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Intended Audience

This document applies to agent companies, not to managing agent companies. If you
are a Managing Agent User, please refer to the eQuoting Quick Reference Guide for
Managing Agent Companies.

Purpose

This guide is intended for agent users and their administrators needing access to the
eQuoting for Small Groups web-based application. It provides detail associated with
obtaining eQuoting access through the BCBSM agent portal.

Invitation to the BCBSM Agent Portal

Agents have the capability to register themselves to the BCBSM Portal and should not
be invited by Managing Agents because this would assign them to the wrong
company administrator and would not give them appropriate agent role.

Additional Documentation

For more information on BCBSM'’s Secured Services, see the “Company Administration
Guide” and “Company Registration — Quick Reference Guide” obtained from the “Help”
link located at the bottom of your agent portal home page.

Background Information

This section provides background for the delegated administration rules related to the
BCBSM agent portal and specifically eQuoting. Delegated security administration can
be a bit confusing at first and there are some distinctions that are not intuitive. It is
recommended that you review this section carefully before proceeding in order to have a
clear understanding of the terms used in this document.

Definition of an Agent Company

= One agent (and only one) plus all the agent administrators who work on the
same quotes are considered one agent company, regardless of whether they
work for a larger agency.

= There may be multiple agent companies within your agency. There is no
collective representation of the entity “agency” within the agent portal or the
eQuoting application at this time.

Company Administrators
= The first step is to identify the one agent associated with one unique agent

number (also called agent ID or agent code.) This must be the first person to
register for eQuoting under an agent company.
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Within the agent portal, each agent company must assign one company
administrator who is responsible for adding and removing users and
administering service packages for the company. The agent company cannot
exist in the agent portal without at least one company administrator, who is the
agent.

It is recommended that you designate at least one secondary company
administrator for your company once the primary agent/company administrator
has access.

Autogranting

If your agent company was established prior to eQuoting/autogrant go-live date
(6/21/07) your company did not and will not have eQuoting package
autogranted. This means your company administrator must request that service
for your company explicitly. Autogrant only applies to services at the time of
registration.

Autogrant only applies to the service packages at the company level. Users of
the company do not get the eQuoting application autogranted.

All users (except a new agent/autogranted company administrator) must either
request eQuoting service explicitly (under “My Services”) and have it approved
by their company administrator, or the company administrator can grant eQuoting
service to the user.

If eQuoting is not available under “My Services” for a user, this means your
company administrator has not yet requested the service for your company.

Detailed Instructions

In order for you to obtain eQuoting access, three conditions are necessary:

1. Your company must have the eQuoting service package

2. You as the user must have the eQuoting service package

3. The agent must request his/her access first before any administrators
can request access so that relationships can be appropriately
established

NOTE: The screenshots contain links from our QA system and do not represent

the URLs that would be used in production.
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Instructions for Agents with Existing BCBSM Agent
Portal Accounts

If you are a company administrator who registered for BCBSM’s agent or group
portal prior to 6/21/07, you will not get the application autogranted to you. Please
follow this section.

Request the eQuoting service for your company

1. Login to the BCBSM agent

. Biue Cross
portal through the company Bk Cor werk
administrator’s account.

Please enter your User Name and Password:

User Name auatlzzss

==

2. Select “View My Company’s Ble Gross
@AY

) Bive G Network
Services.” of Mehgan

Agent b Secured Services

Agent Secured Services > Administration = Home
Welcome:

HOWARD G DOWNING, JR.

¥ CHAMGE PASSWORD
* UPDATE PROFILE

Welcome to the Administration area -- used for Secured Agent Services administ

Frequenty Used Administration Tools

4 Back to Agent Secured Home

|[ Administration

Home View my company's services

4
My Account 4 Wiew My COMpany's Users

My Company 4 Request & service For my company.
My Users 4

Requests and Invites 4

3- SeIeCt “RequeSt SerVICeS” 3 Blue Cross Blue Shield of Michigan - Microsoft Internet Explorer provided by B

File Edit Viewm Fawarites Tools Help

Aiddress ] httpsiffadminstg.mihie, com/CommonRegjsecured

Agent e Secured Services

Welcorme:
HOWARD G DOWNING, JR.

