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Introduction




 This guide will walk you through the new
Delegated Access Management functionality
In the AccessBlue Employer Portal.

* You can now add delegates called Group
Leaders or Group Contacts and grant them
access to tools available in AccessBlue such
as coverage and eligibility, eBilling,
eEnrollment, group reporting, and ordering ID
cards.
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Welcome Screen




Welcome Screen

Employer Producer Provider State Employee/Retiree  Federal Employee  Medicare  Accessibility ~

LOU|S|ana Pay Your Bill v  ShopPlans~ GetaQuote~ FindaDoctor~ Learn M

Q
@
‘4

Hi GroupSuperUser!

View your Welcome to AccessBlue.
Username.

Q) arpsupusrgreg §|Group Superuser View My Info Manage My Users

U

Manage your
users.

My Group Tools

View your
user type.

ance Go to Coverage/Eligibility

D Coverage/Eligibility

Claims

Order ID Cards

Go to Order ID Cards



Manage My Users




Manage My Users

Employer Producer Provider State Employee/Retiree  Federal Employee  Medicare  Accessibility

grpsupusrgreg

Delegated Users Dashboard

View cards for existing delegates.

2@ Louisiana  »cc=

Delegated Users

{ 1 | grpsupusrgreg

AutomatedTestFNameBZ
AutomatedTestLNamePZ

aautomatedte4

Edit Dear

AutomatedTestFNameCZ
AutomatedTestLNameAZ

on.com

aautomated @ a

Edit Deactivate

AutomatedTestFNameCZ
AutomatedTestLNameNZ

aautomatedted23@ ation.com

Edit Deactivate

- Group Superuser

More Details »

More Details »

More Details »

AutomatedTestFNameBZ
AutomatedTestLNameSZ

Group Leader

AutomatedTestFNameCZ
AutomatedTestLNameEZ

aautomatedte!

Edit Dea

Group Leader
AutomatedTestFNameCZ

AutomatedTestLNameRZ

aautomatedte767@automation.com

Edit Deactivate

More Details »

More Details »

More Details »

v

Q_ search

AutomatedTestFNameBZ
AutomatedTestLNameXZ

atest993@bcbsla.com

Edit Deactivate

Group Leader
AutomatedTestFNameCZ

AutomatedTestLNameMZ

aautomatedte940@automation.com

Edit

Group Leader

AutomatedTestFNameCZ
AutomatedTestLNameTZ

aautomate: @automation.com

Export

Log Out

. Add a Delegate

More Details »

More Details »

Search for delegates by name.

Export list of delegates to Excel.
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Delegate User Types

Group Superuser Group Leader

e Receives access to all e Receives access to ALL

enrollment, billing,
coverage, eligibility and
reporting tools

Receives access to all
current or future
subgroups

Responsible for creating
and managing additional
delegate individual
accounts in the portal

Has the ability to select
which tools each
delegate user can access

subgroups related to the
group they are assigned
to

® Receives access only to
the subgroups they are
assigned to
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Add a Delegate

Delegated Users Dashboard

oyer Producer Provider State Employee/Retiree Federal Employee Medicare Accessibility v

@@ Lovisiana ~

Delegated Users

1 grpsupusrgreg - Group Superuser

AutomatedTestFNameBZ
AutomatedTestLNamePZ

aautomatedte com

omati

AutomatedTestFNameCZ
AutomatedTestLNameAZ

aautomated automation.com

Edit Deactivate

AutomatedTestFNameCZ
AutomatedTestLNameNZ

aautomatedte omation.com

Edit Deactivate

More Details »

More Details »

More Details »

AutomatedTestFNameBZ
AutomatedTestLNameSZ

aauto

Edit Deactivate

Group Leader

AutomatedTestFNameCZ
AutomatedTestLNameEZ

aautomated

Edit Deactivate

Group Leader
AutomatedTestFNameCZ

AutomatedTestLNameRZ

aautoma! @automation.com

Edit Deactivate

More Details »

More Details »

More Details »

v

search  [xE Export

AutomatedTestFNameBZ
AutomatedTestLNameXZ

Edit

Group Leader
AutomatedTestFNameCZ

AutomatedTestLNameMZ

aautomatedte940@automation.com

Edit

Group Leader

AutomatedTestFNameCZ
AutomatedTestLNameTZ

aautoma automation.com

Edit Deactivate

@ 2dd aDelegate

More Details »

More Details »

More Details »

Click Add a Delegate.
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Add a Delegate

Delegate Information Panel

STEP 1 OF 4

Delegate Information

Delegate Details

First Name Last Name

Username

Suggest Username

Delegate Contact

Preferred Phone Number

Delegate Details

Enter delegate’s first and last name.

