
the ‘Eligible member updated successfully’ (Figure 22).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 22 - SHBP Administration Home Screen 
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To ‘Search for a Newly Added Employee’ by Employee’s Policy Number and 
Date of Birth: 
 

•   Enter the employee’s Policy Number (SSN with no dashes) 
•   Enter the employee’s DOB (mm/dd/yyyy)  
•   Click the MODIFY MEMBER button  (Figure 23)    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 23 - Modify Newly Added Employee Screen 
 
 
 
Note: 
All fields indicated with * are required. 
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The Modify Newly Added Employee screen will redisplay, including              
pre-populated information for the selected Newly Added Employee (Figure 24). 
 

• Review the newly added employee’s pre-populated information 
for accuracy 

• Make any necessary corrections 
• Click the SAVE MEMBER button to accept the changes; or 

click the CANCEL button to return to the SHBP Administration 
Home page without making changes to the newly added 
employee.  

       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 24 - Modify Newly Added Employee Screen 
 
 
 
Note: 
All fields indicated with * are required. 
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The SHBP Administration Home screen will redisplay including a message that 
the ‘Eligible member updated successfully’ (Figure 25).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 25 - SHBP Administration Home Screen 
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Direct Bill 
 

• Click the Direct Bill sub-tab on the left navigation bar (Figure 26) 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 26 - SHBP Administration Home Screen  
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The Search Direct Bill Location screen will display (Figure 27). 
 

• Select the Payroll Location from the Select Payroll Location dropdown 
list (Figure 18) 

 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                 Figure 27 - Search Direct Bill Location Screen  
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You may enter the payroll location number you wish to select into the Select 
Payroll Location dropdown list to quickly display a specific range of payroll 
location numbers for selection (Figure 28).       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 28 - Search Direct Bill Location Screen  
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The selected payroll location will display in the Select Payroll Location field        
(Figure 29). 
 

• Click the Search button (Figure 29) 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 29 - Search Direct Bill Location Screen  
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When all premium remittance forms for a selected Payroll Location have been 
submitted or a Payroll Location has been selected that is not Direct Bill, the 
following message will display in the message field of the Search Direct Bill 
Location screen (Figure 30): 
 
 

There are no outstanding premium remittance forms for the selected 
Direct Bill Payroll Location. Please contact the Direct Bill Team at 
directbill@dch.ga.gov for additional questions.  
 

 
 
 
 
 
 
 
 
  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 30 - Search Direct Bill Location Screen  
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When there are unsubmitted premium remittance forms for a selected Payroll 
Location, the Search Direct Bill Location results will display below the Search 
button (Figure 31).   
 
The results will display the location records for the selected payroll location with 
unsubmitted direct bills, including the Location (payroll location number and 
name), Effective Date (direct bill date), Premium Amount (total premium amount 
due), and Statement (statement number). If a payroll location has more than 
one unsubmitted premium remittance form, multiple location records will 
display with different effective dates (Figure 31). 
 
 

• Click the Remit Form button on the row displaying the desired Effective 
Date (direct bill date) for the location record (Figure 31)  

 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

          Figure 31 - Search Direct Bill Location Results Screen  
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The Premium Remittance Form for your selected Location Record will display 
with pre-populated fields (Figure 32). 
 
The Total Premium Amount Due and Balance fields are pre-populated 
protected fields with duplicate amounts. The Balance field will decrease with 
each payment entry into the Payment Section and must reflect a zero balance 
before submission will be accepted (Figure 32).    
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
                       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Figure 32 - Premium Remittance Form Screen  
 
The Subtotal field is a protected field and will increase with each payment 
entry into the Payment Section. The Subtotal field must equal the amount 
displayed as the Total Premium Amount Due before submission will be accepted 
(Figure 32).  
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From the Payment Section of the Premium Remittance Form: 
 

• Select the Payment Type from the drop down box; Check or Electronic 
Fund Transfer (EFT) / Automated Clearing House (ACH) (Figure 33) 

• Enter the Check number or Transaction (Trans) number in the 
Check/Trans# field (alpha and numeric characters are accepted in this 
field) 

• Enter the amount of the check or transaction in the Amount of Payment 
field 

 
All Department of Education (DOE) Contributions (Prefund) made to the 
Payroll Location for the selected location record must b entered on the 
Premium Remittance Form as follows: 
 

• Select EFT/ACH as the Payment Type 
• Enter DOE Prefund in the Check/Trans# field 
• Enter the DOE Contribution (Prefund) amount in the Amount of 

Payment field 
• Click the Submit button (Figure 33) 
      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 33 - Premium Remittance Form Screen 
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Note: 
When one Check or EFT/ACH is being submitted for two or more Payroll 
Locations, the same Check/Trans # should be entered for the desired 
Amount of Payment for each individual Payroll Location.   

 
When the total entries submitted are less than the displayed Total Premium 
Amount Due, the submittal will not be accepted and the following message 
will display in the message field (Figure 34):  

 
Please review your entries in the Payment Section. At least one complete 
line (payment type, check/trans # and amount of payment) and the Balance 
should equal to zero before submission will be accepted. If the issue 
persists after review, please contact the Direct Bill Team at 
directbill@dch.ga.gov. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 34 - Premium Remittance Form Screen 
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The amount(s) entered in the Amount of Payment field must equal the 
displayed Total Premium Amount Due before submission will be accepted. 
Including the DOE Contribution (Prefund) made to the Payroll Location for 
the selected location record.  
 
You may correct individual entries or clear all previous entries in the Payment 
Section as follows:   
 

• Click the Reset button (Figure 35)  to clear all previous entries made in 
the Payment Section; entries may be re-entered once cleared   

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 35 - Premium Remittance Form Screen 
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When the total entries submitted are more than the displayed Total 
Premium Amount Due, the submittal will not be accepted and the following 
message will display in a pop up box (Figure 36):  
 
 
Please review your entries in the Payment Section. Submitted payment is more 
than the Total Premium Amount Due. The Balance should equal zero before 
submission will be accepted.   
 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 36 - Premium Remittance Form Screen 
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Once all entries have been made in the Payment Section, the Subtotal should 
equal the Total Premium Amount Due and the Balance should equal zero 
(Figure 37).    
 
 

• Click the Submit button (Figure 37)       
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 37 - Premium Remittance Form Screen 
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The Direct Bill Location Success screen will display. “Submission Successful” 
will appear in the message field (Figure 38). 
 

