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WELCOME!

Thank you for selecting The Prudential Insurance Company of America, we hope that the
online Roster Bill system helps simplify the billing process for your plan.

Our Online Roster Billing website simplifies the entire billing process for you. It enables
you to update billing records and execute group insurance premium payments efficiently
and accurately. It makes it easy to access, adjust, and submit billing information and
provides instruction for executing payments via wire transfer, electronic funds transfer, or
check.

This easy-to-read User Manual gives an overview of the Online Roster Billing process
and shows how to take full advantage of our Online Roster Billing tool.

We look forward to making your billing experience as convenient and easy as possible.

Personal Assistance from Prudential

Prudential’s Client Operations Service Center  888-598-5671
For Billing Questions
For Password Resets
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I. Understanding Online Roster Billing

Roster billing is a method of premium accounting in which the employer updates records
of individual insured members. The insurance carrier then uses those individual records
to produce a roster bill, and the employer then makes payment based on that roster bill.

Traditional Roster Billing

Traditionally, on a monthly basis, the employer received a paper report from Prudential
listing all insured members. The employer then indicated updates on member coverage
and/or employment status on this paper roster, calculated premium due, and returned the
updated roster to Prudential along with payment. Prudential entered the updated
information into our billing system and produced the next month’s roster bill.

Online Roster Billing

With Prudential’s Online Roster Billing, you have direct access to your current and past
rosters. When using the Online Roster Billing method, you simply maintain the roster by
making monthly updates whenever the census changes during the month or all at once at
the end of the month—it’s your choice. Each transaction is submitted via the Internet—
and updates our billing system in real time. All census, coverage, and other changes are
made on the web—never on paper.

Once a month, four business days prior to the bill due date, Prudential produces a bill
based on the roster at that time. Changes made to the roster up until the day before a
monthly bill is produced are reflected on that month’s bill. Changes made to the roster the
day of and the day after the monthly bill is produced will appear on the next month’s bill.

You are notified each month via e-mail when the bill has been created. Then you simply
access the site, print the bill generated by the system, and submit it along with your
payment. You should include your Prudential policy number—control number—on your
check or in the Comments field for wire transfer payments.

Bill Groups

If you have members in different areas, divisions, or units, it is often easier for you to
administer the benefit plans separately through a bill group. A bill group is a pay point
associated with a certain group of members.

Internet Billing Administrators

You can assign multiple Billing Administrators/Users to each bill group. This
arrangement provides a backup for administrators who are out on vacation or leave
unexpectedly.
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In many instances, the person administering the bill is not the same person who releases
the payment. If this is your case, you are encouraged to grant access to the bill payer as
well as the administrator so that the person releasing payment will have direct access to
the amount of premium due and the bill required for remittance.

Billing Administrators should be selected as soon as possible after you’ve selected
Prudential’s Online Roster Billing as your premium payment method. Information
needed to establish the Billing Administrators/Users you’ve selected will be collected
from you by Prudential. It is important to notify your Prudential Account Representative
when Billing Administrators or e-mail addresses have changed.
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I1. Accessing Our Billing Site

Your Billing Administrators will have convenient access to the billing site on a nearly
24/7 basis, 365 days a year. Due to routine systems maintenance and backup, the system
is unavailable nightly from 8:00 p.m. to 8:45 p.m. (EST).

Simple Two-Step Access

1. Enter URL into Web Browser Search Bar. Access the Online Roster Billing system
directly through the Prudential’s Group Insurance Employer Access Home Page by
entering the following URL into the search bar on your web browser:

http://www.prudential.com/giemployeraccess.

2. Sign in with your User ID & Password. On the Employer Access Home Page, enter

your Prudential-assigned, case-sensitive User ID and password. (Users are required to

change their password and log in again upon their first visit to the site.) Then click the
button.

To access this Web site, please provide your User ID and Password below. If you have questions
regarding how to access the site, please call 1-888-598-5671 (Monday - Friday, 8:00 AM - 6:00
PM EST).

User ID: || » Reset Password

Password: | pL;ssihii;ifdfeature if you've forgotten your

Once logged in, select the Billing tab from the menu bar across the upper portion of the
screen.

GROUP INSURANCE HOME | CONTACT US | CHANGE PASSWORD | LOGOUT

Peak Protection

Billing Jiza aims Document Center Life Claims

¥Welcome = Personal Information » ID Administration

Welcome Jane Doe

sources | Welcome to your Employer Self-Service site. From a single point of entry, you now have
access to all your employer-related on-line services.
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Easy Future Access
For fast access to the site, bookmark http://www.prudential.com/giemployeraccess on

your computer. Also, initial welcome, reminder, and ongoing bill notification e-mails will
contain a convenient link directly to the Employer Access Home Page with a login
screen.
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I11. Managing User Access

You are ensured secure online access to your billing information. Access to your billing
information is restricted through personal User IDs and passwords. You will receive
notice from Prudential when User IDs and passwords have been established.

