employee

Testmg Employee Navigator D emele

_Prepare for releasing the site to your employees!




.

Step 1: Logging In

6o to www.EmployeeNavigator.com
‘‘‘‘‘‘‘‘‘ ~ andclick Login
_____ « Returning Users: Login with the

username and password you selected
previously.

» If you forgot your password, contact
your Inszone Insurance Account
Manager to have it reset!




Step 2: Components of the OE Window

Welcome back, Love!

Active Open Enroliment effective 01/01/2025

Review pending EOI
Open Enroliment Timeline @

10/15/2025 12:00 AM

@7 cnroliment Period Ends

12:00 AM

10/31/2025

When the OF plans, rates and documents have

_ been setup and readé/ for you to test, an Open Enrollment

event will be create

_ Effective Date for the Open Enrollment
Bepelits

~~ Date, time and time zone that the Open
Enrollment begins for employees. Note: Those with HR
authority can access testing once the event has been created.
Emtployees will not be able to enroll until the Enrollment Starts
ate,

Date, time (Navigator uses the same time
zone as start Date) usually at 11:59 PM unless we are told
otherwise that the employees can no longer enroll themselves
online. Administration Ends: Date (typically thru midnight
that day& that those with HR Admin authority can continue to
use the Open Enrollment hyperlink from the Employee
Management screen to Open Enroll employees.



Step 3: Review Demo Lives

y/% Y _
mme e _ Review the listing of Demo Lives which

are used to validate that all
T o permutations of your site are available
B (O test.

If you wish to add additional Demo
Lives please use the Add Demo
Employee Hyperlink!




Step 4: Look Up Demo Life

/ erememeLtE L ook up the first Demo Life by Last

Name, First Name OR Full S5N using
the search box on the top left of the
HOME page.

¥ Customize



Step 5: Impersonating Demo Life

Tips:
» The Manage Enrollments

Look up the employee using the boxwildislay 0 dos

available both prior to

Employee Search on either the enroliment vindow

Home or Employee main tabs. . e
on Uﬁlock New Hire h
Enrollment to open the

On the Employee Management enroliment fr 0 02
it is after the

screen locate the Manage Envoliment Ends date

Full Time Benefit Eligible and before the

tester Actions @ E n ro l l m e nts bOX Administration Ends

Idougherty@inszoneins.com D
: ate.

* After the Open

' Inside the Manage Enrollments box, .
R— e occurs on the day

e P click Open Enrollment. seore the ffectie

Open Enroliment The emplo Unlock New Hire Enroliment
Employee’ Unlock Newly Eligible Enrollment date of the Open
Employee Enrollment) the Unlock

Open Enrollment
feature no longer
functions.

/ Welcome back, Love!

Love ZZ Demo Addancte

Timeline

Manage Login/Rese




Step 6: Handling New Hires AND OE
e
// Love 22 Dema, s o _+ New Hires who have an Effective Date of the

Open Enrollment will only be able to enroll
during Open enroliment. They will see both
windows available 1o them during Open
Enrollment .

» Your Open Enrollment approach determines
the Tinal new year elections for the
employee;

= All Must Login To Enroll, Or Current
Benefits Are Lost

= Only Those Who Want To Change Have
To Log In To Enroll

» New Hires effective on the OE Start Date
have 1o log in and enroll in both available
windows 10 select their Open Enrollment

elections.

nrol

uuuuuuuuuu




Step 7: New Hires effective AFTER OE

Love ZZ Demo Addancte

Emplo nen Profile Benefits Summary Documents Timeline Integrations

Love ZZ Demo @ Status

Full Time Benefit Eligible + HRIS require: pl
tester ' Benefits req ds complete
Idougherty@inszoneins.com + EE-entered fields for enroliment complete

Manage Enrollments

Employee is not eligible for any new hire benefits.
Update Benefits ess an administrative correction or update benefits for a life event
contribution change to voluntary coverage (HSA/Parking).
Open Enroliment The employee has 5 days available to complete open enroliment
Employee's last day to enroll: 10/30/2025.
Employee is not eligible for any newly eligible benefits.

New Hires that have a calculated effective date of
benelits APTER the Open Enrolunent Effective Date
but during the Open Enrollment window - will make
thelr choices in Open Enrollment window.

Once Open Enrollment closes, New Hires will
automatically transition to a New Hire window.

buring Open Enrollment, Employee Navigator:
s Knows that these employees are New Hires

s Wil deliver the New Hire enrollment rules to these
employees accordingly

s Wil ’effective date’ the New Hire enrollment correctly
even if their calculated effective date is AFTER the OE
effective date!

» Reports the enrollment via the Open Enrollment reports

This impacts all plans, however is mainly noticeable
on Guarantee Issue plan designs!



Step 8: Impersonation Information

Love ZZ Demo Addancte

Love ZZ

Full Time Benefit Eligible
tester

Idougherty@inszoneins.com + EE-entered enroliment complete

Manage Enrollments

Employee is not eligible for any new hire benefits.

Update Benefits { n or update benefits for a life event
voluntary coverage (HSA/Parking).
Open Enroliment

Chick on the Open Enrollment hyperlink.

10U are now ‘jmpersonatingt’_ the emplo¥|ee and
temporarily giving UP a portion of your HR
Admin Authority on the site.

10U are subject to the same Navigation rules
and plan desion delivery rules that the
employee can view when they log in to enroll.

Content on the Pages, plans, rates, and
documents 15 all specific to what tﬁe_ employee
will see during their enrollment - this is what
your testing should include!

All elections made are stored in the employee
record and tagged with your name in the
Employee Timeline, This is how you can tell
who made the actual election for the
employee and is great for troubleshooting!




