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Introduction

Blueprint for Employers is a secure, self-service site that gives you the capability to
conduct business transactions beyond those available on the public, unsecured sites
for BlueAdvantage Administrators of Arkansas.

Some of the advanced capabilities include the ability to:

* View all enrolled employees and their dependents, employees whose coverage
has been canceled and employees who have been assigned future effective dates.

* Printtemporary ID cards and order replacement ID cards for enrolled employees
and their dependents.

* View claims history (an additional signed contract is required).
* View deductible and out-of-pocket amounts (an additional signed contract is required).
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Accessing Blueprint for Employers

To log in:

1. Follow the site link to access the login screen (see Fig. 1):
https: //secure.blueprintforarkansasemployers.com

2. Enter your username and password.
3. Click Sign In.

@ Blu

me E

eprint

Blueprint for Employers Administrative Manual

Fig. 1- Login Screen
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Bookmarking the Site

Bookmarking Blueprint for Employers lets you access the website quickly and easily.
Below are instructions on how to bookmark the website for different web browsers.

Before completing the following, make sure the address field in your web browser
reads https://secure.blueprintforarkansasemployers.com/

For Windows

Internet Explorer

Press Control-D or select Add Page to Favorites from the Favorites menu. This will
add the login page to your Favorites bar, located directly below the address field. You
can also drag the icon to the left of the web address directly onto the Favorites bar.

Google Chrome

Press Control-D or select Bookmark this Page...from the Bookmarks menu. This will
add the login page to your Bookmarks bar, located directly below the address field. You
can also drag the icon to the left of the web address directly onto the Bookmarks bar.

Firefox

Press Control-D or select Bookmark this Page...from the Bookmarks menu. This will
add the login page to your Bookmarks bar, located directly below the address field. You
can also drag the icon to the left of the web address directly onto the Bookmarks bar.

For Mac

Safari

Press Command-D or select Add Bookmark...from the Bookmarks menu. This will add
the login page to your Favorites bar, located directly below the address field. You can
also drag the icon to the left of the web address directly onto the Favorites bar.

Firefox

Press Command-D or select Bookmark this Page...from the Bookmarks menu. This
will add the login page to your Bookmarks bar, located directly below the address
field. You can also drag the icon to the left of the web address directly onto the
Bookmarks bar.
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Select a Group

Blueprint for Employers is designed to accommodate users with multiple groups.

After logging in to Blueprint for Employers, you will be directed to the Group Selection
page (see Fig. 2). If you have multiple groups covered by Arkansas Blue Cross or Health
Advantage, you must select which group’s information you wish to view. Information on
Blueprint for Employers is displayed according to which group you selected.
*' Blut_aprint

Select a TEST GROUP product

(%) 999999 - TEST GROUP - Medica

555555 - TEST GROUP - Denta

111111 - TEST GROUP - Vision

L4 Order new or print termocrory 10 cords aifter selecting & memiber m

EZa P teakth Advantage Sy

Fig. 2 - Group Selection

Users with multiple groups can switch between groups by selecting the group name
link (See Fig. 3)in the top left of the page, which navigates you back to the group
selection page.

Blueprint Mernier Lissiog. Mesnber Search

T :

Fig. 3— Select a Group
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Blueprint for Employers Tools

Blueprint for Employers gives you the tools necessary to regulate your group’s plan.
These tools allow you to perform a wide range of administrative functions, including:

* View member listing

* View member details

* View canceled contracts

* View contracts with future effective dates

* Replace an ID card

* View claims history (an additional signed contract is required)

* View deductible and out-of-pocket amounts (an additional signed contract is required)

Navigation Menu

The Blueprint for Employers navigation menu (see Fig. 4) displays links to the site’s
main features. To close the menu, click Close in the top-left corner.

rou | &

P28 s Blueprint MerberListhg  Mambe Search

(S 999999-TEST GROUP

@ Group management @ Resources
Bepars Emplover news
Acvess BuesEnol

Fig. 4 — Navigation menu
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Homepage
The Blueprint for Employers Homepage (see Fig. 5) defaults to Member Listing.

To return to the Homepage from any page on the site, click the Blueprint for Employers
logo at the top-left corner of the page next to the menu.

To log out of Blueprint for Employers, click the settings gear in the top-right corner of
the page, then click Sign-out.

You can find links to the Security and Privacy Policy, Legal Notice and Contact Us
pages at the bottom of the page, just below the logos.

Viewing group: $39999-TEST GROUP

*' B!ugprint

E
.3

Member Listing
TEST GROUP - 999999

Future effective contracts Canceled contracts Member search

Select division

TEST GROUP 9999999999 w
Contract # Hame (i) Gender Classification Orig EM Date Coverage
M%9999999 EMPLOYEE TEST A 06/15/1983 F EMPLOYEE ONLY ov/nszme
M9999999 EMPLOYEE TEST B 117211962 F EMPLOYEE ONLY /02018
MS9999999 EMPLOYEETESTC 12181970 F FAMILY o/0/20M8
ME1369239 EMPLOYEE TEST D 05/23/1963 F EMPLOYEE ONLY o/0/2008

Fig. 5— Homepage
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View Member Listing

The Member Listing page displays a list of your group’s employees, their contract
number, date of birth, gender, marital status, original effective date and coverage.

The Member Listing page displays by default after logging in to Blueprint for
Employers. (see Fig. 6)

Other ways to access Member Listing include:

1. Click the Member Listing quick link, located at the top-right of the page or in the
Navigation menu at the top-left of the page (see Fig. 7).

2. Click the Blueprint for Employers logo at the top-left corner of the page next to the
menu to return to the homepage/Member Listing page (see Fig. 7).

