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Agent/Group Identity Manager - Desk Level Procedures

The information contained in this manual is property of Blue Cross Blue Shield of Michigan and Blue Care
Network. It cannot be reproduced and distributed without consent.
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T Non-Administrator Procedures

BCBSM'’s Agent and Employer Secured Services administration functionality is designed to
support the registration, access management and provisioning processes for users of the secure
Agent and Group portal.

At the top of the landing page, there are three links available to assist users.
e Portal Access
e Group Code Access
e User Administration

Note: Users that are not Administrators cannot access User Administration

& Arcpce
&m Welcome & Portal Access . "
@ Biue Care Network & Group Code Access Logout » 2 [ Enter search TGO

of Mchigan
& User Administration

1.1 Portal Access — Non-Administrator

As a non-administrator, the Portal Access link at the top of the landing page is used to manage
your ID. The tasks you can perform in this section are listed below:

e Changing password
e Requesting access (services)

e Updating user profile

Log in and click Portal Access to begin a task.

& Accecs
o EE

Blue Care Network & Group Code Access Logout » /f‘ l Enter search..
of Mchigan

& User Administration
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Task 1 Changing Password After Login
You can change your password after logging in to Secured Services.

= Note: This task assumes you are successfully logged in and have selected Portal Access. All
fields marked with an asterisk (*) are required.

Complete the following steps to change your password after login.
Step ‘ Action

1 Click Change Password.

Welcome, Help Logoff
My Password Change Password
A LUise this link to change your passwords.
b
'
My Access Request Access
Request access 1o items such as accounts and applic ations
&=

View Access
Vigrw your 3cCess 10 derms such as accounts and apphcatons

Dalite Acciss
Delete access o items such as accounts and applications.

2 Type the New password.

Welcome Help Logoft
12 > Change password

Change Password

View ihe accounis to be affected by the password change and review (he crileria for the new password. Then, specify @ new IBM Security Identity Manager password and click OK. All required feids are marked with (+
)

b 1. View my accounts that will be affected by this password change.
b 2. Review the criteria for my new password:

3. Change my password

+New pacsword

+New password (confirm)

o ©

3 Re-type the New password to confirm.

4 Click OK.

The following screen displays to confirm your change password request has been submitted.
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Request Submitted: Change Password

You have submitied a request. Below is the information available to you at this time,

Request Detail
Reguest 1D: 3550926806125060852
Diate Submitted:  November 20, 2018 2:48:27 PM
Reguest Type: Changa Password for Multiple Accounts
AccessiAccount: on ISAM Sernce

on ITIM Sarvice

Related Tasks

Tochack on the statws of your nequest, refer 1o the View My Requesis page.
Ta perform olher tasks go o the 1BM Security ldentity Manager Home page.

Wedi Support 1-800-255-2932. Hours of Operaticn: Monday through Friday, Sam 10Spm
Fird a Dotlor | Privacy | Contse! Us | Newsroam
@1696-2015 BCBSM and BN Nonprofit corpanations and independent licensees of the Blue Cross and Blue Shisid Associstion
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Task 2 Requesting Access (Services)

All users can request to have an available access (service) added to their ID.

07/22/2019

= Note: This task assumes you are successfully logged in and have selected Portal Access. All
fields marked with an asterisk (*) are required.

Complete the following steps to request access.

Step ‘ Action
1 Click Request Access.
Welcome, Help Logoff
My Password Change Password
= Use this link 1o change your passwords
¥
My Access Requesi Access |g
Request access to items such as accounts and apphications
By
View Access
“iew your access to items such as accounts and apphcations
Delete Access
Delate access o items such &5 accounts and applications
My Profile View Profila
) View your profile information
4 ’
-
My Requests View My Requests
—_ View the requasts you have recently submitted
=5
2 Select desired Access Name from the list.
Note: The access (services) displayed will vary based on the type of user (i.e. Agent,
Group, Association/Chamber).
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Welcome,
Home > Request access

Request Access

Choose Access
Click the name of the access you would like to request.

Access Name focts 0o L
Application CCA-eGateway Service Package
Application eBiling gives you access to billing information for your...
eBilling_View Invoice Access Application eBiling gives you access to billing information for your. ..
eBookshell accounting_group user Application Groups receiving monthly billing details and members.
Bookshelf billinglnvoice group user Application Groups receiving weekly or monthly invoices with pay..
ebookshell financial group user Application For specific groups only. Use instead of location speci..
Bookshelfl ocation SpecificAdmi Application This is normally used by Principal Administrators or B...
HCBO Application Manage your account with health care benefits online
MCS Update + Claims Application The membership & Eligibility systems allows you to vi...
MCS Update No Claims Application The membership & Eligibility System (eMCS) allows ...

Page 10f2 [>]  Page Number:[1 [Go] Totak 13  Displayed: 10

3 Click the Request Access button.

Welcome,
Home > Requestaccess > Request access confimation

Request Access: eBilling_Pay_Invoice_Access
You have chosen to request access for the following infarmation.