Step 9: Helpful Testing Hints!

Which plan do | want?

Don't want this benefit?

Uheck the plan offerings, costs, benefit highlights
and the Eftective Date to validate both arée correct
for the Demo Life

Click on Compare! You will be able to validate the
per pay costs for all the plans and coverage levels at
the same time!

View the Helpful Resources area! You will be able to
confirm that the right documents have been loaded
1o the site and are visible to the right employees
making benefit selections during Open Enrollment.

if you select "Don’t want this benefit?’ note that
there are 7 reasons that DO NOT APPEAR to the
emﬁloy(ee! You are onl¥_ seeing them because Kou are
an HR level impersonating the employee and have HR
access,

Employees DO NOT have the option to ‘backdate
the election’,



Step 10: If you have a Health Savings Account

Unable to enroll

You enrolled in a medical plan that does not allow enroliment in this benefit. To be eligible
you must enroll in a supported medical plan.

ation

| it you have a High Deductible medical plan

AND a Health 5avings Account and the Health
Savings Account (or H5A) 1s only available to
employees that elect the High Deductible
medical Oplan, the screen you see here is NOT
AN ERROR!

Employee Navigator is telling your employees

that they have elected a medical benefit

that does not allow an H5A and that they

would have to elect a different medical plan

Rw orde|£ to participate in the Health Savings
ccount.

Remember that you or your employees
always have the View Steps function
available 1o you to go back to the Medical
election and change the selection!




Step 11: Beneficiary Assignment

Primary Beneficiaries
Add a beneficial
Name DoB Sex Relation
Edit Spouse ZZ Demo  09/10/1974 M Spouse remove W

OOOOOO

| _» Navigator can be setup to Require a

beneficiary or set them to Optional.

» If required, the Primary Beneficiary
MUST equal 100% between all
Primary Beneficiaries entered.

- The Contingent Beneficiary is never
required unless one individual or
entity is entered. If at least one
individual or entity is entered, the
Contingent Beneficiary total must
equal 100% between all Contingent

Beneficiaries entered.



Step 12: Plan Type

HR Must sign on employee's behalf

11/04/25 &

02/01/2026
$0

$0
$150,000

Presentation

| . On the following Plan Types:

» Noluntary Lite
» Noluntary AD&D
» Crnitical liness

» Disregard the HR 5ign Date. This is
NOT a box that is visible to the
employee. This is to be used only by
HR during ongoing enrollments,
where the HR Admin is making
elections for the above benefits on

behalf of the employee.




Step 13: Evidence of Insurability

// _+ If a benefit election is over the

Guarantee Issue amount, ‘Pending
review of health history’ will appear
crsveone with a value indicating that
e ‘ there will be an approved amount
oo s (which will be sent to payroll) and a
—— pending amount (requiring the
completion of an Evidence of
Insurability Form) to be delivered on

the next page during the enrollment.




Tips:

This screen notes a

Step 14: Enrollment Not Complete!
_« At the end of the Open Enrollment, partaly completed

7/// " .'4 . . . ' / '4"/’4 / ,‘4 I
Enrollment Summary 8 Print
enrollment which will

Below is a summary of your elections and cost for the upcoming plan year. If you have any 2 & 4 appear on the Open
questions about your enroliment or would like to make changes, please contact HR. / yo u W] See t ] S SC ree n o Enrollment Reports
available to you on the

E\l;;selzl:li::le:ol;ecr::;ﬂ?s!gh\ighted steps from your enroliment progress / Any Of the benefits avai lable to the HOME page!
employee were skipped

» The employee did not designate a
required beneficiary

» The employee skipped the following
screens.

» Personal Intormation

» Address

» Dependent Information




Step 15: Sighature Required

7 +  This screen notes a fully
i + When you (or the employee) have compited snrollmet

Below is a summary of your elections and cost for the upcoming plan year. If you have any

el Completed each step of the el
enrollment, a prompt will appear at R
the top of the page that Signature is
Reguired

st S S e o * You and/or the employee can log back
in as many times during the Open
Enroliment window to change an
election, the Benefit Summary will
prompt for a signature after any
changes made.




Step 16: Enrollment Complete

// Tips:
: __» When you have completed testing the demo e
: __ite, and signed the enrollment Navigator will right of the screen to
@ Acknowledged and Submitted . Z present an A'CknOWled e and Smel t.ed lL?fC:ttiat?il:ue)xlg‘lego
E message advising that the enrollment is test!
_ complete,

» 1o return to your HR Admin screen and regain
your level of authority on the site, click on the
demo life name at the top of the screen!

* You will return to the Employee Management
screen where you will have the ability to View
the Benefit Summary.

» Remember to click on the Open Enrollment
period in the dropdown at the top right in
order to view the elections you made for Open
Enrollment!

Totsi Cost Por Pay Period

$156.67




Step 17: Managing Open Enrollment

/// . Tips: -
e _» buning Open Enrollment, you can locate the SRS

___Open bEnrollment Reports available to you 24/7 have a data issue in

S on your Home Page. Scary ptease don't

hesitate to contact your

» When clicked, this report delivers a pie chart inszone Insurance
showing the overall status of the Open Account Manager!
Enrollment;

» Employees that Can’t Start (ﬁhese employees have
a data problem preventing them from enrolling)

Open Enroliment Reports © | y Employees Not Started

» Employees In Progress (partially completed
enroliments)

» Employees Completed

» When clicked, the hyperlinks on the left will
result in detailed reports for each of the above
grouPs, allowing you to follow up with your
employees as appropriate!



