LAUNCH MY GROUP

Humana.

Now that you have a basic understanding of how to find
and review quotes in Launch My Group™, let’s take a look
at entering member enrollment.

There are three ways to enter the
member enrollment:

Click the arrow below to jump ahead to the option you want to use.

Download the Launch My Group list enrollment =

Enter directly into the Launch My Group submission =

Use your own list enrollment =

For any questions, call 855-330-5920 or email launchmygroup@humana.com,
Monday - Friday from 9 a.m. - 6 p.m., Eastern time. Launch My Group Specialists
are standing by to assist you.



Employee Enrollment

@ Yes No

Do you wish to enter your enrollment directly into Launch My Group?

Upload Enrollment Enter/Modify Enrollment
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Download the Launch
My Group list enrollment.

c. ‘ This is the default selection when you

oooooooooo

get to the “Employee Enrollment” tab.

Click the “Download Excel” button,
then open the spreadsheet.

D If you need help, call 855-330-5920.

Once you have downloaded and
opened the spreadsheet, follow the
directions on the main “Instructions”
tab to unlock the spreadsheet.

If you need help, call a Launch My Group Specialist, Monday - Friday, at 855-330-5920 from 9:00 a.m. - 6:00 p.m.,
Eastern time, or email launchmygroup@humana.com. Launch My Group Specialists are standing by to assist you.



B W s s e Bt o8y s £
. Next, fill in the missing information
(indicated by the berry fields).

Tip: When the information is copied from your

Relationship Status Field Social Security Member Last First Name Dat‘e . spreodsheet, I’ight click and poste “values”
Number Name of Hire : ]
(select fromthe  (select from the . into the LMG spreadsheet (do not use
drop down list) drop down list) (no dashes) N

shortcut keys to paste information).

Employee
- @ After you enter all of the information,
Employee click “Validate and Save Upload File” in
the upper left corner of the spreadsheet.
Employee
= gy | g o . . .
Employee i = Pl Rt e el el k. 01/01/2020 : If there are issues, an error box will
e v mah) Ao s LD o Rk By @ N . . .
i = fove 1Fs fompiegte 8ottt (sl 18 e rpimgast g o0 @0t o o e oe o appear. This will display a color chart of
tﬂ*ﬂrf.ﬂ-vm-ﬂ-i-rrmlr-m-' [ ] - q .
Employee sl ey e el e Jon 0529/2020 the most common errors (not what is an
T e e S | |
eyl g e bty v error) and which row(s) contain errors.
Bl v el Loy Cpde Ty Fassbiod e slidvrd m Opin'd (R el i
L Mimpmifion g Syl dendy Al STl jRaagin e s becird ey P dafey
ﬁl‘llﬁﬁ‘:ﬂm:ﬁﬂ;ﬂmmuﬂlwwr
prrstes han D If you need help, call 855-330-5920.
ProvaatRem B LEIG1] o0 ¢ ¢ 0 ¢ 0o 06 00000000000 doooooocococcococococoococococococococo
o | .. . Take note of which row(s) contain errors,

click “OK” on the dialog box and then
review the row(s) in question.

Y Along with the possible color, look
for a red triangle in a cell. This
indicates an issue (unrecognized
format, missing information, etc.).

D If you need help, call a Launch My Group Specialist, Monday - Friday, at 855-330-5920 from 9:00 a.m. - 6:00 p.m.,

Eastern time, or email launchmygroup@humana.com. Launch My Group Specialists are standing by to assist you.
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= @ Once all errors have been fixed, click
“Validate and Save Upload File”
again so the spreadsheet can be
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rechecked by the system.
Relationship P e When no errors are found you will get a
‘;f;:cl::"::‘“ T::_ | E.;_.m:t R PR PP . “member summary” box d.isploying the
ot il antanwece] | 5] counts. If all are correct, click “OK.”
Employee .:: l;-"m-w 01/01/2020
Emplogee ::I“:-n-. N Smith Jon 05/29/2020 D If you need help, call 855-330-5920.
s
i e R R P RY:
oty [t | “- @ Once you click “OK,” a “Save” dialog
box will appear. The file name will
automatically change from “List
Employee Enrollment Enrollment-quote number” to
p fermamen | N “MemberEnrollment-groupname.” The
“MemberEnrollment” spreadsheet is what
o i i T you need to upload into Launch My Group.
3 e cempreieg P B wrer B eRdes dedk Suren Baton 1 e el e @ S0pn OF e S e upicaet
e W O S e Y . . Choose a location to save the file. Return
e SARAARRARERRARERRELEE (RAR AERRAREL to the Launch My Group submission. Then,
b T s either drag the file or click “Browse.”
oot oo After the “MemberEnrollment” spreadsheet