• EFT/ACH payments should be submitted on the same day as the 
Premium Remittance Form 

 
• Mail payment by Check to: 

       
State Health Benefit Plan 

      P.O. Box 935452 
       Atlanta, GA 31193-5452 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 38 - Direct Bill Location Success Screen 
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To enter another Premium Remittance Form: 
 

• Click the Year Round and OE tab on the Left Navigation Bar (Figure 39)       
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 39 - Direct Bill Location Success Screen 
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The Year Round and OE sub-tabs will display (Figure 40). 
 

• Click the Direct Bill sub-tab on the left navigation bar (Figure 40) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 40 - Direct Bill Location Success Screen 
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The Search Direct Bill Location screen will redisplay for selection of a Direct Bill 
Payroll Location from the dropdown list for entry of another Premium Remittance 
Form (Figure 41).    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Figure 41 - Search Direct Bill Location Screen 
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Modify Coverage 
 
• Click the Modify Coverage sub-tab (Figure 42)      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 42 - SHBP Administration Home Screen 
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The Modify Coverage screen will display (Figure 43). 
 
The Search Member may be done by Payroll Location or by Policy Number 
and Date of Birth (DOB) as follows: 

 
1. Select the Employee’s Payroll Location from the dropdown list.  
2. Click the SEARCH button to go to the next page.  

 
                - or -  

               
1. Enter the Employee’s Policy Number (same as SSN with no 

dashes) and Date of Birth (mm/dd/yyyy). 
2. Click the MODIFY OE COVERAGE button to go to the next page. 

 
Both search methods will direct you to the initial Contact Information screen of 
the Modify Coverage function.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 43 - Modify Coverage Screen 

 
Note: 
All fields indicated with * are required. 
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To ‘Search Member’ by Payroll Location: 
 

• Select the Payroll Location of the employee from the dropdown list 
• Click the SEARCH button (Figure 44)    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Figure 44 - Modify Coverage Screen 
 
 
 
 

Note: 
All fields indicated with * are required. 
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The Modify Coverage screen will redisplay, including a list of employee’s from 
the selected Payroll Location (Figure 45). 
 

•   Click the EDIT button next to the selected employee’s name  
•   Click the MODIFY OE COVERAGE button to display the next 

screen (Contact Information screen)     
 

 
 
 
 
 
 
 
 
 
                     

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Figure 45 - Modify Coverage Screen 
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Or, To ‘Search Member’ by Policy Number and DOB: 
 

• Enter the member’s Policy Number (SSN with no dashes) (Figure 50) 
• Enter the member’s DOB (mm/dd/yyy) 
• Click the Modify OE Coverage button to display the next screen 

(Contact Information screen)     
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 50 - Modify Coverage Screen 

 
Note: 
All fields indicated with * are required. 
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The Contact Information screen will display (Figure 51) after successfully using 
either ‘Search Member by Payroll Location’ or ‘Search Member by Policy Number 
and DOB’.    
 
Once you have displayed the Contact Information screen by using either of 
the member searches, complete the Modify Coverage sub-tab as follows:         
 

• Review the pre-populated information to assure it is accurate 
(Figure 51) 

• Make any necessary changes to the contact information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Figure 51 - Contact Information Screen 
 
 
 
Note: 
All fields indicated with * are required. 
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• Select the Check Box to verify the above address is accurate and 
complete 

• Click the CONTINUE button (Figure 52)     
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 

Figure 52 - Contact Information Screen 
 
 
 
 
Note: 
All fields indicated with * are required. 
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The Tier Selection screen will display (Figure 53). 
 

• Review the pre-populated information to assure it is accurate 
• If necessary, correct the Tier Selection by selecting the appropriate 

Tier from the list according to the dependent(s) the member will cover 
for the upcoming plan year 

• Click the CONTINUE button 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Figure 53 - Tier Selection Screen 
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The Dependents screen will display (Figure 54). 
 

• Review the pre-populated information to assure it is accurate 
• YES has been pre-populated to cover all displayed Existing 

Dependents for the upcoming plan year, review each existing 
dependent’s information for accuracy 

• Select NO for each Existing Dependent that the member DOES NOT 
wish to cover for the upcoming plan year 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 54 - Dependents Screen 
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To Add a Dependent: 
 

• Click the ADD DEPENDENT button (Figure 55)      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 55 - Dependents Screen 
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The Add Dependent screen will display (Figure 56). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Figure 56 – Add New Dependent Screen 
 
  
 

• Enter the Dependent Information (dependent last name, 
dependent first name, and dependent middle initial, dependent 
suffix) 

• Select the Dependent Relation to the member from the dropdown 
list (Figure 56) 
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• The Natural or Adopted Child pop-up window will display (Natural or 
Adopted Child used in this example; related verification 
documentation requirements will display per selection) explaining the 
required dependent verification documentation (Figure 56a). Review 
the information displayed in the pop-up window explaining the 
required dependent verification documentation; Click the OK button 
(Figure 56a) 

 
 
 

 
 
 
 
 

        
                   Figure 56a – Natural Child or Adopted Child Pop-up Window 

 
• Select the Dependent Sex from the dropdown list (Figure 57) 
• Select the Dependent Ethnicity from the dropdown list 
• Enter the Dependent Date of Birth (mm/dd/yyyy)  
• Enter the Dependent SSN (SSN with no dashes) 
• Click the UPDATE button to add the dependent to the member’s 

coverage effective for the upcoming plan year (Figure 57) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                       Figure 57 – Add New Dependent Screen 
 
Note: 
All fields indicated with * are required. 
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• The PeachCare for Kids pop-up window will display when the added 
dependent may be eligible for PeachCare for Kids; review the 
information displayed in the pop-up window; Click the OK button 
(Figure  57a) 

 
 
 
 
 
 
 
 
 
 
 
 
 

                     Figure 57a - PeachCare for Kids Pop-up Window 
 

- OR   -  
 

• Click the CANCEL button if the dependent is not to be added to 
the member’s coverage (Figure 57b) and return to the 
DEPENDENTS screen without changes 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

                        Figure 57b - Dependents Screen 
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The Dependents screen will redisplay (Figure 58), including the newly added 
dependent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 58 - Dependents Screen 
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To Edit Dependent: 
 

• Click the EDIT button next to the New Dependent information you wish 
to edit (Figure 59)      

 
You may only Edit the Dependent Ethnicity on Existing Dependents.  To 
edit any other Existing Dependent information, click the DELETE button for 
that Existing Dependent; then click the ADD DEPENDENT button and  
re- enter the Existing Dependent as a new dependent with correct 
dependent information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 59 - Dependents Screen 
 
Note: 
You may only Delete a New Dependent (removing dependent from 
coverage for the upcoming plan year).  To remove an Existing Dependent 
from coverage for the upcoming plan year, select NO for that Existing 
Dependent (Figure 59).  
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The Edit Dependent Information screen will display (Figure 60).  
 

