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AdminEASE Self-Administered Online Payments

Log into AdminEASE with your User name and Password.

Click ‘Log In’

Log In

If you're new here, create an account.

& User Name
Log In

® Show

Cancel

Click ‘Go to AdminEASE’

My Home

) Life & Disability Administration

*  Make changes to employee coverages

*  View contract documents

Qo 10 AdmINEASE

Click ‘Self-Administered Billing Statement’

WA STATE HCA SEBB
Active Policies

Policy 756494 (Effective: 01/01/2020)
Long Term Disability Buy Up

View more information:
Active Billing Divisions by Policy

Manage Employee Coverage

L

Manage Billing

= Sign Up for Paperless Billing
= Billing and Payment Details
= Self-Administered Billing Statement
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All active billing divisions will appear in the ‘Billing Division” dropdown
menu. Users select the appropriate Self-Administered division from the
‘Billing Divisions’ dropdown menu.

Billing: BillPay

Choose policy and/or division

Policy: Billing Division:
v
0001 NS = BEHAVIORAL
r 0002 ‘H CENTER
| Policy: 0003 BEHAVIORAL
0004 BEHAVIORAL
0005 BEHAVIORAL

= You mustfirst select a Billing Division. Use the Choose policy and/or division selection tools above

The ‘Premium Due Date’ drop down menu will show all outstanding
bills.

Note: The oldest bill must be calculated and paid first. In this example,
the customer must pay January 1, 2019 before they can pay the
February, March and April bills.

If they attempt to pay the February, March or April bill first they will
receive a warning notice.

February 1, 2019
March 1, 2019
April 1, 2019

Premium Due Date:

= Online BillPay is available for the earliest open bill for a BillPay user and if the last calculation included no errors

Once the ‘Premium Due Date’ is selected you will be routed to the Self-
Administered Billing Statement.

TreStandard’ e
The WA STATE HCA Se28. iy Home S Map _ContactUs _Help _Loge
Ouerview Resources | Account Management

Employee Coverage  Biing _ Contiacts _ Claims _ Forms

oy 55454 ]

5 asipay

Policyowner:
WA STATE HCA SEBB

EVERGREEN PUBLIC SCHOOL DIST
1234 MAIN ST PORTLAND. OR 97208-6367
SEATTLE, WA 00000 A

Remittance Address:
'STANDARD INSURANCE COMPANY
H

BenertPlan Rate per
LTos0% VARES

LvEs INSURED AMOUNT il Catogory

fo— e o
o e q ‘ = o

Amount Due Back Crarge. Back Creat Total Amaunt Dus

s 000

B 000

Resst ] Calculate and Save] ke Paymen|

Sl 22628

3of 11 756494

(11/21)




Update the lives, volume, premium for coverages with age graded
rates, and any adjustments if applicable on the statement.

Click ‘Calculate and Save'.

Premium Due Date: | Januzry 1, 2022 w

Benefit Plan
LTD50%

Prior Figures:
Actual Figures This Month:

Totals and Adjustments:

LTD50%

Prior Figures
Actual Figures This Month:

Totals and Adjustments:

Rate Per
VARIES
LIVES INSURED AMOUNT
120 275,000
—
Amount Due Back Charge
VARIES
LIVES INSURED AMOUNT
5i 50,000

Amount Due

Back Charge

Reset

=1

Calculate and Safl M

If you choose ‘Re-calculate and Save’, a ‘Warning’ message will appear
letting you know the prior month’s values were copied into the
template.

Once you have calculated and saved the lives, volume and premium

= Actual Lives and Insured Amount for this due date were left blank for LTD50%. Prior Figures have been copied down to Actual Figures This Month

= Actual Lives and Insured Amount for this due date were left blank for LTDB0%. Prior Figures have been copied down to Actual Figures This Montn

= Online B\IIFW&N the earliest open bill for a BillPay user and if the last calculation included no errors.

Policyowner:
WA STATE HCA SEBB

EVERGREEN PUBLIC SCHOOL DIST
1234 MAIN ST

SEATTLE. WA 00000

Remittance Address:

STANDARD INSURANCE COMPANY

PO BOX 6367

PORTLAND, OR 97208-6367
USA

Premium Due Date: [Jaruzry 1,

Tozz v

amounts, you have the option to recalculate and save changes to the ——
template if any of the values need to be changed. s SR oLt s
Actual Figures This Month: 275, 00
Totals and Adjustments: ] 0.
‘Amount Due: Back Charge Back Credit
LTD60% VAREES s oo o oo
Actual Figures This Montn
/ Benefit Premium Totals:
Total Amount Due
Total Billing Fees
Amount to be Paid
Reset =1 Calculate and Sav_al Make Paymsnd
Once you are satisfied the data is correct, select ‘Make Payment’.
Note: You can select the Print button, print the template and send it in = o -
with a paper check if you chose not to pay online. e . e
B P Clememased e
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Make Payment: Takes the customer to the US Bank site to pay their
bill.

When selecting ‘Make Payment’ a new browser tab will open and
navigate from AdminEASE to the US Bank site.

The ‘Payment Amount’ cannot be altered for a Self-Administered bill.

