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Browser requirements
Springboard Marketplace supports the following browsers:

e Microsoft Internet Explorer, version 9.0 and up
e Mozilla Firefox, version 35.0 and up

e Safari, version 9.0 and up

e Google Chrome, version 39.0.2171.99m and up

We encourage you to keep your browser updated.
You must have the following enabled:

e Cookies
e JavaScript
e Style sheets

Springboard™ log-in

1. To begin, visit springboardmarketplace.com and log in by entering your username and password.

First time users will click on the “First Time User” hyperlink. You’ll need to make sure you have your
unique Producer World user name to register for access to Springboard Marketplace.
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http://www.springboardmarketplace.com/

EN ESPAROL

Springboard Marketplace®

LogIn

Username

Password

First Time User

Login >
Forgot Password

Need assistance?

Click the appropriate role below for assistance

for Small Group Brokers

for Employees and HR Administrators

After initial log-in, you’ll land on the parent site of the Springboard Marketplace platform. The parent
site governs most of the administrative functions for Springboard. The child site is the actual employer
group site where enrollments will take place. It allows employees to manage their information and
choose their benefits. You will only see the employer group(s) you are aligned to within the Springboard
Marketplace.

Please note: Springboard Marketplace will time out after 30 minutes of inactivity.

Admin home page/broker tools

The admin home page is available at both the parent site and the child site. At the parent site level, you
can search for your employer groups via the “Manage Groups and Membership” tab, manage quotes,
and review alerts.

e Manage groups and membership: To review high-level information about a group, such as
group number, group status, address information and employee count, enter the employer
group name within the search box. Once you find the requested group, click on the name for
more information. You can also use this section to navigate to the employer group site (child
site) by selecting the “Navigate to Group” link.
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* Manage Groups and Membership

Select Client:
DEMO - Clermont Farmer's Market [}
View All

Manage Group

DEMO - Clermont Farmer's Market

Group Number 999875270

Status Enrollment In Progress

Renewal Date

Address 12 Main St
Norcross, GA 30092

Employee Count 10

> Run a Report
» Manage Users

+ Review Application

Navigate to Group

Alerts: The alerts tab shows the status of employer applications and employee enrollment. To

review more information about an alert, choose the alert name.

£ Alerts
New Applications Pending (Application In Progress)
Application Status (Application Pending Approval)

Application Status (Enrollment In Progress)

Application Status (Enroliment Complete - Pending Audit)

>
>
>
>
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Submitting a new group

6 ' s '
é New business Aetna funding advantage

enrollm
enrollment window is open.

Underwriter send
email to br

Aetna final review of group.

E2017 Aetna Inc. aetna

Once you return all required applications and supporting documentation to the sales coordinator, we
will review the information and set up the case in Springboard. The sales coordinator will then notify
you that the group is ready for enrollment.

Case status will be “Enrollment in Progress”.

Employee open enrollment
Once the group is in “Enrollment in Progress” status, employees will complete their enrollment through
member shopping. Or the broker/HR administrator will complete it through administrative enrollment.

Member shopping
This is our preferred method of employee open enrollment. If you select this option, the employees will
receive an email notification once Springboard is set up and ready for shopping.

1. Employees will log in to Springboard and start their enroliment by accessing
springboardmarketplace.com. (Employees will get their user name and initial password login in the
email provided. If they misplace the email, employees may also select the “for Employees and HR
Administrators” link listed below the “Need Assistance” heading. This will provide the employee

with their user name logic as well as the initial password logic.)
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Springboard Marketplace®

LogIn

Username

Password

First Time User
Forgot Password

login >

Need assistance?

Click the appropriate role below for assistance.

EN ESPARIOL

for small Group Brokers

for and HR

2. After logging in, employees can start their enroliment by selecting “Start Your Enroliment”.

a-e‘tn @’ Springboard Marketplace®

#  MyBenefits v My Profile

Enrollment Deadline 10/26/2017

our<ianc NotSianed

Start Your Enrollment

Welcome,
Katy Perry

My Profile ~
Edit my profile

Edit dependent profiles

Change my address

Life Events ~
Birth

Marriage

Civil Union

All other Life Events

Library

Welcome to your enrollment!

EnEspafiol X Preferences @ Change Password < Log Out

Start tod?y with Apple
g\/zastch — for as low as

It not about what you did yesterday. It's about what you do
today. Whether it's crushing that to-do list or taking the
stairs. Aetna wants to offer you an Apple Watch for as low
as §25 plus tax to help celebrate the wins, big or small

Questions?

Click the document below to download the most frequently asked questions.
Apple Watch FAQ

e/

@ WATCH

Effective Date:
anam?

My Benefits

You have no active benefits as of 9/14/2017.

This shop now panel will not appear until the member elects an AFA medical plan. They will
click the house on the menu bar to return to this page after they complete their enrollment.

3. Aslong as the employee is enrolling in an AFA medical plan they are eligible to purchase an Apple
Watch for as low as $25 by clicking on the “Shop now” link. (Not eligible for waivers or dependents.)
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4. Emma, our online benefit advisor, guides the employee through the enrollment process. Emma also
helps determine the best plan option for the member based upon answers to a series of questions.
The questions pertain to how they’ll use their benefits while taking into account their monthly costs.

BN’ swinsonrd arkerincet

askEMMA o

A specialist s any type of healin provider that Isnt your primary care physician

Any specialist visits we need to account
for?

- Start with audio Back 1o inwoducsion

Enroll without Audio

5. Emma will highlight her recommendation after the employee answers the health questions she
presents.

Your Plan Costs Comparison

LN svrinesesns wiranpiscer
Medical

Dieplaying cog)

@ Backo Plans

Hover over the

AFA TX Me
Recommen

O Replay

@ BackioPlans  Medical

Do you or anyone you're covering ha

any ongoing prescriptions? @ . [0
o e
AFA Choicg ° O Repiay Sensots
: it elegt e How many ongeing prescriptions?
Brand-Name Prescriptions @ Generic Prescriptions @
AFA Chc“{:i Jonatl Smith (Employee) o prescrigtions hd Jonathan Smith (Employee) o presiptions -

-Premium & -Eastimated Qut-of-Pocket Cost

6. Employees can then select a plan by choosing the “Select” button. (Emma’s recommendation will be
highlighted with a green box around the plan. But employees can select any of the plans offered by
their employer.)
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Fomot Scmathing? Madical Gavarage FaQ

VOIEDVER AUDIO

40Pl

Sie
¥

Eait My Anawers Select a question shout hesith insurenos ~ n
Janice Litmen {tmsiarm @ Add Dupendents

AFA Cnoice POS Il 2000 HSA 100/80 CY
s whn P

0 mEmane % Viaw pian datails

Pravider Sasrch

+ Cliek here o saarch for a particpating provider

AFA Cnoice POS 11 1500 100/70 CY

aina | POS

e % view plzn detils g

Provides Search

AFA TX Memorisl Hermann CPOSII 1500 100/70 CY Vaur Cost per mondt
s [ S0
f— [rr—_ view psn detits
Indvichat $1.500
Famiby 5000 e
Frovster Search
- Click hera 0 search for & participating peoridr.
YOUR ANNLIAL COSTS FREMIL ESTIMATED ANMUAL OUT-OF POCKET  ¥OUR EGTIMAATED ANNUAL TOTAL COST (N NETWORK MAXIMUM
Explain this @ 12 MONTHE cPENDING
0 + $3300 - $3,300 $4000
* Eased o your arawers, we rscommend this plan AT

YOUR ANUAL COSTS PREMIUM UALOUTOFFPOCKET  YOURESTIMATED ANNUAL TOTALCOST  BNETWORK MAXIMAUM
expisin s @ x1zmonTHS seENDem
9100692 + 3275 = $4,281.92 sezEez

+ por mnif
$8391 v

‘Yo Coat per manthy
§163.25 v

7. Then they confirm their selections and “Complete Enroliment”.

a-etna‘ Springboard Marketplace®

Review and Confirm

o Please Review All of Your Selections

page.

*“Indicates changed benefits

u Medical*

AFA TX Memorial Hermann CPOSII 1500 100/70 CY
Aetna
Coverage: Employee

Who will be covered on this plan:

Name Relationship Coverage @
Martin Truex Employee @ cover
Medical

Once you have completed your review, click the “Complete Enrollment” button at the right side of the

Your Total Cost $1 32,99

Per Month

Your cost per month 31 32.99
Cost Details Per Month

Total Premium ~ $602.12
Employer Contribution  ($469.13)

vourCost  $132.99

Your Info

Your Benefits

Enroll

Review and Confirm

4 Complete

Complete Enrollment

Group quick admin enrollment

From the menu bar, hover over “Exchange Admin” and then select “Group Manager”.
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Springboard Marketplace®

Admin v Reports v

Exchange Admin v

Group Manager

2 Manage Groups and Membership
Client Documents

Welcome, Select Client

& Signed in as MANAGER at Aetna Private Exchange

B Welcome Small Group Brokers and HR Administrators!
If you are a broker calling about an issue with Aetna's View All
Springboard Marketplace, please call 855-529-1535 and
select option 1 from the menu

If you are an employer or benefits manager calling about an {3 Broker Tools
issue with Aetna’s Springboard Marketplace, please call 855-
529-1535 and select option 2 from the menu g Start a New Application

‘The phones are staffed Monday through Friday from :00 am
—8:00 pm ET. There is a recording on both phones lines to
leave a message if our agents are not available. # Tools

> Reports

A Alerts » Client Quick Lookup

New Applications Pending (Application In Progress) >
Application Status (Application Pending Approval) >
Application Status (Enroliment In Progress) >
Application Status (Enroliment Complete - Pending Audit) >

v

show Untriggered Alerts

@ Renewal Customer Notice

[>] Help X preferences @ Change Password

Users v

@ AFA Documents

SG AFA Broker User Guide
SG Springboard AFA Sales Flyer

'SG AFA - Springboard rules of the road

AFA Springboard Census and Setup Template

@ ACA Documents

ACA Broker User Guide for New Business

SG Springboard ACA rules of the road

+J Log O

Search|

Enter the name of the group and choose “Search.” Then, select the group’s hyperlink.

Group Manager
Search for an Existing Employer Application or Add a New Employer Application
Group Name | oo - norcross qym Exchange Effective Date
Group Number Process v
Application Status [
Employer Application —
: Search | Reset Fields @ start a New Application
| SR i
View All Applications
Group Name % Group Number % Saved By s Status % Process  § Effective
DEMO - Norcross Gym DBA George 999874705 Mims, Dorothy /272017 Enrollment In Progress Default 8/1/2017

Exchange Date

Select “Continue Administrative Enrollment/End Enrollment”.

Group Name:

DEMO - Norcross Donuts DBA Franks

STATUS: Enroliment In Progress

> Review Application

> Continue Administrative Enrollment/End Enrollmemt. = &—————————

Group Information Application Information Benefits Information Billing Information
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On this page, Springboard will show all employees (enrolling or waiving) and dependents listed on the
original Springboard census. Coverage tier defaults to employee only, regardless of the tier listed on the
census.

Expand All  Collapse All PREMIUM (PER MONTH)
V' Employee Allen, Barry ( age 30, zip 30301 Manage Family Information @ X $0.00
Medical % Barry Allen (] Ivory Allen [~ Jade Allen PLAN COVERAGE $0.00
poyee  Spove i croce pos 1000 oartocy————— 8 Employee

This screen will also reflect any enrollments completed through administrative enrollment or by the
employee through member shopping.

¥ Employee James, John ( age 59, zip 30301 ) Manage Family Information @ X =
Medical % John James PLAN COVERAGE
Employee Select Plan M
v Employee  Johnson, Dwayne ( age 38, zip 30301 ) Manage Family Information ™ X $0.00
Medical % Dwayne Johnson PLAN COVERAGE $0.00
Employee AFA Choice POS 1l 3500 80/60 CY v Employee
~ Employee  Lee, Rhonda  age 44, zip 30301 ) Manage Family Information @ X $1,535.76
Medical @ RhondaLee [ RobertLee [¥) Melissalee [ SarahLee PLAN COVERAGE $153576
Employee Spouse child child AFA Choice POS 111000 100/70 CY - Employee + Family

To process enrollment, select the arrow on the “Plan” drop-down for the chosen employee and then
choose the appropriate plan.