Password Resets

Upon initial log in, you are required to change your password to one known only to you.
If you or someone else enters an invalid password several times when attempting to
access the site, the password associated with your User ID will become locked.

If Prudential has all your identification information on file, you can reset your own
password by clicking the Password Reset button on the login page and following
instructions to verify your identity. Otherwise, you must contact Prudential’s Client
Operations Service Center at 1-888-598-5671 and request password reset assistance.

Process for Establishing a New User

To add a new user for a bill group that is already established, simply complete the
Internet Services Sign-Up Form linked below and return it to your Account
Representative. Alternatively, your Account Representative can fax or e-mail you the
Internet Services Sign-Up Form. They will notify you when your access to our Online
Client/Self Billing is granted.

https://gi.prudential.com/groupinsurance/forms/producers/GL.2003.026.pdf

Process for Changing a User’s Access

You may want to change an existing user’s access to certain bill groups or change the
user’s e-mail address. To make those changes, inform your Account Representative who
will notify you when the changes are complete.

Process for Removing a User’s Access

To remove a user’s access, please inform your Account Representative who will notify
you when the change is complete. When removing a user’s access, please be sure
someone on your staff always has access.
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IVV. Navigating Our Billing Site

After successful login, you’re first presented with one of three navigation options, based
on your plan and access rights setup.

Navigation Options

1. Case Selection Screen (For users with multiple cases)

On this screen, you select the case you wish to work on. Users with access to one
case having multiple bill groups will be brought directly to the Bill Group
Selection screen.

Note: If you only have access to one case, the Case Selection Screen will not be
displayed.

2. Bill Group Selection Screen (For users with multiple bill groups)
On this screen, you choose the bill group you wish to work on.

Note: If you only have access to one bill group, the Bill Group Selection Screen will
not be displayed.

3. Roster Billing Screen (For users with one or more bill groups)

On this screen, you find links to all the functions available within the billing site.
From this screen, you can view contact information, examine billing
documentation/statements, and input/submit billing information.

Easy Navigation
The top tool bar on each screen makes it easy to move to any screen within the billing
site, and if applicable, even switch cases or bill groups.

CHANGE PASSWORD | LOGOUT

Peak Protection

| Add Memher{Search | ¥iew Billing Stater
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V. Using Our Billing Site

Viewing, creating, and editing billing information on our Online Roster Billing system is
quick and easy. Refer to the following instructions to speed you through the process.

Browser Recommendations
For maximum performance, please use the following browser versions:

Internet Explorer 6.0 or higher
Netscape Navigator 5.0 or higher

Bill Group Selection Screen
For users set up to view or maintain more than one bill group.

To select a bill group to view or modify, click on the bill group name in the Choose a Bill

Group drop down box and then click the button. This will take you to the
Roster Billing Main Screen.

Peak Protection

Bill Group Selection for XYZ Company

Select the bill group vou wish to work with
|DDl HYZ Company Client Billing j

Continue

Prudential Financial and the Rock logo are registered service marks of The Pruodential Insurance Commpany of Arnerica, Mewark, M1 and its affiliates,
@ Copyright 2006 The Prudential Insurance Company of America, 751 Broad Street, Mewark, M1 07102-3777, All rights rezerved,
Fradential iz authorized o transact busipess in all U5, states and the Districk of Columbia. Frodudt availability varies by state,

This does not Eitute 3 recon dation or and: & of Jantial by these states.

Terrns and Conditions | Privacy and Business Integrity
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Roster Billing Screen
For users set up to view or maintain the roster for one or more bill groups.

VIEWING AND EDITING OPTIONS:
There are several menu options available on the Roster Billing Main Screen.

e Contact Information—Displays the Client Operations Service Center phone
number—and your Billing Caseworker.

e View Billing Statements—Shows current and past bills—including any billing
documentation you need to submit with payment. Also shows the roster
associated with each bill.

e Add a New Member—Allows you to add a member to your roster.

e Search for an Active Member—Allows you to search your roster for members
who are active on the date of the search.

e Search for All Members—Allows you to confirm the status of members who are
not active on the date of the search.

In the Update Member’s Section of the left hand Navigation you have the ability to:

e Update one or multiple member’s Salaries.
e Terminate one or multiple members from your roster.

You can also access this User Guide from the link in the left hand navigation.

Client User Guide Wiew Biling Statements Contact Information

Roster User Guide Wwill allow you to views, or print up to 24 For General Inguiries:
months of Biling Statements, beginning with Client Operations Service Center
the most current. 1-888-598-5671

Update Members

Continue

For Biling Related Questions:
Anh-Thy Kellar
Prudential Financial

Salary

Terminate Member

Add a Mew Member 2101 Welsh Rd
Oresher BA&, 19025
will allow you to add a new member to yvour Phone: 215-658-6878
roster, Fax: 888-772-3709
E”?all anh-thy kellar@prudental.com

Search for Active Members Only

Allows you to search your roster for member whao are currently active,

Search by: & Last Name € SSN/Employee ID

Search

Search for All Members

Allows you to search for members regardless of current status {(Active, Terminated, Installed but
Active)

Search by: & Last Name € SSN/Employee ID

Search
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USING ROSTER ACTIVITY OPTIONS:

Adding a New Member

To add a new member to your roster click the button in the Add Member
section of the Roster Billing Main Screen.