• Review the pre-populated information to assure it is accurate 
• Make any necessary corrections to the dependent information  
• Click the UPDATE button to accept the updated information; or click 

CANCEL to return to the Dependents screen without updating 
dependent information     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Figure 60 - Edit Dependent Information Screen 
 
 
 
 
Note: 
All fields indicated with * are required. 
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The Dependents screen will redisplay (Figure 61). 
 

• Click the CONTINUE button to move to the next screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 61 - Dependents Screen 
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The Tobacco Surcharge screen will display (Figure 62 ). 
 

• Select the appropriate answer  to the Tobacco Surcharge 
question  

• Click the CONTINUE button (Figure 62) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Figure 62 - Tobacco Surcharge Screen 
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A message will display below the Tobacco Surcharge question, indicating if a 
Tobacco Surcharge will be added to the member’s premium (Figure 62a). 
 
 

• Click the CONTINUE button to move to the next screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 62a - Tobacco Surcharge Screen 
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The Option Selection screen will display with associated cost for each option, 
including surcharge if applicable (Figure 63). The displayed Monthly Premiums 
are not current cost. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                       
 
                                                            Figure 63 - Option Selection Screen 
 

• Review the Acronyms at the bottom of the screen to ensure selection 
of the correct Plan Type (Figure 63a) 

 
 
 
 
 
 
 
 
 
                                                            Figure 63a - Option Selection Screen 
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• Select the appropriate Option in which the member wishes to enroll 
(Figure 64) 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 64 - Option Selection Screen 
 
 
 

•  Click the CONTINUE button (Figure 64a) 
 
 
 
 
 
 
 
 

 Figure 64a - Option Selection Screen 
 
Note: 
If a Wellness Plan Option was selected for the prior plan year and the 
Wellness Promise was not honored, Wellness Plan Options will not be 
offered as an Option.  
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• If Wellness Options are selected for HRA, HMO or HDHP, the HRA, 
HMO or HDHP Wellness Promise pop-up window will display (Figure 
65); review and Click the OK button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 65 - HRA, HMO or HDHP Wellness Promise Screen 
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The Verify Selections screen will display (Figure 66). 
 
 

• Review all of the information and health coverage selections 
• To edit information and/or health selection(s), select the appropriate 

tap on the top navigation bar (Figure 66) 
• Make any necessary changes to the selected health or coverage 

information; then navigate back to the Verify Selections screen 
 
 
 

 
 
 

Figure 66 - Verify Selections Screen 
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• After you have verified your selections, click the CONFIRM button 
(located at the bottom of the screen) (Figure 66a)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 66a - Verify Selections Screen 
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The Confirmation screen will display (Figure 67).  
 
 
 

 
 

 
 

Figure 67 - Confirmation Screen 
 
 
 
 
Note: 
The Confirmation Page located on this screen is the enrollment verification 
document.  The confirmation number is located in the Confirmation 
Number field on this page and must be received to finalize information and 
health coverage selections. 
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Please print this Confirmation Page (using your browser’s printer button) and 
save it for your records; or you may open a Printer Friendly Confirmation page.  
 
 

• Click the PRINTER FRIENDLY button (Figure 67a) located at the 
bottom of the Confirmation Page  

 
 
 

 
 

Figure 67a - Confirmation Screen 
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The Print Confirmation screen will display (Figure 67b).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 52 - Print Confirmation Screen 
 
 
The confirmed selections are listed on this page.  The most recent 
confirmation is on the top line and is the coverage the member will have for 
the plan year. 
 
  

• Review the pre-populated information to assure it is accurate 
• Click the OPEN PDF link on the Confirmation File Line you want to 

open in a PDF Format (Figure 67b)  
 
 
 
 



SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 
VERSION 2.0 - SEPTEMBER 2012 

SHBP IT - RLM 
 

73

The selected Confirmation in a PDF Format will display (Figure 67c). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Figure 67c - PDF Formatted Confirmation Screen 
 
 
 

• Save and Print the Confirmation in a PDF Format.  All information 
shown on the Confirmation Page is included in the PDF file 

• Close the Open PDF link  
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The Print Confirmation screen will redisplay (Figure 67d). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 67d - Print Confirmation Screen 
 
 
 
The Modify Coverage sub-tab of the Year Round and OE Tab is complete.  You 
may logout of this session on the left navigation bar or select another tab or   
sub-tab.    
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View Login History 
 
 

• Click the View Login History sub-tab on the left navigation bar 
(Figure 68)   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 68 - SHBP Administration Home Screen 
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The Login History screen will display (Figure 69). 
 

• Enter the member’s Policy Number (SSN with no dashes) 
• Click the SUBMIT button (Figure 69) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 69 - Login History Screen 
 
 
Note: 
All fields indicated with * are required. 
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The Login History screen will display (Figure 70) including the member’s login 
time, logout time, coverage selected, premium and confirmation number for each 
member interaction (coverage selection, premium, and/or confirmation may not 
display if the member did not complete those functions).    
 

• Click the HOME button (Figure 70) to return to the SHBP 
Administration Home Page; or select another tab-sub-tab from the left 
navigation bar  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 70 - Login History Screen 
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Print Confirmation 
 

• Click the Print Confirmation sub-tab on the left navigation bar  
(Figure 71)   

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 71 - SHBP Administration Home Screen 
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The Print Member screen will display (Figure 72). 
 

• Enter the member’s Policy Number (SSN with no dashes) 
• Click the SEARCH MEMBER button (Figure 72) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 72 - Print Member Screen 
 

 
 
Note: 
All fields indicated with * are required. 
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The next Print Member screen will display (Figure 72a) including all of the 
member’s confirmations.    
 

