Questions, please call 843-284-1177
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Changing Plans during Open Enrolilment:

Step Action

1 | When logging in for the first time you will be prompted to change your password
Your Account
Change your password.
Password
Your Password must contain 8-15 characters, at least 1 number, and at least 1 upper case and 1lower case letter. Your password cannot
contain more than 2 of the same characters in a row or your Login ID.
New password * Confirm new password *

Save
2

This screen is an information screen only. This screen tells you not to enter all 9999 or 12345 for
SSN. Also, if you don’t know your primary care pcp number you can use the dummy pcp

number 700zp0745 as a code is required to be entered. Click next
SSN

Please Do Nof enter a SSN value of "999-99-9999" when adding Dependents or Spouses.

This will prevent your enrollment transaction from successfully sending to Blue Cross Blue Shield of Massachusetts.

Please enter the accurate SSN value.

Primary Care Provider
Please enter a valid Blue Cross Blue Shield of Massachusetts PCP ID from our 'find a doctor’ site (bluecrossma.com) for HMO plans.
If you do not have the PCP ID please enter 700zp0745 .

Entering an invalid number will delay the processing of your enrellment transaction.

Thank you,

Blue Cross Blue Shield of Massachusetts

3 | A pop up of Your to do’s will pop up telling you to review your persona information.
r@: Your to-dos x
E:’j Please review your personal information. >
4 | You want to click on the arrow to go to your personal information
5

This will bring you to your profile. About “you” section. You want to review your information
and make sure your information is correct. Update information if you see anything is incorrect
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Step

Action

Once you verify your personal information it will tell you that your Open Enrollment is
complete. This is because we will have carried over the same benefits you had last year to

this year. If you want to make any changes for 4/1/2026 you will click on Open Enrollment
Benefits at the top and click Edit coverage

Current Benefits Open Enrollment Benefits

v

Open Enroliment Complete!

You have completed enrollment for the next benefit year. To make changes to any of your benefits, select "Edit coverage”.

Your benefits

Your Medical coverage
Blue Choice Plan 2 $25 Copay

Offered By: BlueCross BlueShield of Massachusetts

Effective Date: 04/01/2025

Persons Covered: Courtney Shane, David Shane, Jack Shane

Show Plan Details v

Otherwise, if you have no changes click on Complete Enrollment

Once you click on edit coverage it will bring you to the page to choose your Medical plan. You
will see that the plan you currently have is checked off and says currently selected.
NOTE: The Advantage Blue plan is only for retired members living out of state

Choose your Medical plan.

Please review your options and choose the plan that best meets your needs.

@ Who do you want to cover on this plan? Add Dependent
/ Courtney Shane +/ David Shane V/ Jack Shane
HMO Network Blue $25 Copay®
POS Blue Choice Plan 2 $25 Copay
I
PPO Advantage Blue 100"

Select plan
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Step Action

If you need to add a dependent you can do so by clicking on add dependent here. Anyone that is
checked off and green is currently covered on your plan. You can click on a person’s name to
remove them from the plan (you will see them turn white and they will be unchecked)

@ Who do you want to cover on this plan? Add Dependent

Courtney Shane +/ David Shane v Jack Shane

8 | Click on the plan that you want to select for this benefit year by clicking on Select plan.

9 | The Benefit Summary page will come up and show you a snapshot of your changes:

BCBSMA PLANS 2025-2026 Summary

Your BCBSMA PLANS 2025-2026 benefit summary is shown below. To make changes, click Edit. Please note
that your benefits have not been saved. You must click Save to complete the section.

Medical
Network Blue NE $25 Copay

Offered By: BlueCross BlueShield of Massachusetts
Effective Date: 04/01/2025
You Pay: Not Available

Persons Covered: Courtney Shane, David Shcme,Jcck Shane

Medicare #* Edit

No policy on record
No medicare policy information on record

Additional Insurance # Edit

No policy on record

No additional insurance policy information on record

Save Cancel

Click Save

10 | Then you will see the page say Open Enrollment is complete showing you again the benefits
you chose:
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Step Action

Open Enroliment Complete!

You have completed enrollment for the next benefit year. To make changes to any of your benefits, select "Edit coverage”.

