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Carrier Administrative Guides

The carrier administrative guide is a great resource for brokers and groups to reference for the most common administrative questions including
carrier portal access, contact information, enroliment, billing and continuation of coverage.

Carrier Small Group Carrier Administrative Guide
Aetna Aetna Administrative Guide
Anthem Blue Cross Anthem Administrative Guide
{-\'Gl‘;;lem Blue Cross Blue Shield Anthem Administrative Guide
Blue Shield of California Blue Shield Administrative Guide
CaliforniaChoice CaliforniaChoice Administrative Guide
ChoiceBuilder ChoiceBuilder Administrative Guide
CalCPA CalCPA Administrative Guide
Health Net Health Net Administrative Guide
Humana Humana Administrative Guide
Kaiser Permanente Kaiser Administrative Guide
Liberty Dental Plan Liberty Dental Administrative Guide
Sharp Sharp Administrative Guide
UnitedHealthcare UnitedHealthcare Administrative Guide
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Requesting Invoices

An invoice can be requested from the carrier in the below ways:

Employer Portal (if available based on carrier)

ACCOUNT MANAGEMENT GUIDE

0 See Carrier Administrative Guide chart for additional information on how employer can gain access to the carrier’s portal

Call carrier to request invoice be emailed
Email carrier to request invoice be emailed

Carrier

Aetna

Carrier Portal
Aetna Portal

Phone
800-343-6101, Option 6

Email
WestAAT@aetna.com

Anthem Blue Cross

Anthem Portal

855-854-1429

small.group@anthem.com

Anthem Blue Cross Blue Anthem Portal 800-922-4770 small.group@anthem.com
Shield (NV)
Blue Shield of California Blue Shield Portal 800-559-5905 employerservices@blueshieldca.com

CaliforniaChoice

CaliforniaChoice Portal

800-558-8003

customerservice@calchoice.com

CalCPA CalCPA Portal 877-480-7923 calcpahealth@fnrm.com
Cigna Cigna Portal 800-753-9150 Assigned Cigna Account Specialist

Cigna + Oscar

Cigna+ Oscar Portal

855-672-2713

business@hioscar.com (for anything group or
EE related)

GCHP Health Plan CCHP Portal 415-955-8800 memberservices@cchphealthplan.com
Health Net Health Net Portal 800-224-8806, Option 6 sbg.accounting@healthnet.com

Kaiser Permanente

Kaiser Portal

800-790-4661,
Option 1, Option 2

csc-sd-sha@kp.org

Medi-Excel

Medi-Excel Portal

619-421-1659
Option 5

sales@mediexcel.com

Prominence Health Plan

Prominence Portal

775-770-9345

PHP-PremiumBilling@uhsinc.com

Sharp Sharp Portal 858-499-8023, Can reach out directly to AM or
Option 4 fhp.employergroups@sharp.com

SIMNSA 619-407-4082 billing@simnsa.com

Sutter Health Plus SHP Portal 855-325-5200, Option 1 shpbilling@sutterhealth.org

UnitedHealthcare UHC Portal 800-591-9911, clientserviceoperations@uhc.com
Option 1, Option 2

Western Health WHA Portal 916-563-2206, Option 3 premiumbilling@westernhealth.com
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mailto:WestAAT@aetna.com
https://employer.anthem.com/eea/public/login
mailto:small.group%40anthem.com?subject=
https://www.anthem.com/account-login/ 
mailto:small.group%40anthem.com?subject=
https://www.blueshieldca.com/employer
mailto:employerservices%40blueshieldca.com?subject=
https://www.calchoice.com
mailto:customerservice@calchoice.com
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https://www.healthnet.com/content/healthnet/en_us/employers.html
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https://account.kp.org/broker-employer/resources/employer?pfUrl=https://fam.kp.org/as/Nj9tX/resume/as/authorization.ping
mailto:csc-sd-sba@kp.org
https://www.mediexcel.com/home
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https://prominencehealthplan.com
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https://www.sharphealthplan.com/login
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mailto:billing%40simnsa.com?subject=
https://shplus.org/employerportal
mailto:shpbilling@sutterhealth.org
https://employereservices.optum.com/ees/prelogin/login.do
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https://www.westernhealth.com/employer/
mailto:premiumbilling@westernhealth.com
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Add/Terms/Member Level Changes
An add/term/member level change can be processed the below ways:

e Carrier Portal (if available based on carrier)

0 See Carrier Administrative Guide chart for additional information on how employer can gain access to the carriers portal

° Email form and request to the carrier for processing

° Call the carrier to check on any updates or confirm processed

Carrier | Carrier Portal Phone Email
Aetna Aetna Portal 800-343-6101 enrollmentsgw@aetna.com
Anthem Blue Cross Anthem Portal 855-854-1429 small.group@anthem.com

Anthem Blue Cross Blue
Shield (NV)

