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Introduction

BeneDirect by WageWorks Participant website allows participants to perform tasks related
to their COBRA and/or Direct Bill benefits continuation, including:

e Create an Online Account

e View a Summary of Your Current Coverage
e Manage Your Profile

e Make Elections

e Make Payments

Audience for this Guide

This guide is intended as a general reference for participants in COBRA or Direct Bill benefits
continuation.

What's in This Guide

This guide covers the following topics:

“Creating an Account on the BeneDirect by WageWorks Website,” provides an overview of
how to create a participant user account.

“Account Summary,” provides an overview of how to view your coverage summary for the
current plan year.

“Participant Profile,” provides an overview of your personal profile and what information
may and may not be changed.

“Making Elections,” provides an overview of how to make initial COBRA elections during
the 60 day election period.

“Coverage Screen,” provides an overview of your coverage detail for the current year.

“Making Payments,” provides an overview of how to make payments and view current or
historical payment information.

You have finished reviewing the introduction to the website participant view. The next section
describes creating an online account.
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Website Overview

Through the BeneDirect website, you have instant access to your account information at any
time, including:

e Personal Information
e Coverage Details

e Payment Processing
e Support Functions

Reqistering for an Online Account

The BeneDirect by WageWorks website is easily accessible through most web
browsers at https://benedirect.wageworks.com.

To create your online account:

1. Go to https://benedirect.wageworks.com.
2. Select Click to Register on the right side of main page, under Participant
Login.
BENEDIRECT
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® Make elgiblity updates

» View heatth plan information * Manape your account proble

® Make annual enreliment adds or changes to plans ® Roevirw and tiect coverage
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You will be directed to the registration page (shown on the following page).

1. Enter your first name, last name, postal code (ZIP) and Social Security Number (SSN).
Please note that this information must exactly match your employer’s records.
2. Click Submit.
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3. When prompted, choose a username and password that you’ll use to access the site.

4. After your username and password are accepted, you'll be returned to the main
page.

5. Enter your new username and password under Participant Login to access the
website. NOTE: Your password will expire every 90 days and must be changed.

€ 5 C iaqg t.alpt articipantWeb/p dChange.dofisForDisplayOnly=1

BENEDIRECT

by V' Works W/

-Ilaa_ Welcome: WILSON, Account Number: 25388873 Company: Tammy's Chocolate Factory (TEST CLIENT)
Personal Information
Change Passyord

change Emall |
T Change Password
Question

Emsil Notificstion

0ld Password |

New Password [ ] Must be 12 to 20 characters, Is case sensitive, and must contain at least 1 from each of the following:

* upper case characters
« lower case characters

aigits
« these special characters: -_ ~ 1@ 4428 % ()=

Retype New Password |

If you have questions about COBRA or the BeneDirect website, please contact BeneDirect
by WageWorks Customer Service, toll-free, at 1-800-526-2720. Representatives are
available Monday — Friday, 8 a.m. — 8 p.m., Eastern Time, excluding holidays.
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Two Factor Authentication - 2FA

Two Factor Authentication, also known as 2FA, is an extra layer of security requiring not only a username and
password but additional information only the Participant would know. The additional information is a PIN
number that is sent to the Participant via e-mail or phone.

The Participant will log into the BeneDirect Participant Website at https://benedirect.wageworks.com and enter
the Username and Password under Participant Login:

by Vo Works' 12/19/2018 10:19:35 AM
mms .
Corporate Client Login
) f .
= First Time Participant User?
[ This Site Allows You To: » Click To Reglster
* Submit new employee and i event inf 1 This Site Allows You To:
= Make eligibility updates
View health plan information * Manage your account profile
= Make annual enroliment adds or changes (o plans * Review and elect coverage
= Get assistance and answers Lo your questions * Make premium payments

= View health plan information

Once the username and password are entered and “Login” clicked, the Participant will be prompted to go
through the Two Factor Authentication process.



https://benedirect.wageworks.com/
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If the Participant selects the e-mail address as the option to receive the PIN they will receive an e-mail with the
below verbiage:

Welcome!

Following is the information needed to access your account online.

This authentication process enables us to ensure the security of your online account.

To Access Your Account Online

1) Enter this one-time PIN where requested on the Web Site: 73231644

2) If this is your personal and secure computer or device, let us know if you want us to remember it so you
can bypass this process whenever you log in from this particular computer or device.