Help Logoff

Access eBiling_Pay_Invoice Access
name:

Access type: Appheation
Description: eBilling gives you access 1o billing information for your group account or BCBSM book of business. Search by customer name of invoice to view curment and past bills, and print transaction and payment
reports

—o

The following screen displays to confirm the access (service) request has been submitted.

= Note: An email notification is sent to the Administrator to approve/reject the requested
access (service).

Welcome,
Home > Request access > Request submitted

Request Submitted: New Access

You have submitted a request. Below Is the information avallable to you at this time

Help Logofl

Request Detail

Request ID: 2149315134849956726

Date submitted: December 11, 2018 10:12:49 AM
Request type: User Data Change
AccountiAccess: eBilling_Pay_Invoice_Access
Access type Application

Description: eBilling gives you access to billing information for your group account or BCBSM book of business. Search by customer name or invoice 1o view current and past bills, and print transaction and payment
reports

Related Tasks

To check on the status of your request, refer to the View Reguests page
To request another access, click on Requast Access to search for another access.
To perform other tasks go to the IBM Sacurity ldentity Manager Home page.
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Task 3 Updating User Profile

You can view and/or change your user profile information in the My Profile section. There are
five hyperlinks in the left navigation window that make up the personal user profile. They are:
BCBSM Agent (or BCBSM Group), Agent Company Information (or Group Company
Information), Audit, Entropy Responses, and Invite User.

= Note: This task assumes you are successfully logged in and have selected Portal Access. All
fields marked with an asterisk (*) are required.

Complete the following steps to update your profile information.

Step ‘ Action

1 Click View or Change Profile.
Welcome Help Logofi
My Password L
My Access Bemvest Accrst _— I
@y ow Accens
W yOUr BCCESS 10 iems such B8 BCCounts and Bpplcaticns
i G| gt |
& .
2 Key the updated information in the correct fields.
Note: The screen displayed above is for an Agent user. The update process is the same
for a Group user, displaying fields and information relating to the group.
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Home > View or change profile
View or Change Profile

Change the profile information below. When you are done reviewing and changing infarmation on each tab and on the role assignment attributes page, click OK. All required fields are marked with (+).

+ BCBSMAgent + Full name
Audit [
Agant Company. i + Last name
Entropy Response !

\nvite User rcumpanyname

E-mail address

Talephone number

pn

Agent Number

First name

Organizational roles

- Search
AgentiSAMRole
AgentiSIMRole Delete
MCS View No Claims -

+ Preferred user IOV
i

| 3

3 Click OK.

The following screen displays to confirm the profile change request has been submitted.
Home > Wiew or change profile > Request submitted

Request Submitted: View or Change Profile
You have submitied a request. Below is the information available to you at this time.

Regquest Detail

Requast ID: BTSE640396130397198

Diate submitted Drecember 4, 2018 30113 AM
Regquest type: Wiew or Change Profile
Account'Arcess:

Related Tasks

To ¢heck on the status of your request, refer to the View My Requesis page.
30 to View of Change Profile page
To perform other tagks go ko the |1BM Security |dentity Manager Home page

Web Support 1-500-255-3932. Hours of Operstion: Moraday thrcugh Fridey, 8 &.m. 10 8 p.m
Fird & Do tor | Privacy | Conact Us | Hewsrpom
& 1996.2015 BCBSM and BCM Nonprofit comparstions and indepandent licensess af the Blue Cross and Blus Shield Association
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1.2 Group Code Access - Non-Administrator

As a non-administrator, the Group Code Access link at the top of the landing page is used to
manage your group code access. The tasks you can perform in this section are listed below:

e Requesting Group Codes

Log in and click Group Code Access to begin a task.

o ACCocs
Blue Cross Welcome x; Portal r.cLe;i "
Blue Care Network Iu Group Code Access I Logout » 2 \ Enter search
chgan

& User Administration
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Task 4 Requesting Group Codes
Users can request access to available group codes.
= Note: This task assumes you are successfully logged in and have selected Group Code

Access. All fields marked with an asterisk (*) are required.

Complete the following steps to request group codes.

Step Action

1 Click Request Group Access.

My Group Access: Current Access Export
Type * Chamber_Association The fellowing list contains all the Agent IDs and Group customers that you currently have access to.
Company:
SF UBMuERCE Group Codes
E-mail
Access Type Name Physical Address Parent Date Assigned/Updated

Home

My Group Access

Cument Group Access
Request Group Access 1
Have Questions? call 277-258-3832 User Guides Privacy Policy

© 1996-2018 Blue Cross Blue Shield of Michigan and Blue Care Network Nonprofit corporations and independent licensees of the Blue Cross Blue Shield Association

2 Select the checkbox(es) for the Group Code(s) you want to request.

My Group Access: Request Access

Type : Chamber_Aseociation The following additional customers are available for you to request access lo from your Company Administrator. To submit a
request for any of them, check the box to the Ieft and click the Request Selected button.

m%mm Group Numbers
E-mail Date
Access Type Name Physical Address Parent Assigned/Updated
Home
BCBSM
My Group Access
Curment Group Access BCBSM
BCBSM
BCBSM

— e, R " SRR TN PPy Sy ".r“- SO W S e e

BCBSM

(2]a e

BCBSM

o Request Access

3 Click Request Access.
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