• Click on the appropriate Confirmation Number (Figure 72a) to open 
the confirmation link in a PDF Format (link) you want to open in a PDF 
Format (multiple confirmation numbers may be listed) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 72a - Print Member Screen 
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The selected Confirmation in a PDF Format will display (Figure 72b). 
 

• Save and Print the Confirmation in a PDF Format.  All information 
shown on the Confirmation Page is included in the PDF file 

• Close the OPEN PDF link (Figure 72b) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 72b - Print Member Screen 
 
 
 
 
 
 
 



SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 
VERSION 2.0 - SEPTEMBER 2012 

SHBP IT - RLM 
 

82

The Print Member screen will redisplay (Figure 73).  You may search another 
member or select another tab/sub-tab from the left navigation bar.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 73 - Print Member Screen 
 
 
 
 
 
 
 
 
Note: 
All fields indicated with * are required. 
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Employee Report 
  

• Click the Employee Report sub-tab on the left navigation bar  
(Figure 74)   

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 74 - SHBP Administration Home Screen 
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The Search Newly Added Employee screen will display (Figure 75). 
 

• Select the member’s Payroll Location from the dropdown list  
• Enter the member’s Hire Date (mm/dd/yyyy) 
• Select either Employee Added or Employee Confirmed from the 

dropdown list (Figure 75) 
• Click the SEARCH button   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

Figure 75 - Search Newly Added Employee Screen 
 
 
 
Note: 
All fields indicated with * are required. 
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The second Search Newly Added Employee screen will display (Figure 76).   
The policy numbers and related member’s names for your selection will display; 
including the total number of employees for the displayed selection.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 76 - Search Newly Added Employee Screen 
 
 
 
You may perform another search or select another tab/sub-tab from the left 
navigation bar. 
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Unregister User 
 

• Click the Unregister User  sub-tab on the left navigation bar  
(Figure 77)   

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 77 - SHBP Administration Home Screen 
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The Unregister User screen will display (Figure 78). 
 

• Enter the member’s Policy Number (SSN with no dashes) 
• Enter the member’s Date of Birth (mm/dd/yyyy) 
• Click the UNREGISTER button   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 78 - Unregister User Screen 
 
 
 
 
Note: 
All fields indicated with * are required. 
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The SHBP Administration Home screen will redisplay (Figure 79) including a 
message stating ‘Unregistered user successfully’.  
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Figure 79 - SHBP Administration Home Screen 
 
 
 

You may logout of this session or select another tab/sub-tab from the left 
navigation bar. 
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SHBP STAFF  
 
After completing the Administrator Login function, the SHBP Administration Home 
screen will display (Figure 80).    
 

• Click the SHBP Staff tab on the left navigation bar  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Figure 80 - SHBP Administration Home Screen 
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The SHBP Staff sub-tabs will display on the SHBP Administration Home screen 
(Figure 80). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 80 - SHBP Administration Home Screen 
 
 
The SHBP Staff sub-tabs (Figure 70) and may be used to: 

 
• Manage Admin ID’s 
• Manage Payroll Groups 
• Modify Member 
• Modify Retiree Coverage 
• Add Retiree 

• Modify Member DOB 
• Manage User Roles 
• Add Dependents 
• View Reports 
• Manage Marquee Windows 

 
  
Access to SHBP Staff sub-tabs are restricted by user role.  Follow the upcoming 
directions to complete the sub-tab functions under the SHBP Staff left navigation 
tab. 
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Manage Admin ID’s 
 

• Click the Manage Admin IDs  sub-tab on the left navigation bar  
(Figure 81)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 81 - SHBP Administration Home Screen 
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The Manage Administrators screen will display (Figure 82); including the 
payroll group, ID, name, role, last login information, and status of the 
administrators. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 82  - Manage Administrators Screen 
 
 
To Modify/Edit Administrator: 
 

 Click the EDIT button next to the Administrator information you wish to 
edit (Figure 83 )      
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The Modify Administrators screen will display (Figure 83). 
 

• Review the displayed Username to assure it is accurate 
• Review the pre-populated Status, Role Assigned, and Payroll Group 

fields for accuracy. If necessary, make appropriate selections from 
each dropdown list 

• Review the pre-populated First Name and Last Name fields for accuracy.  
Enter any necessary corrections in each field 

• Enter the New Password (case-sensitive) 
• Re-enter the New Password (case-sensitive) as confirmation  
• Click the SUBMIT button; or click the CANCEL button to return to the 

SHBP Administration Home page without modification 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
   Figure 83 - Modify Administrator Screen 
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The SHBP Administration Home screen will redisplay (Figure 84) including a 
message stating ‘Admin successfully modified’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

   Figure 84 - SHBP Administration Home Screen 
 
 
 
 
 
You may logout of this session or select another tab/sub-tab from the left 
navigation bar. 
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To Add New Administrator: 
 

 Click the ADD NEW ADMIN button (Figure 85)      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 75 - Manage Administrators Screen 
 
 
 
Note: 
The ADD NEW ADMIN and CANCEL buttons are located at the top and 
bottom of this screen (Figure 85). 
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The Add New Administrator screen will display (Figure 86). 
 

 Enter the Username (case-sensitive) 
 Select a Status from the dropdown list 
 Select the Role Assigned from the dropdown list 
 Select a Payroll Location from the dropdown list 
 Enter the First and Last Name 
 Enter the Initial Password (case-sensitive) 
 Re-enter the Initial Password for confirmation (case-sensitive) 
 Click the SUBMIT button, or click the CANCEL button to return to the 

SHBP Administration Home screen without any additions.       
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 86 - Add New Administrator Screen 
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The SHBP Administration Home screen will redisplay (Figure 87) including a 
message stating ‘Admin successfully added’.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 87 - SHBP Administration Home Screen 
 
 
You may logout of this session or select another tab/sub-tab from the left 
navigation bar. 
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Manage Payroll Groups 
 

• Click the Manage Payroll Groups sub-tab on the left navigation bar  
(Figure 88)   

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 88 - SHBP Administration Home Screen 
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The Manage Payroll Groups screen will display (Figure 89).  This sub-tab will 
allow you to modify a Payroll Group or Payroll Location; you may also add a new 
Payroll Group or Payroll Location. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 89 - Manage Payroll Groups Screen 
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To Modify Payroll Group: 
 

 Select a Payroll Group from the dropdown list in the Modify Payroll 
Group field (Figure 90)  

 Click the MODIFY button     
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 90 - Manage Payroll Groups Screen 
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The second Modify Payroll Group screen will display (Figure 91). 
 