The Member Group selection screen will be displayed.

CHANGE PASSWORD LOGOUT

Peak Protection

Switch Bill Group s Roster Admin Manuals Add Members Searchs ¥iew Billing Statements

Add Member for XYZ Company (002 XYZ Company Roster Billing)

Choose an available Member Group
Available Member Groups
0 npany Client Bill
002 ¥¥Z Company Roster Bill Cortinue

Contact Information
For Billing Related Queries: Anh-Thy Kellar : 215-658-6878
888-772-3709

Select the member group that you wish to add the new member to and click the
button. This will bring you to the Add a Member screen.

ll . > . .
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Add a Member Screen

Peak Protection

| Add samber Sesrch | Wiew filing Statements

Add a Member

Client Usar Guide Personal Information
Foster User Guade Marbar Group 002 X¥Z Company roster hilled
First Mame Middle MNarme
Update Members Last Name Birth Date (mm/dd Sy
Salary SsM/Employee 10 (123488788) [ [ - Gender Male 3]
Terminate Momber Salary Employment Status Active
Date of Hire (mmy/dd/yyyy) l— Srroker C ¥as C No

Optional address Information
fddress 1 Address 2

City 1 State Please Select -
Please Selact =

Zip Code

Effective Daote Covarage Amount

mirrg' dd ey
Basic Life m f
s [ | —
Optional Life E [

Contact Information

For General Inquines: Client Operations Service Cenier
1-BB8-598~-56T1

In order to add a new member you will complete the following sections on the Add a
Member screen:

Personal Information

Enter the new member’s personal information in the First Name, Middle Name, Last
Name, Birth Date, SSN/Employee 1D, Salary, and Date of Hire fields. Select the new
member’s gender from the Gender drop down box. Select the new member’s
smoker/non smoker status if applicable to your plan.

Optional Address Information
Enter the new member’s address in the Address 1, Address 2, City, and Zip Code fields.
Select the new member’s state and county from the State and Country drop down boxes.

Coverage
Enter the new member’s effective date of coverage in the Effective Date field.

Note: Effective date rules are located in the Guide for Effective Dates and Coverage
section of this User Manual.

12 . > . .
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For coverage rules click the button. A page displaying the benefit amount rules for
that coverage will be displayed.

Benefit Rules for Optional Life

Optional Life Flus 1.00 Mominated Amount
At least 10,000.00
Mo mare than 500.000.00
Mo more than 5.00 Earnings
Optional Life (B5-69) Plus 1.00 Marminated Amount
At least 10.000.00
Mo more than 500.000.00
Mo more than 5.00 Earnings
Times 0.65
Qptional Life (70-99) Flus 1.00 Maminated Amount
At least 10.000.00
Mo maore than 500.000.00
Mo more than 5.00 Earnings
Times 0.50

To close page, click the button that will appear on the above page.

Once you have finished entering the new member’s information, click the button
to save the information.

If required information is left blank, you will receive a pop-up message indicating what
information must be entered.

Microsoft Internet Explorer

L] "_'q You must enter a walid Firsk Mame in order ko continue
-
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If all the required information has been entered a message will be returned indicating the
transaction is complete.

Peak Protection

Switch Bill Groupw Roster Admin Manuals Add Members Searchas ¥iew Billing Statements

Add a Member
®Y¥Z Company (002 X¥Z Company Roster Billing)

Personal Information

Get Adobe
Reader-

QOK! Your Transaction was Successful!

Contact Information
For General Inguiries: Client Operations Service Center
1-888-598-5671

14 . . .
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Search For Active Members

You can edit an existing member’s coverage(s) or personal and employment information,
including updating individual coverage amounts, adding new coverages to the member,
terminating a member’s coverage, as well as updating the member’s salary, date of birth,
and name.

In the Search for Active Members section of the Roster Billing Main Screen select and
enter your search criteria.

e Click the radial button next to Last Name and enter the member’s last name to
search by last name. Entering the first two letters of the employees last name will
return a listing of all employees who’s last name begins with those first two
letters.

e Click the radial button next to SSN/Employee ID and enter the member’s
SSN/Employee ID in the text box to search by SSN/Employee ID.

Once you have entered your search criteria, click the button.