has been uploaded and everything is
complete, click “Save/Continue.”

If you need help, call a Launch My Group Specialist, Monday - Friday, at 855-330-5920 from 9:00 a.m. - 6:00 p.m.,
Eastern time, or email launchmygroup@humana.com. Launch My Group Specialists are standing by to assist you.




Do you wish to enter your enrollment directly into Launch My Group? @ Yes No
.
.

Enter directly into the
Launch My Group submission.

Upload Enrollment Enter/Modify Enrollment

e onen o || @ When you see the question, “Do you
wish to enter your enrollment directly
into Launch My Group?” select “Yes”
on the “Employee Enrollment” tab.

ok 1k T O PO . Once you click “Yes” a new tab will
e ' . open called “Enter/Modify Enrollment.”
You will see the members from the

& ¢ | - D If you need help, call 855-330-5920.

If you need help, call a Launch My Group Specialist, Monday - Friday, at 855-330-5920 from 9:00 a.m. - 6:00 p.m.,
Eastern time, or email launchmygroup@humana.com. Launch My Group Specialists are standing by to assist you.



R — - @ A\ Members will display with berry triangles.
/\ s B e - gLeaTi " r & To enter the information, click the pencil icon
in the “Edit” column.
A & L] L, (] S0 L]
Ernpioyes Bob St c . Once the information has been entered, click
Last Name * First Name * Middle Name Gender : “Save Employee"’
Smith Bob Male :
Dental Coverage Medical Coverage Vision Coverage : D\/ A green CheCkark WI“ Oppeor neXt to
e e e . the employee’s name if all information
. has been entered correctly.
[ s : /A Tfinformation is missed, a notice will
(4.3 O Rwiserrmine T e Do ol Bariih Danm Wiz i .
Y : appear o review errors.
: « v
R _ - ,,,,,,,,,,,,,,,, (#) If “Add Dependent #” is selected, and

! the quote was originally submitted as
_ _ I individual only, but the member wants
to add dependents, this will send the
quote back to Launch My Group for
9 e e 9 0 o O a re-quote. If the member enrolled

A i, iy . Sl Do b o e s Uil it dependents, then the dependents’
information will need to be added at

= Ee Dl REWMEweh 0| Pemasws [ Deeormew | Qeede  vemes [ peaw (] thls tlme

A s - - pmmow ! - . @ Onceallemployees show a green checkmark

(A ¢ F — L i o " - you can click “Save Uploaded Enrollment.”

Then, move to the final step

| oo | PR “Group, Checklist Validate.”

If you need help, call a Launch My Group Specialist, Monday - Friday, at 855-330-5920 from 9:00 a.m. - 6:00 p.m.,
Eastern time, or email launchmygroup@humana.com. Launch My Group Specialists are standing by to assist you.




Use your own
list enrollment.

oo o 00

ceeen . Access the simplified member
enrollment spreadsheet & here.

D If you need help, call 855-330-5920.

. . Begin by ensuring your columns all

- = - Lomm Mo s EEE T o b rew - DR ! P A : . .

oL - = . e . have headings in row 1.
il - ' = — o ks B .
|_..q & [Rer—— ¥ dneia .

’ — BH F e 0 . . .
Ze_ = o s — e - - R . . The most important heading is
T F - : the “Relationship” column—using
. : " . Employee, Spouse and Child as

. the labels.
Relationship Status Field Dental !’lan Date of Birth Date of Hire Address .
. Selection .
O T O I CEE
Employee Active Copay CHC OV $45/90 01/14/1987 04/28/2015 123 Elm Dr.