 Review the displayed Payroll Group ID for accuracy 
 Review the pre-populated Short Description and make any necessary 

changes 
 Click the SUBMIT button; or click CANCEL and return to the manage 

Payroll Groups screen without any changes     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 91 - Modify Payroll Group Screen 
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The Manage Payroll Groups screen will redisplay (Figure 92) including a 
message stating ‘Payroll group saved’.  

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 92 - Manage Payroll Groups Screen 
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To Add Payroll Group: 
 

 Click the ADD NEW GROUP button in the Modify Payroll Group field 
(Figure 93)  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 93 - Manage Payroll Groups Screen 
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The second Modify Payroll Group screen will display (Figure 94). 
 

 Enter the Payroll Group ID  
 Enter a Short Description  
 Click the SUBMIT button; or click CANCEL and return to the manage 

Payroll Groups screen without any additions     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 94 - Modify Payroll Group Screen 
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The Manage Payroll Groups screen will redisplay (Figure 95) including a 
message stating ‘Payroll group saved’.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Figure 95 - Manage Payroll Groups Screen 
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To Modify Payroll Location: 
 

 Select a Payroll Location from the dropdown list in the Modify Payroll 
Location field (Figure 96)  

 Click the MODIFY button     
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

Figure 96 - Manage Payroll Groups Screen 
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The second Modify Payroll Location screen will display (Figure 97). 
 

 Review the displayed Payroll Location ID and Payroll Group for accuracy 
 Review the pre-populated Location Name, Location Type, Effective Begin 

Date (mm/dd/yyyy), Effective End Date (mm/dd/yyyy), Salary Message 
Code (A or B) and Rate Type and make any necessary changes 

 Click the SUBMIT button; or click the CANCEL button to return to the 
Modify Payroll Groups screen without making and changes   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 97 - Modify Payroll Location Screen 
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The Manage Payroll Groups screen will redisplay (Figure 98) including a 
message stating ‘Payroll location saved’.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 98 - Manage Payroll Group Screen 
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To Add New Location: 
 

 Click the ADD NEW LOCATION button in the Modify Payroll Location 
field (Figure 99)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 99 - Manage Payroll Groups Screen 
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The Add Payroll Location screen will display (Figure 100). 
 

 Enter the Payroll Location ID 
 Select the Payroll Group from the dropdown list 
 Enter the Location Name, Location Type, Effective Begin Date 

(mm/dd/yyyy), Effective End Date (mm/dd/yyyy), Salary Message 
Code (A or B), and Rate Type 

 Click the SUBMIT button; or click the CANCEL button to redisplay the 
manage Payroll Groups screen with no additions 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 100 - Modify Payroll Location Screen 
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The Manage Payroll Groups screen will redisplay (Figure 101) including a 
message stating ‘Payroll location saved’.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 101 - Manage Payroll Groups Screen 
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Modify Member 
 

• Click the Modify Member sub-tab on the left navigation bar  
(Figure 102)   

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 102 - SHBP Administration Home Screen 
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The Modify Member screen will display (Figure 103). 
 
The Search Member for Modification may be done by Payroll Location or by 
Policy Number and Date of Birth (DOB) as follows: 

 
1.   Select the member’s Payroll Location from the dropdown list  
2.   Click the SEARCH button to go to the next page.  

 
                - or -  

               
3. Enter the member’s Policy Number (same as SSN with no dashes) 

and Date of Birth (mm/dd/yyyy). 
4. Click the MODIFY MEMBER button to go to the next page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 103 - Modify member Screen 
 
Note: 
All fields indicated with * are required. 
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To Search Member by Payroll Location: 
 

• Select the member’s Payroll Location from the dropdown list in the 
Search Member by Payroll Location field  
(Figure 104)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 104 - Modify Member Screen 
 
 
 
Note: 
All fields indicated with * are required.   Successful completion of either 
Member Search will display the Modify Member screen to complete 
member modification.  
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The Modify Member screen will display (Figure 105); including the last four 
digits of the Policy Number, DOB, and Name.    
 
 

 Click the EDIT button next to the Member information you wish to edit 
(Figure 105)      

 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 105 - Modify Member Screen 
 
 
Note: 
All fields indicated with * are required. 
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The second Modify Member screen will display (Figure 106). 
 

 Review the member’s pre-populated information 
 Make any necessary corrections to the member’s information 
 Click the SAVE MEMBER button to accept the changes; or click the  

CANCEL button  to return to the SHBP Administration Home screen with 
no changes   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 106 - Modify Member Screen 
 
 
 
 
Note: 
All fields indicated with * are required. 
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The SHBP Administration Home screen will redisplay (Figure 107) including a 
message stating ‘Eligible member updated successfully’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 107 - SHBP Administration Home Screen 
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To Search Member by Policy Number and DOB: 
 

• Enter the member’s Policy Number (SSN with no dashes) 
• Enter the member’s Date of Birth (mm/dd/yyyy)  (Figure 108)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 108 - Modify Member Screen 
 
 
 
Note: 
All fields indicated with * are required. 
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The second Modify Member screen will display (Figure 109). 
 

• Review the member’s pre-populated information 
• Make any necessary corrections to the member’s information 
• Click the SAVE MEMBER button to accept the changes; or click the 

CANCEL button to return to the SHBP Administration Home screen 
with no changes 

 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 109 - Modify Member Screen 
 
 
 
Note: 
All fields indicated with * are required. 
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The SHBP Administration Home screen will redisplay (Figure 110) including a 
message stating ‘Eligible member updated successfully’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 110 - SHBP Administration Home Screen 
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Modify Retiree Coverage 
 

• Click the Modify Retiree Coverage sub-tab on the left navigation bar  
(Figure 111)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 111 - SHBP Administration Home Screen 
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The Modify Retiree Coverage screen will display (Figure 112). 
 
The Search Member for Modification may be done by Payroll Location or by 
Policy Number and Date of Birth (DOB) as follows: 

 
1.   Select the member’s Payroll Location from the dropdown list  
2.   Click the SEARCH button to go to the next page.  

 
                - or -  

               
1. Enter the member’s Policy Number (same as SSN with no dashes) 

and Date of Birth (mm/dd/yyyy). 
2. Click the MODIFY ROCP COVERAGE button to go to the next 

page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 112 - Modify Retiree Coverage Screen 
 
Note: 
All fields indicated with * are required.  Successful completion of either 
Member Search will display the Contact Information screen as the initial 
screen for coverage modification.  
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To Search Member by Payroll Location: 
 

• Select the member’s Payroll Location from the dropdown list in the 
Search Member by Payroll Location field  
(Figure 113)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 113 - Modify Retiree Coverage Screen 
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The Modify Retiree Coverage screen will display (Figure114); including the last 
four digits of the Policy Number, DOB, and Name.    
 
