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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.

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 users 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 users 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.

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.

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.

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 should be

avoided if at all possible.



https://www.myshbp.ga.gov/admin

SHBP Web Portal and ViewDirect Access Agreements:

The SHBP Premium Remittance Form may be accessed for electronic submittal through
the SHBP Web Portal System and various reports electronically for viewing, downloading,
and/or printing from ViewDirect (e-Bill). Authorized employing entities may access the
SHBP Web Portal System and ViewDirect (e-Bill) by completing Access Agreements.
Both agreements gives access to secure sites 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 and

ViewDirect Access Agreement.

SHBP Web Portal Access Agreement(s) and ViewDirect (e-Bill) 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) and ViewDirect Access Agreement(s) and should be faxed to
the attention of Deborah Sheppard at 1-866-545-3161.

SHBP Web Portal and ViewDirect Usernames and Passwords:
Once the SHBP Web Portal Access Agreement(s) and ViewDirect (e-Bill) Access
Agreement(s) have been received and verified by SHBP, Web Portal and ViewDirect
Usernames and Passwords are assigned according to the agreement. The SHBP Web
Portal System Administrator and ViewDirect Administrator are responsible for the following:
e the assignment of SHBP Web Portal and ViewDirect Usernames
e the assignment of SHBP Web Portal and ViewDirect Passwords
e the resetting of SHBP Web Portal and ViewDirect Passwords

All SHBP Web Portal System Administrator and ViewDirect Administrator requests should
be made via e-mail to Deborah Sheppard at dsheppard@dch.ga.gov.

Each employing entity may be assigned SHBP Web Portal and ViewDirect Usernames and
Passwords; and are assigned to specific individuals within the employing entity’s location.
Each individual must sign agreements that they will not allow anyone access to their SHBP
Web Portal and ViewDirect 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 SHBP Web Portal and ViewDirect Usernames and
Passwords when assigned users are no longer eligible for access to the secure sites.

SHBP Web Portal and ViewDirect User Guides:
To access electronic versions of the SHBP Direct Bill Web Portal User Guide for Payroll
Locations and ViewDirect Quick Reference Guide, please visit the DCH website at
www.dch.georgia.gov/shbp.
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OVERVIEW

Effective July 1, 2012, SHBP moved away from the percentage of state-based salary
(percentage of payroll) billing model to a billing method known as Direct Bill.

Direct Bill is a per member per month (PMPM) billing method which includes all retroactive
adjustments and Leave Without Pay (LWOP). Payroll locations will ‘pay as billed’ a
direct PMPM (flat rate) for each employee enrolled in the SHBP.

Direct Bill applies to employees enrolled in the SHBP for the following payroll locations:

Boards of Education (Certificated Employees, Service Employees and
Board Members)

Charter Schools

Regional Educational Service Agencies (RESA)

Libraries

Georgia Military College

Currently, State Agencies, Contract Groups, and all Retiree Groups will not be affected
by the change to Direct Bill.

The following payroll location changes were made for Direct Bill implementation:

End dates will be placed on Old Payroll Locations once all transactions
are complete
New Direct Bill Payroll Location Numbers assigned effective July 1,
2012
Transfer all employees to New Direct Bill Payroll Locations once all
transactions are complete in the Old Payroll Locations
Corrections of Line 6 balances prior to closing Old Payroll Location
Numbers
Billing schedule modifications:
The following Revised Billing Schedule has been established for the
balance of the 2012 plan year, paying for coverage in ‘advance’ for both
employee and employer contributions (PMPM):

« July 27,2012

» August Revised Billing Schedule 27, 2012

+ September 25, 2012

» October 26, 2012

+ November 26, 2012

+ December 26, 2012

Typically, the bill runs overnight and will be available on ViewDirect the
following business day under the New Direct Bill Payroll Location
Number.