= W Blueprim

Member Listing

TEST GROUP - 999999

Future effective contracts Canceled contracts  Mombor soarch

Select division
TEST GROUP 9999955599 -

Contract § Hama DoB Gongar Classifieation Orig Eff Date. Coverage
MIF999599 CMPLOYCE TEST A 06/15/1983 EMPLOYLE ONLY 01/01/2018
M99993999 EMPLOYEE TEST B 112111962 EMPLOYEE OMLY 0roN20e

MOD0GIE09 EMPLOYEE TEST C V2181970 FAMILY oV IS

w" om om o=

METIE0239 EMPLOYEE TEST D 05/23/1063 EMPLOYEE OMLY oV/gN/ 2018

Fig. 6 — Member Listing

Blueprint

@ 999999-TEST GROUP

@ Group management @ Resources
Buporls Employe: nens
Access BaesEnol

Deddctible and Ousof Bocket
Amounts

This page also has links to view Future Effective Fig. 7 - Member Listing Links

Contracts and Canceled Contracts, or search for

a member. Use the navigation page numbers at

the bottom left of the page to navigate through

the list of members. Click on any name to view

Member Details. Users have the ability to save

the Member Listing information to Excel. 9
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View Member Details

On the Member Details page (see Fig. 8), you can:
* Print temporary ID cards

Order replacement ID cards

View claims history

Check deductible and out-of-pocket information

Users have the

ability to save the = 0 Blueprint
member details Member details
information to Excel. fpetens | seveorrce |

Select - e

Note: An employee's
dependents are

Name

EMPLOYEE TEST A

d isp'ayed on their Wember # Genter DR Classification
M9999999900 F 06/15/1983 POLICYHOLDER
M Deig ol dat
Member Details page. i il
Coverage Policy setup date Address Mailing Address
Medical 103172018 123 ANYWHERE LANE

SOMEWHERE, AR 55555

Fig. 8 — Member Details

Blueprint for Employers Administrative Manual




Member Search
To access member search:
1. Click Member Search on the Member Listing Page located at the top of the page
(see Fig. 9).

2. Click Member Search in the Navigation menu at the top-left of the page or click
the Member Search quick link, located at the top-right of the page (see Fig. 10).
The Member Search Page will then be displayed (see Fig. 11).

= o Blueprint Memberlisting  Membs Search

Member Listing

TEST GROUF - 993995

Select division

TEST CROUR 9999950505 ~
Coatract ¢ (=N oo Gander Ehnificanon Ovig ¥ Datn [
AT TEST & (UL F EMPLOYEE DMLY BRI

ARLIT T ¥ EMBLOYER GHLY enmn

Fig. 9— Member Search

Wember Listing

(&) 999999-TEST GROUP

@ Group management @ Resources
Bepana Empoyes N
Bccess ShaesEneoll

Fig. 10— Member Search

ﬁ ‘. B!”?Prim Mamber Lstieg Msemitstt Searcn

TEST GROUP - 999999

Fig. 11 — Member Search

Search for an employee by:

¢ Last Name

* Social Security Number

* Contract Number 1
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View Canceled Contracts

1. Click the Member Listing quick link, located at the top-right of the page
(see Fig. 12).

Blueprint Member Listing  Membar Saarch

&

Member Listing

TEST GROUP - 999599

Futa offscte eomracts Cancolod conracss Momisor search

Salsct division

TEST GROUP 9903900003 v

Conrmen s [ ] Giader  Chsifiessea g £ Dats g
el EMPLOYEE TEST A oL ETRE3 L EVIPLOYEE OfLY o
I et MPLCYEE TEST I} 211062 F EMPLOYIE CLY [Tt
W EMPLOYEE TESTC 1281970 F FAMLY LT
Lk EMPLOYEE TEST D 05231503 F EVIPLOYEE OfLY onen2e

Fig. 12— Member Listing

2. Click Canceled Contracts link on the Member Listing page. The site will display
a list of contracts canceled within the past 24 months (see Fig. 13).

Canceled contracts (past 24 months)

Current aclive conlracts Fulure effeclive conlracls Member search

Canceled contracts (past 24 months)
TEST GROUP 99999999499 b

Save 1o Excel

Contract # Name noB Gender Classification Original ETf Dt Term Date Type of Coverage
M99999939 EMPLOYEE TEST A 1172211974 F EMPLOYEE ONLY n/mr2ms 06/30/2019
M99999339 EMPLOYEE TEST B 0872411993 F FAMILY m/ozma 09/30/2018
ME9999559 EMPLOYEE TESTC 0aroinees M EMPLOYEE ONLY w/o2me 02/3172020

Fig. 13 — Canceled Contracts
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View Contracts with Future Effective Dates

1. Click the Member Listing quick link, located at the top-right of the page

(see Fig. 14).

= o= Blueprint

Member Listing

TEST GROUP - 999999

v comhts Canswhed conksmcts Member e

Select division
TEST GROUP 9939959929

Cantract § Marw L] Gerder it on
[T EMPLOVEE TESTA D8N 1783 F EMPLOYEE OHLY
WIS 62 f EMPLOYEE DMLY
T 12NAFD ' MY
METIEATED EMPLOVEE TEST D 05231963 F EMPLOYEE CHLY

rig (% Dan
oeIE
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e
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[

MemberLating  Member Search

Fig. 14 — Member Listing

2. Click the Future Effective Contracts link on the Member Listing page.
The site will display a list of employees with future effective dates (see Fig. 15).

Future effective Contracts

Current active contracts Canceled contracts Member search

Future effective contracts
TEST GROUP 9999999999

Contract # MName DOB Gender
MOGO99099 EMPLOYEE TEST A 07/11/19758 F
MIGI09999 EMPLOYEETESTB 07/05/1978 F
MEGG99999 EMPLOYEETESTC 06/15/1985 F

Classification Original Eff Dt Type of Coverage
EMPLOYEE ONLY 110172020 Medical
EMPLOYEE ONLY 1170172020 Medical
EMPLOYEE ONLY 11/01/2020 Medical

Save 1o Excel
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Replace an ID Card

To order a replacement ID card:

1. Click Order ID card from the Actions dropdown on the Member details page
(see Fig. 16). You will be directed to the Order Replacement ID card page (see Fig. 17).