+J Exit Application

Springboard Marketplace®

Group Quick Admin Enrollment

Expand All  Collapse All PREMIUM (PER MONTH)
Vv Employee Allen, Barry ( age 30, zip 30301 ) Manage Family Information @ X =
Medical [ Barry Allen [ Ivory Allen [ Jade Allen PLAN COVERAGE
Employee Spouse Child

Waive Medical

AFA Choice POS 11 1000 100/70 CY
AFA Choice POS 11 1500 80/60 CY
AFA Choice POS 11 3500 80/60 CY

v -
Employee Gladstone, Joey ( age 29, zip 30301 ) Manage Family Information AFA Choice POS Il 2750 70/50 CY
Medical ¥ Joey Gladstone [] RebeccaGladstone [ Alex Gladstone PLAN COVERAGE
Employee Spouse child Select Plan ~
v Employee  Grant, Jackson ( age 25, 7ip 30301 ) Manage Family Information ® X -
Medical 99 Jackson Grant PLAN COVERAGE
Employes Select Plan ~

Coverage tier and monthly costs will update based on the selection. Monthly cost is the employee’s cost
after defined contributions have been applied.
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Expand All  Collapse All PREMIUM (PER MONTH)

v Employee Allen, Barry ( age 30, zip 30301} Manage Family Information @ X SOUU
Medical [ Barry Allen (] Ivory Allen [ Jade Allen PLAN COVERAGE $0.00
Employee Spouse Child [AFA Choice POS 11 1000 100/70 CY v Employee

To modify or review additional dependent demographic information, or to add dependents, select
“Manage Family Information” next to the employee’s name. Unselect the green checkmark next to the
dependent’s name if the dependent chooses not to enroll. Select the box next to each dependent to be

enrolled.
Expand All  Collapse All PREMIUM (PER MONTH)
v Employee Allen, Barry ( age 30, zip 30301) Manage Family Information é—a—%— S1 ,535.76
Medical [ Barry Allen [ Ivory Allen  [®) Jade Allen PLAN COVERAGE $1535.76
Employee Spouse child AFA Choice POS 11 1000 100/70 CY v Employee + Family

If you need to add any dependents, select “Add Dependents”. Enter the required information.

Family Information

Jade Allen ( \

Barry Allen Ivory Allen

Female Employee Male Spouse Male Child

30 yearsold (11/19/1386) 31 yearsold (2/19/1986) 6 years old (5/19/2011)
SSN: J00-XX-6782 SSN: X0X6-XX-6781

Add Dependents

Edit > Edit > \ )

Return To Group Enrollment

Note: Correct employee Social Security numbers and street addresses are required during enrollment. If
they were not supplied on the initial census, you will need to enter them by selecting the “Manage
Employee Information” link.

Ending employee enrollment
We will begin final review once all employee enrollments are complete and enrollment has ended.

1. You can monitor enrollment status of all employees by going to “Manage Groups and Membership”
on your home page and selecting “Review Application”.
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Select Client:

Demo - Brawler Brewing

View All

Manage Groups and Membership

Manage Group

Demo - Brawler Brewing
Group Number

Status

Renewal Date

Address

Employee Count

» Run a Report

» Manage Users

» Review Application

» Navigate to Group

999874271

Enrollment In Progress

321 Springboard Way
Philadelphia, PA 19123

20

Select the “Group Information” tab and then select “Continue Administrative Enrollment/End

Enrollment”.

Group Name:

STATUS: Enroliment In Progress

DEMO - Norcross Donuts DBA Franks

Group Information Application Information

-
Fﬁa ==
Continue Administrative Enroliment/End Enrollment]

Benefits Information

Billing Information

Confirm every employee has a plan selection or shows waived coverage.
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Seaworth, Davos ( age Manage Family iy
V' Employee 44 7ip 77024 ) Information ® X .
Medical (%) Davos Seaworth PLAN COVHRAGE
Employee Select Plan ~
Snow, Jon (age 29 ,zip Manage Family ) _
Y e 77024) Information ® X
Medical (# Jon Snow PLAN COVERAGE ~ $0.00
Employee T > AFATX Memorial Hermann CPOSII 1500 100/70 ( “Co%”ﬁlr%eeach member has
a selection. Select Plan
Stark, Arya ( age 27 ,zip Manage Family indicates enroIIrr ent is not
W7 EmplmyE 77024) Information @ X
: — ~_complete.
Medical (¥ Arya Stark PLAN COYERAGE ! =
Employee Select Plan v

4. Once you've verified enrollment, and every employee has a plan selection or shows waived
coverage, end enrollment by selecting “Submit Enrollment”.

Submit Enrollment ‘ Save Selections and Finish Later

5. This sends a notification back to Aetna for final review and approval. At this time the group will
move to “Enrollment Complete — Pending Audit” status.

Finding a specific group
If you want to review group level information, such as employee enrollment information, adding a new
hire, or updating employee address information, simply go to the employer group site.

1. To locate and review a specific employer group, from the Springboard Marketplace home page,
enter the group name or group number in the search box under “Manage Groups and Membership”.

Manage Groups and Membership

Select Client:

View All

2. Select “Navigate to Group” to access the group site.

Page 14



2= Manage Groups and Membership

Employee Count

> Hun a Repon

» Manage Users

» Review Application
> MNavigate to Groy|

Select Client:

DEMO - ABC Corporation Q
View All
Manage Group
DEMO - ABC Corporation
Group Number er81746
Status Active In Exchange
Renewal Date Jan 01,2018
Address 12 Main Street

MNorcross, GA 30092

30

Searching for an employee

Often you’ll need to find employees in the system to reset their log-in information, update their

enrollment information or change their address. This tool gives you two ways to find an employee.
Please note, both of these options can be processed at the Springboard Marketplace home page (after
initial log-in) or at the employer group site. If you are currently at the Springboard site, you do not need
to go to the group site first to search for the employee. If you are already at the group site, you can

simply search for the employee at the group level.

1. User search bar option:

a. To confirm you're at the Springboard Marketplace parent site or the employer group site
(child site) from the home page, use the “Signed in as Manager” status below the user

search bar.

Welcome, John Parent Site

% Signed in as MANAGER at Aetna Private Exchange

B Welcome Small Group Brokers and HR Administrators!
If you are a broker calling about an issue with Aetna’s
Springboard Marketplace, please call 855-529-1535 and
select option 1 from the menu.

Welcome, John

Child Site

View Current Bill

Signed in as MANAGER at DEMO - ABC Corparation

Welcome Small Group Brokers and HR Administrators!
If you are a broker calling about an issue with Aetna's
Springboard Marketplace, please call 855-529-1535 and

select option 1 from the menu.

b. From the home page, enter the first and last name of the employee in the upper right-hand

corner search bar. (Be sure drop-down menu shows “Users”.)
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ﬂ Help ‘K Preferences ﬂ Change Password -ﬂ Log Out

Users ~ | Carrie Smith| x  Search
Carrie Smith DEMO - Texas Bike a_.. C

c. A pop-up window will appear with a brief overview of the employee’s information. Select
any of the options below to go directly to that page within the employee’s profile. Or choose
“View User Information”.

& Carrie Smith @
Client Name DEMO - Texas Bike and Hike LLC
User Name CSmith1024
Login Status Enabled
Enroliment Status Birth
Employment Status Active
Benefit Class Employee
Hire Date Jan 01, 2000

View Family Information
Reset Password

View Benefit Coverages
View Employee File
View User Information
Add New Life Event

Impersonate User

2. User admin option:
a. From the home page, select Admin > User Admin from the Navigation tool bar
b. Inthe search box, enter any of the following information:
i. Last name
ii. First name

You can also submit a blank search by not typing anything in the search box and instead just
selecting “Search”.

c. If searching for the employee at the Springboard Marketplace parent site, be sure to check
the option “Include Users of Child Sites”.
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0 Help ﬂ Change Password *] Log Out

Springboard Marketplace® Users Search

. Admin v Exchange Admin v Reports v Role

AETNA PRIVATE EXCHANGE
MANAGER User Administration
@ search for User Enter part or all of a user’s First Name, Last Name, Employee ID, Import ID or SSN* in the search field below. The system will search all records and return those that contain the entered search criteria

Use Advanced Search if you want to filter your search results

* Your ability to search by SSN will be impacted by SSN masking &/or your assigned permissions

Blank search or search

U
Search for an Existing User / by employee S hame.
Search | gjair Dibble
Include Users of Child cn

~ Advanced Search

Search Reset Fields

d. Select the employee’s last name in blue font to be directed to the employee’s profile.

0 Help ﬂ Change Password
Springboard Marketplace® Users

'] Admin v Exchange Admin v Reports v Role

AETNA PRIVATE EXCHANGE
MANAGER User Administration

@ search for User Enter part or all of a user's First Name, Last Name, Employee ID, Import ID or SSN* in the search field below. The system will search all records and retum those that contain the entered search criteria.
Use Advanced Search if you want to filter your search resulis.

* Your ability to search by SSN will be impacted by SSN masking &/or your assigned permissions.

Search for an Existing User

Search x

Include Users of Child Clients [

~ Advanced Search

Search Reset Fields

Last Name 4 First Name M % SSN

+ Employee ID + Employment Status 4 Benefit Class 4 ImportID
Dibble Blair 391-82-2545 Active Employee

Resetting an employee password

If an employee forgets their password and is locked out of the Springboard Marketplace tool, follow the
steps below to reset the password.

w

Search for the employee by following the instructions in Searching for an Employee.

If locked out of the system, the Log-in Enabled field on the View/Edit page will be set to No under
the Log-in Information section. If the employee has attempted to log in but has not yet been locked
out, a -1 or -2 will be next to Log-in Enabled. This means they have unsuccessfully tried to log in

once or twice. Note: Users get three log-in attempts until the system locks them out.
Select “Edit” next to Log-in Information.
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Login Information

Login Enabled Yes

Effective Date
End Date
Username SSam1258

Entry Point Aetna Private Exchange

4. From the Log-in Information page:
a. Log-in Enabled should be Yes

Login Information

Demographics Employment Benefits

& Susan Aikens > Edit Login Information

* Login Enabled ®vYes O No

b. Reset Password: Choose one of the following options to reset the password
i. Reset Password to the default password: Date of birth (after selecting “Save”, the
password immediately resets)

TUsemame | caikens102112

Reset Password O Do Not Reset

® Reset the user's password to Date of Birth in MMDDYYYY
format. (For example, a user with Date of Birth of 3/12/1988
will get 03121988 for the new password)

) Reset Password via email to employee mimsd@aetna.com ~

O Reset Password via SMS to employee v

ii. Reset password via email to employee: If the password is reset via email, from the
drop-down menu select the email address to which the password reset link will be
sent. Once the employee receives and selects the link, they will be asked to enter
the last four digits of their Social Security number. The employee will have three
chances before being locked out of the password reset process. If they enter the
correct four digits, they can enter and confirm a new password.

iii. Reset password via SMS to employee: If the password is reset via the SMS
authentication option, the employee will receive a six-digit SMS validation code.
They will need to enter it after choosing the “Forgot Password” link on the log-in
page. Passcodes can only be used once before becoming invalid. If the correct
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passcode is entered before it expires, the employee will be asked to enter the last
four digits of their Social Security number. The employee will have three chances
before being frozen out of the password reset process.

c. Choose “Save”.

Adding an employee post-sale

If an employee needs to be added to the system after the initial application process (for example, a new
hire) you can add them to the group site via user admin. (Adding any employees retroactive to the
original effective date requires Aetna approval. Review employee/dependent retro add policy.)

1. To add a user, from the group site, choose Admin >> User Admin and select “Add User” from either
the left-hand navigation tool bar or from the search box.

0 Help ‘X Preferences ﬂ change Password ~ +JJ Log Out

a-etna" Springboard Marketplace® Users v Search
[ Admin v Exchange Admin v Reports v Library v Role

DEMO - TEXAS BIKE AND HIKE

e User Administration
MANAGER

Enter part or all of a user's First Name, Last Name, Employee ID, Import ID or SSN* in the search field below. The system will search all records and retum those that contain the entered search criteria
@ search for User

Use Advanced Search nt to filter your ses ults.

* Your ability to search by SSN will be

acted by SSN

sking &/0r your assigned permissions.

Search for an Existing User or Add a New User

Search

"V Advanced Searcti

Search Reset Fields @ Add a New User

2. Once onthe “Add a New User” page, complete all necessary fields.

a. Fields marked with an asterisk are required.

3. After you've completed the “Add a New User” page, select “Save” to continue to the “Family
Information” page.

a. If the family information is available, you may add the dependents to the system as well.
Otherwise, the member will have the option to add their family members during their
enrollment.

b. To add dependents, select the “Add Dependents” link and complete all required fields.
Repeat for each dependent.
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@ Help X Preferences @ Change Password < Log Ouf

aetna’ seinssoord Marketplaces Users v Search

#& | Admin v | Exchange Admin v  Reports v  Library v = Role

DEMO - ABC CORPORATION
MANAGER

Bill Simpson

Male Employee
35 years old (9/8/1982)
ssh: xxx-xx-6566

Add Dependents

5. After adding the employee and dependent demographic information there are two ways to enroll
the employee into benefits. See two options below.