Select ‘Pay Now’ or’ Pay on a future date’ and add the date you want
the bill to be paid.

Select the payment account in the ‘Saved Payment Methods’ drop
down menu.

Select ‘Continue’.

Make a Payment

My Payment

Self-Admin One Time

Amount Due $128,000.00
Due Date 01/01/2020
Name WA STATE HCA SEBB SEATTLE SCHOOL DISTRICT
Policy Number 756494
Billing Division 0001
Login Name John Doe
Login ID ID756494
Bill Due Date 20200101
Bill Sequence Number 002
Bill Trans ID S175649400012020010100220190703161127

Frequency One Time

Payment Amount $128,000.00

Payment Date ® Pay Now
Pay on a future date

Check 1215

Personal Check | Business Check
Bank Routing Number
Bank Account Number

Bank Account Type ® Checking () Savings
| This is a business account

Save this payment account for future use

Email Address |
¥ Save this email address to My Profile
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A review page will populate.

Click ‘l accept the Terms and Conditions’ box.

Click ‘Confirm’.

Review Payment

O350 feview the IfSmanan Baow 3rd S0 CHAN B prooass your pIpmint. SHoct Back t5 atum 1o Ehe previsus poga B M hINpEs 1o pour plymart.

Payment Datals
Dascription Stasdsrds Parm Teat Bilies for SIC
The Suandard GGy
Paymmnt Amount £37,00,45
Payment Date 03/23/301%
Hame
Policy Humber
Billng Diviion 0201
Login Mamse ListBllFoy Test
Login 1D

Payment. Method

Actount Nickname Tiv 9091
Bank Routing Rumbier
Bank Hame
Bank Account Number |
Bank Acoount Type Chicking
Bank Account Category Consumar
Confirmation Emadl

By dicking T Accept”, 1 authorize the payee to electrorically detit my bank 3icousk for the amumi(s] and at the
frequenty 3ns date et Lth sbove.

o thix Is 3 siegle payment, this suthorization Iy vald for thiy transactien caky. 3 this Ix a recurring paymars, this
Fathortzaticn is ko remain in fall farce and In effect antil 3 Bttty fmry Bark o notity the payes of ls termination. 1
urderstand that 1 2o thiz by carceling any pending paymarks and recurring paymant instructicns. mthin this gyztem at
least three harking dyys before My SEECUNt i scheduind to be Getites

. bt b Ko b s 408 i

P e R RS
1 nocept the Terms snd Gongtions

B -

The ‘Confirmation’ page will populate and an email confirmation will be

sent for your records.

Click ‘Exit’.

Confirmation

Wimg vl Gt salyly SorElited yiud plymant, Thank yio for weineg The S2andaids BIF Pay senvice.
Pmate kaap b record of your Cosflemation Numite: of et Bhis Dage for your recoete.
Confirmation Number XTAXICO00001355

Paymeent Detaits

Exit

Description Standards Benm Teat Giller for SIC
The Szandasd Bitay

Paymeent Amnount 17,050 43
Payrment Dats 0333010
Stalus SCHETLLED

Nama

Policy Number

L L
Login Neans Listbdikay Tat
Losgin 1D

Payment Method

Actount Nicknams Civ 2033
Bank Routing Numier
Bank N
Bank Ackount Nember
Bank Acooumt Typs Chatking
Bank Account Category Consumar
Confirmmation Emad

Repeat the steps above to pay the next outstanding bill if you are
paying for multiple due dates at one time.

End of process.

Back to Top
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Customer Account Management — Managing Access

To add, modify, deactivate a user profile or run user profile reports,

click the ‘Account Management’ tab.

e Standaro‘ Weicome SABillPay Test
S T Resamrces T recomansserert [

Employee Coverage Billing Contracts Claims Forms

Welcome to AdminEASE®"

Click ‘Manage Access’, ‘E Service Administration’.

n‘i'stﬂndaﬁf Welcome SABillPay Test

Overview I Resources ] Account Management
My Profile  Manage Access  Group Profile

E Service Administration
Account Management

Add and update user access to Online Senvices. Links to help you keep security settings and contact information current.
My Profile: Change your password.
Manage Access: Set up, maintain and customize access to our online senices for individuals based on the business need within your organization.

Group Profile: Keep The Standard up to date about your organization's address, contacts and affiliates.

Create a New User Profile

To create a new user profile, click ‘Create New User’.

TheStandard”

Welcome SABillPay Test Ity Home _ ContactUs  Help  Logout
Home.

Create New User
Manage Adtive Users

Manage Inacive Users ABCDEFGHIJKLMNOPORSTUVWXYZal
View User Status Report

Manage Users: Manage Active Users

Test, SABillPay Modify Modify Deactivate
At minimum, populate the required fields on the form. Manage Users: Create New User
Fields marked with an * (asterik) are required.
I- k ’C . Y] User Profile
Click ‘Continue’. 7
Middle Initial: :I
o 7
State/Province: __se]em: a State V|
ZIP/Postal Code: :I
Phone (wiarea code): |:|
Login Information
S| 22628 7 of 11 756494
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Review the information in the ‘Confirm Create New User’ Profile
screen.