Member details

o

Print 1D card
Order 1D card

View claims history
Check deductible and Out-of-Pocket information

Member & Gender DoB Classification
M3999399900 F 06/15/1983 POLICYHOLDER
Orig eff date

10/01/2008

Coverage Policy setup date Address Mailing Address
Medical 10/31/2018 123 ANYWHERE LANE

SOMEWHERE, AR 55555

Fig. 16 — Member Details

2. Selectthe member you
wish to order a replacement
ID for in the dropdown, Contract number: 999999999
then Clle submit Member name: EMPLOYEE TESTF

Malling address:
Select a member

Order Replacement ID Card

~ Select a member - -

Submit

Fig. 17 — Replacement ID Card Page

3. A confirmation message

. : Order Replacement ID Card
displays letting you know

that your order has been Contract number: 999999999
submitted successfully eI SRR
N Mailing address:
(See Flg 78) Select a member
EMPLOYEE TESTF W

Your order has been submitted successfully. You should receive your
replacement ID card(s) within 5 to 7 business days via the U.S. Postal
Service at your address on file with us.

Fig. 18— Replacement ID Card Confirmation
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Print a Temporary ID Card

You can print a temporary ID card for a member or dependent while waiting for the
replacement ID card to be processed and received.

To print a temporary ID card:

1. Click Print ID card from the Actions dropdown on the Member details page
(see Fig. 19). You will be directed to the Print Temporary ID card page (see Fig. 20).

2. Select the member in the
dropdown and select the
type of ID card that you
wish to print, then click

Member details

Actione

- Select -
Pnnt 1D card
Ot 10 caiel

View claima hestory

Check deductitde and Cut-of-Poc

SAPLOY

et infoimation

Submit (see Fig. 20).
Member & Gender Do8 Classdicaion
MIFFNII00 F 06/15/1983 POLICYHOLDER
Oy of{ dute
Iﬂjﬂl!?m
3 : Th e te m po ra ry I D C a rd Cowverage Policy setup date Addess Mol rg Adress
displays in a separate e T SCMENMERE A% 85555
window (see Fig. 21). - -
g Fig. 19 — Member Details
4. Click Print (see Fig. 21). R
Date nneulﬂ: 10/84/2020
BlueAd
M“:lini::gt:?-: of Arkansas gme HI ”‘ PPO
MEMBER MAME
TEST EMPLOYEE
MEMEER 1D
ACFM9399300
DISION & DI07000018 TEST GROUP
RMBIN: 04335 RX COPAY: SHVE30E50
RXPON: ADW
RXGRP RX3952
- —B
Print Temporary ID Card reo)
Contract number: 899999959 e pstariblie LEREND PRECERTIFICATION 800517300
oS FIo e 7 (oca G PROVIDER LOCATOR 800.810.2583
Member name:  EMPLOYEE TESTF Croas eardior Blus Shiskd Flan m:::gﬁg‘fﬁuﬁniﬂl‘s
Malling address: o caparod ook, Pacsasson o s
Select a member BlueAdvantage Administrators of
- Select a member - ~ I R
ackcinas on this
Finding a Provider. To tind & Provsdar
'fm:m E’;‘éﬁl‘l’%:;‘mﬁmm w1, call
Select the id card to print —
~Select Id card - ~

Fig. 20 — Print Temporary ID card
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View Claims History

Blueprint for Employers allows you
to view employee claims history.
This feature requires a special
contract signed by the President
or CEO of your company.

This contract can be obtained
by contacting your Marketing
Representative.

View Claims History allows you to
view claims data and explanation
of benefits for your employees
and their covered dependents.

To view claims history:

1. Click View Claims History
from the Actions dropdown
on the Member details page
(see Fig. 22). You will be
directed to the Claims
history page (see Fig. 23).

2. Select a member in the
dropdown, enter a date
range, then click Submit.
Alist of pending and
completed claims will display.

Member details

ke ez

view ¢ % PigLony
tible and

Check, deduc: and Qut-ol-Pocket information

Member 8 Gende [ Cassfication
MI999597900 F 06/15/1963 POLICYHOLDIR
Orig off date
1070172008
Coverage Fobicy setup date Addess Malleg Address
Medical n/m20e 123 ANYWHERE LANE

SOMEWHERE, AR 55555

Fig. 22 — Member Details

Claims history

Your recent claims

Member: Daze from Date 10
EMPLOYEE, TEST v 01,04/2020 B | oz a8 m
Viaw claima processed in the a3t 50 days for all mambers
= If pharmacy and<or dental benefits are adminiatered by a contracted vendor, these clains will not be daplayed
= Some ek Information 1§ protected under privacy rues and wel no: e displayed
= Wo data is available for claims prior 10 09/27/2017
Chalms resubs
Name Member I Senvice date Service provider
EMPLOYEE TESTF MUFISIS000 LU i) PROVIDER, TEST
Claim rumber Tatal chage D recesived Status
123456789 551240 100100 In Process (1V0S/2020)
Fig. 23 — Claims History
Mame Mamber k0 Service date Senioz provider
EMPLOYEE TEST A MEIFIFIFIN 07142020 PROVIDER, TEST
Ehaim rumbes Total charge [ pp— Siaus
123456789 £508.90 097142020 Complets
(09/21/2020)

Fig. 24 — View Claims History

Note: Users can select the link to view claims processed in the last 30 days

for all members.

3. The service date, service provider name, claim number, total charge, date
received, total charges, status and in process or completed date is shown
for each claim. If the claim status is Complete, you can select the green
Complete link and a PDF document of the explanation of benefits will display
in a separate window (see Fig. 24).

Blueprint for Employers Administrative Manual
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View Deductible and Out-of-Pocket Amounts

Blueprint for Employers allows you to view employee deductible and out-of-pocket
amounts. This feature requires a special contract signed by the President or CEO of your
company. This contract can be obtained by contacting your Marketing Representative.