Option 1 Gold RX

WI 100/70 PPO 21

Child Active Copay CHC OV $45/90 02/03/1999 07/19/2021 7637 St. Rd.
Option 1 Gold RX

WI'100/70 PPO 21

Employee i Copay CHC OV $45/90
ploy Active 073231{1 o 11/30/1989 02/03/2018 60 Perry St.

WI 100/70 PPO 21

Spouse Active Copay CHC OV $45/90 12/09/1993 05/30/2017 95 Circle Dr.
Option 1 Gold RX

If you need help, call a Launch My Group Specialist, Monday - Friday, at 855-330-5920 from 9:00 a.m. - 6:00 p.m.,
Eastern time, or email launchmygroup@humana.com. Launch My Group Specialists are standing by to assist you.



https://apps.humana.com/marketing/documents.asp?file=3519815

— TV TR D L R N Dl Berecn i S B 3 E : " @ Copy the plan name from the “Group
) " ) - e ° . . .
- — R n— - . Plan Selection” section in Launch
. H «
Relationship status Field D::lteucltli’;:n Date of birth | Date of hire Address . My Group and paste into the “Plan

Selection” column of your spreadsheet.
Traditional Preferred N . .
Employee Active 100s0i5d 01/14/1987 04/28/2015 123 Elm Dr. : You will also need the following
: columns for each enrolling member:

Child Active . 02/03/1999 02/03/2018 7637 St.Rd. .
' : + Date of birth
Employ . 2021 60 Perry St. * Date of hire
©O 00 0 O O * Full address

—— ap —s st = e e ey . [5(11 7 95 Circle Dr.

Social Security Number

ool - | : + Email

Plan Name : Deductible AnnualMax Reference #Riders Select Dental Plan

Spou

Trodidonc Prfered 10018050 Uscr sos0 wses 1 [seka n et Ensure that all zip codes entered are
only 5 digits long. Any 9-digit zip codes
will not properly import.

Preventive Plus  100/80/00 U&C+ 50/50 1000 2 Select

Once all necessary information is
completed, remove any blank rows.

If there is a blank row in between
members, any member after the blank

Savw s | Member-Enraliment )| row will not be imported.
Online Locations  File Eormat; Exesl Workbook (.xisx) & (] 1fyou need help, call 855-330-5920.
cancel (TN ceen . Save your completed file in either

Xls or .xlsx file type.

If you need help, call a Launch My Group Specialist, Monday - Friday, at 855-330-5920 from 9:00 a.m. - 6:00 p.m.,
Eastern time, or email launchmygroup@humana.com. Launch My Group Specialists are standing by to assist you.




Employee Enrollment

Do you wish to enter your enrollment directly into Launch My Group? Yes @ No -- @ Upon upload, verify any mapping of
Upload Enrolment . columns in Launch My Group. This will
: ensure all the necessary information is
Do you wish to use the Launch My Group spreadsheet or your own enroliment file? pulled in correctly. Any extra fields can
Iwant to use the Lounch My Group spreadsheet. : be changed to “Remove” as needed.

@ I want to use my own .XLSX or .XLS census.

1.¢ct ° Pl o B

D If you need help, call 855-330-5920.

2. In y fields.

3. U

S - -@® After Launch My Group imports the

Save Uploaded Enroliment RSN RN R enrollment, any members that need
further clarification will be marked as
incomplete in the “Member On Screen”
enrollment. Edit these members as
needed until all show as complete.

9 e 9 e B o 0 Click “Save Uploaded Enrollment.”

e gy asgeskeesmey Pesu Pavmaes Cror P v Brepesyos Bl sy Drocdb stk

P ™ T T T T T — e — .. . Verify the enrollment counts for each
A P BaEY - wrezes  ow " .. P line of coverage are correct.
= & @ Dae debTra LA 2000 w 1 [4 1]
= O T e - | o B o O Click “Save/Continue” to move
: to the final step “Group, Checklist
= Validate” before submission.

If you need help, call a Launch My Group Specialist, Monday - Friday, at 855-330-5920 from 9:00 a.m. - 6:00 p.m.,
Eastern time, or email launchmygroup@humana.com. Launch My Group Specialists are standing by to assist you.