The first ‘Direct Bill’ became available June 29, 2012. Employers
remitted payment for employee premium contributions and Public
School Employee Plan employer contributions. These payments were
for July 2012 coverage. As was communicated during the recent
conference calls employers were advised to delay paying the Teachers
Plan employer contribution until any applicable state allotments were
received.

In order to implement paying in advance for coverage please disregard
the Teachers Plan employer contributions on your June 29, 2012 bill.
These will be replaced by a new bill on July 27, 2012 that includes
Teachers Plan employer contributions and employee contributions for
August 2012 coverage. The July 27, 2012 bill will also include Public
School Employee Plan employer contributions and employee premium
contributions for August 2012 coverage. Payment in full will be due on
the 5™ business day of August 2012.

Direct Bill Payroll Location Proof Bills and Billing Statements for the months before and
after July 1, 2012 are accessed through ViewDirect (view only). ViewDirect Proof Bills
should never be used to determine Total Premium Due; ViewDirect Monthly Billing
Statements should be used for this purpose.

The following ViewDirect Proof Bill for Direct Bill (Figure 1) is available daily to verify
correct employee coverage and premium deductions (view only):

REPORT NAME CONTENT
SHPRFDBL Generated Daily. SHBP Proof Direct Bills.
Download report 360-H141 (Current &
SHBP Proof Direct Bills retroactive Transaction list) to Excel

format using export method (policy)
SHPRFDBL. This export method (policy)
includes premium changes. Download
report 360-H141 (Current & retroactive
Transaction List) to Excel format using
export method (policy): SHPRFDB2. This
export method (policy) does not include
premium changes. Download report 360-
H142 (Reported Membership Totals) to
Excel format using export method
(policy): SHPRFDB3.

Figurel - ViewDirect Direct Bill Proof Bill




The following ViewDirect Billing Statement for Direct Bill (Figure 2) is available monthly
and should be used to determine the Total Premium Amount Due (view only):

REPORT NAME CONTENT
SHPDBILL Generated Monthly. SHBP Direct Billing.
Download report 360-H141 (Current &
SHBP Direct Bills retroactive Transaction list) to Excel format

using export method (policy) SHPDBILL. This
export method (policy) includes premium
changes.

Download report 360-H141 (Current &
retroactive Transaction List) to Excel format
using export method (policy): SHPDBIL2. This
export method (policy) does not include premium
changes. Download report 360-H142
(Reported Membership Totals) to Excel
format using export method (policy):
SHPDBIL3.

Figure 2 - ViewDirect Direct Billing Statements

The revised billing statements include individual account receivables (A/R) for both
employee deductions and employer contributions. The Billing Statement Adjustment
Worksheets (360-H144 and 360-H144L) have been eliminated from Direct Bill. All
retroactive adjustments and LWOP are included on the payroll location’s monthly
billing statement for Direct Bill.



An additional column for Employer Contributions has been added to the Payroll Location
Reported Membership Totals (360-H142) (Figure 3) as follows:

SIT10-CHATTOOGA COUNTY BOE

= PROOF BILL - PROOF BILL -
MEMBERSHIP ENROLLMENT MAMAGEMENT SYSTEM
REPORTED MEMBERSHIP TOTALS

REPORT NO : 360-H142
EFFECTIVE : @112
PRINTED ON © 011312
PAGE NO 3

k\

TYPES OF COVERAGE

___OFTION__COVERAGE

[UMCWHRA  EESPCH

unc WHRA  EESPCHT .
l.rru: WHRA  EESPCHISP :
I.IHC SHOHP SINGLE
l.rru: SHDHP EESPCH
unc SHOHP EESPCHIT
unc WHDHP  SINGLE
! '

{UHE WHOHP  S/T0B 5C

{UHC WHDHP  EESP

PRE“OUS urmmms .iD.HJ.E'I'ED
| REPORTED!
P TOTALS

S .