You can view the current or previous year deducible and out-of-pocket amounts by member
or for an entire family.

Member details

Acticn:
s  son o |

Higtory
Check deductible and Out-ol-Pocket information
AP0V

Member 8 Gende (3 Casshication

MI999597900 F 06/15/1963 POLICYHOLDIR
Orig off date

1070172008

Coverage Fobicy setup date Addess Malleg Address
Medical n/m20e 123 ANYWHERE LANE

SOMEWHERE, AR 55555

Fig. 25 — Member Details

To view deductible and out-of-pocket amounts:

1. Click Check Deductible and Out-of-pocket information from the Actions dropdown
on the Member details page (see Fig. 25). You will be directed to the Deductible
and out-of-pocket page (see Fig. 26).

2. Selectthe member and year you wish to view from the dropdowns.
The deductible and out-of-pocket amounts display.

Deductible and Out-of-pocket

Member Year
EMPLOYEE TEST F, DOB: 8/16/1959 ~ 2020 ~

Note: The amounts displayed represent the amounts for the requested period. Consult your benefit handbook to determine the full
amount that must be met each period.

EMPLOYEE TEST F

Health plan: Member 1D: Deductible Out-of-pocket
BlueAdvantage Administrators XCF M9999999900 (Calendar year - (Dollar -

of Arkansas as of 10/05/2020 Member-In-network) Member-In-network)

$0.00 $0.00

Fig. 26 — Deductible and Out-of-Pocket
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Financial Documents

Your health plan’s financial documents are available in Blueprint for Employers (BPE)
which increases transparency, provides better access to information and management
tools and enhances security measures.

When an invoice is available, anyone that has permissions to see invoices will receive the
email notification that a new invoice has been added. Your chief administrator(s) or benefit
manager(s) can grant access to view financial documents on BPE.

Accessing Financial Documents

1. Click the Financial Documents quick link, located at the top-right of the page or
under Group Management in the main navigation menu at the top left (see Fig. 27).
The invoices and supporting documents page will then be displayed.

2. Select a category, document type, year and month, then click Search.
Available documents display on the right (see Fig. 28). Click on a document
link to download and view available documents.

Ra% s Blueprint Membeilisig  Member Search

@ Group management
Finarcial Dosame 15

Fig. 27 — Menu

Invoices & Supporting Documents

Claims invoices for October 2020

Selact categary
o Test Group,_10152020

# Claims Admin

Select d type Test Group_10122020

% Invoices Supparting
Test Group_10052020

Select year
2020 -

Select month
October i

Fig. 28 — Invoices & Supporting Documents
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3. Select the Annual documents link see Fig. 28) to view available annual documents
(see Fig. 29).

Annual Documents

Invoices and supporting documents

Test Group_11112020

Fig. 29 — Annual Documents

If you have any questions about this change, please email nonriskbillings@arkbluecross.com.
If you have questions on how to use BPE, please email bpesupport@arkbluecross.com.
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Additional Information

Security

Blueprint for Employers is a secure website. Access to the website requires
a valid username and password. To create a username and password, a group’s
Chief Administrator must appoint an Assistant or Benefits Manager, then send

them an activation code.

* A Chief Administrator or Benefits Manager can appoint an Assistant.

* The company owner establishes
the Chief Administrator.

* The company owner must sign a
registration form designating the
company’s Chief Administrator.

Registering a New Account

After the group’s Chief Administrator
or Benefits Manager designates an
Assistant, the Blueprint for Employers
support team sends them an activation
email containing a link to activate

the account.

During activation, the the Chief
Administrator, Assistant or

Benefits Manager is asked to set up
a username, password and secret
question, as well as accept the
terms and conditions for website
use (see Fig. 30).

Blueprint for Employers Administrative Manual

Register

Username

The username can be a combination of five to ten letters or numbers.

MNew password

Retype new password

Your password must be between 8 and 20 characters in length and
contain all four of the following:

+ At least 1 uppercase letter

+ Atleast 1 lowercase letter

+ At least 1 number

* At least 1 special character

~ Select a secret question - v
Your secret question will be used if you forget your password

Answer to the secret question

Retype answer to the secret gquestion

O | agree to these Terms and Conditions.

Fig. 30 — Registering a New Account
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Forgot Login ID or Password

Blueprint for Employers is designed for self-service. You can recover your username

and password by following the link from the Blueprint for Employers login page.
Forgot Username

1. Click the Forgot username link on the login page (see Fig. 31).
You will be directed to the Forgot Your Username page (see Fig. 32).

o Blueprint

Usernams Forgot usemams

Fig. 31 — Login Page

2. Enter your group tax ID, your first and last name, then click Submit.
You will receive an email with your username.

Forgot username

Group Tax I
First nams

Last name

Fig. 32 — Forgot Username Page
21
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Forgot Password

1. Click the Forgot password link on the login page (see Fig. 31).
You will be directed to the forgot password page (see Fig. 33).

2. Enter your username and Group Tax ID, then click Submit.

Forgot password
Username

Group Tax i

antage
tentnrs o Arianiss

Fig. 33 — Forgot Password Page

3. Answer your secret question and click Submit. If answered correctly,
you will be prompted to reset your password (see Fig. 34).

Forgot password

Ferget password

Seceet question
ity of birth?

ANSE? SRCIE questicn

B e adamrge R RTINS s

Fig. 34 — Forgot Password-Secret Question

22
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Manage Assistant

Assistants

A group’s Chief Administrator can add additional Assistants or delete them as needed.
Chief Administrators can also limit an assistant’s access or give them full access to all BPE
security features. The Assistant’s security is established during the setup process.

Benefits Manager

A new Benefit Manager role is available in BPE. The benefit manager has access to all
groups and divisions within a company, like a chief administrator. The Benefit Manager
can also set up assistants and grant access to security features to new assistants as
well as update existing assistants security.

