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Your Online Enrollment Solution

• The HPS online enrollment solution 
streamlines your enrollment and eligibility 
operations through:

• Paperless enrollment submission

• Rules-based display of coverage options

• Automatic transfer of enrollment data to 
your eligibility system

• Convenient tools for enrollment 
communications

• Mobile-Optimized experience 
for members and employers
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Enrollment Users

Online enrollment can be used by:
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Employers / 
Group 

Administrators

Payers / 
Insurers

Employees / 
Plan Members

Agents / 
Brokers
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Enrollment Types

Online enrollment can be used for several 
reasons:

• New Hire / New Member Enrollment

• Annual Open Enrollment

• Adding or Terminating a Dependent

• Member Terminations or Reinstatements

• Address Changes
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Benefit Types

HPS’ online enrollment can 
be used for individual or 
group enrollment in 
numerous plans and options.
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Enrollment Setup

HPS provides step-by-step tools for setting 
up and configuring online enrollment by 
group or by plan. 
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Enrollment Configurations

Enrollment can be configured 
by employer, plan, and user type (member, 
employer, etc.). 

Configurations include 
but are not limited to:

• Enrollment forms

• Benefit, coverage, and plan options

• Enrollment documents 

• Coverage-specific rules 
(such as auto-enrollment in coverage, 
auto-waive coverage, 
or rate calculations based on smoker 
status)

• Online Workflows (member self-
enrollment vs. HR-only access)
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Enrollment Communication Tools

Live Chat Online Help & 
Content Editing
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The portal offers other communication tools to help you streamline the enrollment process:

Email 
Notifications

Document 
Management

Online 
Screen-Sharing

Your Online Enrollment Solution



HPS Client Support

HPS Business Analysts support clients in a 
number of ways:

1. Client Training 

2. Enrollment Configuration

3. Bug Fixes

4. Enhancements

5. By playing a key role in the 
development and management of your 
web portal, HPS Business Analysts help 
promote ongoing utilization amongst 
your users.
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Presenter
Presentation Notes
***After implementation, we’ll provide ongoing support for bug fixes and enhancements to your portal.
***We also provide support to end-users (toll free user support line)



Login Types

Online enrollment can be accessed:

• Direct from your website

• Direct from your client’s website

• Through Single Sign On
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Enrollment Workflow

Step 1
• Policy is underwritten in 

Underwriting System

Step 2
• Enrollment is submitted 

in the portal

Step 3
• Underwriting reviews 

and approves the 
enrollment in the portal

Step 4
• The portal transmits the 

approved enrollment to 
the claim system

Step 5
• Enrollment is processed 

in claim system and 
updated member data is 
loaded to the portal.

Step 6
• Member is able to 

register and use the 
portal
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MEMBER ONLINE 
ENROLLMENT
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Member Online Enrollment

Online Enrollment gives your plan members the ability to enroll online any 
time at their convenience. This can be done in one of two ways:

Inside the Portal: 
This approach is most commonly 
used when a member already exists 
in your claim system and has a web 
portal account. With this approach, 
the member would log into the 
portal, go to the enrollment page, 
and submit their enrollment 
transaction.

The “Outside the Portal” workflow is what we’ll illustrate for the member 
online enrollment.

Outside the Portal: 
This approach is most commonly 
used when a member does not exist 
in your claim system and you need to 
collect their eligibility information for 
the first time. With this approach, the 
member would go to your portal 
login page, click the “open 
enrollment” button, enter the 
authorization code you’ve provided to 
them, and submit their enrollment 
transaction.
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Portal Access

Plan members can access the 
web portal and enrollment tool 
from the employer’s public 
website or the Insurer website.
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Begin Enrollment

• After clicking the Enrollment button, the member will be prompted to enter an 
authorization code.

• Each employer will use a unique authorization code that is assigned to them by the 
Insurer when it sets up online enrollment for them.
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Enrollment Verification

• After entering the authorization code, the member will be prompted to provide some basic 
demographic details about themselves.

• The portal will use these details to validate whether this member already exists in the 
Insurer’s enrollment system.
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Member Form

• If the portal already has eligibility and 
demographic data for this member, those 
details will populate in the member form.

• If the portal does not have these details, 
the member must fill out the enrollment 
form completely.
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Dependent Form
The dependent form will list all 
details for dependents (if available).

The member can 
terminate, edit, or add 
dependents as needed.
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Coverage Page

Based on the employer’s plan and 
the member’s eligibility, the portal 
will display the coverage, benefits, 
and plan options available to that 
member.

The member can select or waive 
coverage as needed.
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Beneficiary Details

If the benefits require beneficiary information, these details can be added manually or 
imported from the dependent page. 
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Other Coverage

On this page, the member can indicate 
whether he or a family member is enrolled 
in other insurance plans, whether they be 
private or government-sponsored plans.
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Document Upload

• The member should upload any required documents necessary for 
their enrollment.

• If the member is using a mobile device, he can use the camera on 
the device to take a picture of a document to submit with the 
enrollment.
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Enrollment Review

On this final page, the 
member will review all 
the details about their 
enrollment, agree to the 
terms and conditions, 
and submit the 
enrollment.

© Health Portal Solutions – Copyright 2021-2022 23

Member Online Enrollment



Enrollment Confirmation

• The member can print a copy of their enrollment on this page. 