Anthem Portal

800-922-4770

small.group@anthem.com

Blue Shield of California

Blue Shield Portal

800-559-5905

small.group@blueshieldca.com

CaliforniaChoice

CaliforniaChoice Portal

800-558-8003

memberprocessing@calchoice.com

CalCPA CalCPA Portal 877-480-7923 calcpahealth@fnrm.com
CCHP Health Plan CCHP Portal 888-775-7888 sales@cchphealthplan.com
Cigna Cigna Portal 800-753-9150 eligibilityinquiries@cigna.com

Cigna + Oscar

Cigna + Oscar Portal

855-672-2713

business@hioscar.com

Health Net Health Net Portal 800-447-8812 enrolimentunit _north@healthnet.com
Kaiser Permanente Kaiser Portal 800-790-4661, Option 1 csc-sd-sha@kp.org

Medi-Excel

Medi-Excel Portal

619-421-1659

applications@mediexcel.com

Prominence Health Plan
(NV)

Prominence Portal

888-840-9080

PHP-PremiumBilling@uhsinc.com

Sharp Sharp Portal 800-359-2002, Option 4 shp.commericalsales@sharp.com
SIMNSA 619-407-4082 enrollment@simnsa.com

Sutter Health Plus SHP Portal 855-325-5200 shpbilling@sutterhealth.org
UnitedHealthcare UHC Portal 800-591-9911 clientserviceoperations@uhc.com
Western Health WHA Portal 916-563-2206 eligibility@westernhealth.com
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Renewal

Renewals can be processed using the following methods:

vaetna

Due Date

Renewal Portal

ACCOUNT MANAGEMENT GUIDE

Renewal Billing & Enroliment Issues

Phone Support |

800-343-6101, | NationalSSCSmallGroup@aetna. 10th of the Month prior to Producer World Registration | Email:
option 4 com Renewal. Aetna will not WestAAT@aetna.com
accept renewal changes Services: Access renewals,
after the renewal date. view plan enrollment, Phone:
submit group changes and 800-343-6101
obtain plan benefits option 6
Notes

e Any time there are multiple plan changes, a roster or member movement spreadsheet is required for all lines of coverage (Medical & Ancillary).

* To add additional lines of coverage to your Open Enroliment Renewal, please reach out to your Aetna Account Client Manager.

e For existing employees, enroliment just needs a roster with the plan change name. You can create a simple spreadsheet to submit or just an email. Any new
OE employees or new dependents do need to complete an enroliment form. You do have to submit the signed renewal proposal with the new plans marked

and the signature from the plan sponsor.

Anthem &

Due Date Renewal Portal Renewal Billing & Enroliment Issues

Phone Support |

800-678-4466

small.group@anthem.com

Renewal changes may be
submitted during renewal
month

Producer Toolbox

Services: Pull renewals,
view enroliment

Email:
small.group@anthem.com

Phone:
800-678-4466

Notes

¢ Additional Renewal Resources: Broker Easy Renew Platform

e Submit medical benefit selection form included in renewal, when renewal changes are being submitted.
e [f wanting to add ancillary to the group’s renewal. Fill out and send the specialty modification form, included in the group’s renewal for processing.
e Anthem Small Group EmployeeElect Renewal Medical Plan Change Request form can be submitted to update plan election for existing employees.

Anthern@ (Nevada)

Due Date

Renewal Portal

Renewal Billing & Enroliment Issues

Phone Support |
800-922-4770

small.group@anthem.com

Renewal changes may be
submitted during renewal
month

Producer Toolbox

Services: Pull Renewals,
View Enroliment

Email:
nvsgbroker@anthem.com

Phone:
800-922-4770

Notes

e |f wanting to add ancillary to the group’s renewal. Fill out and send the specialty modification form, included in the group’s renewal for processing.
e ACA Health Plan Change Request Form from renewal can be submitted to update plan election for existing employees.
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Renewal
(Continued)

blue

california

Due Date

Renewal Portal

ACCOUNT MANAGEMENT GUIDE

Phone Support |

800-559-5905,

small.group@blueshieldca.com

Renewal changes must be

Blue Shield Broker

Renewal Billing & Enroliment Issues

Email:

option 2 submitted within 30 days Registration I1&Bpriority@blueshieldca.com
of the effective date.
Services: Access renewals, | Phone:
view enroliment, submit 800-559-5905, option 2
plan changes and obtain
plan benefits
Notes

e |f group is adding ancillary coverage after renewal month, request will have to be sent to the above email for processing. Changes may not be submitted

through broker portal.
e Additional Renewal Resources: Blue Shield Renewal Center
* Blue Shield Video on renewal center capabilities for brokers: Blue Shield Renewal Center Navigation Tutorial

¢ The Multiple Subscriber Change Spreadsheet can be submitted to update member plan elections for existing employees. If member is requesting additional
changes, the full Subscriber Change is needed.

@ CaliforniaChoice:

Phone Support

Your Health. Your Choice.”