To Manage Assistants:

1. Manage Assistants under Group Management in the Navigation menu at the
top-left of the page (see Fig. 35). The site will direct you to the Manage Assistant
page (see Fig. 36).

@ Members
Member Scarch

Member Listing

Fig. 35 — Menu

Manage Assistant

Add Assistant

Update Assistant
Delete Assistant

Add Benefits Manager

Delete Benefits Manager

Fig. 36 — Manage Assistant

23
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Add Assistant Add Assistant

1. Click Add Assistant on the Manage Assistant pliasing
Page (see Fig. 36). The Add Assitant page i
displays (see Fig. 37). .
2. Enter the Assistant’s first name, last name and
email address. stz SO
3. Select the appropriate groups and security s
features for the assistant. B sl o A
4. Click Submit. The Assistant will receive an email I —

012

000 - Couripmmy

containing an activation link within 24 hours. 12488790000 Gy
Update Assistant St o s sy i
1. Click Update Assistant on the Manage Assistant pece 0wt

Page (see Fig. 36). Tue Update Assitant page A s g

displays (see Fig. 38). v —
2. Select an assistant to update from the dropdown. —
3. Select or deselect the appropriate groups Fig. 37 - Add Assistant
and security features for the assistant.
4. Click Submit. The Assistant will be notified
of the changes by email.
Update Assistant Delete Assistant
Pt 1. Click Delete Assistant on the Manage Assistant
Page (see Fig. 36). The Delete Assistant page
s:‘cel::n:mm-.. group(a) for this Assistant disp|ays ( see Flg 39)
oot ssiage 2. Select an assistant to delete from the dropdown.

01224567 r490000 - Company
01234567 850000 - Comanny

3. Click Delete Assistant, and the Assistant will no
oA longer have access to Blueprint for Employers.

Saelect the checkbaues balow 1o add or remave security features for the
solected accistant

Belect all

e Delete Assistant

View Admin wvoices

View Admin Supporting Documents
View Group Annual Documents
Select an assistant

Saloct the checkbax 1o change an assistant to a Benefit Manager - Select an assistant-- v
Fig. 38 — Update Assistant Fig. 39 — Delete Assistant
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Add Benefits Manager Add Benefits Manager

1. Click Add Benefits Manager on the Manage Prstsme
Assistant Page (see Fig. 36). The Add S
Benefits Manager page displays (see Fig. 40).

Emaill

2. Enter the Benefits Manager's first

name, last name and email address. N——
3. Click Submit. The benefits manager will receive an g ik
email containing an activation link within 24 hours. D
= Wiew Supponing Documents
L ity
_
Delete Benefits Mana ger Fig. 40 — Add Benefits Manager
1. Click Delete Benefits Manager on the
Manage Assistant Page (see Fig. 36). Delete Benefits Manager
The Delete Benefits Manager page i

- Solect a Benefits Manager - -

display (see Fig. 41).

2. Select a benefits manager to delete prepr—
from the dropdown.

Fig. 41 — Delete Benefits Manager

3. Click Delete Benefits Manager to delete
the selected benefits manager.

25

Blueprint for Employers Administrative Manual




Change the Chief Administrator

Situations may occur when you need to change the Blueprint for Employers
Chief Administrator for your group. Changing the Chief Administrator
requires owner's approval.

To change the Chief Administrator, a change form must be completed by the owner.
Contact your Sales Representative or your local regional office for one of these forms.
If your Chief Administrator leaves your employment, complete the change form and:

1. E-mail, fax or mail this form to your Regional BlueAdvantage
Administrators Marketing Representative
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	Introduction 
	Introduction 
	Introduction 

	Blueprint for Employers is a secure, self-service site that gives you the capability to conduct business transactions beyond those available on the public, unsecured sites for BlueAdvantage Administrators of Arkansas. 
	Some of the advanced capabilities include the ability to: 
	• 
	• 
	• 
	View all enrolled employees and their dependents, employees whose coverage has been canceled and employees who have been assigned future effective dates. 

	• 
	• 
	Print temporary ID cards and order replacement ID cards for enrolled employees and their dependents. 

	• 
	• 
	View claims history (an additional signed contract is required). 

	• 
	• 
	View deductible and out-of-pocket amounts (an additional signed contract is required). 



	Accessing Blueprint for Employers 
	Accessing Blueprint for Employers 
	Accessing Blueprint for Employers 

	To log in: 
	To log in: 
	1. 
	1. 
	1. 
	1. 
	Follow the site link to access the login screen (see Fig. 1) : 

	https://secure.blueprintforarkansasemployers.com 
	https://secure.blueprintforarkansasemployers.com 
	https://secure.blueprintforarkansasemployers.com 



	2. 
	2. 
	Enter your username and password. 

	3. 
	3. 
	Click Sign In. 


	Figure
	Fig. 1 – Login Screen 

	Bookmarking the Site 
	Bookmarking the Site 
	Bookmarking Blueprint for Employers lets you access the website quickly and easily. Below are instructions on how to bookmark the website for different web browsers. 
	Before completing the following, make sure the address field in your web browser reads 
	https://secure.blueprintforarkansasemployers.com/ 
	https://secure.blueprintforarkansasemployers.com/ 


	For Windows 
	Internet Explorer Press Control-D or select Add Page to Favorites from the Favorites menu. This will add the login page to your Favorites bar, located directly below the address field. You can also drag the icon to the left of the web address directly onto the Favorites bar. 
	Google Chrome Press Control-D or select Bookmark this Page...from the Bookmarks menu. This will add the login page to your Bookmarks bar, located directly below the address field. You can also drag the icon to the left of the web address directly onto the Bookmarks bar. 
	Firefox Press Control-D or select Bookmark this Page...from the Bookmarks menu. This will add the login page to your Bookmarks bar, located directly below the address field. You can also drag the icon to the left of the web address directly onto the Bookmarks bar. 
	For Mac 
	Safari Press Command-D or select Add Bookmark...from the Bookmarks menu. This will add the login page to your Favorites bar, located directly below the address field. You can also drag the icon to the left of the web address directly onto the Favorites bar. 
	Firefox Press Command-D or select Bookmark this Page...from the Bookmarks menu. This will add the login page to your Bookmarks bar, located directly below the address field. You can also drag the icon to the left of the web address directly onto the Bookmarks bar. 