 

 Click the MODIFY ROCP CPVERAGE button next to the Member 
information you wish to modify (Figure 114)      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 114 - Modify Retiree Coverage Screen 
 
 
 
 
Note: 
All fields indicated with * are required. 
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To Search Member by Policy Number and DOB: 
 

• Enter the member’s Policy Number (SSN with no dashes) 
• Enter the member’s Date of Birth (mm/dd/yyyy)  (Figure 115)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Figure 115 - Modify Retiree Coverage Screen 
 
 
 
 
Note: 
All fields indicated with * are required. 
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The Contact Information screen will display (Figure 116).  The top navigation bar 
(above the screen name) will display the current action button and complete action 
buttons under the selected left navigation bar tab.  The top navigation bar may be 
used to return to selected action for review and/or corrections.       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 116 - Contact Information Screen 
 
 

• Review your pre-populated Contact Information to assure it is accurate 
• Enter the member’s Address and City of residency 
• Select  the member’s State of residency from the dropdown list 
• Enter the member’s Zip Code 
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• Enter the member’s Daytime Phone Number (10 digits only) 
• Enter the member’s Email Address (Figure 117) 
• Select a Primary Language by clicking on the ENGLISH or OTHER 

radial button 
• If OTHER has been selected as the Primary Language, please enter 

the name of the Primary Language 
• Select the member’s Ethnicity from the dropdown list  
• Select the Check Box to verify the above address is accurate and 

complete 
• Click the CONTINUE button (Figure 117) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 117 - Contact Information Screen 
 

Note: 
All fields indicated with * are required. 
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The Tier Selection screen will display (Figure 118).    
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 118 - Tier Selection Screen 
 
 

• Review your pre-populated information to assure it is accurate  
• Select the appropriate Tier from the list according to the dependent(s) 

the member plan to cover 
• Click the CONTINUE button  

 
 
Note:  
If you need to change Tiers due to deletion of a dependent but the appropriate 
Tier is not displayed, please contact SHBP at 1-800-610-1863.  If the member 
elects not to continue coverage for their dependent(s) for the upcoming plan 
year, the dependent(s) will not be eligible for Continuation of Coverage 
through COBRA and will not be eligible to re-enroll unless a qualifying event 
occurs.  
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If dependent coverage was selected, the Dependents screen will display  
(Figure 119) with pre-populated information.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 119 - Dependents Screen 
 

• Review the member’s pre-populated information to assure it is 
accurate (including Coverage Tier for the upcoming plan year)  

• YES has been pre-populated to cover all displayed existing 
dependents for the upcoming plan year, review each Existing 
Dependent’s information for accuracy 

• Select NO for each Existing Dependent that the member DOES NOT 
wish to cover for the upcoming plan year  

 
Note:  
If you have received a message stating your Tier Selection is incorrect due 
to the deletion of discontinuation of coverage for a dependent but the Tier 
was not available on the Tier Selection screen, please contact SHBP at  
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1-800-610-1863.  If the member elects not to continue coverage for their 
dependent(s) for the upcoming plan year, the dependent(s) will not be 
eligible for Continuation of Coverage through COBRA and will not be 
eligible to re-enroll unless a qualifying event occurs. 

 
 

 
To Edit Dependent Information: 
 
The Edit button is displayed only for the spouse (if applicable). Only the 
Dependent Ethnicity may be modified as follows: 
 

• Click the Edit button (Figure 120) on the row of the dependent spouse 
information you wish to edit 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 120 - Dependents Screen 
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The Edit Dependent Information screen will display (Figure 121) with 
pre-populated dependent information fields.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 121 - Edit Dependent Information Screen      

 
• Review the pre-populated information 
• Select the Dependent Ethnicity from the dropdown  
• Click the UPDATE button to accept changes 

 
Note: 
All fields indicated with * are required.  Click the CANCEL button to return to 
the DEPENDENTS page without making changes to the dependent 
information.  
 
 

 



SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 
VERSION 2.0 - SEPTEMBER 2012 

SHBP IT - RLM 
 

132

The edits will be saved and the Dependents screen will redisplay 
(Figure 122). 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 122 - Dependents Screen 
 
 
 
 
 
 

 
• Click the CONTINUE button to move to the next screen   
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The Tobacco Surcharge screen will display (Figure 123). 
 
The Tobacco Surcharge screen will not display for retirees who have a 
combination of the following Plan Types: 
 

• Health Reimbursement Arrangement (HRA) and Medicare 
Advantage (MA) 

• High Deductible Health Plan (HDHP) and MA  
• Health Maintenance Organization (HMO) and MA 
• All have MA  

 
• Select the appropriate answer to the Tobacco Surcharge question (Figure 

123); a message will display under the tobacco surcharge question, indicating 
if a Tobacco Surcharge will be added to the member’s premium  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Figure 123 - Tobacco Surcharge Screen 
 

• Click the CONTINUE button (Figure 123a) 
 
 
 
 

 
Figure 123a - Tobacco Surcharge Screen 

 



SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 
VERSION 2.0 - SEPTEMBER 2012 

SHBP IT - RLM 
 

134

The Option Selection screen will display with associated cost for each option, 
including all surcharges if applicable (Figure 124).  The displayed Monthly Premiums 
are not current cost. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 124 - Option Selection Screen 
 
 
 
 

Note: 
If a Wellness Plan Option was selected for the prior plan year and the 
Wellness Promise was not honored, Wellness Plan Options will not be 
offered as a Option.  
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• Review the acronyms at the bottom of the page to ensure selection the 
correct Plan Type (Figure 124a) 

• Select the appropriate Option in which the member wishes to enroll 
(Figure 119); Wellness Options will not display for retirees who 
selected a Wellness Option for the previous plan year but did not keep 
the Wellness Promise 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Figure 124a - Option Selection Screen 
 
 
 
 
 

• Click the CONTINUE button (Figure 124a) 
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• If Wellness Options are selected for HRA, HMO or HDHP, the HRA, 
HMO or HDHP Wellness Promise pop-up window will display (Figure 
124b); review and Click the OK button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 124b – HRA, HMO or Wellness Promise Pop-up Window 
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The Verify Selections screen will display (Figure 125). 
 