Member shopping
1. Provide employee with their Springboard Marketplace username and instruct them to enroll in
benefits by going to springboardmarketplace.com.

@ Help X Preferences @ Change Password 4 Log Out

a-etna' Springboard Marketplace® Users ~ Search
.3 Admin v Exchange Admin v Reports v Library v Role
DEMO - TEXAS BIKE AND HIKE
LLc
MANAGER Demographics Employment Benefits

 search for user

© Ada User & John Doe
& Impersonate User
V= Demographic Information Edit Login Information Edit
Life Events
First Name John Login Enabled Yes
Employee File
Middle Initial Effective Date
Family Information
Last Name Doe End Date
Benefit Coverages
SS0/Webservice Log Social Security Number oo-xx-3765 Usemame JDoel012
Date of Birth 10/12/1923 Entry Point Aetna Private Exchange
Age 93
Terminate Employment Gender Male
Activate COBRA Import User 1D

Re-Hire Employee Tester User No

Address Information Edit

Address 1 1235 Employee St

Go here to review member shopping.

Impersonating a user

“Impersonate User” allows you to view the system through the eyes of the employee. The most
common reason for this function is to process an enrollment on behalf of employees when they cannot
access the system.

Important note: You or the HR administrator must obtain a copy of the signed paper enrollment form
from the employee being impersonated. The information entered into the system should match the
information entered onto the paper form by the employee. You or the HR administrator must retain
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the signed enrollment form and final Springboard confirmation form for seven years. And you must

provide it to Aetna upon request.

To impersonate:

1. Locate the employee within the Springboard Marketplace tool. (See section: Searching for an

Employee.)

2. Select the “Impersonate User” link either from the search pop-up menu or from the employee’s

profile.
& Carol King ®
Client Name Demo - Brawler Brewing
User Name CKing111112
Login Status Enabled
Employment Status Active
Benefit Class Employee
Hire Date Dec 01,2013

View Family Information
Reset Password

View Benefit Coverages
View Employee File
View User Information
Add New Life Event

Impersonate User

H Admin v

DEMO - TEXAS BIKE AND HIKE
LLC

MANAGER

@ search for User

& Impersonate User

View/Edit

Life Events
Employee File

Family Information
Benefit Coverages

5S0/Webservice Log

a-etna“ Springboard Marketplace®

Exchange Admin v

Demographics

A John Doe

Demographic Information
First Name
Middle Initial
Last Name
Social Security Number

Date of Birth

Reports v

Employment

John

Doe

0oe-ak-3765

10/12/1923

Library v

Role

Benefits

3. Choose “Impersonate”.

‘ Impersonate '

Impersonate User

i.. Don't show me this again

While you are logged in as this employee you will be able to perform all benefit functions for the
employee. If at any time you wish to return to your current rele click on the "End Impersonation”
link at the top of the page. Only users with active accounts may be impersonated

4. Select the “Start Your Enrollment” button at the top of the employee home page.
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End Impersonation of Jimmie Johnson

En Espafol ‘;’( Preferences ﬁ Change Password g Log Out

a-etna' Springboard Marketplace®

[} My Benefits v My Profile Library

Welcome to your enrollment!

Enroliment Deadline 10/26/2017

Your Status Not Started

Start Your Enrollment

5. You'll be asked to confirm the member’s demographic information is correct. Then you’ll need to
confirm the family dependent information.

6. Our online benefit advisor, Ask Emma, will start the enrollment introduction. Select “Let’s Go” or
“Enroll without Audio” to continue.

7. To enroll for benefits per benefits plan type, select the “View Plan Options” button on the right-
hand side. This will expand the section and show all the plans offered.

End Impersonation of Jimmie Johnson

EnEspafiol -+ Exit Enrollment

a-etna‘ Springboard Marketplace®

Open Enrollment

Benefits FAQ VOICEOVER AUDIO
Let's get you signed up for your
benefits! Select a question v m
Your Info
‘You are now eligible to make changes to your benefits. Be sure 1o add any eligible dependents in the Family Information section prior to beginning your
enroliment. **Final rates are based on final enrollment AFA benefits are Aetna administered, self-funded by your employer. =
Your Benefits
3 Enroll

n Medical NO PLAN SELECTED 4 Complete

= Selection | don't want this benefit (waive) View Plan Options

Required Your Cost SO 00

per menth

Basic Employee Life NO PLAN SELECTED Remaining Balance

Required 3469.]3 per month

Explain how this works

8. After selecting the “View Plan Options” button, you’ll be directed to confirm who the plan will cover.
You can add dependents during this time.
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End Impersonation of Jimmie Johnson

En Espafiol ] Exit Enroliment
a-etn @’ Springboard Marketplace®

@ Backto Benefits = Medical

Who will be covered by this plan?

Johnson

Employee

9. Once you’ve added and confirmed who the plan should cover, select “Continue” to go to the “Plan
Selection” page. Here you can see plan details and compare plans side by side. To enroll in the
requested plan, select the “Select” button.

End Impersonation of Jimmie Johnson

a-et“a’ Springhoard Markeplace®

© Back to Bencfita | Medical

Pheedl Suaree ks Mhedical Currmsage F A5 NEILELVER ALK
k7 ‘Which Flan |5 Bast for Ma? Seleat & guedtion sbout haalth inourance ~ E
‘o will b crversd by this plon?
Jimmie Johnoon (Emskyes) Q) Addi Doty
$ Thisbenefit s cigike forup i $469.13 in Bensfiizucks
AFA Choice POS 11 2000 100/70 CY “Wour Cost per manth
fotna | POS
COHNEANCE 0%
Frunsher Searst
- Chick Swre i3 smmgch o w rlisaboeg i
# CHPLAM THESE £86TS
4 NN BHETWONH KT
5173412 $6,234.12
rerriunz 12 Mot Arumd e | ut ol ke M)
AFA Choice POS 11 2000 HSA 100/80 CY W Cost par manth
Y = s $5212 v
ot svsa i POS . Exgiryen
CEDUC TIlLE COLNEANCE % Vit plas et
indradual: 52,000 [ —— Saa1a
Family: 54000 [ ]
Frovder Search
- Chek b i sanrch for w mnlisyailons ke
# DR THESE oS
4 ranan TGO MU
562544 53,900.44
(rerrinz 12 et phrusd e | ko8 vk M)
AFA T Memorial Hermann CPOSI 1500 100/70 CY “Your Cost per manth
Agina | POS $13299 [v
T —
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10. Repeat these steps for the remaining benefits plan types. Once you’ve made the enrollment

selections, select the “Continue” button on the right-hand side of the screen.

End Impersonation of Jimmie Johnson

Open Enrollment

- Let'= get you eigned up for your
= benefita!

n Medical

coversse  Employee

Jimmie Johnaon

& completed

;] Basic Employee Life

You have waived this benefit.

@ completed

Benefits FAQ

Select a question

Employee

‘You ere now eligible to make changes to your benefite. Be sure to sdd any eligible dependents in the Family Information section prier to beginning your
enroliment. **Fingl retes ere based on final enroliment AFA benefite are Aetna sdmindstered, seff-funded by your employer.

$52.12 v

Your Cost per month

pLan AFA Choice POS 11 2000 HSA 100/80 CY / Aetna / View plen detsils

© Cover

| dor't went thia benefit (waive) View Plan Optiong

WAIVED

View Plan Optiong

Your Info
Your Benefits

below to continue.

VOICEOVER ALIDIO

3 Enroll

4 Complete

Your Cost

per manth $52] 2

Remaining Balance

BenefitBucks

$0.00 per montn

Explain how thiz worke

nizhed eelecting benefite? Click the button

—r—

Mot ready to complete your benefite
enroliment? No problem, you can click the
button below to gave your progress and return
later.

Save and Finish Later |

11. This will bring you to the bottom of the page, where you need to confirm the elections and agree to

the participation statement. Select “I agree, and I'm finished with my enrollment” on the bottom of
the screen and then the “Complete Enrollment” button on the right-hand side.
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End Impersonation of

EnEspafiol £ it Envoliment

ACtNA" sprinsvosrd Markerplace

Review and Confirm

Yourlnfo

0 Please Review All of Your Selections YourBeneta

e
Once you have completed your review, click the *Complete Enroliment” button at the right side of the
page.

Review ana Corfim

Incicstes chenged penefiis

vourTotalcost  $52.1

Fer Month

u Medical* Yourcost permonn $52.12

AFA Choice POS 1l 2000 HSA 100/80 CY setre. ‘Cost Details Per Monin
Couarage Employee
TowiPremium  $521 25

Who will be covered on this plan: Employer Contioution($469.13)

nams pesioneny Coversse @ scon 85212
Jimmie Jonngon Employee O Cover
[

E Basic Employee Life*

1) compne

Waived

Basic Employes Lfe Complete Enrollment

Once You've Reviewed All Your Selections:

Participation

Conditons of Emoliment

w ceiems o s
eovalment form snd t employe spot any ntartonal and
feing o oauing
meyreautin y .
I nesitn
mting purposes.
Iu ervaimant £ e orit sgent otner
nossitsl or ny otner (Proviaers), » o
g A or i o
s incluaing 05,
, Provicer ors, v
orteat o the operaton of my hesth len reve
e
o law.
| ety mac sl i ge | am ey .

Statemert of Hea'th | am empioye by e emplayer on page 1 and working full Emefor this empioyer

7] 1 agre, and Fmfished with my envolment

Language Assistance: Espanol | =37 | Tiéng Viét | S-20{ | Tagalog | Pycowait | 3. 35 | 8| Other Languages.
Privacy Policy | Accessibility Services | Nondiscrimination Notice | Erowser Requirements | Technalagy powered by bswift

LN >

12. The confirmation page will appear, verifying the enrollment is complete. At this point, you can print
or email a confirmation statement to the address on file for the employee to review and file for their
records.

End Impersonation of Jimmie Johnson

aetna‘* Springboard Marketplace®

# My Benefits My Profile | Library

-
[ vou mey make changes to your elections untit: October 26, 2017

o Your enrollment is completel

You ere naw eligible to make changea to your benefite. Be sure to add any eligible dependenta in the Family Infarmation sectian pricr to beginning your enraliment. **Final rates are beaed on final
enroliment AFA benefits are Astna administered, elf-funded by your emplayer.

Your Confirmation Statement is ready | B viEw ” B EMAIL ” & PRINT |

Your Confirmation Statement is an overview of your new benefits and coats
for yous review and records.

13. To end the impersonation, select “End Impersonation” at the top of the page. This will return you to
the administrator view of the employee’s record.
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End Impersonation of Jimmie Johnson

En Espafiol % Preferences a Change Password -] Log Out

aetn a’ Springboard Marketplace®

#&  MyBenefits v | MyProfile | Library

Note: If you or an HR administrator makes a change while impersonating an employee, that
change will update the system. Your name or the HR administrator’s name will be identified as
the user who saved the record.

Retroactive employee/dependent adds

Adding any employees or dependents after the group has been medically underwritten will require
underwriting approval.

Terminating an employee

When an employee is terminated from employment, you can process the termination by following the
steps below:

1. Search for the employee (See Searching for an Employee).
2. From the View/Edit screen of the employee’s profile, select the “Terminate Employment” link
located within the left-hand navigation tool bar.

@ Help X Preferences @ Change Password
3etNA’ seinsbosrd Markerplacer Users v
#& Admin v | ExchangeAdmin v  Reports v Library v | Role
DEMO - TEXAS EIKE AND HIKE
MANAGER Demographics | Employment | Benefits

@ Search for User
© aoauser & John Doe

Demogrphic Information Eat

FirstNsme John

e JDoel012

Dateof Birth 101271923

Aetna Private Exchange

Age 98
Terminate Empioyment Genger Msle

Activate COBRA Import User D

ReHire Employes

Tester User No

3. Once on the “Terminate Employment” page, enter the termination reason and date within the
appropriate fields. Select “Save”.
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aetn aG Springboard Marketplace™

H Admin w Exchange Admin v Reports v Library v Role

DEMO - TEXAS BIKE AND HIKE
Lc

T Demographics Employment Benefits

@ search for User

€ Ada User & John Doe > Edit Employment Termination Information

a (I EREERUEE Termination Reason

View/Edit
Life Events Termination Date
Employee File

Family Information

Benefit Coverages
Save QJeELE]
SSO/Webservice Log

Terminate Employment

4. A pop-up window will appear asking you to confirm the plans the employee is enrolled in and when
the last day of coverage is. Once the information is confirmed, select “Save”.
5. The employee (and dependents if applicable) is now terminated from employment and coverage.