	Select a Group 
	Select a Group 
	Select a Group 

	Blueprint for Employers is designed to accommodate users with multiple groups. 
	After logging in to Blueprint for Employers, you will be directed to the Group Selection page (see Fig. 2). If you have multiple groups covered by Arkansas Blue Cross or Health Advantage, you must select which group’s information you wish to view. Information on Blueprint for Employers is displayed according to which group you selected. 
	Figure
	Fig. 2 – Group Selection 
	Fig. 2 – Group Selection 
	Users with multiple groups can switch between groups by selecting the group name link (See Fig. 3) in the top left of the page, which navigates you back to the group selection page. 
	Figure

	Fig. 3 – Select a Group 
	Fig. 3 – Select a Group 


	Blueprint for Employers Tools 
	Blueprint for Employers Tools 
	Blueprint for Employers Tools 

	Blueprint for Employers gives you the tools necessary to regulate your group’s plan. These tools allow you to perform a wide range of administrative functions, including: 
	• 
	• 
	• 
	View member listing 

	• 
	• 
	View member details 

	• 
	• 
	View canceled contracts 

	• 
	• 
	View contracts with future effective dates 

	• 
	• 
	Replace an ID card 

	• 
	• 
	View claims history (an additional signed contract is required) 

	• 
	• 
	View deductible and out-of-pocket amounts (an additional signed contract is required) 


	Navigation Menu 
	Navigation Menu 
	The Blueprint for Employers navigation menu (see Fig. 4) displays links to the site’s main features. To close the menu, click Close in the top-left corner. 
	Figure
	Fig. 4 – Navigation menu 
	Fig. 4 – Navigation menu 


	Homepage 
	Homepage 
	The Blueprint for Employers Homepage (see Fig. 5) defaults to Member Listing. 
	To return to the Homepage from any page on the site, click the Blueprint for Employers logo at the top-left corner of the page next to the menu. 
	To log out of Blueprint for Employers, click the settings gear in the top-right corner of the page, then click Sign-out. 
	You can find links to the Security and Privacy Policy, Legal Notice and Contact Us pages at the bottom of the page, just below the logos. 
	Figure
	Fig. 5 – Homepage 
	Fig. 5 – Homepage 


	View Member Listing 
	View Member Listing 
	The Member Listing page displays a list of your group’s employees, their contract number, date of birth, gender, marital status, original effective date and coverage. 
	The Member Listing page displays by default after logging in to Blueprint for Employers. (see Fig. 6) 
	Other ways to access Member Listing include: 
	1. 
	1. 
	1. 
	Click the Member Listing quick link, located at the top-right of the page or in the Navigation menu at the top-left of the page (see Fig. 7). 

	2. 
	2. 
	Click the Blueprint for Employers logo at the top-left corner of the page next to the menu to return to the homepage/Member Listing page (see Fig. 7). 


	Figure
	Figure
	This page also has links to view Future Effective Contracts and Canceled Contracts, or search for a member. Use the navigation page numbers at the bottom left of the page to navigate through the list of members. Click on any name to view Member Details. Users have the ability to save the Member Listing information to Excel. 
	This page also has links to view Future Effective Contracts and Canceled Contracts, or search for a member. Use the navigation page numbers at the bottom left of the page to navigate through the list of members. Click on any name to view Member Details. Users have the ability to save the Member Listing information to Excel. 
	Fig. 6 – Member Listing 
	Fig. 7 – Member Listing Links 


	View Member Details 
	View Member Details 
	On the Member Details page (see Fig. 8), you can: 
	• 
	• 
	• 
	• 
	Print temporary ID cards 

	• 
	• 
	Order replacement ID cards 

	• 
	• 
	View claims history 



	• Check deductible and out-of-pocket information Users have the ability to save the member details information to Excel. 
	Note: An employee’s dependents are displayed on their Member Details page. 
	Figure
	Fig. 8 – Member Details 
	Fig. 8 – Member Details 


	Member Search 
	Member Search 
	To access member search: 
	1. 
	1. 
	1. 
	Click Member Search on the Member Listing Page located at the top of the page (see Fig. 9). 

	2. 
	2. 
	Click Member Search in the Navigation menu at the top-left of the page or click the Member Search quick link, located at the top-right of the page(see Fig. 10). The Member Search Page will then be displayed (see Fig. 11). 


	Figure
	Fig. 9 – Member Search 
	Fig. 9 – Member Search 

	Figure
	Fig. 10 – Member Search 
	Fig. 10 – Member Search 


	Figure
	Fig. 11 – Member Search 
	Fig. 11 – Member Search 


	Search for an employee by: 
	Search for an employee by: 
	• 
	• 
	• 
	Last Name 

	•
	•
	 Social Security Number 

	•
	•
	 Contract Number 




	View Canceled Contracts 
	View Canceled Contracts 
	1. 
	1. 
	1. 
	Click the Member Listing quick link, located at the top-right of the page (see Fig. 12). 

	2. 
	2. 
	Click Canceled Contracts link on the Member Listing page. The site will display a list of contracts canceled within the past 24 months (see Fig. 13). 


	Figure
	Fig. 12 – Member Listing 
	Fig. 12 – Member Listing 


	Figure
	Fig. 13 – Canceled Contracts 
	Fig. 13 – Canceled Contracts 



	View Contracts with Future Effective Dates 
	View Contracts with Future Effective Dates 
	1. Click the Member Listing quick link, located at the top-right of the page 
	(see Fig. 14). 
	(see Fig. 14). 