• He’ll also receive a transaction number for his enrollment 
as a reference.
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Enrollment Confirmation Notification

The member will also receive 
an email notification from 
the portal confirming 
that the enrollment was successfully 
submitted.
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EMPLOYER
ONLINE ENROLLMENT
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Online Enrollment gives employers the ability 
to submit enrollments on behalf of a 
member. 

Tie 
new coverage requests to 
plan members that already 
exist in your eligibility 
system

Stimulate 
use of other web portal 
features beyond online 
enrollment
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This allows your company to:

Track 
and monitor the parties 
who are submitting and 
managing enrollments

Employer Online Enrollment



Portal Access

Employers can access the web 
portal and enrollment tool from 
the Insurer website.
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Enrollment Reason

The Employer should go 
to the Enrollment page and 
select “Start a New Enrollment.”

Then they will see the enrollment 
forms that are applicable to the 
employer and/or division.
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Member Search

Then, they must search for the 
member that they wish to enroll.

© Health Portal Solutions – Copyright 2021-2022 30

Employer Online Enrollment



© Health Portal Solutions – Copyright 2021-2022

Member Page

Online enrollment forms will pre-populate 
with the member’s current eligibility data.
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Dependent Page

This page will pre-populate with the 
dependents’ current eligibility data 
(if available).

Dependents can also be 
added, deleted, or changed.
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Coverage Page

The employer can select 
from the coverages pertinent 
to the member.
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Beneficiary Details

If the benefits require 
beneficiary information, these 
details can be added manually 
or imported from the 
dependent page. 
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Other Coverage

Enrollment details for other 
plans should be added as well.
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Document Upload

• The employer should upload any required 
documents necessary for their 
enrollment.

• If the employer is using a mobile device, 
he can use the camera on the device to 
take a picture of a document to submit 
with the enrollment.
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Enrollment Review

This page will allow one last 
review of the enrollment 
details. The employer can go 
back and make edits as 
needed.
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Finish Enrollment

After the enrollment is submitted, the employer can print a copy.
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Enrollment Confirmation Notification

The employer will also receive an 
email notification from the portal 
confirming that the enrollment 
was successfully submitted.
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INSURER
ONLINE ENROLLMENT
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Online Enrollment gives insurers the ability 
to submit enrollments on behalf of a 
member. 

Tie 
new coverage requests to 
plan members that already 
exist in your eligibility 
system

Stimulate 
use of other web portal 
features beyond online 
enrollment
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This allows your company to:

Track 
and monitor the parties 
who are submitting and 
managing enrollments

Insurer Online Enrollment



Portal Access

Insurers can access the web portal 
and enrollment tool from the 
Insurer website.
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Group Selection

Insurers must select the employer group and division. 
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Enrollment Reason

When they select the 
enrollment option, they will 
see the enrollment forms 
that are applicable to the 
employer and/or division.
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Member Search

Then, they must search 
for the member in that 
group 
that they wish to enroll.
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Member Page

Online enrollment forms will pre-populate 
with the member’s current eligibility data
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Dependent Page

This page will pre-populate 
with the dependents’ current 
eligibility data (if available).

Dependents can also be 
added, deleted, or changed.
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Coverage Page

The insurer can select from the 
coverages pertinent to the member.
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Other Coverage

Enrollment details for other plans 
should be added as well.
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Enrollment Review

This page will allow one last review of 
the enrollment details. The insurer can 
go back and make edits as needed.
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Finish Enrollment

After the enrollment is submitted, the insurer can print a copy.
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ENROLLMENT REVIEW
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Enrollment Notification

As enrollments are submitted, 
the Insurer will receive email 
notifications prompting them 
to log in and review the 
enrollments.
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Enrollment Review

After selecting the 
employer group and 
division, the insurer can see 
all new enrollments for that 
group.
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Enrollment Review



Bulk Approve

If desired, the insurer can 
select multiple enrollments 
and approve them in bulk.
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Enrollment Review



One-by-One Approve

Enrollments can also be 
reviewed and approved one-
by-one.

With this method, the 
insurer can review and 
approve or deny the 
enrollment.
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Claims System Web Portal

Enrollment Approvals
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Approved enrollments will be placed in a file to be sent to the Insurer’s claim system.

Enrollment Review
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Enrollment Approval Notification

After the enrollment is approved, the portal 
will send a notification to the user who 
submitted the enrollment informing them 
of the approval.
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Enrollment Denials

For denied enrollments, the 
insurer must give a reason for the 
denial.

The user who submitted the 
enrollment will then get an email 
notification stating the 
enrollment has been denied and 
what to do next.
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Enrollment Review



CONCLUSION
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Your Online Enrollment Solution

Use the HPS online enrollment solution to streamline your enrollment and eligibility 
operations by:
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Schedule a demo to learn firsthand how to automate and streamline your 
enrollment processes online.

Automating
enrollment 
processes

Eliminating
the amount of 
manual data entry

Reducing
the amount of 
manual follow-up

Collecting
a complete set of 
enrollment details 
up front

Conclusion



Questions?

Questions regarding this presentation or our products and services, please contact HPS 
Sales:

210-641-7715 x 337 sales@HPSGlobal.net

Thank You!
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