¥ CHANGE PASSWIORD - — =
+ UPDATE PROFILE Company Prafile Company Services

b Current Services
¥ Request Services
4 Back to Agent Secured Home Company Services

continued on next page
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Instructions for Agents with Existing BCBSM Agent Portal Accounts, continued

4. Select “eQuoting for Agents 2 gagw
and Agent Administrators” i

“ H ”
and “Continue. R
Agent Secured Services = Administration = My Company
Welcame;
HOWARD G DOWNING, R, Request Service: HOWARD G DOW

» CHANGE PASSUCORD

The following services are available for HOWARD G DOWRNING, IR, to req
* UPDATE PROFILE

request access ko any additional service, select the checkbox to the left

Services Available for Reguest

4 Back ko Agent Secured Home Select
Administration
Haome 4

My Account

Service Name

eQuoting Agent and Agent Admin
euoting empowers the Blues' sales Force, managing agents an

My Company e
|| Cancel |‘

Continue

Campany profile

Company services

) Blue Cross
. . q;v @ Bl Core ehvork
5. Confirm access by returning o W T
to Administration/Company ot B
SerV|CeS — Agent Secured Services = Administration = My Company

HOWARD G DDY/NING, JR.

* CHAMGE PASSWORD

NOTE: This only makes the
eQuoting Service able to i

» Request Services

of these secured services, check the box next to the appropriate servi

be requested by the 4 Back to Agent Secured Home: Company Services
. (EEEIET |  TH= folloving sarvices have besn sssigned to your company. To view =
users in your company. — : s i i

You must continue and iy i soer;iclest cllu.reg,[f.ai.:b.e
add the eQuoting service My Company, i ey

Campany profilz

to your account before [
Company access

you can use the

O Membership Collection System (eMCS) - Yiew
Company structurs The Membership Callzction System (sMCS) allows you to view
a.pp I | Catl On . Mibisers ) Membership Collection System (eMCS) - Update

Requests and Invites 4 [ The Membership Collection System (sMCS) alows you to visw
mernbership information,

efjuoting Agent and Agent Admin
[0 equoting empowers the Blues' sales Force, managing agerts
Groups,

continued on next page
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Instructions for Agents with Existing BCBSM Agent Portal Accounts, continued

Add the eQuoting service to your account

1. Select “My Account”

2. Select “My Services”

$EE

E

Agent e Secured Services

Agenk Secured Services = Administration = My Account
Welcorme:

HOWARD G DOWNING, JR.
* CHAMNGE PASSWORD
* UPDATE PROFILE

My Account Options

Use the Follawing Functions ta wiew and update your own online
addition, you can submit requests for additional access and ser

4 Back to Agent Secured Home

Account Settings
view your onling

Administration

Hame 4

mpany adrinistra

My Services

My Account 4 Wiews what secun

ervices you hawe access to as a user,
Account setkings

Iy services 3 P\’!y’ Access
Wigw the list of Agent IDs and Group Customers that you he
My access
My Company a
[y Lisers A

3. Select “Add Services.”

Account Settings

>

b Current services
» Reguest services

b Add services \(

Taremowe a service, check the box next ta the service and click the Continue buttan. To request or add services, uss the litks above.

Current Services

Services Currently Available
Seleckal - Clear al

4. Select “eQuoting Agent
and Agent Admin” service
package

|| Administration eQuoting Agent and Agent Admin

Agent [ Secured Services

Agent Secured Services > Adminiskration = My Account
Melcome:

HOWARD G DOWNING, JR.

¥ CHAMGE PASSWORD
* UPDATE PROFILE

The following list contains all additional services available to this user
the service and then click on the Request Services button,

Services Available for Request

4 Back to Agent Secured Home m

Service Name

eCuoting empowers the Blues' sales force, managing agen

Home: a
My Account 4

Account setkings

My services Laneel -.!!
My access

My Company =

My Users 4

Requests and Ivites %

continued on next page
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Instructions for Agents with Existing BCBSM Agent Portal Accounts, continued

Access the eQuoting service

1. To access eQuoting return ) g_::g,um
to the Agent Secured Py
H 0 m e . Agent a Secured Services

Welcome:
HOWARD G DOWNING, JR.

Agent Secured Services = Administration = Home

* CHANGE PASSWORD
* LUPDATE PROFILE

Welcome to the Administration area -- used for Secured Agent Services administre

Frequently Used Administration Tools

4 Back to Agent Secured Home

Home 4 Viewmy company's services

My Account Pl View my company's users

Iy Companty 4 Request 5 service For my company
[y Lsers 4

Demimche and Tryikas

2. Select eQuoting from the o meoos
Agent Secured Services ()
menu.

Agent G Secured Services

figent Secured Services = Home

Welcome
HOWARD G DDWNING, JR.

v
LRI Welcome! You are logged in to the secured area of our site,

You now have access b the Following services:
| Agent Secured Services

Featured Products:
Horne

Administration b See detailed
Book of Business @ (=] information on
Custom Provider Directries these plans

Fund Management
Healthcare Advisor

Membership Callection System

Rate Ease

eQuoting

Agent Secured Resources

Bensfirc-at-a-zlance

Book of Business

View your group and individual book of business.