Client User Guide Wiew Biling Statements Contact Information

Rostar User Guids Will allows you to view, or print up to 24 For General Inquiries:
rmaonths of Biling Statements, beginning with Client Operations Service Center
the most current. 1-888-598-567 1

Update Members

Cortinue

For Biling Related Questions:
Anh-Thy Kellar
Prudential Financial

Salary

Terminate Member

Add a Mew Member 2101 Welsh Rd
. Dresher P&, 19025
Wil allowe you to add a new member to your Phone: 215-652-63272

roster, Fax: 8B8-772-3709

Continue Ernail

anh-thy kellar@prudential.com

Search for Active Members Only

Allows you to search your roster for member who are currently active,

Search by: & Last Name € SSN/Employee ID

Search

Search for All Members

Allows you to search for members regardless of current status (Active, Terminated, Installed but
Active)

Search by: & Last Name © SSN/Employee ID
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If no match is found an error message will be displayed.

Peak Protection

Switch Bill Groups Roster Admin Manual

XYZ Company (002 XYZ Company Roster Billing)

AWarning Your search returned no results

If a match is found the Member Information screen will be displayed.

The following tabs are displayed on the Member Information screen:
| &dd Member Search | view Billing Statements

XYZ Company (002 XYZ Company roster billing)

| Employee Information

Personal Information Member Group Coverage Information

First Nameli’ohn MMiddle Namel
Last Namejsmith Address 1[1 MAIN ST
Address 2| City[ANYTOWN
State| NEW 1ERSEY =~ Country|UNTTED STATES x|
; Date of Birth
Zip Code|070591234 o mynl01/01/1940
- SSh/Employee ID
Gerder[Male =] osibesssl000 - ]00 - |0000
Effective Date of Changel Smoker C Yes & Mo
(i di/y )

Back ta Search

Submit Changes

To Update this Member’s salary or terminate this member, use the options on the left
hand navigation menu.

Update Members
Salary

Terminate Member

16 . > . .
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Note: You can broaden your member search by using only the first two letters of
the employee/member’s last name.

Updating Personal Information

Personal Information Tab

Peak Protection

| Add Membar Search | Wiaw gilling Statements
XYZ Company (002 XYZ Company roster billing)
Employee Information
Resources
Client User Guide Personal Information Member Group Coverage Information
Roster User Guide First Nameljohn Middle Name|
Last Name|srru1h Address 1|1 MAIN ST
Update Members Address 2 city[anvTown
| E 1SE "i || TED STATES 'I
Salary State|NEW JERSEY Country| UNITED S E
. Zip CDGEID?0501234 Date of Birth rmm,a’dd.a’-,--,wjlﬂ 1/01/1940
Terminate Member -
GBnerIMaIa v| SSN/Employee 1D (123455?99]'000 - [DD - |0000
Effective Date of Change (mrru‘dd-"'.fwy]l Smoker  Yas & No
Submit Changes

To edit information on this page, simply type the new information in the text box, enter
the effective date of the change in the Effective Date of Change text box, and click the

Submit Changesjslijte]h
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Member Group Transfers

Member Group Tab

Peak Protection

| Add Member Saarch | View Billing Statements

XYZ Company (002 XYZ Company roster billing)

Employee Information for JOHN SMITH

Resources .
Personal Information Member Group Coverage Information

Client User Guide
Member Group YZ Company roster bl!lEC:I

Roster User Guide : |
Effective Date of Change Cmm/dd/yyyyd

Performing a Member Group Transfer is a two step process.

Update Members
You must first supply the New Member Group and Effective Date Information,
, YWou will then be required to re-effect coverage(s) for this member by supplying the Coverage Effective Date(s) for
Terminate Member any coverage(s) thic member may have
When you click the Submit button below, you will be taken to the Coverage Information Page, where you can
provide the required coverage information,

Salary

To change a member from one member class or group to another, select the new member
class or group from the Member Group drop down, enter the effective date of the change

in the Effective Date of Change text box, and click the SUloJpliq®aERle[s button.

Note: When changing a member group of an employee you will be brought directly
to the Coverage Information screen. You must then supply an effective date for the
coverage the employee is enrolled in. The coverage effective date must equal the

effective date of the member group transfer.
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Coverage Updates or Terminations

Coverage Information Tab

Peak Protection

| Add Marbar Saarch | Wiew Billing Statamants

XYZ Company (002 XYZ Company roster billing)

Employea Information for JOHN SMITH
Client User Guide Personal Information Member Group Coverage Information

Product Effective Date Termination Date Nominated Amount

mmy{ddfyyyy

v Basic Life m [0z/14/2007 [
Update Members - —
v ADSD m [D3/14/2007 |
Salary
v Optional Life m [03/1472007 | |$20,000.00

Salary £35,000,00

Roster User Guide

Terminate Member

Subimit Changes

This tab displays information on coverage(s) available to—or participated in by—the
member. To add coverage to a member, enter the effective date of coverage in the
Effective Date text box next to the selected coverage(s) and click the
button. To terminate coverage enter the termination date in the Termination Date text box

and click the S{8le]plI@®gETle[R button.

Note: You can start a new search on any of the Member Information screen tabs by

clicking [SEId Qe ey

Note: Coverage amounts may need to be entered if the plan has Nominated
Coverage Amounts. Remember to take employee-waiting periods into account when
adding coverage(s).