Your benefits

& Yo

& You have successfully updated your plan

Your Medical coverage
Network Blue NE $25 Copay

Offered By: BlueCross BlueShield of Massachusetts
Effective Date: 04/01/2025
Persons Covered: Courfney Shane, David Shane, Jack Shane

Show Plan Details

Save changes Cancel

Click Save changes

11 | Now you will see it say Congratulations you successfully updated your benefits. Click on

Continue to next page.

12 | A survey will pop up you can click on skip survey.
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If you want to Change your PCP Only:

From the Home Page, click on View your benefits. Click on Open Enrollment Benefits at the
top

Current Benefits Open Enroliment Benefits

v

Open Enrollment Complete!

You have completed enrollment for the next benefit year. To make changes to any of your benefits, select "Edit coverage'

Your benefits

Your Medical coverage
Network Blue NE $25 Copay

Offered By: BlueCross BlueShield of Massachusetts

Effective Date: 04/01/2025
Persons Covered:

Edit coverage Show Plan Details v

Courtney Shane, David Shane, Jack Shane

Save changes Return home

2 | Click Edit Coverage
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You will see Choose your Medical Plan. You will see the plan you currently have selected
checked off in Green. Scroll down and click Next

Choose your Medical plan.

Please review your options and choose the plan that best meets your needs.

@ Who do you want fo cover on this plan?

< Courtney Shane +/ David Shane v Jack Shane

HMO Network Blue NE $25 Copay®

POS Blue Choice Plan 2 $25 Copay
PPO Advantage Blue 100°
Decline Coverage | would like fo decline Medical coverage.

Next Previous Cancel
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You will see a pencil and the Edit next to Primary Care Provider. Click Edit

Medical
Network Blue NE $25 Copay

Offered By: BlueCross BlueShield of Massachusetts
Effective Date: 04/01/2025
You Pay: Not Available

Persons Covered: Courtney Shane, David Shane, Jack Shane

Medicare #* Edit

No policy on record
No medicare policy information on record

Additional Insurance # Edit

No policy on record
No additional insurance policy information on record

Primary Care Provider ¢ Edit

Show details v

Enter in the new provider PCP code and Click Next:
Medical

Enter the PCP (Primary Care Provider) information or search from a list of providers.
Please enter a valid Blue Cross Blue Shield Massachusetts PCP ID from our 'find a doctor' site (bluecrossma.com). If you do not have the PCF

processing of your enrollment transaction.

View Primary Care Provider List
*PCP Code PCP Name

Courtney Shane 700zp0745

Is the empleyee a current patient with this provider?

Yes

O Use the same provider for my dependents
David Shane 700zp0745

Is the dependent a current patient with this provider?

Yes

Jack Shane 700zp0745

Is the dependent a current patient with this provider?
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The PCP screen will show your changes. Click Next

The BCBS Plan Summary Page will now be displayed. Review your benefits and changes. Click

Save

BCBSMA PLANS 2025-2026 Summary

Your BCBSMA PLANS 2025-2026 benefit summary is shown below. To make changes, click Edit. Please note
that your benefits have not been saved. You must click Save to complete the section.

Medical
Network Blue NE $25 Copay

Offered By: BlueCross BlueShield of Massachusetts
Effective Date: 04/01/2025
You Pay: Not Available

Persons Covered: Courtney Shane, David Shane, Jack Shane

Medicare # Edit

No policy on record
No medicare policy information on record

Additional Insurance ¢ Edit

No policy on record
No additional insurance policy information on record

Primary Care Provider ¢ Edit

Show details v

- cuncel

Open Enrollment is now Complete. Click Save Changes:

Current Benefits Open Enrollment Benefits

g

Open Enrollment Complete!

You have completed enrollment for the next benefit year. To make changes to any of your benefits, select "Edit coverage".

Your benefits

Your Medical coverage
Network Blue NE $25 Copay

Offered By: BlueCross BlueShield of Massachusetts
Effective Date: 04/01/2025
Persons Covered: Courtney Shane, David Shane, Jack Shane

Edit coverage Show Plan Details ~

- ca i cel
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If you want to Add a Dependent or Spouse only at Open Enrollment:

1 | From the Home Page, click on View your benefits. Click on Open Enrollment Benefits at the

top

Current Benefits Open Enroliment Benefits

v

Open Enrollment Complete!