Due Date

Renewal Portal

Renewal Billing & Enroliment Issues

800-558-8003

Group Level Changes:
gpc@choiceadmin.com

Member Level Changes:
memberprocessing@calchoice.com

CalChoice prefers renewal
changes to be submitted
60 days prior to renewal
month. Group changes will
be accepted within the
renewal month.

CaliforniaChoice

Services: Access renewal
and obtain plan benefits

Email:
customerservice@calchoice.com

Phone:
800-558-8003

Notes

exception request, please reach out to 1-800-558-8003.
e Each employee changing their plan must complete their own Change Request Form.

e Any exceptions submitted outside of renewal should include an exception request form and be sent to customerservice@calchoice.com. If questions on an

N\,

i Cigna.+ oscar

Due Date

Renewal Portal

Renewal Billing & Enroliment Issues

Phone Support |

855-672-2713

business@hioscar.com

Changes should be
submitted for processing
before requested renewal
date

Broker Portal

Email: )
business@hioscar.com

Phone:
855-672-2713

Notes

¢ No forms required for groups renewing “as is”
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Renewal
(Continued)

&3 healthnet

Phone Support | Email | Due Date | Renewal Portal | Renewal Billing & Enroliment Issues
800-447-8812, | Renewal Changes need to be Renewals to be completed | Health Net Broker Portal Email:
option 2 submitted to the assigned Account within 30 days of the Access HN Account Services@HealthNet.
Manager. Contact information effective date, for changes com
found at Health Net Broker Renewal | to be reflected at the time Services: Access renewals,
Support and on the renewal. of renewal. (Medical & submit group plan changes | Phone:
Ancillary) and obtain plan benefits 800-541-2967, 0 (Account
Managers); 800-228-8808, 3
(Enroliment Department)

Notes
e Health Net will process Group changes during the renewal month. However, changes will take longer to be reflected on the group’s billing cycle, one to two

months out.
 The Open Enroliment Change Form can be completed to reflect plan changes for existing employees.

[ ¥ °
% KAISER PERMANENTE.
Phone Support | Due Date Renewal Portal Renewal Billing & Enroliment Issues
800-790-4661, | csu.ca@kp.org Renewal changes need be turned in by the | Kaiser Permanente Broker Email:
option 2 15th of the month by 5pm, to be effective Employer Resources AMT@kp.org
the 1st of the renewal month. Changes
submitted after the 16th of the month will Services: Access renewal, Phone:

be effective the first of the following month | submit group plan changes, | 800-790-4661, option 3
obtain plan benefits

Notes

¢ Renewal Kit will have the necessary renewal forms for groups renewal.

e Kaiser Permanente tutorial for navigation brokers dashboard: Navigating Dashboard

e The group’s renewal packet will include a form with all employees listed where employer can request to update plan elections for existing employees.

HEALTH PLAN

$7MediExcel

Phone Support | Due Date Renewal Portal Renewal Billing & Enroliment Issues
619-421-1659 sales@mediexcel.com Group level changes must Broker Portal Email:
be submitted by the 10th sales@mediexcel.com

day of the effective month
Phone:

619-421-1659
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Renewal
(Continued)

SHARP

HEALTH PLAN

Phone Support | Due Date Renewal Portal Renewal Billing & Enroliment Issues
Contact your shp.commercialsales@sharp.com An employer must submit N/A Phone:
Sharp Account change requests to Sharp Contact your Sharp Account
Manager Health Plan Account Manager

Manager on or before the
Phone: renewal effective month Phone: 800-359-2002
858-499-8009
Notes
e Sharp will accept a spreadsheet with the new plan elections for existing employees.

Sen
SIMNSA

health plan
Phone Support | Due Date Renewal Portal Renewal Billing & Enroliment Issues
800-424-4652 chuidobro@simnsa.com A week before the group’s | N/A Email:
renewal month chuidobro@simnsa.com
Phone:

800-424-4652

Notes
e No forms required for groups renewing “as is”

'JJ grelail‘i%gcareﬂ

Phone Support | Due Date Renewal Portal Renewal Billing & Enroliment Issues
800-591-9911, | For assistance on group’s renewal | Group level changes should United eServices Broker Email:
option 1 process, please contact Broker be submitted no later than Center (Portal Support - clientserviceoperations@uhc.com
Services for Assigned Renewal the 5th of the renewal 1-866-336-9369, option 3)
Representative month. Employee changes Phone:
have up to 60 days from Services: Access renewal, 800-591-9911

renewal date for submission. | view group enroliment,
All employee changes will be | obtain plan benefits
retro to the renewal date

Notes

e Notify UHC Assigned Renewal Representative if group is renewing “as is”

* Require ltems for group changes - Group Acceptance/Change Form Product and Benefit Selection Form & Small Business Renewal OE Spreadsheet,
specifying employee level changes

e For benefit summaries, SBCs or supply orders, email: caship@uhc.com
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vaetna

ACCOUNT MANAGEMENT GUIDE

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of carrier-specific

tools from Aetna that may also be of value in addressing questions from your clients and their employees.