First Name

Last Name

If unsure what to enter as a

Username

username, click Suggest Username.
This feature will use the delegate’s
first and last name followed by

Suggest Username

Enter a username for the
delegate following the
specified criteria.

Email Address

Delegate Contact

arandom number at the end.

Enter delegate’s preferred phone number
The phone number you enter MUST
be able to receive text messages*.

Preferred Phone Number

Email Address

! Enter delegate’s email address.

Click Continue.

*This information will be used as a secondary authenticator and will prevent the user’s password from expiring.

*This information will not be used as contact information unless it is documented in the user’s contact record associated with their account.

13



Add a Delegate (cont.)

Delegate Role Assignment Panel

STEP 20F 4

Delegate Role Assignment

ﬂ:ﬂiegate Roles

Group Leader

Group Contact

Select the appropriate role
for the delegate.

)

Back | Cancel

Click Continue.

I There is a one business day delay for a user to gain access to eBilling and eEnrollment.

Available Tools

Delegate Tool Assignment Panel

Delegate Tool Assignment

Claims Research

Coverage/Eligibility

eBilling

eEnroliment

Group Reporting

Order ID Cards

Back Cancel

Click the tool name or toggle
Switch to select tools the
delegate needs access to.

Click Continue.
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Add a Delegate (cont.)

Group Selection Panel

If you wish to assign the delegate to all groups and subgroups at once, follow Step 12 and 13.

® If you wish to assign the delegate to individual groups and subgroups, skip to Step 14 and 15. ®

If you wish to assign the delegate
to all groups and subgroups
at once, click the toggle switch.

All Groups

Add All Groups and Subgroups

ndividual Groups

Q_ search for Group by Name or Number

Click Continue.
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Add a Delegate (cont.)

Group Selection Panel

 If you selected the role of Group Leader in Step 8, the delegate automatically receives access to all subgroups
associated with the group you select in Step 14.

Group Selection

By assigning the Group Leader delegate user to groups, the delegate user will

automatically inherit all subgroups associated with the assigned groups

If you wish to assign the delegate
KGOS to individual groups, click the toggle
switch next to the appropriate group.

Add All Groups and Subgroups

f ndividual Groups

. Search for Group by Name or Number

Click Continue.
\ _J
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Add a Delegate (cont.)

* If you selected the role of Group Contact in Step 8, the Subgroup Selection Panel opens to allow you to deselect any groups you do not want associated with this delegate.

Subgroup Selection Panel

Subgroup Selection

All Subgroups

Deselect any subgroups the delegate
does not need access to.

Add All Subgroups

6"1‘3&3] Subgroup
Sea

or Subgroup by Name or Number

\

Click Continue.

JEICICN. 8
\2 J

Back Cance Continue »

NOTE: If the Group Leader role is selected, this screen will not be seen. They automatically inherit access to ALL subgroups associated with the group. There are no exceptions. 17



Add a Delegate (cont.)

Employer Producer Provider State Employee/Retiree Federal Employee  Medicare  Accessibility ~ grpsupusrgreg
Log Out

L(]U|S|ana AccessBlue Dashboard  Coverage/Eligibility ~ Search Claims  Order ID Cards

Click Yes.

Delegated Users

1\ grpsupusrgreg - Group Superuser Q_ Search EE Export . Add a Delegate

P Group Leader

[% AutomatedTestFNameBZ AutomatedTestFNameBZ
AutomatedTestLNamePZ AutomatedTestLNameSZ

aautomatedte579@automation.com

Abc Delegate
abc @abc

cdelegate@abc.com

aautomatedte436@automation.co

Edit Deactivate More Details »
it Deactivate More Details » Edit Deactivate More Details »

Congratulations!
You have successfully
added a delegate.

The newly added . .
Click More Details to see aread-only

delegate’s card is visible . s - .
in the Delegated Users Dashboard. view of the delegate’s information.

Success!