• Review all of the member’s information and health coverage selections 
• To edit the member’s information and/or health selection(s), select the 

appropriate tab on the top navigation bar 
• Make any necessary changes to the selected health or coverage 

information; then navigate back to the Verify Selections screen 
 
 
 

 
 
 

Figure 125 - Verify Selections Screen  
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• After verification of selections, click the CONFIRM button (located at 
the bottom of the screen) (Figure 125a) 

 
   

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Figure 125a - Verify Selections Screen/ Confirm Button 
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The Confirmation screen will display (Figure 126). 
 
 

 
 

Figure 126 - Confirmation Screen 
 
 
 
Note: 
The Confirmation Page located on this screen is the member’s enrollment 
verification document.  The confirmation number is located in the 
Confirmation Number field on this page.  The Confirmation Number must be 
received to finalize the information and health coverage selections.  
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Please print this Confirmation Page (using your browser’s printer button) and save it 
for your records; or you may open a Printer Friendly Confirmation page.   
 
 

• Click the PRINTER FRIENDLY button (Figure 126a) located at the 
bottom of the Confirmation Page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 126a - Confirmation Screen 
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The Print Confirmation (Printer Friendly) screen will display (Figure 126b). 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 126b - Print Confirmation Screen 
 
 
 

The confirmed selections are listed on this page.  The most recent confirmation is 
on the top line and is the coverage the member will have for the plan year. 

 
 

• Review the member’s  pre-populated information to assure it is 
accurate 

• Click the OPEN PDF link on the Confirmation File Line you want to 
open in a PDF Format (Figure 126b) 
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The selected Confirmation in a PDF Format will display (Figure 127). 
 
 
 

 
 

   Figure 127 - PDF Formatted Confirmation Screen 
 
 

• Save and Print the Confirmation in a PDF Format.  All information 
shown on the Confirmation Page is included in the PDF file 

• Close the OPEN PDF link 
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The Print Confirmation screen will redisplay (Figure 128). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Figure 128 - Print Confirmation Screen 
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Add Retiree 
 
 

• Click the Add Retiree sub-tab on the left navigation bar  
(Figure 129)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 129 - SHBP Administration Home Screen 
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The Add Retiree screen will display (Figure 130). 
 
 

• Enter the Retiree Information.  Policy Number (same as SSN with no 
dashes) 

• Select the Retiree’s Sex from the dropdown list 
• Select the Retiree’s Ethnicity from the dropdown list 
• Enter the Retiree’s DOB (mm/dd/yyyy) 
• Select the Rate Key from the dropdown list 
• Select the Retiree’s Payroll Location from the dropdown list 
• Select the Retiree’s Plan Year Option (2011 used in the example) 

from the dropdown list 
• Select the Retiree’s  Plan Year Tier (2011 used in the example) from 

the dropdown list 
• Click the SAVE RETIREE button to add the Retiree; or click the 

CANCEL button to return to the SHBP Administration Home page with 
no additions   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 130 - Add Retiree Screen 
 
 
Note: 
All fields indicated with * are required. 
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The SHBP Administration Home screen will redisplay (Figure 131) including a 
message stating ‘Eligible member added successfully’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 131 - SHBP Administration Home Screen 
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Modify Member Date of Birth 

 
 

• Click the Modify Member DOB sub-tab on the left navigation bar  
(Figure 132)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 132 - SHBP Administration Home Screen 
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The Modify Member Date of Birth screen will display (Figure 133). 
 

• Enter the member’s Policy Number (same as SSN with no dashes) 
• Enter the member’s Date of Birth (mm\dd\yyyy) 
• Click the SUMBIT button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 133 - Modify Member Date of Birth Screen 
 
 
 
Note: 
All fields indicated with * are required. 
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The second Modify Member Date of Birth screen will display (Figure 134). 
 

• Review the pre-populated last four digits of the member’s Policy 
Number (same as SSN with no dashes) for accuracy 

• Enter the member’s modified Date of Birth (mm\dd\yyyy) 
• Click the SUMBIT button; or click the CANCEL button to return to the 

SHBP Administration Home screen without modifications  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure134  - Modify Member Date of Birth Screen 
 
 
 
 
Note: 
All fields indicated with * are required. 
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The SHBP Administration Home screen will redisplay (Figure 135) including a 
message stating ‘Member DOB updated successfully’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

Figure 135 -Modify Member Date of Birth Screen 
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Manage User Roles 
 
 

• Click the Manage User Roles sub-tab on the left navigation bar  
(Figure 136)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 136 - SHBP Administration Home Screen 

 
 
 
 
 
 



SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 
VERSION 2.0 - SEPTEMBER 2012 

SHBP IT - RLM 
 

152

The Manage Roles screen will display (Figure 137).  You may Edit or Add a 
Role using this sub-tab as follows: 
 
 
To Edit a Role: 
 

• Click the EDIT button next to the Role you wish to edit (Figure 137) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Figure 137 -Manage Roles Screen 
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The Modify Role screen will display (Figure 138).   
 

• Click the box(es) under the Access column for the privilege you 
wish to add to the displayed Role 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 138 -Modify Role Screen 
 
 
 
 
 
 
 
 
 
 



SHBP WEB PORTAL USER GUIDE - OPEN ENROLLMENT (ADMINISTRATOR) 
VERSION 2.0 - SEPTEMBER 2012 

SHBP IT - RLM 
 

154

 
• Click the SAVE ROLE button update the modifications; or click the 

CANCEL button to return to the Manage Roles screen with no change 
in Roles (Figure 139) 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 

Figure 139 -Modify Role Screen 
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The Manage Roles screen will redisplay (Figure 140) including a message 
stating ‘Role successfully saved’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure140 -Manage Roles Screen 
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To Add a Role: 
 

• Click the ADD ROLE button (Figure 141) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 141 -Manage Roles Screen 
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The Add Role screen will display (Figure 142).   
 