Important

This PIN will be active for a very short period of time. If you do not use this PIN right away, you will need to
repeat the process to request another PIN.

Program Sponsor Name / Plan Administrator: WageWorks
Third Party Administrator: WageWorks

If the Participant selects the Phone Number as the option to receive the PIN they will receive a text with the
following verbiage:

wil ATAT = 10:44 AM £ 100%
694-636
Welcome!

Enter this PIN on the Web Site
to access your account online:
83993296

This PIN will be active for a
very short period of time. If
you do not use this PIN right
away, you will need to repeat
the process to request another
PIN.

10
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After receiving the PIN by either e-mail address or phone number the “One Time PIN Request/Enter PIN”
screen will be displayed. The Participant will enter the PIN and select “Yes” or “No” and click the “Submit”
button before being taken to the Website’s homepage.

By selecting “Yes”, the next time the Participant logs into the BeneDirect Participant Website, the 2FA process
will be bypassed and the Participant will be taken directly into the BeneDirect Participant Website.

By selecting “No”, the next time the Participant logs into the BeneDirect Participant Website, the Participant will

be required to go through 2FA process. The Participant will continue to be required to go through 2FA process
unless the “Yes” option is selected.

i —

G'E"'?’H W bt e benedinectwageansks comParicipantdthin O = @ G || £ ADP IFaMar Maritor | £ AP Execubiun Mansger Mosi, | W Barticipant Web x| | it

BENEDIRECT

Welcome lu BeneDirect

One-Time Pin Request

Ta keep your account secure, we need to conliom your identity.

A i was senk Lo 770-7°7-"*%, Please enter thal wn n the space below,

FiM: 30486532

Remember this Computer/Device?

Woald you like this system to remember this computer or drviee, sa that you will not need tn request a ane-time pin the nest time you agcess your account fram this same computer or deviee?
Thers iz ne limit to the number of computters or devices that can be remambered for your account,
Ta ensure the senrity of your account, all rememhersd devices will he fargatten amy time your aceount is reset dur ta fargatten ussmame or password, or if yau change pour passward.

() e, remembier this devies - it is ming and saoure.

() N, do MOT remember this device - it is pubic andfor may be used by others.

_Submit | | Raquest neve PIN | _ Sem o diffsrent addrsss |

(®) No, do NOT remember this device - it is public and/or may be used by others.

|'I'|:| ensure the security of your account, you will be required to enter a new one-time pin the next time you access your account from this devic:e.|

The Participant does have the option to add/change phone numbers or change the e- mail address if needed.

11
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Summaury Details

The Summary Details page shows a summary of your account information (as shown on the
following page) including:

Participant Name
Account Number
Benefits/Plans

Tier Levels

Payment Information
BENEDIRECT

by WaoeWorks\/

Profile Coverage Payment FAQ

I I I B

Thursday, April 25, 2019 10:39:23
AM

‘Welcome: . JOE Account Number: 2730 Company: Tammy's Chocolate Factory (TEST CLIENT)

Summary Details

Thank you for making your elections. Your coverage will be active after you make your 1st payment. If you wish to make a ONE-TIME ONLY PAYMENT please click here. Pay Premium

Current Coverage Period Current Payment Due Date ‘Grace Date
03/01/2019 - 03/31/2019 05/01/2019 05/31/2018

04/01/2019 - 04/30/2019 05/01/2019 05/31/2019
05/01/2019 - 05/31/2019 05/01/2019 05/31/2019

Active Plans
A Medical Plan 03/01/2019 08/31/2020 Beneficiary and Family $1,204.21 $1,204.21
03/01/2019 08/31/2020 Beneficiary Only (*) $26.47 $26.47
08/31/2020

Dental Plan

Vision Plan $17.71 $17.71

03/01/2019 Beneficiary and Spouse

Participant Profile

The Participant Profile shows your personal information. You can perform multiple functions
form the profile page.

Personal Information
You can update certain personal information, like:

1 Email address
0 Password
[ Security questions

Note that you cannot change fields for Relationship, SSN, City*, State* or Postal Code (ZIP)*.

*  The street address can only be changed online if the city, state and ZIP remains the
same.