CURRENT ACTIONS
.u...........—, mg S ———
mREﬁES DEEFIEA.SESr
B

CJ.RHENT
TOTALS IEII.EASES DE{:REA.'&E.’EL TOTALS

_IG!_ ; _[D'.I_ B R : | i

16 n! uE % uE uE 18}
i : : : i : :
E: o: o & o o &
: ! ; i ; : :
& o ot 4 o o a4
i 5 : i i
1 o o 1 o; o; H
; ; i E
L H o 1 UH 0 1

: : : i : :
1 o ¢ 1 o o 1
2 o o z o o 2

i : - | ; ; :
L o o i : o: H

i : i i : i ;
: : : : ; : i i ;
IUNG WHDHP  EESP 1 o o 1 o o i sl 33555
: : : i ; : : : '
: : : : : : : :
IUME_W_HOHP_ EESPCH ' o ot i ot o 1128 53535
i ' H H H H H H H
: : : : : : : : : : :
TOTAL 180: o o 180} 1 1 190 4808482 | sssss st
: : : i : i i : : '

: REPORTED \DECUCT

EMPLOYER
DUE
TH}E -
_IH]_. -

w8 588
2003,15! #$as

21844 ssessi

mm?
mué
-llhl!li
T

13308 ]

ﬂiml

TOTALDUEFOR
L0112 COVERAGE

55535 stg

Figure 3 - Payroll Location Reported Membership Totals (360-H142)
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LOGIN

Follow the below directions to Login the SHBP Administrator Web Portal:

e Double click the Internet Explorer Icon (Figure 4)

oy

=4

Inkernet
Explarer

Figure 4 - Internet Explorer Icon

The Internet Browser Home screen will display.

e Enter https://www.myshbp.ga.gov/admin in the address field of the Internet

Browser screen (Figure 5)
e Press the Enter key

—

¥ £ htkps: /. myshbp.ga.gov/admin

|\- . -.;._.

Figure 5 - Internet Browser Address Field


https://www.myshbp.ga.gov/admin
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The Enter Administrator Login Information screen will display (Figure 6).

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION  CONTACT US  ONLINE HELP

\SHBP

State Health Benefit Plan

Friday, September 30, 2011

Enter Administrator Login Information Instructions

All fields indicated with * are required,
Lsername and Password are both case-
sensitive,

*Usermnarne

“Password 1, Enter your Username and Passward,

2. Click the LOGIM button,

If you don't remember your Password, click the
LOGIN FORGOT PASSWORD FORGOT PASSWORD buttan.

Georgia.pov Privacy Important Notices Accessibility Contact Georpia.pov

Copyright © 2011 State of Georgia - All rights reserved

Figure 6 - Enter Administrator Login Information Screen

e Enter your Username
e Enter your Password
e Click the LOGIN button (Figure 6)

Note:
All fields indicated with * are required.
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The SHBP Administration Home screen will display (Figure 7).

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACTUS  ONLINE HELP

\\) State Health Benefit Plan

Friday, Septernber 30, 2011

SHBP Administration Home
Year Round
and OF »>
Please select one of the tabs on the left navigation bar.

SHBP Staff »>>

Figure 7 - SHBP Administration Home Page

Your Login is now complete and you may now select one of the tabs on the left navigation
bar (Figure 7) 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.

DIRECT BILLWEB PORTAL USER GUIDE - PAYROLL LOCATIONS
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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:

e Click the FORGOT PASSWORD button (Figure 8)

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION CONTACT US  ONLINE HELP

\SHBP

State Health Benefit Plan

Friday, September 30, 2011

Enter Administrator Login Information Instructions

All fields indicated with ™ are required.

*|Usernarme I:l Username and Password are both case-

sensitive,

*Password I:| 1, Enter your Username and Password,

2, Click the LOGIN buttan,

K vou don't remember your Passwaord, click the
LOGIN FORGOT FASSWORD JORGOT PASSWORD button,

Georgia.pov Privacy Important Notices Accessibility Contact Georpia.pov
Copyright ® 2011 State of Georgia - All rights reserved

Figure 8 - Enter Administrator Login Information Screen

Note:
All fields indicated with * are required.