	Figure
	Fig. 14 – Member Listing 
	Fig. 14 – Member Listing 


	2. Click the Future Effective Contracts link on the Member Listing page. The site will display a list of employees with future effective dates (see Fig. 15). 
	Figure
	Fig. 15 – Future Effective Contracts 
	Fig. 15 – Future Effective Contracts 



	Replace an ID Card 
	Replace an ID Card 
	To order a replacement ID card: 
	1. 
	1. 
	1. 
	Click Order ID card from the Actions dropdown on the Member details page (see Fig. 16). You will be directed to the Order Replacement ID card page (see Fig. 17). 

	2. 
	2. 
	Select the member you wish to order a replacement ID for in the dropdown, then click Submit. 

	3. 
	3. 
	A confirmation message displays letting you know that your order has been submitted successfully (see Fig. 18). 


	Figure
	Fig. 16 – Member Details 
	Fig. 16 – Member Details 


	Figure
	Fig. 17 – Replacement ID Card Page 
	Fig. 17 – Replacement ID Card Page 


	Figure
	Fig. 18– Replacement ID Card Confirmation 
	Fig. 18– Replacement ID Card Confirmation 


	Print a Temporary ID Card 
	Print a Temporary ID Card 
	You can print a temporary ID card for a member or dependent while waiting for the replacement ID card to be processed and received. 
	To print a temporary ID card: 
	1. 
	1. 
	1. 
	Click Print ID card from the Actions dropdown on the Member details page (see Fig. 19). You will be directed to the Print Temporary ID card page (see Fig. 20). 

	2. 
	2. 
	Select the member in the dropdown and select the type of ID card that you wish to print, then click Submit (see Fig. 20). 

	3. 
	3. 
	The temporary ID card displays in a separate window (see Fig. 21). 


	Figure
	Fig. 19 – Member Details 
	Fig. 19 – Member Details 


	4. Click Print (see Fig. 21). 
	Fig. 20 – Print Temporary ID card Fig. 21 – Print Temporary ID Card 
	Fig. 20 – Print Temporary ID card Fig. 21 – Print Temporary ID Card 


	View Claims History 
	Blueprint for Employers allows you to view employee claims history. This feature requires a special contract signed by the President or CEO of your company. 
	This contract can be obtained by contacting your Marketing Representative. 
	View Claims History allows you to view claims data and explanation 
	of benefits for your employees 
	and their covered dependents. 
	To view claims history: 
	1. Click View Claims History from the Actions dropdown on the Member details page (see Fig. 22). You will be 
	Figure
	Fig. 22 – Member Details 
	Fig. 22 – Member Details 


	Figure
	Fig. 23 – Claims History 
	Fig. 23 – Claims History 


	directed to the Claims history page (see Fig. 23). 
	directed to the Claims history page (see Fig. 23). 

	2. Select a member in the dropdown, enter a date 
	Figure
	Fig. 24 – View Claims History 
	Fig. 24 – View Claims History 


	range, then click Submit. A list of pending and completed claims will display. 
	range, then click Submit. A list of pending and completed claims will display. 

	Note: Users can select the link to view claims processed in the last 30 days for all members. 
	3. The service date, service provider name, claim number, total charge, date received, total charges, status and in process or completed date is shown for each claim. If the claim status is Complete, you can select the green 
	Complete link and a PDF document of the explanation of benefits will display 
	in a separate window (see Fig. 24). 
	in a separate window (see Fig. 24). 

	View Deductible and Out-of-Pocket Amounts 
	Blueprint for Employers allows you to view employee deductible and out-of-pocket amounts. This feature requires a special contract signed by the President or CEO of your company. This contract can be obtained by contacting your Marketing Representative. 
	You can view the current or previous year deducible and out-of-pocket amounts by member or for an entire family. 
	Figure
	Fig. 25 – Member Details 
	Fig. 25 – Member Details 


	To view deductible and out-of-pocket amounts: 
	1. 
	1. 
	1. 
	Click Check Deductible and Out-of-pocket information from the Actions dropdown on the Member details page (see Fig. 25). You will be directed to the Deductible and out-of-pocket page (see Fig. 26). 

	2. 
	2. 
	Select the member and year you wish to view from the dropdowns. The deductible and out-of-pocket amounts display. 


	Figure
	Fig. 26 – Deductible and Out-of-Pocket 
	Fig. 26 – Deductible and Out-of-Pocket 


	Financial Documents 
	Your health plan’s financial documents are available in Blueprint for Employers (BPE) which increases transparency, provides better access to information and management tools and enhances security measures. 
	When an invoice is available, anyone that has permissions to see invoices will receive the email notification that a new invoice has been added. Your chief administrator(s) or benefit manager(s) can grant access to view financial documents on BPE. 
	Accessing Financial Documents 
	1. 
	1. 
	1. 
	Click the Financial Documents quick link, located at the top-right of the page or under Group Management in the main navigation menu at the top left (see Fig. 27). The invoices and supporting documents page will then be displayed. 

	2. 
	2. 
	Select a category, document type, year and month, then click Search. Available documents display on the right (see Fig. 28). Click on a document link to download and view available documents. 

	3. 
	3. 
	Select the Annual documents link see Fig. 28) to view available annual documents (see Fig. 29). 


	Figure
	Fig. 27 – Menu 
	Fig. 27 – Menu 


	Figure
	Fig. 28 – Invoices & Supporting Documents 
	Fig. 28 – Invoices & Supporting Documents 


	Figure
	Fig. 29 – Annual Documents 
	Fig. 29 – Annual Documents 


	If you have any questions about this change, please email If you have questions on how to use BPE, please email . 
	nonriskbillings@arkbluecross.com. 
	bpesupport@arkbluecross.com

	Additional Information 
	Additional Information 

	Security 
	Blueprint for Employers is a secure website. Access to the website requires a valid username and password. To create a username and password, a group’s Chief Administrator must appoint an Assistant or Benefits Manager, then send them an activation code. 
	• 
	• 
	• 
	A Chief Administrator or Benefits Manager can appoint an Assistant. 