Select Cancel, Modify or Submit.

End of process.

Note: For Self-Administered bills, the user MUST be granted access to
the EBA/SATemplate feature if you are giving them access to BillPay.

See example to the right.

Manage Users: Confirm Create New User
Please verify the information below. Select Submit to create this new user record. Select Modify to make changes to this user's profile. Select
Cancel to cancel this transaction and return to the list of users.

User Profile

Name (First, Ml Last):
Business Address:

Phone:
E-mail Ii@standard com
Login 1D Test1234

Cancel Modify Submit

The following services are available to your organization. Please select the e-services that this user may ac

W Absence Management

AdminEASE (required)

Bill Pay
¥ 631541

If assigning the user BillPay for a Self Admin
0001 policy/division, E-Biling/Self Admin Template must
0003 also be assigned to the user for that division.

Billing And Payment Details
¥ 6

E-Billing/Self Admin Template

i

E-Contract Documents
Evidence Reporting
Reports Online - Disability

Reports Online - Life
¥ PATHWAY =

E-Services Administration

IDoes this employee have the authority to administer other employees’ access to e-services?  No'®' Yes

Cancel Continue
Manage Users: Manage Active Users
R e ABCDEFGHIJKLMNOPQRSTUVWXYZal

To modify the Primary Administrator profile or manage active users,
click ‘Manage Active Users’.

The Primary Administrator and all active users will populate.

View User Status Report

Primary Administrator

Showing 1-0 0f0 | Previous | Next
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To view the ‘Primary Administrator’ or a ‘User’ profile, click on the link
in the corresponding box.

The Manage Users window will open. This is informational only and
cannot be edited.

Primary Administrator

Test SABIilIPay

Users

Test, LBBillPay

/2 The Standard - Internet Exp\l_ E@g

Manage Users
User Profile
Mame (First MI Last):
Business address:
Phone number.
E-mail address:

LoginID
User role:

Assigned E-Senvices:

errnt Eloosewnoow A

SABIllPay Test

@standard.com

Primary Administrator

E-Billing/3elf Admin Template
E-Contract Documents
AdminEASE

Bill Pay

Billing And Payment Details
Reports Online - Disability
EB E-Services Administration

To modify a user profile, click the ‘Modify’ link in the ‘User Profile’ box.

User Profile

Modi

At minimum, populate the required fields on the form.

Click ‘Continue’.

Manage Users: Modify User Profile

Fields marked with an * (asterik) are required

User Profile

st hame |
Widdle Initial: I:l
Business Address I:l
o —
State/Province

ZIPiPostal Code: l:l
Phone (wiarea code) I:l

“ema e

Login Infermation

Login ID

Continue
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Review the information in the ‘Confirm Modify User Profile’ screen.
Select Cancel, Modify or Submit.

End of process.

Manage Users: Confirm Modify User Profile

Please verify the information below. Select Submit to save these changes. Select Modify to make further changes to this user record. Select Cancel
to cancel this transaction and return to the list of users.

User Profile
MName (First,MI Last): SABillPay Test
Business Address:
Phone:
E-mail kgraves@standard.com
Login ID: SABRE42521

Cancel Modify Submit

Modify User E-Services Profile

To modify a user e-services profile, click the ‘Modify’ link in the E-
Services box.

E-Services
Iodi

Check or un-check the e-services the user may access.

Click ‘Continue’.

Manage Users: Administer User E-Services
SABillPay Test

The following senvices are available to your organization. Please select the e-senices that this user may access

| AdminEASE (required)

Bill Pay

E-Contract Documents

Reports Online - Disabilty

E-Services Administration

[Does this employee have the authority to administer other employees’ access to e-senvices?  No ® Yes

Review the information in the ‘Confirm Administer User E-Services’
screen.

Select Cancel, Modify or Submit.

End of process.

Manage Users: Confirm Administer User E-Services
SABillPay Test

Please verify the information below. Select Submit to save these changes. Select Modify to make furtther changes to this user's e-senices profile
Select Cancel to cancel this transaction and return to the list of users.

AdmInEA SE (required)

l642521

Billing And Payment Details
l642521

E _Billing/Self Admin Template
l642521

s
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View User Status Report

Click ‘View User Status Report’.

Create New User
Manage Active Users
Manage Inactive Users

[B] view User Status Report

Select ‘Active’, ‘Inactive’ or ‘Active & Inactive’ to select the report type.
Click ‘Download User Status Details’ button.
The report will download into an Excel spreadsheet.

End of process.

Manage Users: View User Status Report

View Users ® active

O Inactive O Active & Inactive
[ Download User Status Details |
Test, SABillPay E-Billing/Self Admin Template 642521 Primary Administrator
0001
0002
0003
0004
0005
EB E-Senvices Administration Primary Administrator
E-Contract Documents Primary Administrator
AIMINEASE Primary Administrator
Billing And Payment Details 642521 Primary Administrator
0001
0002
0003
0004
0005
Bil Pay 642521 Primary Agministrator
0001
0002
0003
0004
0005

Inactive Users

o INACTIVE users found for this group

Back to Top
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