The Forgot Password screen will display (Figure 9).

e Enter your Username
e Click the CONTINUE button (Figure 9)

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACTUS  ONLINE HELP

\SHBP

State Health Benefit Plar

Friday, September 30, 2011

Forgot Password Instructions

All fields indicated with *
are required. Username is

Forgot Password »
case-sensitive,
1. Enteryour

lJsername.

2. Clck the CONTINUE
button to go to the
next page; or click
the CANCEL button
to return to the
Enter Administratar
Login Informatian

page with no change
in password,

Figure 9 - 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 10).

e Enter your Security Answer (not case sensitive)

e Click the SUBMIT button (Figure 10)

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACT US  ONLINE HELP

SHBP

St Flastth Peght Pice

Forgot Password Instructions:

All fiekds indicated with *
are required Security
Question ancwer & not
case-sensitive

Enter Password Recover y Infor mation

‘Username AAAAAAAAA

1. Review your pre-
Security Question What is your pet's name/ populated

*Senurity snswer information to
assure it is sccurate
3 b o ~ 0 Enter your answer to
SUBMIT CANCEL the Security

Question (not case-
sensitive).

Click the SUBMT
button 1o go to the
next page; or dhick
the CANCEL butten
to return to the
Enter administrator
Login nformation
page withno
recovary/change in
password.

Figure 10 - 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 11).

ABOUTUS FAQ DECISIONGUIDES ADD'L INFORMATION CONTACT US  ONLINE HELP

\SHBP

State Health Benefit Plan

Friday, September 30, 2011

Your password has expired. Please enter a new passward.
Change Password Instructions:

All fields indicated with *
are required, Passwords
are case-sensitive,

Enter New Password

*New Password
1, Create and enter

your New Password,
New Password should
be hetween & and 20

characters (case-
g msswor ] cavce. e

at least 3 of the

follawing types of

characters:

- Uppercase letter

- Lowercase letter

- Mimhar

*Confirm hew PasswoN

Figure 11 - Enter New Password Screen

o 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 (Figure 11)

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.



The Enter New Password screen will display when your Password has expired,
indicated by a message in the message field (Figure 11).

The Enter Administrator Login Information screen will redisplay (Figure 12). A

message will display in the message field stating, ‘Password and security question
successfully saved. Please login.’

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION  CONTACT US  ONLINE HELP

\SHBP

Sicve Health BenelF Pla

o Password successfully changed. Please login.

Enter Administrator Login Information Instructions

Al filds indicated with * are required,
"Usemama IJsemame and Password are both case-
sensitive,
1. Enter your Usermame and Password.
2. Click the LOGIN button.

- Ifyou don't remernber your Password, click the
LOGIN FORGOT PASSWORD FORGOT PASSWORD button.

"Passward

Georgia.gov Impariant Natices Accessibility Contact Georgia.poy

Figure 12 - Enter Administrator Login Information Screen (Password Changed)
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Your Password Change is now complete. You may now use your newly created Password

to Login through the Enter Administrator Login Screen.



SITE NAVIGATION

The header bar is located at the very top of the screen (Figure 13) and provides active

links and information regarding SHBP (i.e. Decision Guides, User Guides, Contact
Information, FAQ’s, etc.).

¢ ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION CONTACT US  ONLINE HELP

\SHBP

State Health Benefit Plan

Friday, September 30, 2011

Enter Administrator Login Information Instructions

All fields indicated with ™ are required

*Usemarne l:l Username and Password are both case-

sensitive,
*)
Password I:l 1. Enter your Username and Passward,

2, Click the LOGIN button,

If you don't remember your Password, click the
sl AR AN FORGOT PASSWORD buttan,

Georpia.pov Privacy Important Notices Accessibility Contact Georpia.pov

Copyright ® 2011 5ta rgia - All righ

Figure 13 - Header Bar
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The left navigation bar will display on each screen beginning with the SHBP
Administration Home Page (Figure 14). 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 14)

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION CONTACT US  ONLINE HELP

|SHBP

State Health Benefit Plan

Friday, Septamber 30, 2011

SHBP Administration Home
Year Round
and OF »>
Please select one of the tabs on the left navigation bar.