12
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il Notificati

You can update your email address and choose to automatically receive email notifications
or cancel email notifications for:

[1 Payment reminders
[1 Changes to rates or plans
[l Posted payments

Print rr nden
You have the option to print correspondence that’s been sent to you, including:

7 Initial Election Form

[ Current monthly billing coupon

[J COBRA Rights Notification

"1 Extension request forms
BENEDIRECT P =
BT v srsonrrs At Company: Lt ouds o TSTCLENT

Chenge fmswond

thangasmai -
i

ety Personal Information

Guestian Pleewe vify thek voar persoesl informtive i camesk. IF net sarrect pleese mdate.

Eml hotfication

] vma o JOHAEOR [ITIGLEY Eriplapes

0TI

= CETTTT
Date ok Birth  0101/1551
0 Emploes

£ Unksonn

Elections

After registration is complete, the following screens will appear to allow you to make or
modify* initial COBRA elections directly through the website.

* Modifications include changing tier levels and dropping offered plans. If you wish to
drop a dependent over the age of 18, the dependent must give permission and
the election changes must be submitted by mail or fax, by date indicated on bottom
of election screen.

NOTE: If your employer offers subsidized COBRA rates, the subsidy amounts will appear
on the change elections screen (shown on the following page).

From the elections screen:

1. Review your current election information.

13
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2. If you want to continue with the same elections, select | want to proceed with my
election without making any changes. This selection will take you directly to the
certification in Step 7.

3. If you want to make changes to your current elections, select | want to make changes
to my current elections.

4. Click Next.
BENEDIRECT
byorksil
W , Nichalas Account Number:

COBRA Cnline Enrollment

You have the right te continuz your health benefits in accordancs with plan rules and the details provided in your COBRA Qualifying Event nofice. Under Federal law, you have 63 days** after the date of the Qualifying Event notice to decide whether you want to gect COBRA conbinuation coverage under the Plan
() You must elect by the date indicated below.

Qualifying Evsnt Raasam End of Evploymant (18 mesths) (COBRA) Date Elsction Package Mailed QAT
Qualifying Event Dzte /032017 Billing of Coverage Begins. 02044207
Date Coverage Was Lost zjaf0:7 Current Coverage Period D204 - 181032008
Last Date to Elect Wy ' ' ' '
Initial Election Summary
~ Name of Persons Qualified for Continuation of Coverage
Hicho'as Levi Samuel

- Coverage & Monthly Rates Based on Your Coverage at Qualifying Event.

Blue Shield 4490 Madiesl Bar - Bansfcizny zac Family [ Lewi Samuel £2,45028 £1,85028
Daka Darial 390 (v/Blus Shisld K] Besuliciary an Fanily Nicsalis Lai Samaal S0 12008
Superior Vision Han Bensficiary ead Spouse Nickalas Levi $1300 $13.70
Medical Flexble Spending Account Mardhiy Rate. Nicralas: §6.75 $116.75

** Based on the mail date of the notice, this date may be adjusted.

* ote: These rates are subject ta change based upen plan rals.

(811 want ta prozeed with my election without making any changes.
()1 want to make changes to my current elections.

5. If you chose to make changes to your election, you'll be shown all of the plans for which
you are eligible to elect coverage and the rates for each plan.

14
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Company:

Account Nusmber:

Modify Election

‘You hawe elected to medéy your enginel covernge. Please note:

+ Your current caverage is highlighted in veliow, That & the plan and level of coverage provided by your HEW vendar,
+ Pleasz "uncheck” th b beside the degendent i you wish to cancel coatinuation coverage.

Cancelling coverage for a spouse or dependent over age 18 requires a signed paper enroliment,
# Please celet the coverage levels for each olan and then dlick o the Mext Button,

You quaiy For COBRA continuaticn coverage under the Following plans:

~ Blue Shield HMO Medical Plan -

— Delta Dental PPO (wr/Blue Shield HMO)

 Superior Vision Plan

Baneficiary and Spouse $13.70 s13.70
Coverad

Demendents |Mame Relationship

k| Hichles Erployee.

A Lavi Spouse

| Sameal Chikdren

~ Medical Flexible Spending Account
@ Monthly Rate Nicholas 678 $2675
O Waived £0.00 5000
* Note: These rates are subject ta change based upon plan rules.

To make any afditional changes to the COBRA coverage as listed on your election form (including waiving® COBRA coverage(s) o adding i dent], you must manually complete your election forms and mail them to WageWorks, Inc.. Your election form MUST be postmarked no lster than

04{17/2017 and signed as indicated and required on the election farm,
If you need a copy of the election form, please go to Comespondence and print.