Left Hand Navigation Menu

From the left hand navigation menu you have the ability to:

View the User Guide
Update a Salary or multiple Members’ Salaries
Terminate a Member or multiple members

19 . > . .
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Updating Salaries

To Update a member’s salary click the Salary link located in the Update Members
sections of the left hand navigation. You have the ability to update salaries for multiple

members through this feature.

Resources

Client User Guide

Foster Lser Guide

Update Members
Salary

Terminate Member

Once you have clicked the link, you will be presented with the Salary Update page.

CHANGE PASSWORD | LOGOUT

™
-
P -

x _ Peak Protection

=

Switch Case | Add Member | Search | View Billing Statements

Salary Update Run Reports

Client User Guide

Roster User Guide Effectivs Date ll— [ l_ 2D l— A

Social Security Mumber l_ = l_ = l_ Salary l—

Update Members

Salary

Terminate Member

Upload an Excel spreadsheet

You can enter new salary information for one member, or upload an Excel spreadsheet
for multiple salary changes.
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To enter new salary information for a member:

Enter the effective date of the new salary in the Effective Date text boxes provided. Then
enter the member’s social security number in the Social Security Number text boxes and
the new salary amount in the Salary text box. Once you have finished click [

To enter new salary information for multiple members:

Select the Upload and Excel Spreadsheet link. You will be presented with the Bulk
Salary Update screen.

CHANGE PASSWORD | LOGOUT

Peak Protection

Switch Case | Add Member | Search | ¥iew Billing Statements

ary Update Run Reports

Client User Guide

Please ensure Column 'a' maps to Effective date , column 'B' maps to SSM and Caolumn 'C' maps to salary.

Roster User Guide

Upload the file Browse |

Update Members

Salary

Terminate Member

Click Browse to located your excel spreadsheet.

Note: The file must be saved as an Excel document. The file can not contain a header
row and should be formatted as follows:

Column A: Should contain the effective date in MM/DD/YYYY or MM-DD-YYYY
format.

Column B: Should contain the member’s social security number in 123-45-6789 or
123456789 format.

Column C: Should contain the salary amount in 00000 format or 00000.00 format if there
is change.

Commas and Dollars signs must not be used in the spreadsheet.
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20|
Look in: | 5 Biling x| & & ek E-

100397 -+3- Online Raoster Billing User Manual - FIMNAL COPY 03212006, doc, pdf
100397 -+3- Online Roster Billing User Manual - FIMAL COPY 03212006, pdf

br- 100397 -v3- Cnline Roster Biling User Manual - rew07302007 . pdf

,ﬂ Eill Pending, xls

E EilingOnDemandInstructions ., pdf

E Online Client Cover, pdf

51 Orline Roster Cover Sheet,pdf

File name: I j Open
Filez of type: I,-’:-.II Files [*.7] j Cancel |
g

i

Select the file you want to upload and click Open.

Peak Protection

Switch Case | Add Member | Search | View Billing Statements

Resources

Client User Guide

Run Reports

I : I W
PEshEr Wser @i Please ensure Column '4' maps to Effective date , column 'B' maps to SSM and Colurnn 'C' maps to salary,

Upload the file IH:\M\; Documents\BillingyBill Pendi  Browse... |
Update Members

Salary

Terminate Member

The file name will be displayed in the Upload the File text box. Click il to upload
the excel spreadsheet.
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After you have clicked the [JllJlflll button the information will appear on the lower
portion of the screen.

| Add Member Search | View Eilling Statements
Resources Salary Update Run Reports

Client User Guide

Effective Date l_ MM I_ oD I Y
Social Security Mumber = I_ = | Salary |

Roster User Guide

Update Members

Salary

Terminate Membear

Information shown below can be sorted by clicking the column name.

Salary Updates Made Today (07/18/2007)
Social Security # New Salary Effective Date Status Error Message
J77-00-0010 $90,000.00 07/31/2007 Success

If for some reason the transaction were not successful you would be presented with an
Error Message. Reasons for an error could include:

Member Not Found — perhaps the member was not yet input or the SSN entered was
incorrect. Check your information and try again.

Invalid Effective Date — perhaps the effective date provided falls outside of allowable
parameters. Please see the Guide for Effective Dates and Coverages section of this User
Guide for acceptable Effective Date parameters.

If you have multiple member Salary Updates to perform, simply repeat this process until
all updates have been completed.

The Run Reports option located in the upper right hand portion of the page allows you
to view information on transaction you have performed through this feature. Clicking the
link will present the below page.

Peak Protection

| Add Membar Search | Wiew Billing Statements

:
Client User Guide
Roster User Guide From : ET MM |18 | DD |2007  vrrvy @ To ICIT- Mr4|18 [.Dlzng? Y @

Search By: & Input Date ¢ Effective Date
Update Members

Terminate Member
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On the Salary Report update Page you will define the report information you want. You
can run a report on transaction Input Date or by transaction Effective Date.