Request Type

Form Request

Word & Brown Forms Site

Resource

Employee Add/Term/Change
Form Submission

Email to enrolimentsgw@aetna.com

Employer Change Form
Submission

Email to westaat@aetna.com

Member Portal Access

Click to log in and access portal

Member Call Support

Call the Member Services number on your Aetna ID card for personalized service.

Broker Portal Access

Click to log in and access portal

Broker Call Support

Phone: 800-343-6101, Option 6

Employer Portal Access

Click to log in and access portal

Employer Call Support

Phone: 800-343-6101, Option 6

Claims Submission

Mail claim form to the address on the back of ID card,;

888-702-3862 for HMO, 888-802-3862 (PPO)

Provider Search Tool Link to Aetna Provider Search
Rx Search Tool Link to Aetna Prescription Search https://www.aetna.com/individuals-families/find-a-medication.html
SBC Library Link to Aetna SBC Library

Broker of Record
Change Submission

Email to westaat@aetna.com

Licensing/Appointment
Submission

Link to get appointed with Aetna

Online Enroliment Options

Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
mailto:enrollmentsgw%40aetna.com%20?subject=
mailto:westaat%40aetna.com?subject=
https://www.aetna.com/about-us/login.html#tab_link_tabs_2
https://www.aetna.com/about-us/login.html#tab_link_tabs_2
https://www.aetna.com/about-us/login.html#tab_link_tabs_2
https://www.aetna.com/dsepublic/#/contentPage?page=providerSearchLanding&site_id=docfind
https://www.aetna.com/individuals-families/find-a-medication.html
https://www.aetna.com/sbcsearch/home
mailto:westaat%40aetna.com?subject=
https://www.aetna.com/insurance-producer/become-appointed-with-aetna.html

Request Type

Form Request

Anthem. &

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of carrier-specific
tools from Anthem Blue Cross that may also be of value in addressing questions from your clients and their employees.

Word & Brown Forms Site

Resource

ACCOUNT MANAGEMENT GUIDE

Employee Add/Term/Change Form
Submission

Email to small.group@anthem.com

Employer Change Form
Submission

Email to small.group@anthem.com

Member Portal Access

Link to log in and access portal

Member Call Support

Phone: 855-383-7248

Broker Portal Access

Link to log in and access portal

Broker Call Support

Phone: 800-678-4466

Employer Portal Access

Link to log in and access portal

Employer Call Support

Phone: 855-854-1429

Claims Submission

Fax Claim form to 877-287-1262.

Provider Search Tool Link to Anthem Provider Search
Rx Search Tool Link to Anthem Prescription Search
SBC Library Link to Anthem SBC Library

Broker of Record Change
Submission

Email to agent.support@anthem.com

Licensing/Appointment
Submission

Link to get appointed with Anthem

Online Enroliment Options

Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
mailto:small.group%40anthem.com?subject=
mailto:small.group%40anthem.com?subject=
https://www.anthem.com/ca/
https://www.anthem.com/ca/
https://www.anthem.com/ca/
https://www.anthem.com/ca/health-insurance/provider-directory/searchcriteria?branding=ABC
https://client.formularynavigator.com/Search.aspx?siteCode=0442274318
https://www.anthem.com/wps/portal/abc/ath/bnfooter?content_path=shared/noapplication/f0/s0/t0/pw_e185125.htm
mailto:agent.support@anthem.com
https://www.ainsight.com/nomoreforms/logon.jsp?clientCode=WELLP&type=client_nonins&disable=Y&clientpswd=WELLPstandard

Anthem.

(Nevada)

ACCOUNT MANAGEMENT GUIDE

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of carrier-specific

tools from Anthem Blue Cross that may also be of value in addressing questions from your clients and their employees.

Request Type

Form Request

Resource

Word & Brown Forms Site

Employee Add/Term/Change Form
Submission

Email to small.group@anthem.com

Employer Change Form
Submission

Email to small.group@anthem.com

Member Portal Access

Link to log in and access portal

Member Call Support

Phone: 800-331-1476

Broker Portal Access

Link to log in and access portal

Broker Call Support

Phone: 855-886-6160

Employer Portal Access

Link to log in and access portal

Employer Call Support

Phone: 855-854-1429

Claims Submission

FMail Claim to: Anthem Blue Cross and Blue Shield, P.0. BOX 5747, Denver, CO 80217
Phone: 855-330-1218

Provider Search Tool Link to Anthem Provider Search
Rx Search Tool Link to Anthem Prescription Search
SBC Library Link to Anthem SBC Library

Broker of Record Change
Submission

Email to agent.support@anthem.com

Licensing/Appointment
Submission

Link to get appointed with Anthem

Online Enroliment Options

Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://www.wordandbrown.com/forms-search?&showCurrent=True&carriers=44
mailto:small.group%40anthem.com?subject=
mailto:small.group%40anthem.com?subject=
https://www.anthem.com/account-login/
https://www.anthem.com/account-login/
https://www.anthem.com/account-login/
https://www.anthem.com/find-care/
https://client.formularynavigator.com/Search.aspx?siteCode=6019754210
https://sbc.anthem.com/dps/
mailto:agent.support@anthem.com
https://brokerportal.anthem.com/apps/ptb/auth/broker-signup

ACCOUNT MANAGEMENT GUIDE

blue

california ~°

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of carrier-specific
tools from Blue Shield of California that may also be of value in addressing questions from your clients and their employees.