Figure 14 - Left Navigation Bar

DIRECT BILLWEB PORTAL USER GUIDE - PAYROLL LOCATIONS
JULY 2012
SHBP IT - RLM



19

The ‘Year Round and OE’ and ‘SHBP Staff’ tabs include sub-tabs (sub-tabs indicated by
arrows) on the left navigation bar (Figure 15). You may navigate between site functions
by selecting the left navigation tabs and/or sub-tabs (never use your browser’s “BACK”
button).

ABOUTUS FAQ DECISION GUIDES ~ ADD'L INFORMATION  CONTACTUS  ONLINE HELP

\\) State Health Benefit Plan

Manday, October 03, 2011

SHBP Administration Home

fear Round

and OF >> o
Flease select one of the tabs on the left navigation bar,

Add New Employes

Madify

Ernployes Repart

Inregister User

Figure 15 - Left Navigation Bar

DIRECT BILLWEB PORTAL USER GUIDE - PAYROLL LOCATIONS
JULY 2012
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DIRECT BILL

After completing the Administrator Login function, the SHBP Administrative Home screen
will display (Figure 16).

» Click the Year Round and OE tab on the left navigation bar (Figure 16)

# | Goga e et et i ' B0 8 Qre O

ABOUTUS FAQ DECKIONGUIDES ADD'L INFORMATION CONTACTUS  ONLINE HELP

|SHBP

Sictc Healoh Sencfit Plow

SHEP Admimstration Home

Figure 16 - SHBP Administration Home Screen

DIRECT BILLWEB PORTAL USER GUIDE - PAYROLL LOCATIONS
JULY 2012
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The Year Round and OE sub-tabs will display on the SHBP Administration Home
screen (Figure 17).

* Click the Direct Bill sub-tab on the left navigation bar (Figure 17)

rregister User

SHEP Staff »»

Modify Lagin
Lagout

Figure 17 - SHBP Administration Home Screen

DIRECT BILLWEB PORTAL USER GUIDE - PAYROLL LOCATIONS
JULY 2012
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The Search Direct Bill Location screen will display (Figure 18).

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

§ o Gaorg Tt eakh Berwft Plan ' BB m i (o

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION CONTACTUS  OMLINE HELP

\SHBP

St Healoh Bencit Plan

Search Direct Bill Location Instructions

1. Talect the Payrel
Lacation from the
dirigedinen ist.
Select Payroll Locstion 2. Click the SEARCH
buthon,

Search Direct Bill by Payroll Locatinn

SEARCH

(Geargiapor Impertant Netices Acceswibility Contact Gesrphepor

Figure 18 - Search Direct Bill Location Screen

DIRECT BILLWEB PORTAL USER GUIDE - PAYROLL LOCATIONS
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You may enter the payroll location number you wish to select into the Select Payroll
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Location dropdown list to quickly display a specific range of payroll location numbers for
selection (Figure 19).

|~ R—— | () (LOOKOUT MTN CSB )

J00 W tetoscipesservis.gaerga govid 13630 (HIGHLAND RIVERS (SB)

M [k Vew Favrtes

13640 (AVITA COMMUNITY PARTNERS )

Tk Wb 13550 (COBB CNTY £38)

13080 (DOUGLAS CNTY CS8)

WO GogaSue et Berelt B | 1358 (DEKALB (S8

ABOUT US FAQ DECIREGuETXg{siTws:))

Georglagov

\L

and OF >

SHAP Staff >>

Modify Login
Logout

13690 (GWINETT/ROCKINEWT £SB )