Add Another Delegate Return 1o Dashboard
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Edit a Delegate

Delegated Users Dashboard

Employer Producer Provider State Employee/Retiree Federal Employee Medicare Accessibility v grpsupusrgreg

2 Louisiana

Delegated Users

(§) grpsupusrgreg - Group Superuser Search e-hbxport @ Add a Delegate

P Group Leader

Abc Delegate AutomatedTestFNameBZ AutomatedTestFNameBZ
shrdelegap@ntocom AutomatedTestLNamePZ AutomatedTestLNameSZ

aautomatedte436@automation.com aautomatedte579@automation.com
Deactivate More Details »
Edit Deactivate More Details » Edit Deactivate More Details »

Locate the card for the
delegate you wish to edit.

Click edit.

Q

TIP! Use the Search field if you have several delegates. 20



Edit a Delegate (cont.)

Delegate Information Panel

STEP 1 OF 4

Delegate Details

First Name

Abe

Last Name

Delegate

Username

abcdelegate123

Edits cannot be made

to Username.

Delegate Contact

Preferred Phone Number

5045559876

Email Address

abcdelegate@abc.com

Make any necessary
changes to the delegate’s
information.

Click Continue.

Delegate Role Assignment Panel

Delegate Role Assignment

Make any necessary changes
to the delegate’s role.

( Delegate Roles

Group Leader

NVZ=

Grouy

Click Continue.
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Edit a Delegate (cont.)

Delegate Tool Assignment Panel

Group Selection Panel

STEP 4 OF 4
STEP 3 OF 4

Delegate Tool Assignment Group Selection

/allaz e Tools

Claims Research

Make any necessary By assigning the Group Leader delegate user to groups, the delegate user will
changes to the tools the automatically inherit all subgroups associated with the assigned groups

Many any necessary changes

delegate has access to. to the delegate’s groups.

All Groups

Add All Groups and Subgroups

Coverage/Eligibility

( ndividual Groups \

eBilling Q_ search for Group by Name or Number

eEnroliment

Group Reporting

Qerlo Cards

Back Cancel Continue »

Click Continue.

Click Continue. \ )

I\aaaaaa
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Edit a Delegate (cont.)

Subgroup Selection Panel

Subgroup Selection
Many any necessary changes
to the delegate’s subgroups.

All Subgroups

Add All Subgroups

Add
ﬂ vidual Subgroup
{Q Search for Subgroup by Nam

8 8

Click Continue.@

Back Cance!

23



Edit a Delegate (cont.)

Click Yes.

Success!

Congratulations!
You have successfully
edited a delegate.

Add Another Delegate Return 1o Dashboard
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Deactivate a Delegate




Deactivate a Delegate

Delegated Users Dashboard

ocate the card for the

delegate you wish
to deactivate.

Employer Producer Provider State Employee/Retiree

Louisiana

Delegated Users

w“z} grpsupusrgreg - Group Superuser

Federal Employee Medicare Accessibility v

Click deactivate.

Q

Abc Delegate

abcdeleg

pDc.com

~

J

TIP! Use the Search field if you have several delegates.

AutomatedTestFNameBZ
AutomatedTestLNamePZ

aautomatedte436@automation.c

Edit Deactivate

More Details »

Q) Search, 5

AutomatedTestFNameBZ
AutomatedTestLNameSZ

aautomatedte579@automation.com

Edit Deactivate

port

grpsupusrgreg

. Add a Delegate
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Deactivate a Delegate (cont.)

Arevy re v vant

ess to the AccessBlue |

User accounts cannot be reactivated.

The deactivated delegate’s
Card will remain red until the
page is refreshed.

Employer Producer Provider State Employee/Retiree Federal Employee Medicare Accessibility v

@ LOU]Slana AccessBlue Dashboard  Coverage/Eligibility

Delegated Users

1 grpsupusrgreg - Group Superuser

(o ‘

Abc Delegate has been deactivated

abcdelegate@abc.com

rd will be removed when the page is refreshec

. J

AutomatedTestFNameBZ
AutomatedTestLNamePZ

aautomatedte436@a on.com

Edit Deactivate

More Details »

grpsupusrgreg

Log Out

Search [xE Export @ Add a Delegate

AutomatedTestFNameBZ
AutomatedTestLNameSZ

aautomatedte! omation.com

Edit Deactivate

More Details »
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