Dependent terms
When a dependent is to be removed from coverage, you can process the dependent termination by
following the steps below:

1. Search for the employee the dependent is enrolled under. (See Searching for an Employee.)
2. On the left-hand side navigation menu, select “Life Events”.

3. Select “Other Life Events”.

4. On the drop-down select “other” once more.

5. Enter the date of qualifying event (date dependent is to be terminated).
6. Verify/acknowledge life event information is true and accurate.

7. Select “Save and Start Life Event Enrollment”.

8. Select “Got it, let’s get started”.

9. For each line of coverage enrolled select “View Plan Options”.

10. Uncheck dependent(s) who should no longer be covered under the plan.
11. Select “Continue”.

12. Select “Keep Selection” to retain current plan selection for the employee.
13. Continue.

14. Check “I agree” at bottom of page, then select “Complete enrollment”.
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Retro terms

You may process a retro term of an employee within Springboard as long as the termination of the

employee was in the last 30 days. To process please review Terminating an employee section making

sure you indicate a termination date within the last 30 days. If seeking an approval for special

circumstances longer than 30 days, contact the Springboard Helpdesk for assistance. (Keep in mind last

day of coverage will be the last day of the policy month.)

Reporting

You can access reports via the “Client Quick Lookup” on the admin home page. Once you select the link,

you can choose your client and the report you would like to run. The system will run the report and you

can export it to Excel for editing, if necessary.

2 Manage Groups and Membership

Select Client:

View All

1% Broker Tools

B Starta New Application

# Tools

» Reports

> Client Quick Lookup ~&———r

There are hundreds of reports available. This section includes an overview of common reports and their

description.

To access the full reporting tool in Springboard, select “Reports”, then choose “Report Center”.

a-etn @’ seringboard Marketplace®

F. ) Admin v Exchange Admin v Reports v Library v Role

DEMO - ABC CORPORATION Report Center
MANAGER Report LibFary

@ search for Report
Offline Reports Q

Manage Schedules

Bulk Email Batch Status

Activity

Address Changes

Age Change/Birthdays

Aging

Balance

Benefit Class Change Reinstatement Enollment Rules
Benefit Class Question Credits

Benefit Elections (EE & Dep. No Codes)

Benefit Elections (EE Only No Codes)

e b b e

Fulfillment Reports Report Name + Category
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Each report has a standard data set that is automatically included when the report is selected. Most
standard reports are configurable, meaning that fields can be added or removed prior to running the
report. In addition, if there are reports that are run repeatedly, the templates can be saved for future
access.

Report output formats

e Web: If you select this option, the report will open in a new browser tab. Web reports can also be
exported as Excel or CSV files. You can add more custom filters after the web report has been
generated.

e Excel: If you select this option, you can open the report and save it as an Excel (.xIs) file.

e CSV: If you select this option, you can open the report and save it as a comma separated values (.CSV)
file.

To display information about the report's configuration on the report itself, check the Include Report
Header option. On web reports, this will automatically expand the header panel at the top of the
report. In Excel and CSV reports, report header info will appear at the top of the spreadsheet above the
column headers. Report headers display the report's:

e Configuration, including the report's name

e Scope, or whether it’s limited to certain clients

e Benefit plan types, vendors, benefit classes, etc.

e Types of users included

e Run date

o Effective and end dates

To run the report offline, check the Run Offline option. Choose this option to generate the report for
retrieval from the “Offline Reports” page. Look under Reports >> Report Center >> Offline Reports.

As noted, you can save reports, making it easier to run customized reports on a recurring basis. You can
schedule reports on a daily, weekly, monthly, or quarterly basis.

The recommended output format is Excel, but any of the options noted will provide output. Again, any
reports that are output to Web can be exported from Web to either Excel or CSV.

How to search for reports

From the landing page, you can search for reports by name or category. For example, if you're
interested in reports for newly hired employees, you could search for the key words “new hire”. The
search results include the report category. Likewise, if you have saved reports configured to your
preferences and that contain your name (for example, “Sue’s Benefit Report”), you can search for “Sue”
to pull up those reports.
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a-etn @’ Springboard Markerplace®

9 Help ‘x Preferences ﬂ Change Password g Log Out

Users v Search

& Admin v Exchange Admin v | Reports v | Library v Role

DEMO - ABC CORPORATION
MANAGER Report Library
@ search for Rep:

Offline Reports

Manage Schedules

Bulk Email Batch Status

Fuifiliment Reports

ort
Q New hire v Search

50 v | items per page

Report Name ¥ Category ¥ Creator ¥ Create Date ¥
+ Activity Ledger
- Address Changes Change
*  Age Change/Birthdays Change
r  Aging Ledger
#  Balance Ledger

Tips!

If there’s a report you like to run on a regular basis you can easily select the star next to the
name of the report and the next time you access the report center it will appear on the top of
list.

You can save a report you’ve customized so you won’t have to edit it each time. (You can also
“Star” your saved report for easy access.)

Types

of reports

Activity reports: Activity reports provide information about log-ins that may help you contact
employees during an enrollment period. You can use these reports during enrollment, along
with enrollment reports, to monitor employees' progress.

Admin reports: Administrative reports provide a snapshot of the data stored in an employee
profile. For example, census reports and dependent listing reports are categorized as admin
reports.

Benefit reports: Benefit reports provide information about employee and/or dependent benefit
overage, such as plan selection, cost and coverage effective dates and cost information.

Change reports: Change reports detail changes to employee or dependent information, such as
benefit class changes, beneficiary changes, changes to demographic information, and more.

Configuration reports: Configuration reports provide information about a client’s site, benefit
plan, and enrollment rule structure. The reports allow you to quickly view information without
having to go into the configuration pages to find out the settings. For example, a report showing
plans assigned to benefit class is categorized as a configuration report.

Enrollment reports: Enroliment reports show the completion status of enroliments where
employees make their own elections. These reports can be used to identify and contact
employees who have not completed their enrollment before the window closes. Or to view
information about completed enroliments.

Pending reports: Under certain scenarios, such as plans that need evidence of insurability (EOI),
enrollments can be pended for HR admin approval before being officially posted on an
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employee's record. Pending reports can be used when HR admins want to approve changes
employees make to their personal information (e.g., last name, address, or banking
information).Pending reports help HR admins monitor, approve, and reject pended information.
When pending reports are used in web format, the HR admin can review all pended changes and
approve or reject each change within the web output, without going into each employee record.

Tip
Specific instructions for accessing reports, along with some reports that may be useful, are outlined on
the following pages.

How to access reports

Log in to the Springboard site. Navigate to your group and select “Reports” from top navigation, then
“Report Center”. To search for a specific category of reports, select the drop arrow at the end of the
search bar.

Report Library

Q Search

You can select a report category or search on “Report Name”. If you’re searching for a saved report, be
sure the “Include Saved Reports” option is checked. Choose “Search”.

0 Help ‘K Preferences ﬁ Change Password "j Log Out

a-etna“ Springboard Marketplace® Users v Search

N Admin v Exchange Admin v Reports v Library v Role

DEMO - ABC CORPORATION

MANAGER Report Library

@ searcn or Report

Offline Reports Report Name ~ Search

Manage Schedules

Categories
Admin

ates | Benefit

Billing
Change
Configuration
Enroliment
Ledger

User Selection

Bulk Email Batch Status
Include Report T¢
Fulfiliment Reports

include ghved Reports

50 ~ | items per page

Report Name 4 Category 4 Creator & Create Date &
#  Activity Ledger
< Address Changes Change

< Age Change/Birthdays Change
o Lo

This will display all benefit category reports.
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a-etn d’ springboard Marketplace®

Benefit Questions

Terminations Report

LR - - - R

Waive Coverage Detail

Benefit Elections (EE & Dep. No Codes)

Benefit Elections (EE Only No Codes)

Overage Dependent Listing

Pre-Election Credit Questions

.1 Admin v Exchange Admin v Reports v Library v
DEMO - ABC CORPORATION
MANAGER Report Library
@ search for Report
Offline Reports feport Name
Manage Schedules
Categories Benefit

Bulk Email Barch Status

Include Repont Templates
Fulfilment Reports

Include Saved Reports
Report Name

Role

~

# Category
Benefit
Benefit
Benefit
Benefit
Benefit
Benefit
Benefit

# Creator

9 Help ‘K Preferences

Users v

~ | Search

% Create Date

a
s

ﬂ Change Password -+ Log Out

Search

50 w | items per page

Scroll down to select: Benefit Elections (EE & Dep. No Codes). This is the report you'll pull to identify all

of your enrollees.

The information outlined for the Benefit Report in this example applies for other types of reports. The

exception is if a report is not configurable with respect to data items, you cannot customize the data

output as shown in the first step of this section.

Page 32



aetn a“ Springboard Marketplace™

[ ] Admin Exchange Admin Reports w Library w Role

DEMO - ABC CORPORATION
MANAGER Benefit Reports

e Search for Report

Select Report
Offline Reparta = =

Repaort ione (£
Menage Schedules eport | Benefit Elections (EE & Dep. No Codes)sw

Bulk Email Batch Status

Fulfillment Reports Choose data items

Selact Fielda to Incluse in Report /

Demographics Employment Benefits Banking & Taxes HR

Eedected Report Fielde | Up || Down

Employee ID

. _ Demeographics Info Relationship (Mo Codes) . ~
This column shows | =D Custom Dependent Fields Import User ID This column shows
B [ Custom Dependent Drop Downs Group Number
all the fields that = =0 Addressnfo Last Name all the fields that
B [ School Info < First Name .
can be added to = . Logininfa Middle Initial will appear on your
appear o your B[] Misc Social Security Number report
= Benefit Plan Type
& [ GMes0 info Benefit Plan Name
Coverage Effective Date
Coverage Termination Date
Cost/Tier Effective Date
Eligibility Response v
Eligibility Response Date
) S T The blue hyperlinks allow you
All Bensfit Plan Types to narrow your search by plan
W Select Vendors type, vendors, plans, etc.
All Vendors

You can also customize the report by adding or removing fields. The report is defaulted to include a
multitude of demographic and benefit fields, as well as the group number tied to each enroliment.
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Select Users

Users Employee Active
O TestUsers Spouse [0 Not Active

Domestic Partner O coBra

child [ Retiree
Dates
Effective Date | Rolling Dates v Current Date (default) v

The report defaults to include all relationships, active

Filters emplovees as of today's date, with web output.
Add Filter

If vou want a different effective date, or vou want to
include population(s) other than active employees, you
EiceonOutpuL may change those settings here.
Select Output Type [t
Show Header O] | EX¢#! Recommended Output: Excel
Run Offline [J csv

Bulk Email

You can click the 'Run’ button to run the report, or check

Show on Admin Home Page "Run Offline' so that you can navigate to other screens

while the report runs.

O show on Admin Home Page?

Checking 'Show Headers' will show the filtering selections
vou made in the top portion of the report output.

Run Save Save As.
If you have a report that you wish to run repeatedly, vou
can choose 'Save As...' to save.
Privacy Policy | Nondiscrimination Notice | Browser Requirements | Technology powered by bswift
Language Assistance Espafiol | 37 | Tiéng Viét | 3= 0{ | Tagalog | Pyccrwii | - | Kreyal | Frangais | Polski | Portugués | Italiano | Deutsch | B43E | .| Other Languages

Useful reports

1. Benefit election reports: Benefit Reports > Benefit Elections (EE & Dependent No Codes) or

Benefit Elections (EE Only No Codes)

e This report pulls a snapshot of the health and welfare plans in which the employees are
enrolled, and can be run for employees and dependents or for employees only. Both
reports always show coverage tier, but the EE & Dependent report will show rows for the
individual dependents.

e Inthe Dates field, make sure to select a date that is on or after the group’s benefit effective
date.

2. Census reports: Admin Reports > Census (EE Only) or Census (EE & Dependent)

e This report produces a list of all employees listed under the group, regardless of whether
they’re enrolled in coverage.

3. Enrollment changes: Change Reports > Enrollment Changes (EE Only) or Enroliment Changes
(EE and Dep)
e This report shows enrollment changes that occurred within a specific time frame, defined
when the report is run. Changes include but are not limited to new hires, life events, benefit
election changes, terminations, COBRA changes, etc.

4. Open enrollment status reports: Enrollment Reports > Open Enroliment Complete and Open
Enrollment Not Complete

e This report pulls employees who have or have not completed enroliment.
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5. COBRA QE changes: Change Reports > COBRA QE Changes
e This report identifies recently terminated employees who may be eligible for COBRA
coverage.
Note: The information captured in this report is based on what was entered at termination.

Please refer to the employer’s COBRA administrator for rules and regulations.

6. Rate/costs reports: Configuration Reports > Rate Bands by Tier
e This report pulls rates for non-tiered, volume-based plans (life, STD, LTD, AD&D, etc.).