Request Type

Form Request

Resource

Word & Brown Forms Site

Employee Add/Term/Change Form
Submission

Email to small.group@blueshieldca.com

Employer Change Form
Submission

Email to small.group@blueshieldca.com

Member Portal Access

Link to log in and access portal

Member Call Support

Phone: 888-319-5999

Broker Portal Access

Link to log in and access portal

Broker Call Support

Phone: 800-559-5905

Employer Portal Access

Link to log in and access portal

Employer Call Support

Phone: 800-325-5166

Claims Submission

Claim form should be completed and mailed to Blue Shield of CA, Claims Department, PO Box 272540, Chico, CA
95927; Phone: 888-319-5999

Provider Search Tool

Link to Blue Shield Provider Search

Rx Search Tool

Link to Blue Shield Prescription Search

SBC Library

Link to Blue Shield SBC Library

Broker of Record Change
Submission

Email to producerservices@blueshieldca.com

Licensing/Appointment
Submission

Link to get appointed with Blue Shield

Online Enrollment Options

Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
mailto:small.group%40blueshieldca.com%20?subject=
mailto:small.group%40blueshieldca.com%20?subject=
https://www.blueshieldca.com/bsca/bsc/public/member/mp/login
https://www.blueshieldca.com/producer/login.sp
https://www.blueshieldca.com/bsca/bsc/wcm/connect/employer/Employer_Contents_EN/home
https://www.blueshieldca.com/fad/home
https://www.blueshieldca.com/bsca/bsc/public/member/mp/contentpages/!ut/p/z1/rVFNb4JAEP0r9cCRzMAijMfV-kVqTfyosheCuAgNLEg2Wv9918b2Vk2Tzmkm8-bjvQcCtiBUcioOiS5qlZSmjoQfuzSlCaITztFF5ISD8LXXIwoCeAMBokmLPUSSUeawjGz0g73tBUnXJo-Y7e2x12We7KITXNGp0o3OIapktZNtnNZKS6VjqSy85U9tXWsLdzI-y7K0sMmTtkrSi4W6kK0bf9exWQWbRy8K08ZfgiOEjwBGA7edDWYHQzTRuV2orIZtU6fmtPga_jk-Xg0Y8vGQsxGtGXneDXBne2TeD-KQ0J_25_iCSwqQPw8XfT5yXRw7sDkV8gxrVRvKJSz_qPfkm-AdgQzB4v14FNx4czXgQ8P2n8xpqorYxRY7f0HnVZaXh07nEwnfpwo!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
https://www.blueshieldca.com/bsca/bsc/public/member/mp/welcome/!ut/p/z1/04_Sj9CPykssy0xPLMnMz0vMAfIjo8zivfy9zQydTQz9LFydnQ0Cvb38HE19jQ0MvMz0w8EKjCw8LTwMDAy93EOcjQ0c3V0djd0sQo0tTEz0o4jRb4ADOBoQpx-Pgij8xofrR4GV4PMBITMKckNDIwwyHQHjLe_F/dz/d5/L2dBISEvZ0FBIS9n#Z7_JOK61C41N0SG00QKFLJ7FP0000
mailto:producerservices%40blueshieldca.com?subject=
https://www.blueshieldca.com/bsca/bsc/wcm/connect/broker/broker_content_en/resources/new-broker

ACCOUNT MANAGEMENT GUIDE

@ CaliforniaChoice’

Your Health. Your Choice.®

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of tools from
CaliforniaChoice that may also be of value in addressing questions from your clients and their employees.

