Group benefits

Principal’

How to add and terminate
members in eService.

Adding a new member

¢ In the upper right corner of any page,
click on Add New Member.

e You'll see two options for enrolling a
new member.

> Option 1
1.1f you don’t have an enrollment
form for the member, click
Continue within Member
enrolls through Online Benefit
Enrollment.

2. Acknowledge the correct
group account number. Then,
enter the employee’s contact
information, job information, and
job classification (if applicable).

3. Review and submit. This will
generate an email that is sent
to the employee to elect their
benefits.
Note: The employee needs to act
on the link when received to enroll
in their benefits. The employee’s
signature date will be based off
the day they submit the form.

Member Search

+Add New Member

Additional Bill Groups ~

Overview Membersv Group v Billingand Payment ~  Planinfo~  Claiminfo~ Resources v Help Search

A Open enroliment is August 1 to August 31, Take action now by choosing online enroliment for quick results.

‘Ways to enroll new members

1. Member enrolls through Online Benefit Enrollment

+ Start enrollment by adding basic information about the employee. The employee will then
receive a link to enroll in their benefits—nathing else for you to do!
+ Learn more by watching this video

2.

70r if you already have a filled out paper/PDF form you can
enroll them with this option.

. Yo

iy enroll the employee by adding all the benefit information the employee filled

n the form.

an enrollment form?

Group Account Verification

<=

1 acknowtedge that

Member Contact Information h

Mobile Phone Number *

~10001 Iz the correct group account number.

Email Address *

Member Job Information  sfme—e

Reazon for Addition * Hours/Week * Employment Date * ©

Employer *

Job Classification  sffe—e

Select a job class for your new hire.



» Option 2
1. Already have a paper enrollment form?

Click Continue within the second option

on the Add New Member screen.

2. Select the Reason for Addition and
enter the hours the employee works
per week.

3. Enter the member demographic,
employment, and family information.

For signature date, use the date the

member signed the enrollment form.

TIP: A timely signature date is within 3
days of the date the employee was
eligible to enroll in benefits.

4. “Check” the box next to the new
member coverages the member has
elected. Then, review and submit.

Please note, submission does not
guarantee all benefits will be approved.
Some coverages may require additional
review and proof of good health.

Additional Bill Groups +

Overview Members v  Group~  Billingand Payment +  Planinfo~  Claim Infe

Resources

Help Search

Member Search

+ Add New Member

A Open enrollment is August 1 to August 31. Take action now by choosing online enreliment for quick resuits.

Ways to enroll new members

~1-_ Member enrolls through Online Benefit Enrollment

« Start enrollment by adding basic information about the employee. The employee will then
receive a link to enroll in their benefits—nothing else for you to do!
* Learn more by watching this video

2

_Or if you already have a filled out paper/PDF form you can
enroll them with this option.

* You can fully enroll the employee by adding all the benefit information the employee filled
out on the form
* Need an enroliment form?

Reason For Addition

Reason for Addition * Hours/Week *

New Hire v a0

81 acknowledge that 10001 is the correct group account number.

New Member Demographics h

First Name * Middle Name

A please enter a first name

DoB* Gender *
MM/DD/YYYY ~

Phone Number Email

Address Line 1+

Address Line 2

City* zip>

Employment Information h

Employment Date * @
MM/DD/YYYY  fR

Signature Date * @
MM/DD/YYYY

Employers * Job Classification *

Bill Group *

Family Information h

Need to add a dependent coverage or family member? Tellus.  + Add a Dependent

New Member Coverages

Last Name *

State *

i you cannot find the coverage(s) you are looking for, you may need to change the Job Classification as there may be different coverages per

classification

has the member (and/or dependents) had continuous Group O

* in the past 12 months

1don't know

* Does this person hine & $pouse working for your company? O Yes # No

Family Information

Need t0 33d a dependent coverage or famity member? Tellus.  + Add a Dependent

drthodontia with a prior carrier?

Yes ® No

o G



Terminating a member

1.In the upper right corner of any page, click on
the Member Search box and start typing the
employee’s name. The member’s full name
will begin to populate in a drop down. Click on
their name and hit Enter.

2.0n the member’s page, you'll see Member
Actions options on the right side of the
screen. Click on Terminate Member .

3. Enter the following fields:
A. Reason for termination.

B. Last day worked - the system will
calculate the benefit termination date
based on policy provisions.

C. Whether or not the member has
elected continuation coverage.

4. Click Submit.

-} Have questions?

"Principal' My Settings  Log Out

Member Search
+ Add New Member
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Additional Bill Groups ~

A Open enrollment is August 1 to August 31. Take action now by choosing online enrolltment for quick results

Member Actions

Add Coverage Add Dependent

Change Bill Group Change Employer
Change Job Class Continuation
Print Id Card (£

Terminate Member

Print Member Information

Order Id Card

Benefit Summary

O Principal®

Terminate Member X

* Required

Are you sure you wish to terminate this member?
If you terminate this member it will terminate ALL coverages for this member and any dependents.

A. Reason * B. Last Date Worked *

v MMDD/YYYY 8

€ byas this member elected Continuation?

Yes | No

Brokers - Contact the Advisor Web Support Team at 800-554-3395
or advisorwebsupport@principal.com.

Employers - Call 800-843-1731.
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