7. Activity/log-in info reports: Reports > Activity Reports > Log-in Status
e This report pulls all employees at each group with their user name and if their log-in is
currently enabled or disabled.

Information regarding additional reports is listed below including where the report should be run, a brief
description and other useful information.

Run at
Report name parent (P) or Description Comment
child (C)?

Report

type

Custom report created
to list all answers
provided by the
Activity eList P/C employer
sponsor/broker
regarding the
employee census.
Generates a list of

Custom report created to list all
answers provided by the
employer sponsor/broker
regarding the employee census.

newly added
dependents at Run this report when you need to
. Newly Added employer sponsor sites. | see any newly added dependents
Admin P/C ) S o .
Dependents This report will display | within a date range, which you
dependents added input when you run the report.
regardless of
enrollment status.
Generates a list of
newly added
employees at employer | Run this report when you need to
. Newly Added sponsor sites. This see any newly added employees
Admin P/C o - .
Employees report will display within a date range, which you
employees added input when you run the report.

regardless of
enrollment status.
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ExchangeSolutions

Data retrieved from

Pull this report when you need to
see information about each
client, including the template the

Admin Client Data P emplgyer application client is aligned to, effective date,
questions. . .
renewal date, new hire waiting
period, and contact information.
Generates a list of Use this report to see quotes
. Pre-Quote Client quotes created by created, including ans.wers to
Admin Data P brokers and answers to | each pre-quote question,
each pre-quote including quotes that never
question. became applications.
Lists all users in the
system, including but
not limited to brokers,
employees, and Run this report to pull census
Admin Census (EE Only) p/C administrators. This data as of a fixed point in time -
& (EE & Dep) report can be you choose the "as of" date when
customized to include you run the report.
details such as
demographic and
address information.
A detailed and
customizable report on
enrollment information | Use this report when you need to
Benefit Elections by employee an.d see either employee (EE Only) or
. dependents. This both employee and dependent
Benefit (EE Only) & (EE + P/C ) ) . .

Dep) |r1cl.udes but is not (EE + Dep) |nf(.)rm.a.t|on. The
limited to report shows individuals
demographic, benefit, separately, per row.
enrollment, and
address information.

Lists all dependents
that are over the age of
the maximum
G ELR BB Y This report looks at the maximum
Benefit Overage P/C E IS, 02 age, by plan, as configured in the
Dependent Listing maximum dependent ’ !
age can be different by system.
plan and the overage
flag is triggered
accordingly.
N Lists employees who Terminations list by date range,
. Terminations . .
Benefit - P/C are terminated by as entered when report is run
employer sponsor site. | ("from" and "to")
. . Report returns data as of the
Benefit LI P/C EEEL QU effective date input at the time

Detail

waived coverage.

the report is run.
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A listing by employee
of answers to benefit
plan questions during

Pull this report to review answers
to dental questions during the

Benefit Benefit Questions P/C enrollment. This is only | enrollment. This is only triggered
triggered by plans by plans configured to ask
configured to ask questions.
questions.

Use this report when you need to
Identifies and lists all see changes in enroliment. You
benefit can run the report on individuals
Enrolment changes by emplovee | orisy o both “employest and.

SRS Ch;n(g;séE;;r;ly) e and dependent. This dependent relationships. The
report can be report returns one row per
customized from a dependent, per benefit. User
selection of fields. inputs "start" and "end" date for

changes to be captured.
Accounts for any
employee address
changes made. This can
be customized to User inputs "start" and "end"

XIS LGRS RIS e include specific address | date for changes to be captured.
fields and by who and
when the changes were
made.

This accounts for any
age change by
it Age p/C employee. This can be User inputs "start" and "end"
Changes/Birthdays helpful in auditing date for changes to be captured.
monthly costs for age-
banded costs.
Identifies and
generates a list of
name, SSN, or DOB
changes by employee.
it Name, SSN, DOB p/C This report can be User inputs "start" and "end"
Changes helpful in auditing date for changes to be captured.
sensitive information
that are cost drivers or
need to be updated in
downstream systems.
Plan offering by . . .
Run this report to confirm which
employer sponsor for . .
all product lines. This plans ?re a55|gn.e<.:l to a specific
. . benefit class (eligibility group), or
Plan Assigned to EILEUE A to compare assignment across all
Config P/C which plans the

Class

employer sponsor is
offering for the given
plan year, regardless of
current enrollment.

classes. Also, useful to validate
that plans are properly assigned
to the appropriate Benefit
Classes.
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Benefit Package

Plan offering by
employer sponsor for
all product lines. This
can be used to identify
which plans the

Use this report to review group
benefit plan(s) and bundle(s)
elected during the application

Config . P/C employer sponsor is process. These elections
Group Elections . . . .
offering for the given determine what plan offerings
plan year. Only plans are available for employees to
that have active enroll in.
enrollments will appear
on this report.
Displays rates loaded .
play This report pulls rates for non-
] Rate Bands by for rate banded plans .
Config Plan P/C such as life and tiered plans, such as volume
. based (life, AD&D, STD, LTD, etc.)
disability plans.
Displays monthly costs | This report pulls monthly costs
loaded for tier based for tiered plans, by plan and tier.
] Costs by Benefit benefit plan types such | For example, for each medical
Config . P/C . o
Class/Tier as medical, dental, and | plan, it will pull monthly costs by
vision plans by Benefit Class, plan, and tier. It will
employer sponsor site. | not include volume based costs.
Generates a list of all
Exchange - .. . .
applications currently Generates a list of all applications
) Enrollment . .
Config P in the Enrollment currently in the Enrollment
Complete - . . .
. . Complete - Pending Complete - Pending Audit status.
Pending Audit .
Audit status.
Accounts for
. employees who have a | Accounts for employees who
Employees in New . .
. new hire enrollment have a new hire enrollment
Enrollment Hire Enrollment - P/C . .
Not Vet Complete window open and have | window open and have not yet
P not yet completed their | completed their enrollment.
enrollment.
Accounts for
Employees in employees who have Accounts for employees who
Open Enrollment - an open enrollment have an open enrollment window
Enrollment P/C . .
Enroliment window open and have | open and have completed their
Complete completed their enrollment.
enrollment.
Accounts for
. employees who have Accounts for employees that have
Employees in .
an open enrollment an open enrollment window open
Enrollment | Open Enrollment - P/C . .
window open and have | and have not yet completed their
Not Yet Complete .
not yet completed their | enrollment.
enrollment.
Lists all employee
. enrollments currentl . .
Pending . . H Use this report to review any
. pending. The pend is . .
Pending Enrollments P/C pending enrollments awaiting

Awaiting Approval

triggered by enrollment
rules as well as EOI
rules when applicable.

approval.
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Approved Pending

Lists all pending
employee enrollments
that were approved.
This report displays

Use this report to review all
pending enrollments that have
been approved. The report

Enrollments

a reject reason, who
rejected it, and date of
rejection.

Pending Enroliments HE WIS A0S eI Es displays when the enrollment was
was approved, by
. approved, by whom, and the
whom it was approved,
approval reason
and the approval
reason.
Lists all pending Use this report to review all
employee enrollments | pending enrollments that have
p e Rejected Pending p/C that were rejected with | been rejected. This report

displays the reject reason, who
rejected it and the date of the
rejection.

Life events

Employees can log on using their user name and password to process a life event. If you or an HR admin
will be adding and processing the life event, please refer to the Impersonating a User section then
proceed with the steps listed below.

1. From the employee home page, locate the “Life Events” section located on the left-hand side of the
page. Select the applicable life event. If none of the life event options are applicable, select the “All
Other Life Events”.

Welcome,

tom tester

My Profile
Edit my profile
Edit dependent profiles

Change my address

Life Events

When did your life event take place?

Birth
Marriage
Civil Union Enter a date

All other Life Events

2. Enter the date of the life event.
Enter the new dependent information (if applicable for the life event selected) by selecting the “Add
Dependent” link. Select “Save” when you’ve entered all the information.
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Life Event

If you had a recent life event such as a birth of a child, or a marriage, you may be eligible to change your benefit elections. Please fill
out all information requested to complete your change in coverage.

STEP 2 Enter your life event information
Marrlage Change life event
When did your life event take place?

Enter a date: | 07/15/2016

Enter your new dependent's information:

Name Relationship Date of Birth Age Gender

Add at least one dependent 1o continue

@ Add Dependent
Continue Cancel

4. Select “Continue” to proceed to the next page and confirm the information entered is correct.

STEP 2 Enter your life event information
Marriage Change life event
When did your life event take place?

Enter a date” | 07/15/2016

Enter your new dependent’s information:

Name Relationship Date of Birth Age Gender
© Spouse Test Spouse 12/20/1983 32 F

@ Add Dependent

cancel

Life Event

If you had a recent life event such as a birth of a child, or a marriage, you may be eligible to change your benefit elections. Please fill
out all information requested to complete your change in coverage.

STEP 3 Confirm your information
Marriage Change lfe even

Life Event: Mamiage
Date of Event: 07/15/2016

Added to Family. Spouse Test

[[] 1verify that all of the above Life Event information is correct

( Save and Start Life Event Enroliment ) Cancel

5. Step through the enroliment and save the elections. **Be sure to check the box next to any
dependents who should be added during this enroliment. **
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etNQ" seringboard Markerpiaces

Who will be covered by this plan?

@ Backto Benefits | Medical

[F] jentester [] Baby Tester © Add Dependents
Employee child
© backio sners
Language Assistance: Espafiol | 53 | Tiéng Viét | 8301 | Tagalog | Pyccxwii | 2.1 | Kreydl | Frangais | Polski | Portugués | Italiano | Deutsch | B8 | % | Other Languages
Frivacy Policy ibility Services i Notice | Browser Requirements | Technology powered by bswift

En Espafiol -+ Exit Enrollment

COBRA

Groups that are Group Billed will be placed in the COBRA benefit class and will be able to enroll for

benefits during the group’s open enroliment and/or renewal.

Activate COBRA on existing group (group billed)

For members employed with Group Billed groups, if an employee terminates and becomes COBRA

eligible, follow the steps below.

1. Search for the employee by following the instructions as outlined in the section titled Searching for

an Employee.

2. Assuming the member was previously terminated from employment (see Terminating an Employee
for more information), from the “View/Edit” page of the member’s profile, select the “Activate

COBRA” link located within the left-hand navigation tool bar.

aetn a“ Springboard Marketplace™

] Admin v Exchange Admin v Reports v

DEMO - ABC CORPORATION

MANAGER
Demographics Employment

0 Search for User

0 Add User

& jen tester
3 Impersonate User

View/Edit

Life Events Demographic Information

Employee File First Name jen

Family Information Middle Initial

Benefit Coverages Last Mame tester

SRl Social Security Number x00¢-xx-4585
Date of Birth 4/5/1976
Age 41

Terminate Employment
Activate COBRA Gender Female

Re-Hire Employee Import User ID

Testerliser Mo

Library Role

Benefits
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3. Onthe “Activate COBRA” page, enter the following information:
a. Benefit Class: Select COBRA
b. Benefit Class Effective Date: Enter the COBRA effective date
c. Employment Status: This will pre-populate as COBRA
d. Employment Status Effective Date: Enter the COBRA effective date

Activate COBRA
& jen tester
Benefit Class Employee >
Benefit Class Effective Date | ngy071,2017
Employment Status | ~opRAsw.

Employment Status Effective Date | no/01/2017

Termination Date 9/1/2017

Save Cancel

4. Choose “Save”.
5. At this point you will need to contact the Springboard Marketplace Helpdesk for a special open
enrollment so this employee can enroll.

Adding COBRA member

Assuming you have activated COBRA for the member within Springboard. See Activate Cobra on Existing
Group. Now that the member has elected coverage and the Springboard Marketplace Helpdesk has
opened a special open enrollment for the member, there are two ways for them to enroll.

1. Provide employee with their Springboard Marketplace username and instruct them to enroll in
benefits by going to springboardmarketplace.com.
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http://www.springboardmarketplace.com/

a-etna' Springboard Marketplace®

Users v

#  Admin v Exchange Admin v Reports v Library w Role

DEMO - ABC CORPORATION
MANAGER
Demographics Employment
© search for User
© adauser

& jen tester
& Impersonate User

Life Events Demographic Information
Employee File FirstName jen
Family Information Middle Initial

Benefit Coverages Ml =0

= Social Security Number Xx-xx-4585

Date of Birth 4/5/1976

Age 41
End COBRA

Gender Female
Re-Hire Employee ender Female

Import User ID

Tester User No

Benefits

Edit Login Information
Login Enabled Yes

Effective Date

Usemame  Jiester0405
Entry POINt. AGna Private Exchange

Search

Edit

Go here to review member shopping.