Bilue Cross
5y Blue Shield
) Blue Care Network
E 7 oibichgan

Message Center

Agent a [ e e Select & message to visw by clicking the "view" button
Select & message to delete by clicking the "Delete” button
Welcorme Each column of data can be sorted by clicking on the column heacer

HOWARD G DOWNING, JR.

» WY ACCOLNT

There are no messages to view

Back ko Agent Secured Home

General Tasks
Create a Quote
Wiork Queus
Message Center
Company Search
Profile
Help
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Instructions for Agents New to the BCBSM Agent Portal Accounts

These instructions are for agents who did not have a portal ID as of
5/10/2007.

1. Decide which user(s) in your company will have the company administrator
role. Itis recommended that this is the Agent.

2. Go to www.bcbsm.com -1 Am an Agent — and register your agent company.
Online instructions are available when you click Learn More.

= Blue Cross Blue Shield of Michigan Agent - Welcome Agents - Microsoft Internet Explorer provided by Blue Cross Blug

5@ - |§| http: f fwman, bcbsm.com/agent findezx. shiml V| +

© Fle Edit View Favortes Tools Help

i} e [g, Blue Cross Blue Shield of Michigan Agent - Welcome &... l \ ﬁ

= £

——
mm .\" ZITE MAR PR
Blue Shiekd
) ) 0 Agﬁ‘nt Home ‘ . O, [Enter se

Home = Agent Home

Agent 9 Secured Services

iaf o
to fecured Services - Welcome Agents

Learn more

Agent Pervices Start using Secured Services today.

Become a Blues Agent Our secure site gives you the tools you need to service your
Policies & Procedures clients and grow your business. Once you log in, you can:

Ermr B, & :  Generate rate quotes

= View your book of business
= Create custom provider directories
+  Access detalled product information and other sales tools

Not a current user? Register now.
Medicare Part D Prescription Drug

Coverage LOGIN »

Legislative Topics

Product Overview
Advertising Guidelines
Continuing Education

Customer Education Seminars

e Because you are a new agent you will be autogranted the eQuoting
package for your company users AND you will automatically get access
to the eQuoting application for your own ID.

e As company administrator, you will be able to invite other agent
administrators who will work on your quotes. You can add eQuoting
access for them directly when you approve their IDs, or they can do this
step by themselves. Do this from the Administration screen under My
Users and Invitation. For help doing this, see the documents referenced
in the “Additional Documentation” section.

3. Invite at least one additional user (Agent Administrator) if possible, and
assign them as a company administrator (it is good practice to have a
secondary). A yellow star next to the name denotes the company
administrator; to add a secondary company administrator, select the user
from the list, and then select Modify Roles.
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Instructions for Agent Admins with Existing Portal Accounts

The agent must get his/her access first, before any administrators can request
access so that relationships between the team members can be established.

1. Login to your BCBSM Portal Account

2. Select “My Services” to add eQuoting access to your personal portal
account.

Note:

The Company Administrator must approve your request — or grant
eQuoting to you and all the agent administrators in your company. The
later will reduce steps.

e You will receive an email indicating eQuoting access has been
granted. Next time you login you will then see a link to eQuoting on
the left side menu.

3. Click appropriate link to get into eQuoting Small Groups application.

Note:

Note:

When you create a quote, you will automatically see your agent’s name in
the Agent dropdown. You can only assign quotes to one Agent.

If you don’t see a menu on the left-hand side of the screen with eQuoting
and RateEase, you can go to “My Services” and request eQuoting
access.

e This happens when the Company Administrator forgets to give you
eQuoting access. You can request it yourself and then the Company
Administrator must approve it.

An Agent Administrator can only be provisioned automatically with a
relationship to one Agent.

For Agent Administrators who need relationships with more than one
Agent, this must be either provisioned by hand within the eQuoting
system (a call to the BlueWeb Helpdesk).

BCBSM'’s official policy is that a person can have only one Portal ID and
cannot share their ID.