You have completed enrollment for the next benefit year. To make changes to any of your benefits, select "Edit coverage"

Your benefits

Your Medical coverage
Network Blue NE $25 Copay

Offered By: BlueCross BlueShield of Massachusetts

Effective Date: 04/01/2025
Persons Covered:

Edit coverage Show Plan Details v

Courtney Shane, David Shane, Jack Shane

Save changes Return home

2 | Click Edit Coverage




LA

MASSACHUSETTS

Existing Employees-Self Service

You will see Choose your Medical Plan. You will see the plan you currently have selected
checked off in Green.

Choose your Medical plan.

Please review your options and choose the plan that best meets your needs.

@ Who do you want fo cover on this plan?

< Courtney Shane +/ David Shane v Jack Shane

HMO Network Blue NE $25 Copay®

POS Blue Choice Plan 2 $25 Copay

PPO Advantage Blue 100°

To add a dependnet or spouse you will click Add Dependnet by clicking Add Dependnet on the
right in this box

@ Who do you want to cover on this plan? Add Deperdent

/' Courtney Shane + David Shane + Jack Shane
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A box will come up with who is covered today. You want to click Create dependent profile to
add a new dependent.

Medical: Who do you want to cover?

Note: You'll also be able to add dependents and select who you want to cover when you enroll in or edit your benefits.

Eligible For Coverage

Select Name Relationship Date of Birth Gender Actions
Courtney Shane Subscriber 05/01/13980 Female

David Shane Spouse 01/01/1980 Male £Edit

Jack Shane Child 08/26/2017 Male #Edit

Create dependent profile

Decline Coverage | would like to decline Medical coverage.

m Previous

Add the dependent or Spouses demographics information and click save. Then click Next

The PCP screen will come up. Add the pcp code for the new dependent/spouse you just added.
Click Next

The system will then ask if you or your dependents are covered by Medicare. Answer the

question and then click Next
MEUILAL

Covered by Medicare?

Providing Medicare information can help coordinate payment of medical expenses

Are you or any of your dependents covered by Medicare?
O Yes
® No

m Previous
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Then it will ask if anyone is covered by other insurance.
MEDICAL

Additional Insurance

Currently, do any of the persons covered for this benefit including yourself have other health insurance?
O Yes

® No

Please Note:
It is very important to enter your and/or your covered dependents' insurance policies. By providing this infermation, you will ensure that
the claims for you and your covered dependents will be processed timely and accurately.

Click Next

10

Now it will show you your benefit Summary for the Open Enrollment Period:

BCBSMA PLANS 2025-2026 Summary

Your BCBSMA PLANS 2025-2026 benefit summary is shown below. To make changes, click Edit. Please note
that your benefits have not been saved. You must click Save to complete the section.

Medical
Network Blue NE $25 Copay

Offered By: BlueCross BlueShield of Massachusetts
Effective Date: 04/01/2025
You Pay: Not Available

Persons Covered: Courtney Shane, David Shane, Julie Shane, Jack Shane

Medicare 4 Edit

No policy on record
Ne medicare policy information on record

Additional Insurance # Edit

No policy on record
No additional insurance policy information on record

Primary Care Provider ¢4 Edit

Show details v

- cnnce'

Click Save
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11 | Open Enrollment is Complete
Open Enroliment Complete!
You have completed enrollment for the next benefit year. To make changes to any of your benefits, select "Edit coverage”.
Your benefits
& You have successfully updated your family.
Your Medical coverage
Network Blue NE $25 Copay
Offered By: BlueCross BlueShield of Massachusetts
Effective Date: 04/01/2025
Persons Covered: Courtney Shane, David Shane, Julie Shane, Jack Shane
Show Plan Details +
Click Save Changes
12

Congratulations you successfully updated your benefits. Click Continue to the next page

Congratulations Courtney, you have successfully updated your
benefits!

Below is a summary of your updated benefits and next steps

@

Medical

Network Blue NE $25 Copay

You, +3 dependents

Helpful things to do right now

(=

Review and print a copy of your
Benefit Detail Report

View and edit all benefits
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If you want to cancel your benefits, follow link on City of Cambridge’s
Open Enrollment page.