Request Type | Resource
Form Request Word & Brown Forms Site
Employee Add/Term/Change Form | Email to memberprocessing@calchoice.com
Submission
Employer Change Form Email to gpc@choiceadmin.com
Submission
Member Portal Access Click to log in and access portal
Member Call Support Phone: 800-558-8003
Broker Portal Access Click to log in and access portal
Broker Call Support Phone: 800-558-8003
Employer Portal Access Click to log in and access portal
Employer Call Support Phone: 800-558-8003
Claims Submission Contact the member support number on the back of your ID card.
Provider Search Tool Link to CalChoice Provider Search
Rx Search Tool Link to CalChoice Pharmacy Search
SBC Library Link to CalChoice SBC Library
Broker of Record Change Email to commissions@calchoice.com
Submission
Licensing/Appointment Send appointment paperwork to commissions@calchoice.com
Submission
Online Enroliment Options Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
mailto:memberprocessing%40calchoice.com?subject=
mailto:gpc%40choiceadmin.com?subject=
https://www.calchoice.com
https://www.calchoice.com
https://www.calchoice.com
https://www.calchoice.com/ProviderLandingPage.aspx
https://www.calchoice.com/RxLandingPage.aspx
https://www.calchoice.com/Documents/Index.aspx
mailto:commissions%40calchoice.com?subject=
mailto:commissions%40calchoice.com?subject=

ACCOUNT MANAGEMENT GUIDE

.

3L 1 C 4
\(C + OSCQA
Y- Cigna. r
Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of tools from

CaliforniaChoice that may also be of value in addressing questions from your clients and their employees.

Request Type | Resource

Form Request Word & Brown Forms Site

Employee Add/Term/Change Form | Submitted online at https://www.hioscar.com/business/resources or email to Business@hioscar.com
Submission

Employer Change Form Submitted online at https://www.hioscar.com/business/resources or email to Business@hioscar.com
Submission

Member Portal Access Click to log in and access portal

Member Call Support Phone: 855-672-2789, email help@hisocar.com

Broker Portal Access Click to log in and access portal

Broker Call Support Phone: 855-672-2713

Employer Portal Access Click to log in and access portal

Employer Call Support Phone: 855-672-2784

Claims Submission Mail: Cigna + Oscar, PO Box 188061, Chattanooga, TN 37422-8061; They have fax #’s for claim submissions - all

will work for any claim:

1) 859-410-2440
2) 877-804-1443
3) 859-4102439

Member can also send claim via secure message through portal.
Member Support Call: 855-672-2789.

Provider Search Tool Link to Cigna + Oscar Provider Search

Rx Search Tool Link to Cigna + Oscar Provider Search

SBC Library Link to Cigna + Oscar SBC Library

Broker of Record Change Email to brokers@hioscar.com

Submission

Licensing/Appointment Link to get appointed with Cigna + Oscar

Submission

Online Enroliment Options Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
https://www.hioscar.com/business/resources
mailto:Business%40hioscar.com?subject=
https://www.hioscar.com/business/resources
mailto:Business%40hioscar.com?subject=
https://www.hioscar.com/auth/login
mailto:help%40hisocar.com?subject=
https://www.hioscar.com/auth/login
https://www.hioscar.com/auth/login
https://www.hioscar.com/care-options
https://www.hioscar.com/care-options
https://www.hioscar.com/forms/2020
mailto:brokers%40hioscar.com?subject=
https://business.hioscar.com/create-account

&3 health net

ACCOUNT MANAGEMENT GUIDE

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of carrier-specific
tools from Health Net that may also be of value in addressing questions from your clients and their employees.

Request Type

Form Request

Resource

Word & Brown Forms Site

Employee Add/Term/Change Form
Submission

Email to Enrollmentunit north@healthnet.com

Employer Change Form
Submission

Email to Enrollmentunit _north@healthnet.com

Member Portal Access

Click to log in and access portal

Member Call Support

Phone: 800-361-3366

Broker Portal Access

Click to log in and access portal

Broker Call Support

Phone: 800-448-4411 Option 4- They can also call the broker services number 800-909-3447 Option 3

Employer Portal Access

Click to log in and access portal

Employer Call Support

Phone: 800-447-8812 Option 3

Claims Submission

Claim Form should be mailed to the address on back of HN Member ID Card.

Provider Search Tool Link to Health Net Provider Search
Rx Search Tool Link to Health Net Prescription Search
SBC Library Link to Health Net SBC Library

Broker of Record Change
Submission

Email directly to AM or call 800-447-8812 Option 2

Licensing/Appointment
Submission

Call 800-909-3447 Option 3

Online Enroliment Options

Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
mailto:Enrollmentunit_north%40healthnet.com%20?subject=
mailto:Enrollmentunit_north%40healthnet.com%20?subject=
https://www.healthnet.com
https://www.healthnet.com
https://www.healthnet.com
https://www.healthnet.com/portal/providerSearch.action
https://www.healthnet.com/portal/employer/content/iwc/employer/unprotected/pharmacy_info/commercial_pharmacy_book.action
https://www.healthnet.com/portal/shopping/sbc.action

8% KAISER PERMANENTE.

ACCOUNT MANAGEMENT GUIDE

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of carrier-specific
tools from Kaiser Permanente that may also be of value in addressing questions from your clients and their employees.