Define your date parameters and select your transaction type then click the [Jilf button.
These reports are helpful in verifying information that has been input.
Reports run after that date transactions were input will only contain information on

successful transactions. Any transactions that had an error on the input date and were not
corrected will not be reflected in the reports.

Terminating Members

The Terminate Member feature allows you to terminate one or multiple members from
you roster.

To Terminate a Member from your roster click the Terminate Member link. Once you
have clicked the link you will be presented with Member Termination page.

Note: If a member is terminated after your current month bill has generated the
member will appear on your roster with a charge for the current month, on the next
bill that runs, the member will appear with a credit for the prior month. The
following month the member will no longer appear on the roster.

'GHANGE PASSWORD i LOGOUT

Peak Protection

| Add Mamber Search | Wiew Billing Staterments

Client User Guide

Effective Date: ’_H MM r_ oo I_‘ Y @
Social Security Number: s -

Roster User Guide

Update Members

Salary

Terminate Member

Member Terminations made today (07/18/2007)

There are no transactions on file

Enter the Effective Date of the Termination and the Member’s Social Security Number
and click the |l button.
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After you have clicked the [Jllllll button the information will appear on the lower
portion of the screen.

Peak Protection

| Add Mambar Soarch | Wisw Billing $ tatomants

Member Termination Run Reports

Client User Guide

Effective Date rﬁ%“ MM |31 | pD Eﬁ"u_?_ Y @
Social Security Mumber: = 2

Roster User Guide

Update Members

Salary

Terminate Member

Social Security number Effective Date Status Error Message

777-00-0003 a7/31/2007 Success

If you have multiple members to terminate, simply repeat the process until all
transactions are complete.

If for some reason the transaction is not successful you will be notified via the Error
Message on the lower right hand portion of the page. Reasons for an error could include:

Member Not Found — perhaps the member was not yet input or the SSN entered was
incorrect. Check your information and try again.

Invalid Effective Date — perhaps the effective date provided falls outside of allowable
parameters. Please see the Guide for Effective Dates and Coverages section of this User
Guide for acceptable Effective Date parameters.

The Run Reports option located in the upper right hand portion of the page allows you
to view information on transaction you have performed through this feature. Clicking the
link will present the below page.
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Peak Protection

| Add MemberSearch | View Billing Stataments

Client User Guide
Poster User Guide From II."? |\1|'-1|18 oD 12007 | yyry @ To: 13? r\||'\-1|18 [.DIEU[.I? T @

Search

By:
Update Members

Tarminate Member

& Input Date ¢ Effective Date

Information shown below can be sorted by clicking the column name.

Input Date Social Secunty Number Termination Date

07/18/2007 777-00-0003 Test3 07/31/2007

On the Terminate Member Report page you will define the report information you want.
You can run a report on transaction Input Date or by transaction Effective Date.

Define your date parameters and select your transaction type then click the [Jilf button.
These reports are helpful in verifying information that has been input.

Reports run after that date transactions were input will only contain information on
successful transactions. Any transactions that had an error on the input date and were not
corrected will not be reflected in the reports.

Search All Members

The Search All Member’s feature allows you to view information on member’s who are
not active (coverage is no longer in effect or they have been terminated, or their coverage
has not yet become effective).

You can view these member’s SSN/Employee ID, date of birth, member status, and
effective date.

In the Search for All Members section of the Roster Billing Main Screen select and enter
your search criteria.

e Click the radial button next to Last Name and enter the member’s last name to
search by last name.

o Click the radial button next to SSN/Employee ID and enter the member’s
SSN/Employee ID in the text box to search by SSN/Employee ID.
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Once you have entered your search criteria, click the button.

Client User Guide

Contact Information

Roster User Guide Wil allow you to view, or print up to 24 For General Inquiries:
months of Biling Statements, beginning with Client Operations Service Center
the most current. 1-888-598-567 1

Update Members -
Continue - .
Salary For Biling Related Questions:
Anh-Thy Kellar
Prudential Financial
2101 Welsh Rd
Dresher P4, 19025
Phone: 215-658-6878
Fax: 288-772-3709

IEDn?aH anh-thy kellar@prudential.com

Terminate Member

Wil allowe you to add a new member to your
roster.

Allows you to search your roster for member who are currently active,

Search by @ Last Mame © SSN/Emploves ID

Allows you to search for members regardless of current status {Active, Terminated, Installed but
Active)

Search by @ Last Mame © SSN/Emploves ID
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If no match is found, an error message will be displayed.