2. Impersonate User allows you to view the system through the eyes of the employee. The most

common reason for Impersonate User is to process an enrollment on behalf of employees when

they cannot access the system.

Important note: You or the HR administrator must obtain a copy of the signed paper

enrollment form from the employee being impersonated. The information entered into the

system should match the information the employee entered on the form. You or the HR

Administrator must keep the signed enrollment form and the Springboard confirmation form
for seven years. You must also provide it to Aetna upon request.

To impersonate: Go here to review Impersonating a User

Renewing a group in Springboard
We'll send you and your client their renewal package as early as 60 days before their renewal date. If

your client is currently an AFA group, they’ll get an AFA renewal. If your client is currently an ACA group
and a good fit for AFA, they’ll get an ACA renewal and AFA plan options.

Groups using Springboard are loaded with renewing monthly costs and plans. The census at the time of

the renewal package is also loaded. The Springboard process is identical for AFA to AFA renewals and

ACA to AFA renewals. A request for sold paperwork will be sent outside of Springboard for ACA to AFA

renewals.
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Springboard Renewals

Monitor enrollment

enrallment window.

Aetnafinal r

Once you have confirmation of the AFA sale, you will log in to Springboard and begin broker shopping.

Note: Springboard replaces Aetna’s other online enroliment systems. For groups that currently have an
EZenroll or eEnroll account, once the renewal processing is under way (about 45 days before the
renewal effective date), eEnroll or EZenroll will not be available. You must complete any transactions
relating to your current coverage using the applicable paper forms until your renewal effective date.

Plan selections
On the Springboard home page, type your group’s name in the “Select Client” section under “Manage

Groups and Membership”.
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Springboard Marketplace®

#  Admin v

Exchange Admin v

Reports v Role

# Manage Groups and Membership
Welcome, John

Select Client:
& Signedin as MANAGER at Aetna Frivate Exchange
B Welcome Small Group Brokers and HR Administrators!
you are a broker calling about an issue with Aetna's Springboard View Al

Marketplace, please call 8555291535 and select option 1 from the menu
f you are an employer or benefits manager calling about an issue with
Aetna's Springboard Marketplace, please call 855-529-1535 and select
option 2 from the menu

@ Broker Tools

N StartaNew Application

The phones are staffed Monday through Friday from 8:00 am — 8:00 pm ET.
There is a recording on both phones lines to leave a message if our agents

are not available & Tools

> Reporis
2 Alerts

MNew Applications Pending (Application In Progress) >
Application Status (Application Pending Approval) >

Show Untriggered Alerts v

+ Client Quick Lookup

@ Renewal Customer Notices

Former eEnrollment Customer Iinformatior

Users v Search

@ AFA Documents

SG AFA Broker User Guide A
SG Springboard AFA Sales Flyer
AFA Springboard Census and Setup Template

SG AFA - Springboard rules of the road

@ ACA Documents
ACA Broker User Guide for New Business A

SG Springboard ACA rules of the road

Springboard flyer - SGMM

Select the group name and then “Go to Group Elections’

7.

iR
=

Manage Groups and Membership

Select Client:
Demo - Arizona Water Sports

View All

Manage Group

Demo - Arizona Water Sports

Group Number
Status
Renewal Date

Address

Employee Count

» Go to Group Elections
> Run a Report

> Manage Users

» Review Application

> Mavigate 1o Group

er73592
Renewal In Group Elections
MNov 01, 2017

1334 Springboard Lane
Lake Havasu, AZ 86403

12

You'll see all available plans, including any ancillary options. You can compare plans, view all costs, and

view plan details if needed.
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# Benefit Package Group Plan Premiums
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WICE PLANE

Check the box next to the sold medical plan(s). Groups with existing AFA plans have the renewing plans

pre-checked. If the group is replacing the renewing plan, uncheck the defaulted plan and check the

appropriate plan.

Medical and Pharmacy 2017

Here are your medical plan offerings.
Please note: You may only offer a maximum of 4 medical plans.
View all premiums >

Medical and Pharmacy

+ Please note that you must enroll in a medical or dental plan to be eligible to enroll in a short term disability plan

[ ~/ Selectall H X Deselectall H Show more detail

AFA Choice POS 11 1000 100/70 CY

Aetna FOS view plan details > () compare Plan
AFA Choice POS 11 1000 80/60 CY e et > () come
Aetna POS u
AFA Choice POS 11 1500 100/70 CY e detats > [ compore o
Aetna POS -
AFA Choice POS 11 1500 100/80 Int RX CY Jewpandetate > [ come s
Aetna Rx POS B

AFA Choice POS 11 1500 80/60 CY e detates [ compaerin
Aetna POS .

Dental, vision, life and disability plans available to the group display after medical. Check the box next to

the sold product. If the group has an existing ancillary product they are not renewing, uncheck any

defaulted plans. Then select “Save and Continue”.
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STD Plan 2 $300 view plan details > ("] compare Plan

Aetna

STD Plan 2 $400 view plan details > () compare Plan
Aetna —

STD Plan 2 $500 : ) —

et view plan details > [_J compare Plan

HIDE PLANS =

Dependent Term Life

[ -/ Select all H X Deselect all ]

Dependent Term Life view plan details > () compare Plan

Aetna
HIDE PLANS =

* Please note that you must enroll in a term life insurance plan to be eligible to enroll in a dependent life insurance plan.

« Save & Continue

Defined contribution

You now arrive on the defined contribution screen. Select “Create a Contribution Strategy”.

Company Name: DEMO - Closets Closets Closets
A Contribution strategy is a set of rules for how your contributions to employee benefits will be applied and used. Think of this as
how much you, the employer, will be paying for your employee’s benefits.

Create a contribution strategy in three simple steps:

Employees & Plans Contributions Leftover
Select the employees and benefits to Decide whether to contribute a simple Set rules around how your employees
include in your strategy. lump sum 1o all plans, a lump sumto a can spend the leftover dollars from your
single plan, or a specific amount to contributions.

each benefit.

Create a Contribution Strategy >

Check employee and select next.
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Employee & Plan Selection @ Contribution Strategy @ Leftover Funds

STEP 1: Select employees and benefit plan types

Before setting a contribution strategy and entering amounts, you must choose which benefit classes and plans will be included in the strategy
Once you've selected your benefit classes, you can designate which plans will be eligible for contributions as part of this strategy.

If your strategy includes multiple benefit classes, you will be able to select plan types that aren't assigned to all selected classes. Plan types that
are not assigned to both classes will have an asterisk (*) by their names.

Once you've selected the benefit classes and plan types, you can move on to the next step, where you'll configure the rules for how employees can
apply meney to the plans selected here.

Which employee benefit classes will be included in this strategy?
You can apply this contribution strategy to all of your employees, or create different strategies for different classes

Select All Deselect All

¥ Employee

Save & Exit  Cancel

Select the products you want to set up for defined contribution. You can choose just medical, or include

dental or vision, if applicable.

Which of the following benefits will be included in this strategy?

Please select all of the plan types to which you wish to contribute. Remember to include plans that can be paid for using
leftover or additional funds.

You may have some plans on this list that are not available to all benefit classes chosen above. These plans, marked with
an asterisk (*), can still be selected for inclusion in this strategy.

0 How does this work?

Select All Deselect All
& Medical

* means that the plan is not shared across all benefit classes chosen

[Z@» W Save&Exit  Cancel

Choose next.

OPTIONAL: Create a title for your strategy

This name will be used for administrative purposes only and will not be shown to employees. By default, your strategy
name will be the benefit class name. If you select more than one benefit class, the default name will be the first benefit
class in your selection.

Strategy title 250 Characters max

i@ Save&Exit  Cancel
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Springboard will lead you through the appropriate screens, based on the type of strategy you're
requesting. The most common strategy types are explained in the next sections. Once you complete the
applicable section, move to “Starting employee open enrollment”.

Percentage 100% across all tiers, all plans
Strategy: Percentage, 100% to each tier, and all plans

Dollar
Percentage (%) | X |OR
Amount (%)
Medical Dental Vision

ER Contribution for

100%

Employee Only

ER Contribution for

100%
Employee & Spouse
ER Contribution for

i 100%

Employee & Child(ren)

ER Contibution for

) 100%
Employee & Family

Percentage to be
i AllPlans| X |OR ABasePlan Base Plan Name
applied acrass:
Single lump sum for all
benefits

In Springboard, select “Contribute to one benefit, Medical, Next”.

How do you wish to contribute to your employees’ benefits?

There are three primary contribution methods: giving employees one lump sum to use for all plans (with restrictions such
as per-benefit spending limits to make sure the money is spread out); contributing specific amounts to one benefit, then
using leftover or additional contributions to fund others; or contributing different amounts to different benefits.

For examples of how each strategy might work, look at the "How does this work?" tooltip below.

@ How does this work?

O contribute a single lump sum for all benefits in strategy
@ Contribute to one benefit

® Medical

[\SN@> W Save&Exit  Cancel

Select “I want to break out my contribution”, contribute a percentage, then type 100 into each tier field.
Choose next.
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@ How does this work?

O | want to contribute a single lump sum

Monthly (50.00 per year)
® | want to break out my contribution.
O Contribute a flat dollar amount

®) Contribute a percentage

No rate bands built
for this plan type

Employee Employee + Spouse Employee + Child(ren) Employee + Family

o

%| 100 %| 100 %| 100 % | 100

@ savelExit  Cancel View Costs

Percentage less than 100%, all plans
Strategy: Percentage, less than 100% to any tier, across all plans

Percentage (%) | X |OR Am[:llrtr(s)

Medical Dental Vision

ER Contribution for
Employee Only
ER Contribution for
Employee & Spouse
ER Contribution for
Employee & Child{ren)
ER Contibution for
Employee & Family

100%

75%

75%

75%

Percentage to be
. All Plans| X |OR A Base Plan Base Plan Name
applied across:

Single lump sum for all
benefits

Use the defined contribution tool to calculate the actual percentage for each tier. If, for example, 100%
EE Only and 75% Dep is selected, do not enter this into Springboard. The calculations will be incorrect.

Open the tool and enter the requested percentages for EE contribution and dependent contribution.
Then enter the full tier monthly costs for one plan into the respective rows in Column B.
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E C ] E

EE Contribution 100.00%

Dependent Contribution T75.00%

Plan 1 AFA Choice POS Il 2500 80/60 VP

Total Cost Cost Employer Contribution Amount Springboard Tier % Employes Contribution

EE Only $ 508.37 508.37 100.00% $ -
EE & Spouse $ 1,215.19 1038.49 85.46% % 176.70
EE & Child {ren) 3 1,142.48 953,95 86.12% % 15853
Farmily $ 1,797.98 147558 82.07% % 32240

In Springboard, select “Contribute to one benefit, Medical, Next”.

How do you wish to contribute to your employees’ benefits?

There are three primary contribution methods: giving employees one lump sum to use for all plans (with restrictions such
as per-benefit spending limits to make sure the money is spread out); contributing specific amounts to one benefit, then
using leftover or additional contributions to fund others; or contributing different amounts to different benefits.

For examples of how each strategy might work, look at the "How does this work?" tooltip below.

0 How does this work?

O contribute a single lump sum for all benefits in strategy
@ Contribute to one benefit

® Medical

W@ Save&Exit  Cancel

Select “I want to break out my contribution, contribute a percentage”, and enter the Springboard Tier

percentages into their respective fields.

@ | want 1o break out my contribution
O Contribute a flat dollar amount

® contribute a percentage

No rate bands built for this plan type

Employee Employee + Spouse Employee + Child(ren) Employee + Family

% 100 % | 85.46 % | 8612 % | 82.07

Save & Exit  Cancel View Costs

Select no and then next.
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Additional Plan Funding

How much do you want to contribute to additional plans per month?

In this step, you can choose to give an additional lump sum to your employees. This money will supplement the contributions you have already
entered for the plans above. For example, if you've designated contributions for Medical and Dental plans but also want 1o help cover elections like
an Accident or Life plan, you can designate an allowance for that here.

© How does this world

Do you want to contribute additional money?

O Yes

@ No

Save & Exit  Cancel

Select no and then next.

If an employee has leftover defined contribution dollars, can that money be
applied to other benefits in this strategy?

O Yes, employees may apply leftover funds to other benefits

@ No, employees cannot apply leftover funds to other benefits

(M@ Save& Exit  Cancel

Choose save.

Save Defined Contributions

o Save e

Percentage to base plan
Strategy: percentage to base plan.
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Dollar

Percentage (%) | X Amount ($)

Medical Dental Vision

ER Contribution for
Employee Only
ER Contribution for
Employee & Spouse
ER Contribution for
Employee & Child{ren)
ER Contibution for
Employee & Family

75%

50%

50%

50

Percentage to be AFA CPOS 11 2000
. All Plans OR A BasePlan | X |Base Plan Name
applied across: 100/70

Single lump sum for all
benefits

In Springboard, select “Contribute to one benefit, Medical, and click Next”.