	• 
	• 
	• 
	The company owner establishes the Chief Administrator. 

	• 
	• 
	The company owner must sign a registration form designating the company’s Chief Administrator. 



	Registering a New Account 
	After the group’s Chief Administrator or Benefits Manager designates an Assistant, the Blueprint for Employers support team sends them an activation email containing a link to activate the account. 
	During activation, the the Chief Administrator, Assistant or Benefits Manager is asked to set up a username, password and secret question, as well as accept the terms and conditions for website use (see Fig. 30). 
	Figure
	Fig. 30 – Registering a New Account 
	Fig. 30 – Registering a New Account 


	Forgot Login ID or Password 
	Blueprint for Employers is designed for self-service. You can recover your username and password by following the link from the Blueprint for Employers login page. 
	Forgot Username 
	1. 
	1. 
	1. 
	Click the Forgot username link on the login page (see Fig. 31). You will be directed to the Forgot Your Username page (see Fig. 32). 

	2. 
	2. 
	Enter your group tax ID, your first and last name, then click Submit. You will receive an email with your username. 


	Figure
	Fig. 31 – Login Page 
	Fig. 31 – Login Page 


	Figure
	Fig. 32 – Forgot Username Page 
	Fig. 32 – Forgot Username Page 


	Forgot Password 
	1. 
	1. 
	1. 
	Click the Forgot password link on the login page (see Fig. 31). You will be directed to the forgot password page (see Fig. 33). 

	2. 
	2. 
	Enter your username and Group Tax ID, then click Submit. 

	3. 
	3. 
	Answer your secret question and click Submit. If answered correctly, you will be prompted to reset your password (see Fig. 34). 


	Figure
	Fig. 33 – Forgot Password Page 
	Fig. 33 – Forgot Password Page 


	Figure
	Fig. 34 – Forgot Password-Secret Question 
	Fig. 34 – Forgot Password-Secret Question 


	Manage Assistant 
	Assistants 
	Assistants 

	A group’s Chief Administrator can add additional Assistants or delete them as needed. Chief Administrators can also limit an assistant’s access or give them full access to all BPE security features. The Assistant’s security is established during the setup process. 
	Benefits Manager 
	Benefits Manager 

	A new Benefit Manager role is available in BPE. The benefit manager has access to all groups and divisions within a company, like a chief administrator. The Benefit Manager can also set up assistants and grant access to security features to new assistants as well as update existing assistants security. 
	To Manage Assistants: 
	1. Manage Assistants under Group Management in the Navigation menu at the top-left of the page (see Fig. 35). The site will direct you to the Manage Assistant page (see Fig. 36). 
	Figure
	Fig. 35 – Menu 
	Fig. 35 – Menu 


	Sect
	Figure
	Fig. 36 – Manage Assistant 
	Fig. 36 – Manage Assistant 


	Fig. 36 – Add Assistant 

	Add Assistant 
	1. 
	1. 
	1. 
	Click Add Assistant on the Manage Assistant Page (see Fig. 36). The Add Assitant page displays (see Fig. 37). 

	2. 
	2. 
	Enter the Assistant’s first name, last name and email address. 

	3. 
	3. 
	Select the appropriate groups and security features for the assistant. 

	4. 
	4. 
	Click Submit. The Assistant will receive an email containing an activation link within 24 hours. 


	Update Assistant 
	1. 
	1. 
	1. 
	Click Update Assistant on the Manage Assistant Page (see Fig. 36). Tue Update Assitant page displays (see Fig. 38). 

	2. 
	2. 
	Select an assistant to update from the dropdown. 

	3. 
	3. 
	Select or deselect the appropriate groups and security features for the assistant. 

	4. 
	4. 
	Click Submit. The Assistant will be notified of the changes by email. 


	Delete Assistant 
	1. 
	1. 
	1. 
	Click Delete Assistant on the Manage Assistant Page (see Fig. 36). The Delete Assistant page displays (see Fig. 39). 

	2. 
	2. 
	Select an assistant to delete from the dropdown. 

	3. 
	3. 
	Click Delete Assistant, and the Assistant will no longer have access to Blueprint for Employers. 


	Sect
	Figure
	Figure
	Fig. 37 – Add Assistant 
	Fig. 37 – Add Assistant 



	Figure
	Fig. 38 – Update Assistant 
	Fig. 38 – Update Assistant 


	Figure
	Fig. 39 – Delete Assistant 
	Fig. 39 – Delete Assistant 


	Fig. 36 – Manage Assistant 
	Fig. 36 – Manage Assistant 

	Add Benefits Manager 
	1. 
	1. 
	1. 
	Click Add Benefits Manager on the Manage Assistant Page (see Fig. 36). The Add Benefits Manager page displays (see Fig. 40). 

	2. 
	2. 
	Enter the Benefits Manager’s first name, last name and email address. 

	3. 
	3. 
	Click Submit. The benefits manager will receive an email containing an activation link within 24 hours. 


	Delete Benefits Manager 
	1. 
	1. 
	1. 
	Click Delete Benefits Manager on the Manage Assistant Page (see Fig. 36). The Delete Benefits Manager page display (see Fig. 41). 

	2. 
	2. 
	Select a benefits manager to delete from the dropdown. 

	3. 
	3. 
	Click Delete Benefits Manager to delete the selected benefits manager. 


	Sect
	Figure
	Fig. 40 – Add Benefits Manager 
	Fig. 40 – Add Benefits Manager 
	Figure
	Fig. 41 – Delete Benefits Manager 



	Change the Chief Administrator 
	Situations may occur when you need to change the Blueprint for Employers Chief Administrator for your group. Changing the Chief Administrator requires owner’s approval. 
	To change the Chief Administrator, a change form must be completed by the owner. Contact your Sales Representative or your local regional office for one of these forms. If your Chief Administrator leaves your employment, complete the change form and: 
	1. E-mail, fax or mail this form to your Regional BlueAdvantage Administrators Marketing Representative 