Request Type

Form Request

Resource

Word & Brown Forms Site

Employee Add/Term/Change Form
Submission

Email to csc-sd-sha@kp.org

Employer Change Form
Submission

Email to amt@kp.org

Member Portal Access

Click to log in and access portal

Member Call Support

Phone: 800-464-4000

Broker Portal Access

Click to log in and access portal

Broker Call Support

Phone: 800-790-4661
Email to csc-sd-sba-support@kp.org

Employer Portal Access

Click to log in and access portal

Employer Call Support

Phone: 800-790-4661

Claims Submission

N.Cal - Claims Administration Northern CA, PO Box 12923, Oakland, CA 94604,
S.Cal - Claims Administration Southern CA, PO Box 7004, Downey, CA 90242;
Call: 800-390-3510

Provider Search Tool

Link to Kaiser Provider Search

Rx Search Tool Link to Kaiser Prescription Search
SBC Library Link to Kaiser SBC Library

Broker of Record Change
Submission

Email to Amt@kp.org

Licensing/Appointment
Submission

Link to get appointed with Kaiser Permanente

Online Enroliment Options

Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
mailto:csc-sd-sba%40kp.org?subject=
mailto:amt%40kp.org?subject=
https://healthy.kaiserpermanente.org
https://account.kp.org/broker-employer/resources/broker
http://csc-sd-sba-support@kp.org 
https://account.kp.org/broker-employer/resources/employer
https://healthy.kaiserpermanente.org/doctors-locations
https://healthy.kaiserpermanente.org/health/care/!ut/p/a0/HYrNCsIwDICfxQcoQUSQ3oqgFw9TD7O9hTTWwtKMOAe-vZvH7wcSPCA1nGvBqWrDYeFI3CY2TzqzcXbCudI_v91TTT4D2hd6SJBGwyIIsakjpBevzrgsK8T7MazYNHPNEPuu8_5yC_vzaZuuMIocdhI2PxoBywc!/
http://info.kaiserpermanente.org/healthplans/california/smallbusiness/summary-benefits-coverage/index.html
mailto:Amt%40kp.org?subject=
https://account.kp.org/broker-employer/resources/broker/floating/broker-appointment

SHARP

HEALTH PLAN

ACCOUNT MANAGEMENT GUIDE

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of carrier-specific
tools from Sharp Health Plan that may also be of value in addressing questions from your clients and their employees.

Request Type

Form Request

Word & Brown Forms Site

Resource

Employee Add/Term/Change Form
Submission

Email to shp.commericalsales@sharp.com

Employer Change Form
Submission

Email to shp.commericalsales@sharp.com

Member Portal Access

Click to log in and access portal

Member Call Support

Phone: 858-499-8300

Broker Portal Access

Click to log in and access portal

Broker Call Support

Phone: 858-499-8009

Employer Portal Access

Click to log in and access portal

Employer Call Support

Phone: 858-499-8023

Claims Submission

Mail Claim Form to: Sharp Heatlh Plan Claims Department, 8520 Tech Way, Ste 200, San Diego, CA 92123

or call 800-359-2002

Provider Search Tool Link to Sharp Provider Search
Rx Search Tool Link to Sharp Prescription Search
SBC Library SBCs are customized — Please reach out to Sharp Account Manager.

Broker of Record Change
Submission

Email to shpbrokercommissions.inquires@sharp.com

Licensing/Appointment
Submission

Link to get appointed with Sharp Health Plan

Online Enroliment Options

Reach out to your sales rep for additional info.
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https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
mailto:shp.commericalsales%40sharp.com?subject=
mailto:shp.commericalsales%40sharp.com?subject=
https://www.sharphealthplan.com/login
https://www.sharphealthplan.com/login
https://www.sharphealthplan.com/login
https://sharp.healthtrioconnect.com/public-app/consumer/provdir/entry.page
https://www.sharphealthplan.com/search-drug-list
mailto:shpbrokercommissions.inquires%40sharp.com?subject=
https://www.sharphealthplan.com/for-brokers/how-to-become-a-contracted-broker

'JJ Hg;tl%gcar@

ACCOUNT MANAGEMENT GUIDE

Word & Brown is committed to providing you with the tools and resources you need to help your clients. Below is a summary of carrier-specific
tools from UnitedHealthcare that may also be of value in addressing questions from your clients and their employees.

Request Type

Form Request

Resource

Word & Brown Forms Site

Employee Add/Term/Change Form
Submission

Email to clientserviceoperations@uhc.com

Employer Change Form
Submission

Email to clientserviceoperations@uhc.com

Member Portal Access

Click to log in and access portal

Member Call Support

Please call member support phone number on back of your UHC ID Card.

Broker Portal Access

Click to log in and access portal

Broker Call Support

Phone: 800-591-9911, option 1

Employer Portal Access

Click to log in and access portal

Employer Call Support

Phone: 800-591-9911, Option 2

Claims Submission

Email completed claim form to number on the back of member UHC ID Card or call 866-414-1959.