How do you wish to contribute to your employees’ benefits?
There are three primary contribution methods: giving employees one lump sum to use for all plang
money is spread out); contributing specific amounts to one benefit, then using leftover or addition|
different benefits.

For examples of how each strategy might work, look at the "How does this work?” tooltip below.

@ How does this work?

O Contribute a single lump sum for all benefits in strategy
@ contribute to one benefit

® Medical

Save & Exit Cancel

Select “I want to break out my contribution and Contribute a flat dollar amount”. Select the appropriate
plan in the percent calculator drop-down. Enter the requested tier amounts. Then choose calculate

contributions.
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® | want to break out my contribution.
® Contribute a flat dollar amount

O Contribute a percentage

No rate bands built for Percent Calculator®

this plan type AFA Choicess

Employee: | 75 %
Employee + Spouse:| 50 %

Employee + Child(ren):| 50
%
Employee + Family:| 50 %

Calculate Contributions

Employee Employee + Spouse Employee + Child(ren) Employee + Family

5| 460.23 5| 666.99 S| 623.08 §| 106230

Select no and then next.

Additional Plan Funding

How much do you want to contribute to additional plans per month?

In this step, you can choose 1o give an additional lump sum to your employees. This money will supplement the contributions you have already
entered for the plans above. For example, if you've designated contributions for Medical and Dental plans but alse want to help cover elections like
an Accident or Life plan, you can designate an allowance for that here.

i ?

Do you want to contribute additional money?

O Yes

@ No

Save & Exit Cancel

Select no and then next.
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If an employee has leftover defined contribution dollars, can that money be
applied to other benefits in this strategy?

C Yes, employees may apply leftover funds to other benefits

@® No, employees cannot apply leftover funds to other benefits

@l Save&Exit  Cancel

Choose save.

Save Defined Contributions

of Save [

Dollar amount across all plans
Strategy: Dollar amount and all plans.

Dollar
Percentage (%) OR Amount (3) X
Medical Dental Vision
ER Contribution for
Employee Only sl
ER Contribution for
Employee & Spouse o
ER Contribution for
. 5600
Employee & Child{ren)
ER Contibution for
Employee & Family S

Percentage to be

. All Plans Xi OR A Base Plan Base Plan Name
applied across:

Single lump sum for all
benefits

In Springboard, select “Contribute to one benefit, Medical, Next”.
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How do you wish to contribute to your employees' benefits?

There are three primary contribution methods: giving employees one lump sum to use for all plans (with restrictions such
as per-benefit spending limits to make sure the money is spread out); contributing specific amounts to one benefit, then
using leftover or additional contributions to fund others; or contributing different amounts to different benefits.

For examples of how each strategy might work, look at the "How does this work?" tooltip below.

© How does this work?

O Contribute a single lump sum for all benefits in strategy
@ Contribute to one benefit

® Medical

2@ Save&Exit  Cancel

Select “I want to break out my contribution, contribute a flat dollar amount”. Enter the requested
amount in each tier.

@ | want to break out my contribution.
® Contribute a flat dollar amount

O contribute a percentage

No rate bands built for this plan type Percent Calculator @
Select Plan v
Employee Employee + Spouse Employee + Child(ren) Employee + Family
§ 350 $| 600 S 600 5| 600

Select no and then next.

Additional Plan Funding

How much do you want to contribute to additional plans per month?

In this step, you can choose to give an additional lump sum to your employees. This money will supplement the contributions you have already
entered for the plans above. For example, if you've designated contributions for Medical and Dental plans but also want 1o help cover elections like
an Accident or Life plan, you can designate an allowance for that here

© How does this worl?

Do you want to contribute additional money?

O Yes

@® No

Save & Exit  Cancel
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Select no and then next.

O Yes, employees may apply leftover funds to other benefits

® Mo, employees cannot apply leftover funds to other benefits

Next > Save & Exit  Cancel

If an employee has leftover defined contribution dollars, can that money be
applied to other benefits in this strategy?

Choose save.

of Save [EEUEE

Save Defined Contributions

Dollar amount to base plan

Strategy: Dollar Amount, A Base Plan.

Employee & Family

Percentage (%) Am[::llrtr ©)
Medical Dental Vision
ER Contribution for
Employee Only S5
ER Contribution for
Employee & Spouse Y
ER Contribution for
Employee & Child{ren) S
ER Contibution for $600

Percentage to be
applied across:

Single lump sum for all
benefits

All Plans

OR A Base Plan

Base Plan Name

AFA CPOS 11 2000
100770

In Springboard, select “Contribute to one benefit, Medical, Next”.
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How do you wish to contribute to your employees’ benefits?

There are three primary contribution methods: giving employees one lump sum to use for all plans (with restrictions such
as per-benefit spending limits to make sure the money is spread out); contributing specific amounts to one benefit, then
using leftover or additional contributions to fund others; or contributing different amounts to different benefits.

For examples of how each strategy might work, look at the "How does this work?” tooltip below.

0 How does this work?

O contribute a single lump sum for all benefits in strategy
@ Contribute to one benefit

® Medical

N[Vl Save&Exit  Cancel

Select “I want to break out my contribution, Contribute a flat dollar amount.” Then enter the requested
amount in each tier.

@ | want to break out my contribution
@ contribute a flat dollar amount

O contribute a percentage

No rate bands built for this plan type Percent Calculator @
Select Plan e
Employee Employee + Spouse Employee + Child(ren) Employee + Family
S 350 $ 600 S| 600 600

Select no and then next.

Additional Plan Funding

How much do you want to contribute to additional plans per month?

In this step, you can choose to give an additional lump sum to your employees. This money will supplement the contributions you have already
entered for the plans above. For example, if you've designated contributions for Medical and Dental plans but also want to help cover elections like
an Accident or Life plan, you can designate an allowance for that here

© How does this work?

Do you want to contribute additional money?

O Yes

® Mo

Save & Exit  Cancel

Select no and then next.
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applied to other benefits in this strategy?
O Yes, employees may apply leftover funds to other benefits

@ No, employees cannot apply leftover funds to other benefits

\[Yi@- W SavelExit Cancel

If an employee has leftover defined contribution dollars, can that money be

Choose save.

¥ 7\ Cancel

Save Defined Contributions

Single lump sum

Strategy: Single lump sum for all benefits

Percentage [%)

Dollar

Amount [$)

Medical

Dental

Vision

ER Contribution for
Employee Only

ER Contribution for
Employee & Spouse

ER Contribution for
Employee & Child[ren)

ER Contibution for
Employee & Family

Percentage to be
applied across:

Single lump sum for all
benefits

All Plans

$500.00

OR ABasePlan

Base Plan Name

Select “Contribute a single lump sum for all benefits in strategy”. Then choose next.
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How do you wish to contribute to your employees' benefits?

There are three primary contribution methods: giving employees one lump sum to use for all plans (with restrictions such
as per-benefit spending limits to make sure the money is spread out), contributing specific amounts to ene benefit, then
using leftover or additional contributions to fund others; or contributing different amounts to different benefits.

For examples of how each strategy might worl, look at the "How does this work?” tooltip below.

0 How does this work?

@® contribute a single lump sum for all benefits in strategy

C Contribute to one benefit

(4@ W sSave&Exit  Cancel

Enter the appropriate amount and choose next.

How much do you want to offer to your employees?

Enter the lump sum that your employees will receive on a monthly or annual basis. Once you've designated the contribution
amount, you'll be able to set up additional rules for how employees can use it (such as which benefits can receive funds
and how much of the lump sum can be applied to each benefit.)

S 500_0[)| X | Monthly ($ 6000.00 per year)

(@ W Save&Exit  Cancel

Check medical and leave the limit field blank. Choose next.

Which plan types do you want to contribute to?
If you would like to limit the amount an employee can spend on certain benefits, you can set up those rules here. For

example, if you're giving your employees $300/month and you don't want them to spend all of that money on a Health plan,
you can set a limit of $200/month for Health, ensuring that employees have at least $100 left to spend on other plans.
BENEFIT TYPE LIMITS

Select All  Deselect All

MMedical S |

Y @M Savel&Exit  Cancel

Choose save.
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STEP 3: Determine How Employees Can Use Leftover Funds

Depending on your contribution strategy, some employees may have money left over after they elect their driver plan (the first
plan type listed in enrollment, usually Health or Medical). For example, a company may provide $400 to spend on Health but offer
plans that only cost $200 or $300. If leftover funds are allowed, employees can take some or all of that extra money and use it to
help cover other benefits.

In this step, you'll choose whether or not to allow leftover funds. If they are allowed, you can also set up additional rules, such as
how much leftover fund money can be used and which plans it can be applied to.

Leftover funds can only come from your strategy's driver plan. If your Health plan is the driver plan but an employee has money
left over from his or her Dental plan, that extra money will not be treated as leftover funds and can not be used toward other
elections.

You have chosen to contribute a lump sum, and as such, you don't need to worry about setting up leftover funds. Please save your
strategy.

Save Defined Contributions

o Save [Nt

Starting employee open enrollment

Once you’ve completed the defined contribution section, you'll start the open enrollment period. If
you’re completing enrollments on behalf of the employees, select “Complete employee enrollments on
their behalf”. Then choose “Continue to Enroliment”.

If the employees are completing their own enrollment, select “Start an Open Enrollment window for
employees”. If you'd like to send an email to each employee with their user name and log in
instructions, select “Yes, send an email notification”.

Note: work email addresses are loaded to the employee’s profile if we have them on file. If addresses
are missing or incorrect, the system-generated email will not be received. You can run a report to see if
Springboard has the correct addresses for the employees. You can update the missing or incorrect
addresses by accessing the profile of each employee in User Admin.

Email addresses are not required for employees to log in to Springboard or complete enrollment. The
open enrollment email only serves as a notification of user name. Instead, you can pull a user name
report to provide to the plan sponsor or employees.
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Retum 1o Aetna Privale Exchange

Start Enroliment

Start Enroliment é
Dpen Enrollment: July 17 — July 26

Yo Can vany your contribution sirateqy for every vanation in premium. For exemple, you could contribure mare for older employees
whose premiurms may be higher
Howd wiould you like 1o proceed Tor employee enmollment?

) Start an Open Enrollment window for employees:
® Yes, send an email notification
LJ Mo, do not zend an email notification

- %mplut employee enrallments on thelr behall

Continue to Enrollment  J»

The group will now be in “Renewal Enrollment in Progress” status. This will notify us of the sale. For ACA
to AFA renewals, we’ll send you the sold case paperwork request.

Any census changes between the time of the renewal package and the time you open enrollment are
automatically updated within Springboard.

Member shopping

This is our preferred method of employee open enrollment. If this option is selected, employees will
receive an email notification once Springboard has been set up and is ready for the shopping
experience.

Employees will log in into Springboard and start their enroliment by accessing
springboardmarketplace.com. (Employees will get their user name and initial password logic in the

email provided. If they misplace the email, employees may also select the “for Employees and HR
Administrators” link listed below the “Need Assistance” heading. This will provide the employee with
their user name logic as well as the initial password logic.)
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http://www.springboardmarketplace.com/

EN ESPARIOL

Springboard Marketplace®

LogIn

Username

Password

First Time User Login >
Forgot Password

Need assistance?

Click the appropriate role below for assistance.

for small Group Brokers

for and HR

After logging in, employees can start their enrollment by selecting “Start Your Enrollment”.

EnEspafiol X Preferences @ Change Password < Log Out

a-e‘tn @’ Springboard Marketplace®

#  MyBenefits v MyProfile | Library

Welcome to your enrollment!

Enrollment Deadline 10/26/2017

‘Your Stalys Not Siarted

Start four Enrollment -

My Beljefits Effective Date:
anam?

Welcome, Stdrt to ?y with Apple
Katy Perry dich — for as low as
2 You havino active benefits as of 9/14/2017.

R N 1t's noffibout what you did yesterday. I's about what you o
YHIONE today. [fhether its crushing that to-do list or taking the

stairs. ffetna wants to offer you an Apple watch for as low
Edit my profile as 5258lus tax to help celebrate the wins, big or small

Edit dependent profiles

Change my address Shd now

Life Events ~

@ WATCH

Birth

Marriage

Civil Union Questifins?

Click theffocument below to download the most frequently asked questions.
Apple Walch FAQ

All other Life Events

This shop now panel will not appear until the member elects an AFA medical plan. They will
click the house on the menu bar to return to this page after they complete their enrollment.

