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The Home Page | Menu Bar

• Members tab opens a search window on the left of your 
screen and allows you to search for or add a QB, SPM or NPM.

• Utilities tab shows your job queue. Here you can download 
your reports.

• Wizards tab also gives you the option to add a new QB, 
SPM or NPM.

• Favorites tab allows you to view favorite records and / or most recently 
used records.

• Help tab contains file import specifications and browser 
capability information.

• Quick Search in the upper right hand corner, or the search window on the 
left side of your screen, can be used to search for a record.
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Entering a Qualifying Beneficiary (QB)
Member Specific Plans & Rates

The additional plan is 
saved! Repeat for all plans.

To add a FSA or Member 
Specific Medical Plan:

Select Add a Plan
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Entering a Qualifying Beneficiary (QB) |

Member Specific Plans & Rates

A General Tab will open.

Choose a Plan & Coverage 
Level from the drop-down 
menus.

For any plan that is individually 
rated (FSA or Medical) the rate 
section will automatically appear 
at the bottom. 

Continue to next slide for additional 
instructions….



20

Entering a Qualifying Beneficiary (QB) |

Member Specific Plans & Rates

Do not change anything under 
Insurance Type Information or 
First/Last Days of COBRA

# Months of Coverage: For the 
FSA this will be automatically 
calculated and displayed to 
reflect the amount of months 
remaining in the plan year.

Note the First / Last Days of 
COBRA: The start date of the 
FSA is always the day after the 
Qualifying Event.

Continue to next slide for additional 
instructions….
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Entering a Qualifying Beneficiary (QB) |

Member Specific Plans & Rates

You must select Add a Rate to save 
the plan. 

Failure to do so will show an error 
message:

Continue to next slide for additional 
instructions….




























































