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	Enrollment Options for Commercial Groups

	Enrollment Method
	Overview and Process

	

	· Use for initial enrollment of NEW small group members only.  For NEW large groups, contact your sales executive. For ongoing changes and renewals, please see the next option down. 
· Enter Account Name in cell 1D and Account TIN in cell 2D.
· Enter subscriber and dependent data using the format specified in each column. 
· If pasting data from another source document, use the “Paste Special” excel functionality and “Paste Values” to preserve the required formatting. 
· Complete all required fields as outlined / shaded in pink.  Once data is entered, the cell will turn white to denote completion.    
· NOTE: when entering dependent data, the subscriber SSN must be entered to associate the subscriber to dependent(s).
· The Benefit Plan Metal Tier will narrow down the benefit plan picklist.
· Save the spreadsheet using the below naming convention:
· Account #_Group Name Enrollment File_Date (Example: 12345_ABC Company Enrollment File_09292021).
· Email completed file and/or direct questions to Sales.Administration@Independenthealth.com 
· Once the spreadsheet is processed any additional new members and /or changes will need to be submitted via another enrollment option outlined below. 
· COBRA applicants need to be sent in via paper application.
· This file will be processed automatically onto our core enrollment system.  Please perform a quality assurance check on data prior to submitting.

	

	· Use for large and small group renewals and/or ongoing enrollment changes.
· Enter subscriber and dependent data using the format specified in each column. Several columns have picklists available. 
· Complete all required fields as outlined in the column header.    
· NOTE: when entering dependent data, the subscriber SSN must be entered to associate the subscriber to dependent(s).
· Email completed file to Enroll@Independenthealth.com 
· COBRA applicants need to be sent in via paper application.

	DocuSign Employer Sponsored Enrollment Application

	· The workflow within this option is between the employer contact and the employee; submitted directly to IH upon completion.   
· Group contact emails the hyperlink button to all eligible employees including the name and email address of the group administrator or contact who will review and initial the completed application.
· Employee completes form and it automatically routes to the group administrator. 
· Group Administrator receives an email notification when there is an application ready for review and sign off.  
· Group Administrator clicks on “Review Document”, then clicks “Continue”.
· Group Administrator clicks on “Initial” then “Adopt and Initial” and “Finish” at top of screen.
· The document automatically routes to Independent Health for processing.
· There is an option to convert the completed application to pdf which will allow the Group Administrator to send it to their broker if desired.

	Paper Enrollment Application & Change Form

	· Type all required information for subscriber and dependents as applicable.  
· Must be printed and signed (typed signatures are not accepted).
· Group Administrator must review and initial completed form.
· Form can be scanned and emailed to Enroll@independenthealth.com or mailed via USPS (not recommended).

	EDI 834
	· Requires 60-90 days to implement a new EDI 834 enrollment file once account and plan selections are finalized.
· Timeframe is dependent upon readiness and support model of the accounts’ 834 vendor. 
· Contact your Account Manager to initiate the process.
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Member Changes  and Renewal File


Member Changes and Renewal File
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BenPlans

		Platinum		Gold		Silver		Bronze				New York		NY

		FlexFit Platinum		Activate Gold		Activate Silver		iDirect Bronze Coinsurance HSAQ				Alabama		AL

		FlexFit Platinum Option 2		iDirect Gold Copay		iDirect Silver Coinsurance HSAQ		iDirect Bronze MV HSAQ				Alaska		AK

		Passport Plan Local Platinum		iDirect Gold Copay HSAQ		iDirect Silver Copay		Passport Plan Local Bronze HSAQ				American Samoa		AS

		Passport Plan National Platinum		iDirect Gold Copay Option 3		iDirect Silver Copay HSAQ		Passport Plan National Bronze HSAQ				Arizona		AZ

				Passport Plan Local Gold HSAQ		iDirect Silver Copay Option 2						Arkansas		AR

				Passport Plan National Gold HSAQ		Passport Plan Local Silver HSAQ						California		CA

				Standard Healthy NY Gold		Passport Plan National Silver HSAQ						Colorado		CO

												Connecticut		CT

												Delaware		DE

												District of Columbia		DC

												Federated States of Micronesia		FM

												Florida		FL

												Georgia		GA

												Guam		GU

												Hawaii		HI

												Idaho		ID

												Illinois		IL

												Indiana		IN

												Iowa		IA

												Kansas		KS

												Kentucky		KY

												Louisiana		LA

												Maine		ME

												Marshall Islands		MH

												Maryland		MD

												Massachusetts		MA

												Michigan		MI

												Minnesota		MN

												Mississippi		MS

												Missouri		MO

												Montana		MT

												Nebraska		NE

												Nevada		NV

												New Hampshire		NH

												New Jersey		NJ

												New Mexico		NM

												North Carolina		NC

												North Dakota		ND

												Northern Mariana Islands		MP

												Ohio		OH

												Oklahoma		OK

												Oregon		OR

												Palau		PW

												Pennsylvania		PA
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