As long as the employee is enrolling in an AFA medical plan, they are eligible to purchase an Apple
Watch for as low as $25 by selecting the “Shop now” link. (Not eligible for waivers or dependents.)
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Emma, our online benefit advisor, will guide the employee through the enrollment process. Emma will
also help determine the best plan option for the member based upon the answers to a series of
guestions. These pertain to how they will use their benefits while taking into account their monthly
costs.

3N’ s arserpiacer
BOLNA" svrnsoosrs e

@ BacktoPlans  Medical

A specialist is any tyDe of healin provider that isnt your primary care physician

Any specialist visits we need to account
for?

Get started with your benefits enroliment.

Your anawers will ot affect the premivums or other kmita within the plans
And thase ans

Enroll without Audio

Ask Emma will highlight her recommendation after the employee has provided the answers to the
health questions she presents.

Your Plan Costs Comparison

Dieplaying coste for 3 medical plans

Hover over the chart for a cost breakdown
% LOWEST PREMIUM S

AFA TX Memorial Hermann CPOSII 1500 100/70 CY

Recommended (L owest Estimated Total Cost)

Do you or anyone you're covering have

m $2.046.24 any ongoing prescriptions?
{annual total cost) o

e R N T e
(annual total cost)
AFA Choice POS Il 2000 HSA 100/80 CY

(annual total cosat)

-Premium & -Eastimated Qut-of-Pocket Cost

Employees can then select their plan by choosing the “Select” button. (Emma’s recommendation will be
highlighted with a green box around the plan. But employees can select any of the plans offered by their
employer.)
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Fomgot Samething? Madical Caverage FAQ

Select = question snout hesen insurence .

i

@ 2dd Dependants

AFA TX Memorial Hermann CPOSII 1500 100470 CY

aatna | POS

e T Eenmmae T
Indvicist $1.500 rchadst S4000

Family $3000 Famiy SAD00

Praviser Search

+ lick hore 0 search for  paticipating peovidar.

AFA Cnoice POS Il 2000 HSA 100/80 CY
saina whn P

[— — CSTIMATED ANMUAL QUTCFOCKET  YOUR ESTIMATED ANMUAL TOTAL COST  I4NETWORK MAXIALM
Eaplainthi x1zmanTHS
@ + Sa300 $3.300 34000
*

o memanee Ve plan dtails

chackol 52000

Famiy $4000

Frovidar Saarch

- Gl hare e ssareh for a panicpating prowicer

VOUR AHNUBL COSTS FREMILM ESTIMATEDANMUAL OUTOFFOCKET  YOUR ESTIMATED ANWUAL TOTALCOST  INNETWORK MATIMM

Expiinthiz X1ZMONTHE SPENDNG cosr
$1.00692 . $3275 = 5428192 $428192

AFA Cnoice POS 11 1500 100/70 CY Vonur Coat per month

aatna | Pos z

P— S comsmance view plan detailc

raak §1.50 richics SA00

Famiy $4000 Famiy 5000

Provider Search

Vour Costper menth
50000 ~

Vo Coat par months

s83.01 ~

Employees will then confirm their selections and “Complete Enroliment”.

a-etna‘ Springboard Marketplace®

Review and Confirm

o Please Review All of Your Selections

page.

*“Indicates changed benefits

u Medical*

AFA TX Memorial Hermann CPOSII 1500 100/70 CY
Aetna
Coverage: Employee

Who will be covered on this plan:

Name Relationship Coverage @
Martin Truex Employee @ cover
Medical

Once you have completed your review, click the “Complete Enrollment” button at the right side of the

Your Total Cost $1 32,99

Per Month

Your cost per month 31 32.99
Cost Details Per Month

Total Premium ~ $602.12
Employer Contribution  ($469.13)

vourCost  $132.99

Your Info

Your Benefits

Enroll

Review and Confirm

4 Complete

Complete Enrollment

Group quick admin enrollment

From the menu bar, hover over “Exchange Admin” and then select “Group Manager”.
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Springboard Marketplace®

Admin v Reports v

Exchange Admin v

Group Manager

2 Manage Groups and Membership
Client Documents

Welcome, Select Client

& Signed in as MANAGER at Aetna Private Exchange

B Welcome Small Group Brokers and HR Administrators!
If you are a broker calling about an issue with Aetna's View All
Springboard Marketplace, please call 855-529-1535 and
select option 1 from the menu

If you are an employer or benefits manager calling about an {3 Broker Tools
issue with Aetna’s Springboard Marketplace, please call 855-
529-1535 and select option 2 from the menu g Start a New Application

‘The phones are staffed Monday through Friday from :00 am
—8:00 pm ET. There is a recording on both phones lines to
leave a message if our agents are not available. # Tools

> Reports

A Alerts » Client Quick Lookup

New Applications Pending (Application In Progress) >
Application Status (Application Pending Approval) >
Application Status (Enroliment In Progress) >
Application Status (Enroliment Complete - Pending Audit) >

v

show Untriggered Alerts

@ Renewal Customer Notice

[>] Help X preferences @ Change Password

Users v

@ AFA Documents

SG AFA Broker User Guide
SG Springboard AFA Sales Flyer

'SG AFA - Springboard rules of the road

AFA Springboard Census and Setup Template

@ ACA Documents

ACA Broker User Guide for New Business

SG Springboard ACA rules of the road

+J Log O

Search|

Enter the name of the group and select “Search”. Then choose the group’s hyperlink.

Group Manager
Search for an Existing Employer Application or Add a New Employer Application
Group Name | oo - norcross qym Exchange Effective Date
Group Number Process v
Application Status [
Employer Application —
: Search | Reset Fields @ start a New Application
| SR i
View All Applications
Group Name % Group Number % Saved By s Status % Process  § Effective
DEMO - Norcross Gym DBA George 999874705 Mims, Dorothy /272017 Enrollment In Progress Default 8/1/2017

Exchange Date

Select “Continue Administrative Enrollment/End Enrollment”.

Group Name:

DEMO - Norcross Donuts DBA Franks

STATUS: Enroliment In Progress

> Review Application

> Continue Administrative Enrollment/End Enrollmemt. = &—————————

Group Information Application Information Benefits Information Billing Information
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All employees (enrolling or waiving) and dependents enrolled in the existing plan will be listed on this
page. Coverage tier defaults to employee only, regardless of the actual enrolled tier.

Expand All  Collapse All PREMIUM (PER MONTH)

v Employee Allen, Barry ( age 30, zip 30301 ) Manage Family Information o X $0.00
Medical [ BarryAllen (] Ivory Allen (] Jade Allen PLAN COVERAGE $0.00
Employee Spouse Child [AFA Choice POS 11 1000 100/70 CY v Employee

Any completed enrollments done through administrative enrollment or by the employee through
member shopping will be reflected on this screen, as well.

v Employee James, John ( age 59, zip 30301 ) Manage Family Information @ X -
Medical ¥ John James PLAN COVERAGE
Employes Select Plan ~
v Employee  Johnson, Dwayne ( age 38 , zip 30301 ) Manage Family Information ® X $0.00
Medical 3 Dwayne Johnson PLAN COVERAGE $0.00
Employee AFA Choice POS 1l 3500 80/60 CY v Employee
v Employee Lee, Rhonda ( age 44, zip 30301 ) Manage Family Information @ X S1,535?6
Medical %) Rhonda Lee [ RobertLee [¥) Melissa Lee [¥J Sarah Lee FLAN COVERAGE $153576
Employes Spouse child child AFA Chioice POS 11 1000 100/70 CY v Employee + Family

To process enrollment, select the arrow on the “Plan” drop-down for the chosen employee. Select the
appropriate plan.

+J Exit Application

Springboard Marketplace®

Group Quick Admin Enrollment

Expand All  Collapse All PREMIUM (PER MONTH)

V¥ Employee Allen, Bamry ( age 30, zip 30301 ) Manage Family Information @ X -
Medical ¥ Barry Allen ] Ivory Allen () Jade Allen PLAN COVERAGE
Employee Spouse Child

Waive Medical
AFA Choice POS 11 1000 100/70CY
AFA Choice POS 11 1500 80/60 CY
V' Employee Gladstone, Joey ( age 29, zip 30301 ) Manage Family Information AFA Choice POS 1| 3500 B0/60 CY

AFA Choice POS 11 2750 70/50 CY

Medical %) Joey Gladstone (| Rebecca Gladstone (] Alex Gladstone PLAN COVERAGE
Employee Spouse Child Select Plan v
v Employee  Grant, Jackson ( age 25, zip 30301) Manage Family Information ® X -
Medical 5 Jackson Grant PLAN COVERAGE
Employee Select Plan ~

Coverage tier and monthly costs will update based on the selection. Monthly cost is the employee’s cost
after defined contributions have been applied.
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Expand All  Collapse All PREMIUM (PER MONTH)

v Employee Allen, Barry ( age 30, zip 30301} Manage Family Information @ X SOUU
Medical [ Barry Allen (] Ivory Allen [ Jade Allen PLAN COVERAGE $0.00
Employee Spouse Child [AFA Choice POS 11 1000 100/70 CY v Employee

To modify or review additional dependent demographic information, or to add dependents, select
“Manage Family Information” next to the employee’s name. Unselect the green checkmark next to the
dependent’s name if the dependent chooses not to enroll. Select the box next to each dependent to be

enrolled.
Expand All  Collapse All PREMIUM (PER MONTH)
v Employee Allen, Barry ( age 30, zip 30301) Manage Family Information é—a—%— S1 ,535.76
Medical [ Barry Allen [ Ivory Allen  [®) Jade Allen PLAN COVERAGE $1535.76
Employee Spouse child AFA Choice POS 11 1000 100/70 CY v Employee + Family

If you need to add any dependents, select “Add Dependents”. Enter the required information.

Family Information

Barry Allen Ivory Allen Jade Allen ( \

Female Employee Male Spouse Male Child
30 years old (11/19/1386) 31 years old (2/19/1986) 6 years old (5/19/2011)
SSN: XXX-XX-6782 SSN: XXX-XX-6781

Add Dependents

Edit > Edit > \ )

Return To Group Enrollment

Note: Correct employee Social Security numbers and street address are required during enrollment. If
they were not supplied on the initial census, they will need to be entered by choosing the “Manage
Employee Information” link.

Ending employee enrollment
Final review by Aetna will begin once all employee enrollments are completed and enrollment has
ended.

You can monitor enrollment status of all employees by going to “Manage Groups and Membership” on
your home page and selecting “Review Application”.
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Manage Groups and Membership

Select Client:

Demo - Brawler Brewing

View All

Manage Group

Demo - Brawler Brewing

Group Number 999874271
Status Enrollment In Progress

Renewal Date

Address 321 Springboard Way
Philadelphia, PA 19123

Employee Count 20

» Run a Report

» Manage Users

» Review Application

» Navigate to Group

Select the “Group Information” tab and then “Continue Administrative Enrollment/End Enrollment”.

Group Name:

DEMO - Norcross Donuts DBA Franks

Group Information Application Information Benefits Information Billing Information

STATUS: Enroliment In Progress

PR
Fﬂa -
Continue Administrative Enroliment/End Enrollment]

Confirm every employee has a plan selection or shows waived coverage.
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Seaworth, Davos ( age Manage Family iy _
V' Employee 44 7ip 77024 ) Information ® X
Medical (%) Davos Seaworth PLAN COVHRAGE
Employee Select Plan ~
Snow, Jon (age 29 ,zip Manage Family ) _
v Bl 77024) Information ® X
Medical 3 Jon Snow PLAN COVERAGE  $0.00
Employee T > AFATX Memorial Hermann CPOSII 1500 100/70 ( “Co%%'r%%eeach member has
a selection. Select Plan
Stark, Arya (age 27, zip - Manage Family indicates enrollment is not
V Employee 77024) Information @ X
) — _completg.
Medical (¥ Arya Stark PLAN COYERAGE ' =
Employee Select Plan v

Once you have verify enrollment is complete and every employee has a plan selection or shows waived
coverage, end enrollment by selecting “Submit Enrollment”.

Note: Employee demographic information is required before you will be able to select “Submit
Enrollment”.

Submit Enrollment ‘ Save Selections and Finish Later

This will send a notification back to Aetna for final review and approval. At this time the group will move
to “Renewal Enrollment Complete — Pending Audit status”.

Final review and approval
Once all paperwork is received and enrollment closed, Aetna will review the group for approval. Once
approved, we will send you the approval letter and enroll the members in our downstream systems.

Important Note

Aetna assumes no responsibility for an Employer’s or Plan Sponsor’s contribution strategy or, if applicable, self-funded
plan design.

Brokers’ use of Springboard Marketplace® is subject to the terms and conditions contained within the Springboard
Marketplace platform. Brokers may not limit or waive those terms or conditions in any way.
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