Provider Search Tool Link to UnitedHealthcare Provider Search

Rx Search Tool Link to UHC Provider Search for Select Plus PPO, Core PPO and All HMOs
Link to UHC Provider Search for Navigate

SBC Library Link to UnitedHealthcare SBC Library

Broker of Record Change
Submission

Email to clientserviceoperations@uhc.com

Licensing/Appointment
Submission

Email appointment paperwork to clientserviceoperations@uhc.com

Online Enroliment Options

Reach out to your sales rep for additional info.
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http://www.wordandbrown.com
https://ca.wordandbrown.com/forms/Pages/default.aspx?GroupType=Small%20Group&Carrier=Aetna
mailto:clientserviceoperations%40uhc.com?subject=
mailto:clientserviceoperations%40uhc.com?subject=
https://www.myuhc.com/member/prewelcome.do?currentLanguageFromPreCheck=en
https://www.unitedeservices.com/uespublic/prelogin/login.jsp?TYPE=33554433&REALMOID=06-90d43bcb-e516-4f39-9d60-1dfefd61a801&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-vssasDu0WZVvqyUU77o0VQznId6Qb%2f33vutFZ3z8sn1oJ4mD9ANN%2fSyBh6Seyhmv&TARGET=-SM-%2f
https://employereservices.optum.com/ees/prelogin/login.do
https://connect.werally.com/plans/uhc
https://www.uhc.com/content/dam/uhcdotcom/en/Pharmacy/PDFs/CA-SmlGrp-Standard-Tier-4-PDL-DMHC-Jan-2020.pdf
https://www.uhc.com/content/dam/uhcdotcom/en/Pharmacy/PDFs/CA-SmlGrp-Standard-Tier-4-PDL-CDI-Feb-2020.pdf
http://www.uhctogether.com/casb/40174.html
mailto:clientserviceoperations%40uhc.com?subject=
mailto:clientserviceoperations%40uhc.com?subject=
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Ancillary Products
Please use the following contact emails and phone numbers for timely processing:

Carrier BT Invoice Renewals Phone
Member Changes
Ameritas group assistants@ameritas.com group assistants@ameritas.com group assistants@ameritas.com 855-517-5307
BEST Life changes@bestlife.com cs@bestlife.com cs@bestlife.com 800-433-0088

California Dental

Membership@caldental.net

Membership@caldental.net

Nicole.mueller@caldental.net

877-433-6825

Choice Builder

memberprocessing@choicebuilder.
com

customerservice@choicebuilder.
com

customerservice@choicebuilder.
com

866-412-9279

Companion Life

Companionservice@
companionlife.net

Companionservice@
companionlife.net

CLIFE.RENEWALS@
companiongroup.com

800-753-0404

Delta Dental cs@alliedadministrators.com cs@alliedadministrators.com cs@alliedadministrators.com 415-989-7443
. cru@glic.com or Guardianmaintenance billing@ ; _g27-
Guardian Fax 610-807-2994 glic.com cru@glic.com 800-627-4200

Need to use secure email from
Humana Humana website SBMarketSupport@Humana.com SBMarketSupport@humana.com 800-592-3005
CommAndSpecEnroll@humana.com
Landmark groupservices@LHP-CA.com groupservices@LHP-CA.com groupservices@LHP-CA.com 800-298-4875
Liberty nationalaccounts@libertydentalplan. | nationalaccounts@libertydentalplan. | nationalaccounts@libertydentalplan. 888-273-2997

com

com

com

Lincoln Financial

clientservices@Ifg.com

sbsbrokerservice@Ifg.com

SBSrenewals@Ifg.com

800-423-2765

Metlife

Irvine_Service@metlifeservice.com

Irvine_Service@metlifeservice.com

Irvine_Service@metlifeservice.com

800-275-4638
888-653-8325
Option 1

Premier Access

enroliment@premierlife.com

AM@premierlife.com

AM@premierlife.com

888-715-0760

Eff 10/1/23 Must use Principal

Principal Sk (s e groupbenefitsadmin@principal.com | groupbenefitsadmin@principal.com | 800-843-1371
adminserv@employeebenefitservice.com
Reliance Life: EOlapplications@rsli.com . . . .
. i ; admin.changes@rsii.com admin.changes@rsli.com -351-
Standard Changes: admin.changes@rsli.com admin.changes@rsli.com admin.changes@rsli.com 800-351-7500
Fax: 402-309-2583
SmileSaver safequard_inquires@ safequard_inquires@ safequard_inquires@ 800-880-1800

metlifeservice.com

metlifeservice.com

metlifeservice.com

United Concordia

UCClenroll@ucci.com

UCClenroll@ucci.com

UCClsbu@ucci.com

Small group -
800-972-4191
Option 4

Unum

AskUnum@unum.com

AskUnum@unum.com

AskUnum@unum.com

800-275-8686

Vision Plan of
America

info@visionplanofamerica.com

info@visionplanofamerica.com

info@visionplanofamerica.com

800-400-4872

VSP

Vspbilling@vsp.com

vspbilling@vsp.com

vspcentral@vsp.com

800-216-6248
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