Peak Protection

Switch Bill Groups Roster Admin Manual

XYZ Company (002 XYZ Company Roster Billing)

AWarning Your search returned no results

Peak Protection

Switch Bill Group s Roster Admin Manuale Add Members Searchs View Billing Statements

XYZ Company (002 XYZ Company Roster Billing)

ng)
MEMBER SSN/EMPLOYEE ID DATE OF BIRTH STATUS EFFECTIVE DATE
Brown, Janice 123123987 11/12/1962 Active 01/01/2006

Contact Information

For Billing Related Queries: Anh-Thy Kellar ; 215-558-6878
888-772-3709

To return to the Roster Billing Main Screen, click the Button.
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Viewing a Bill
You can view a bill by clicking the Continue button in the View Billing Statements frame

or you can select View Billing Statements from the top tool bar on any screen throughout
the entire Roster Billing site.

Client User Guide

fiew Biling Staterments Contact Information

Roster User Guide Wil allow you to view, or print up to 24 For General Inquiries:
months of Biling Statements, beginning with Client Operations Service Center
the most current. 1-888-598-567 1

Update Members

Cortinue

Salary For Biling Related Questions:
Anh-Thy Kellar

Prudential Financial

Terminate Member

Add a New Member 2101 Welsh Rd
: Dresher P4, 19025
Wil allowe you to add a new member to your Phone: 215-658-6278
roster, Fax: B88-772-3709
Ernail anh-thy kellar@prudential.com

o

Members Only

Allows you to search your roster for member who are currently active,

Search by @ Last Mame © SSN/Emploves ID

Search

Search for All Mermbers

Allows you to search for members regardless of current status {Active, Terminated, Installed but
Active)

Search by @ Last Mame © SSN/Emploves ID

Search

Select the bill date of the bill you are looking for from the drop down box and click the
WAEWAEIL button to view the billing documentation for the date selected.
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Peak Protection

| Add Membaer Search | View Billing Statements

Group Insurance Premium Remittance Report

Client Name: ¥Y¥Z Company For General Inguines:

Client User Guide Bill Group # / Name: 002 XYZ Company roster billing Client Operations Service Centar
1-888-598-5671

Roster User Guide

view Billing History

Update Members Will allow you to view, or print up to 24 months of Billing Statements, beginning with the most current.

Terminate Member

Your Group Policy provides that premium must be paid within the policy grace period. If the required premium is not
paid within the policy grace period your Group Policy will terminate, and unless otherwise provided in the policy,
Prudential will not be liable for losses incurred after the grace period. Neither payment of partial premium nor your
receipt of @ Premium Remittance Report generated after such partial payment will constitute a waiver of the
requireament that full premium be paid within the grace period in order for the Group Policy to continue in force.

INote: The system holds a rolling 24 months of Billing Documentation/Statements.
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Billing Statement for XYZ Company (002 XYZ Company Roster Billing)

Bill Due Date 03/01/2006 - Bill Reference Mumber 52384

Billing Summary for Control Mumber 77700
Member Group: 002 XYZ Company Roster Bill
Cateqory

Basic Life

Basic Life

Basic Life

ADRD

ADED

ADaD

Optional Life

Optional Life

SUBTOTAL FOR 002 XYZ CONMPANY ROSTER BILL
Total for this period:

isclaimer:

Yolume Amount
+395,000.00 +120.48
(debit) $13.73

(credit) -$30.50

£345,000.00 £13.11
{debit) $1.71

{credit) -$3.50

+£400,000.00 67,20
{credit) -$58.80

$123.13

£123.13

Your group palicy provides that premium must be paid within the policy grace period. If the required premium is not
paid within the policy grace period yvour group policy will terminate, and unless otherwise provided in the paolicy,
Prudential will not be liable for losses incurred after the grace period.

=
=) Click here for a printer friendly version of this page

Wil allow you to view, or print up to 24 months
of Billing Statements, beginning with the most
current.

IDS/’D 106 v| IR

View Roster

Will allow you to view the member records for the
bill displayed above. Recards can be displayed in
total, or by Member Group.

IEntire Roster 'l

To view a bill statement for different bill due date select the bill due date from the drop
down in the View Bill History section and click the \YAIWAI1l| button. The billing

statement for the bill due date selected will be returned.

=i
This page must be printed using the Click here for a printer friendly version of this
page icon located on the page. A copy of the printer friendly version of this page must

be mailed along with your payment. The mailing address for payments is indicated on
the page. If paying by wire transfer, follow the instructions provided on the page.
Indicate your Control/Client Number on your check, which is sent to Prudential, or in the

Comments field on your wire transfer.
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View the Roster

From the Billing Statement Screen, you can also view the roster of members for the
billing statement on screen. Select the roster you wish to view from the drop down box in
the View Roster section of the Billing Statement Screen and click the button.

The Billing Roster screen will be returned.