13710 (ADVANTAGE BEHAVIORAL HLTH)
13720 (PATHWAYS CENTER)
13730 (MCINTOSH TRAIL CS8 )

1374) (RIVER EOGE BEHAVIORAL HLT)
S H B P 13750 (PHOEN CENTER BHS )
13760 (OCONEE CSB)

State HHoubh Bemefit Plod 13770 (SERENITY BHS )

13780 (OGEECHEE CS8)

13790 (NEW HORIZONS )

13800 (MIDDLE FUNT CSB)

13810 (CSB MIDDLE GA)

13820 (ALBANY AREA (S8)

113870 (THE GA FINES €SB )
1384) (SOUTH GA CSB)

Searcr:aaso (PINELAND €SB )
13960 (SATLLA CSB)

Saaceh (13580 (GATEWAY CSB)

14000 (A PEANUT COMMISSION )
14010 (ADMINSTRATIVE SERVICES)
14020 (COURT OF APPEALS)
14030 (SUPREME COURT) v/

| SEARCH

Impeetant Notices Accessibibity

Figure 19 - Search Direct Bill Location Screen

CONTACTUS  ONLINE HELP

| ———
V&'?A

N0 e e ok -

Instructions

1, Select the Payrol
Location from the
dropdown list
Click the SEARCH
butten

o

Contact Georgla.gov
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The selected payroll location will display in the Select Payroll Location field
(Figure 20).

» Click the Search button (Figure 20)

+ |9 ey Sate Heakth Bereft s B-0 & ihe-{ie

ABOUTUS FAQ DECSIONGUIDES ADD'LIMFORMATION CONTACTUS  ONLINE HELP

SHBP

Ny Mol Bowlt Plar

Search Direct Bill Location Instructions

1. Select the Payrol
Lecatien from the
denpdown e,

2, (lick the SEARCH

burtton,
| SEARCH

[iearid pan e tanl Matiee heeasability [antact Geotgla.po

search Direct Bl by Payroll Location

Figure 20 - 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 21):

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.

¢ % Gaoryl St Heakh et Pl ' BB @D Gue

ABOUTUS FAQ DECISION GUIDES ADD'L INFORMATION COMTACTUS  OMLIME HELP

\SHBP

! Sty Mleaalrlh Beviclle Pl

WP Search Instructions
and OF »»
o Thete are no outstandng preaniam temitance farms for e selected Direct Bl 1. Select the Parol
Paynell Locaon, Please comtact the Dwect Bl Team o deecibiladohogangey fa Lacation from the
“.'M ¥ adidonal ijuesiions, drupm lit,
2, Click the SEARCH

- Saarch Direct Bil by buttzn.
Lagout

FEEI5 (WAYNE HOME CARE SERVICES) »

sEARCH

Figure 21 - 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 23).

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 23).

* Click the Remit Form button on the row displaying the desired Effective Date
(direct bill date) for the location record (Figure 23)

4' #WMMMM ’.} . 8 - - .'.p*. Jra*

Stte Hoabtk Bencfe Plon

|SHBP

o A Search Direct Bill Location [nstructions
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The Premium Remittance Form for your selected Location Record will display with
pre-populated fields (Figure 24).

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 24).
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BT butten 6
char o anAries w
i Pdre el S0 TN
) el el
W i by raried 2
that BT LM
vl diiplinyid o6
Thap LT
bemitiane Form 8
w EF THH i Tty
ik bt SubamiTI b
- o the s day an
Thap LT
bemirtiance Farm

Suynamat MumEsr o 1000F Firintpd Omc 0501007

Payment Secthon

IEifEfging

Bemitiance bddrean State Heam Baain Fan

Figure 24 - 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 24).
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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 25)

« 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
e Click the Submit button (Figure 25)
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Figure 25 - 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 26):