• Enter the Role Key 
• Enter the Role Description 
• Click the box(es) under the Access column for each privilege you 

wish to add to the displayed Role 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 142 -Add Role Screen 
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• Click the SAVE ROLE button to save the addition; or click the 
CANCEL button to return to the Manage Roles screen with no 
additions (Figure 143) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

Figure 143 -Add Role Screen 
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The Manage Roles screen will redisplay (Figure 144) including a message 
stating ‘Role successfully added’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 144 -Manage Roles Screen 
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Add Dependents 
 
 

• Click the Add Dependents sub-tab on the left navigation bar  
(Figure 145)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 145 -SHBP Administration Home Screen 
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The Add Dependents screen will display (Figure 146).  
 

• Enter the member’s Policy Number (same as SSN with no dashes) 
• Enter the member’s Date of Birth (mm\dd\yyyy) 
• Click the ADD DEPENDENTS button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 146 - Add Dependents Screen 
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The Dependents screen will display (Figure 147).   
 
To Add Dependent(s): 
 

• Click the ADD DEPENDENT button 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Figure 147 - Dependents Screen 
 
 
 
Note: 
If Existing Dependents are shown, “Yes” has been pre-populated to cover 
those  dependents for the upcoming plan year;  “No” may be selected if the 
member does not to cover that Existing Dependent for the upcoming plan 
year.  
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The Add New Dependent screen will display (Figure 148).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 148 - Add New Dependent Screen 
 

• Review your pre-populated information to assure it is accurate  
• Enter the Dependent Information (dependent last name, 

dependent first name, dependent middle initial, and dependent 
suffix) 

• Select the Dependent Relation from the dropdown list (dependent 
verification documentation will be required) 

• Select the Dependent Sex from the dropdown list 
• Select the Dependent Ethnicity from the dropdown list 
• Enter the Dependent Date of Birth (mm/dd/yyyy)  
• Enter the Dependent SSN (SSN with no dashes) 
• Click the UPDATE button to add the dependent to your coverage 

 
Note:  
All fields indicated with * are required.  Click the CANCEL button if the 
dependent is not to be added to your coverage and the DEPENDENTS page 
will redisplay.   
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The Dependents screen will redisplay with the newly added dependent information 
and all previously added dependents listed, indicating “Yes” in the Cover Dependent 
field (Figure 149).    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 149 - Dependents Screen 
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To Edit Dependent Information: 
 
The Edit button is displayed only for the spouse (if applicable) or newly added 
dependents.   To edit spouse or new dependent information: 
 
 

• Click the Edit button (Figure 150) on the row of the dependent 
information you wish to edit 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Figure 150 - Dependents Screen 
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The Edit Dependent Information screen will display (Figure 151) with 
pre-populated dependent information fields.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 151 - Edit Dependent Information Screen      
 

• Review the dependent information 
• Make any necessary corrections to the dependent information 
• Click the UPDATE button to accept changes 

 
Note: 
All fields indicated with * are required.  Click the CANCEL button to return to 
the DEPENDENTS page without making changes to the dependent 
information.  
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The edits will be saved and the Dependents screen will redisplay 
(Figure 152). 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 152 - Dependents Screen 
 
 
 
Note: 
You may only edit the Dependent Ethnicity on Existing Dependents.  To edit 
existing dependent information (other than Dependent Ethnicity): 
 

 Click the NO button for that existing dependent (removing that existing 
dependent from coverage 

 Click the ADD DEPENDENT button and re-enter the existing dependent 
as a new dependent with correct dependent information.   
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To Delete Dependent(s) Information: 
 

• Click the Delete button (Figure 153) on the row of the dependent 
information you wish to delete 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 153 - Dependents Screen 
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The Dependents screen will redisplay and the previously selected dependent for 
deletion will no longer be listed (Figure 154). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 154 - Dependents Screen 
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View Reports 
 
 

• Click the View Reports sub-tab on the left navigation bar  
(Figure 155)   

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 155 - SHBP Administration Home Screen 
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The View Reports screen will display (Figure 156).  This is a view only 
informational screen.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 156 - View Reports Screen 
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Manage Marquee 
 

• Click the Manage Marquee sub-tab on the left navigation bar  
(Figure 157)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 157 - SHBP Administration Home Screen 
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The Edit Marquee screen will display (Figure 158).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 158 - Edit Marquee Screen 
 
 
 
 

Note: 
All fields indicated with * are required.   
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• Enter the message you want displayed on the mySHBP Web Portal 
Welcome Page in the Marquee Message field (Figure 159) 

• Enter the Marquee Unavailable Start Date (mm/dd/yyyy) and Time 
(hh.mm) 

• Enter the Marquee Unavailable End Date (mm/dd/yyyy) and Time 
(hh.mm) 

• Click the SAVE button; click the CANCEL button to return to the 
SHBP Administration Home page without changes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Figure 159 - Edit Marquee Screen 
 
 
 

Note: 
All fields indicated with * are required.   
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The SHBP Administration Home screen will redisplay (Figure 160) including a 
message stating ‘Marquee message updated successfully’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 160 - SHBP Administration Home Screen 
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MODIFY LOGIN  
 
 

• Click the Modify Login tab on the left navigation bar  
(Figure 161)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 161 - SHBP Administration Home Screen 
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The Modify Admin Login screen will display (Figure162).  
 

• Enter the Current Password (case-sensitive) 
• Enter the New Password (case-sensitive) 
• Re-type the New Password for confirmation (case-sensitive) 
• Your previously selected Security Question is pre-populated in the 

Security Question dropdown field.  You may utilize the pre-populated 
Security Question or select a new Security Question from the 
dropdown list 

• Your answer to the previously selected Security Question is pre-
populated in the Your Answer field.  If you did not change your pre-
populated Security Question, you may utilize the pre-populated 
answer.  If you selected a new Security Question from the dropdown 
list, enter your new answer to the Security Question in the Your 
Answer field (not case-sensitive) 

• Click the UPDATE button; or click the CANCEL button to return to the 
SHBP Administration Home page with no changes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 162 - Modify Admin Login Information Screen 

 
Note: 

All fields indicated with * are required.   
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The SHBP Administration Home screen will redisplay (Figure 163) including a 
message stating ‘Account successfully modified’.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Figure 163 - SHBP Administration Home Screen 
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 LOGOUT  
 

• Click the Logout tab on the left navigation bar  
(Figure 164)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 164 - SHBP Administration Home Screen 
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The Enter Administration Login Information screen will redisplay (Figure 
165).  You may now close your browser.  
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 165 - Enter Administrator Login Information Screen 
 
 