Peak Protection

CHAMNGE PASSWORD LOGOUT

Switch Bill Groups Roster Admin Manuals Add Members Searchs ¥iew Billing Statements

Billing Roster for XYZ Company (002 XYZ Company Roster Billing)

For bill period 03/01/06

Member/Product
777000279 DatedrMember, Future
AL

Bazic Life

F77000004 Moffett, CHUNK
ADED

Baszic Life

777000099 Ray, Bruce

ADED

Basic Life

ptional Life

FFIF000282 Rodgers, David
ADED

Basic Life

FIF000789 TestMember, Rick
Basic Life

Tatal for all employees

Mernber Group/tolume Arnount
002 X¥Z Company Roster Bill $17.15
$50,000,00 $1.90
$50,000,00 $15,25
002 X¥Z Company Roster Bill $17.15
$50,000,00 $1.90
$50,000,00 $15.25
002 X¥Z Company Roster Bill $59.15
$50,000,00 $1.90
$50,000,00 $15.25
$250,000,00 $42,00
002 XYZ Company Roster Bill $17.15
$50,000,00 $1.90
$50,000,00 $15.25
002 XYZ Company Roster Bill $15.25
$50,000,00 $15.25

£123.13

=
Click here for a printer frisndly wersion of this page

Billing Histary

Will allow you to view, or print up to 24 months
of Billing Statements, beginning with the most
current,

I 03/01/06 'l iew Bill

By Last name

Wil allow you to view the member records far the
bill displayed above. Records can be displayed in
total, or by Member Group.

IEntire Roster 'l

By Member Group

=i
You can obtain a printer friendly version of this screen by clicking the =) Click here
for a printer friendly version of this page icon located on the page.

You can also obtain an Excel-formatted version of the roster by clicking the

EVEEERANENIE [button, which sorts the roster by member last name, or the ENANIS1095

(€1 eI8]e) button, which sorts the roster by the member group name, in the Download in MS

Excel section of this screen.

To view a different roster, select the roster you wish to view from the drop down box in
the View Roster section of the screen above and click button.
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View Retroactive Coverage on the Roster

llustration of How Retroactive Coverage Appears on Your Roster

Coverages that are added retroactively appear on your roster as a duplicate bill line for
the affected member. Each duplicate bill line will be tagged with the date of the Bill
Period that corresponds with the charge. For example, if Long Term Disability Insurance
coverage was added retroactively back one bill period for a member, the details would
appear on your roster as follows:

Roster for Bill Period: 02/01/2002

001-00-0004 Geer, 001 BP0O0O1 Amount
Diane

AD&D $28,000 $1.68
Basic Life $28,000 $3.36
LTD $2,334 $9.34
LTD (01/01/2002) $2,334 $9.34
Optional Life $28,000 $8.12

Retroactive terminations of coverage will display the same way, but with a negative
premium amount—i.e., a credit.

Online Roster Billing User Manual
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V1. Receiving Bill Notification and Making Payments

Billing Administrators receive prompt, accurate, electronic notification of bills due.

Bill Notification

You are notified via e-mail when the current bill has been calculated and is ready for
review and payment submission. Separate e-mails are sent for each bill group established.
The e-mail bill notification contains a link directly to your login page.

Bill Review and Payment
Once you have accessed our Online Roster Billing site, simply review the documentation
and roster, print the bill, and mail it along with your premium payment.

It is important to notify your Prudential Account Representative when Billing
Administrators or e-mail addresses change.
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V1I. Guide for Effective Dates and Coverage

Effective Dates—Enter effective dates when adding a member

Employee Waiting Periods
When adding members to your roster, coverages can only be entered with effective dates
after the employee waiting period has ended.

Retroactive Effective Dates

We normally allow effective dates to be entered up to 60 days in the past to allow users to
retroactively update information. To update coverage more than 60 days retroactively,
contact your billing caseworker. You can get your billing caseworker’s phone number by
referring to the Personal Assistance from Prudential section on page 2 of this User
Manual or by clicking on the View Contact Information bar on the Roster Billing Main
Menu.

Earliest Effective Date

Normally when adding a new member, the earliest effective date entered and submitted
will become the earliest possible effective date for any coverage for this member. If you
find you have to add an additional coverage with an earlier effective date than the
effective date of the initial coverages that were input, please call your billing caseworker.

Effective Coverage—Enter effective coverage amounts when adding a member.

Flat Amount Plans
For these plans, you are required to enter the effective date, but not coverage amounts on
the Add Member screen.

Multiple of Salary Plans
For these plans, you are required to enter the salary multiple and effective date in the
Nominated Amount column of the Add Member Coverage frame.

Incremental Coverage Plans
For these plans, you are required to enter the effective date and the coverage amount the
member elected in the Nominated Amount column of the Add Member coverage frame.

Guarantee Issue and Coverage Amounts Requiring Medical Evidence

Members may apply for an amount of life insurance above the non-medical maximum or
guaranteed issue coverage amount by submitting medical evidence of insurability
satisfactory to Prudential.
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Group coverages are issued by The Prudential Insurance Company of America, Newark, NJ. Please refer to
the Booklet Certificate for all plan details, including exclusions, limitations, and restrictions that may

apply.

Prudential Financial and the Rock logo are registered service marks of The Prudential Insurance Company
of America, 751 Broad Street, Newark, NJ 07102, and its affiliates.

IFS-A113192 Ed. 0206 100397-0106-PDF
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