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 persist after review,
please contact the Direct Bill Team at directbill@dch.ga.gov.
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Figure 26 - 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 27) to clear all previous entries made in the
Payment Section; entries may be re-entered once cleared
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LoCation S0T12 « ATNOON BOE Cftien 0701 2012 Jection Tha amiast
(jertared in the
“rount of Payment®
Pore NuTder VIIQINT) fabds ) vkt equad
B "Ny Fremium
TotalPyemmum Amount Doe S1INTH ooy
sk ron vl
B pctegted by
Paymont Section Ohcking e AAMT

ChechsTrans # Amewnt of Fypmest DUthen e e
WX DA
et Ml e
T pryTert jeton
M O pay=ents
Aol be mated 14
Ve bamittance
Adtrers Suplayed mn
B Prams
Banitnce form &
£F TR0 paymanty
Sonhd be bemTred
0 e e Sy
e Preanus
Bamitance form

Wate neslth Benefit Man

STt NS T Y000 Prnted On 01002013

((((((((((i

(Ergeseg el

Seltatet UMW Slanee 0

Pomilonce Mddivm “ute e Taats P
PO ORIy
ATLANTS G vy

Mothcer TG YOLR FIIT ORECT PAY el 0000000000000

reparery Mame Ihond Mare g

Figure 27 - 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 28):

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.

S o Georgis Rate Heakh Benaft Plan

Instructions
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Figure 28 - 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 29).

* Click the Submit button (Figure 29)
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Figure 29 - 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 30).

+ 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

# | cergia e Haskth Bereft Pl B-0 & - Gha
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|SHBP

Rty Meolse Brarfa Plor

Direct Bill Location Success Instructions

1. Gelact the Year
feound and OF tab
thi SHct thi
Drirect Bill sub-tab to
BhbiF andthir
reenittance, or selact

Al Ehe Logout tab tn
ATLANTA, GA J1133-5452 lognut.
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Figure 29 - 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 30)

S| Gacrga Tte Hedth Benelt sy BB & e

ABOUTUS FAQ DECISION GUIDES  ADD'L INFORMATION CONTACTUS  OMLINE HELP

\SHBP

| S Hialth Bewifu Plas

Direct Ball Location Success Instructions

1. Sebatt this Year
Fiaund aned OF tab
“ubmission Successful® bt Selie the
frirect Bl sub-tab to
uhbar andthi

remittance, or selact
P.0. BOw 935452 the Lognut tab to

ATLANTA, GA 31153552 logout.

Flease remeét paymarnts by Check: to:

(EFT/ACH payments should be subiitted today)

Geongiagov Impeatand Hatices Accewibility Comiact Georgiagor

Figure 30 - Direct Bill Location Success Screen
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The Year Round and OE sub-tabs will display (Figure 31).

* Click the Direct Bill sub-tab on the left navigation bar (Figure 31)
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Figure 31 - Direct Bill Location Success Screen

DIRECT BILLWEB PORTAL USER GUIDE - PAYROLL LOCATIONS
JULY 2012
SHBP IT - RLM



36

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
32).
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Figure 32 - Search Direct Bill Location Screen
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LOGOUT

e Click the Logout tab on the left navigation bar (Figure 33)
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The Enter Administration Login Information screen will redisplay (Figure 34). You
may now close your browser.
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Figure 34 - Enter Administrator Login Information Screen
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RECONCILIATION PROCESS

Direct Bill Payroll Locations are required to pay in full the ‘Total Premium Amount Due’
for each monthly billing statement within the specified time frame of the billing schedule
using the SHBP Web Based Remittance Form.

Direct Bill Payroll Locations who are not following Direct Bill procedures (i.e. no
payment, payment past billing schedule, payment received without Remittance Form,
EFT/ACH deposits do not match Remittance Form, payment by check does not match
Remittance Form, etc.) will be identified by the SHBP Direct Bill Team. Once identified,
SHBP Employer Services Unit will contact the payroll location to determine the
cause of the unequal payment and corrective action will be taken with reinforcement
to pay as billed.
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NOTES