If you want informaticn about * Waiving COBRA go to FAQ .

f you want information about ** Adding Missing Dependents, please go to FAQ , Please note - You may not 2dd dependents that were not covered under the group health plan on the day befare the qualifying event.

T
6. Once you've made your selections, click Next. You can also click Previous to go back

to the previous page.
7. You'll be asked to confirm your elections (see the image on the following page).
a. If your elections are correct, be sure to check the checkbox for Agreement —
Terms and Conditions and click Submit.
b. If your elections are not correct, click Previous to return to the previous page.

15
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Welcome: . Micholas Account Murmber: Company: !

Confirm Elections
“You hewe elected ko acoept covernge for all plens ixted below. Flesee corfrm your elections,

[4] Persanal Infarmation

First Hame. Tichelas Hr

Last Kame Addrass

Dste of Birth Relabsaship Emplaye:
Gender ) K00S0
Fustal Cods . Marital Statis Unkncun
Evaning Bhunu Diay Bhone

Status dren [——
Bected Biue Sheld HMD Medical Plen - Besefoiery ard Fomily. Nichalay Levi Samuel 51.850,28 SLASC.26
Bected Detn Deatnl PPO [wBiue Shisld HRO) Besefaery ard Fomily. Kickalas Levi Eormuel 512009 512008
Eeced Saperior Uisios Flan Besefieny ard Srouse Kichalas Levi s $a.70
EBected Teedicel Aesdble Spending Accsunt: Monthly Rate Hichalas 221873 $z16.731
* Note: These rates are subject ta charge baged ugan plan ruies.
~ Agrezment - andetions
[l 1 certify that 4 5 true, connplete.

 Send me an email confrmation| . )

8. Once you have submitted your elections, you'll receive a confirmation page and a
confirmation number. After receiving your confirmation, you can navigate to any other
pages in the website.

BENEDIRECT 4

by Worksh y
Coverage Payment Al

m Welcome: Hichelas Mecount Number: © Comparny:

Congratulations

Yo have swessfuly completed the ekection grocess. You cenfirmation mumber i 135833
You elected to acoept the fulowing coverages. Your coverage will ba active after you maka your 1st paymert.
Do you wark b ke yeur first paymess: for coverage conkinusteen row? Pay Premium

~ [£] parsenal
First Hame Nicholas. ML
Last Mame Addneas
Dt of Birth Relatiomship Emplopes
Gender 55N 0C-KX-0804
ary £ Fende
Postal Code Mawita| Shatws lnkmows
Evening Phone Day Phane

Monktiy ek () Fayment Ammast 7]

e
Ercted Bz Shisk HMD Mefical Fian - Benefriary and Famify Ny L= Samae SLESDIE 185028
Bected Drbn Deekel PPO {iBve Shiskd HUO) BeseFciary and Family Hicholes Lev Samuel L s12008
Brcied Superar Yiios Han Besefciary and Spouse Nicholes = 370 $1370
Beded Madicai Fleible Spesding Account Hoathly Rats Nidholas 21635 16T

* Male: These rakes ere subject ko change besed ason plt ndes.

16
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Coverage

The coverage page provides a summary of the coverage period and elected plans/rates for
the current plan year.

erag Welceme: JCHNSON, Mon Acoaunt Number; (ompany: TEST CLENT

debve Pans
e s

Coverage Defais
Yow are cumenly envelle i he plansfsted below, Please note i andertoreceive semvices you must be pad troagh the curent manth.

Coverage Type Woemal Refree
Conarage Peind T66/2000- D5 22060

Covered Participants Coverage Start Date Coverage Level Paid Theu Date Nonthly Rate (*)

Raymest Amount ]

1EI

e ke wWasm S oy 1] o

Payments

The payment page provides a history of payments made on the account and allows you to
make payments online.

From this page, you'll be able to:
e View current and/or historical payment information
¢ Make payments online* for current and future coverage

e Choose to receive monthly payment reminders via email

*  Online payments can only be made via EFT from a valid checking or savings
account. WageWorks does not accept credit or debit card payments.

17
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When making an online payment, you'll be transferred to the bank website.

BRIEDRE

,f—\.
T ﬂ
Welcome: JOHISON, Moo Account Nunber, Company: o TETCET
Famet o
ey Reartig
Faymert

cocitorg | FAYENE History
Ltadbelon 5 yourpayment nfmaton, You cn v gapment iary by cledir e,

~ (§ Viewpayment sty By Year

Amount Receired
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