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INTRODUCTION

Introducing Your Invoice and Standard Reports

On the following pages, you will find information about each section of your invoice. Included is a sample of
each report with detailed descriptions of the information on the report.

Definitions for terminology related to your invoice may be found in the Glossary at the end of this guide.

Please keep this guide in a convenient location for all those involved in processing invoices.

Important Payment Instructions

Please send your payment and the invoice remittance stub from the bottom of the invoice each time you
make a payment.

If you use the window envelope included with the invoice, the correct address will show through from the
invoice remittance stub.

If your company prints its own envelopes, be sure to make note of the Remit To address from the
remittance stub.

Sending your payments to any other address will delay processing.

Electronic Billing is Available

Instead of receiving paper bills, you can view your billing information and pay your health care coverage

premium online.
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AN OVERVIEW OF
Your Billing Package

Your Billing Package includes an Invoice Summary plus four
standard reports.

Invoice Summary
Represents the total premium charges due for the current billing period, as well as any outstanding balances
from previous billing periods for all products billed.

Premium Summary Report
Shows a summary of current enrollees (by contract type and product) that are active at the start of the
coverage period.

Member Activity Report

Shows all additions, terminations, and changes for the current, prior, and future coverage periods.

Retroactive Rate Change Summary Report
Provides detail on any rate change by product.

Additional Items Report
Reflects any miscellaneous charges.

One optional report is also available:

Member Rate Details
Summarizes members and premiums for enrollees that are active at the end of the coverage period. This report is
included in your initial bill package. If you no longer want to receive this report, contact your Billing Specialist.
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These are examples of reports generated about
your health care coverage. These reports may be
included with
your invoice. Please use the descriptions
and explanations in the pages that
follow as a quide to understanding and
interpreting the data.

BILLAGCOUNT
CLIENT NUMBER:
CLIENT NAME

BILLACCOUNT NUMBER: 2
NAME: U
2

350002
invoice Example 1
5

AN Invoice Example 1

ADDITIONAL ITEMS

[_Process Date

[ Group | Product | Description’

Other Charges
Group: 1234501
501/200K

Product: Vision
Group: 1234501
Group: 1234502
05101/20XX

Product, PPO
Group: 1234502

Other Charges Total

Product: Vision
1234501

Product: PPO
123

Vision

PPO

Miscellaneous Enrollment Premium Adjustment - Vision Charges

CLIOWT el AR e e gar

i, [ ———— - 1
Bl DO RGNS STOESREED Y AR LIS
BAL ACOOLNT MAME. Ll b P ¢ W ]
CLANT W ] [

e e~ N

b
B

JAM braes B pis 1
daray B

121 Main 52
Aryiown, St X000

S -
L —

INVOICE SUMMARY

Ll ACCOUNT MUMBER: JTIRI00F

LL ACCOUNT MAME:  JAM Frotees Exampia 1
T RUMBER- rom

JENT RLLLIE: JAM Frovics Evample

Priar B Inifesrenalien

Ll Bl Amouni §

Pay o ey *

Balance Foreard -] 3,498.00

ﬂmﬂﬂllgll

Presrsum Summany £ o]

Mamber Acthvity Processed Throsgh OOG000 [ ] o]

Ratroactive Rale Changs Sumsnary 5 0

Additional lams % SOy

Total Current Chargos [} &, E54.00

Tolal Dua § ¥,552.00
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Your Invoice

The Regular Invoice Summary represents the total charges due for the current period as well as any
outstanding balances from previous billing periods.

a This area contains information regarding your organization (client), invoice number, and date information.

e In addition to stating the last bill amount and payments received, this section reflects your Balance Forward.
e This section lists a summary of all charges or credits associated with the current billing period.

0 Remittance stub (front).
Important Information: Submitting Payments
Please submit your payment and the original remittance stub in the return envelope provided.

e Remittance stub (reverse side).

@ Identifies your contact information. Send your enrollment activity changes to this address.

/Q/\/\

Remit To:

bl byl ol bl
XXXXXXXX XXXXXXXXX

PO BOX XXXXXX
ANYTOWN, STATE XXXXX-XXXX

REMITTANCE STUB REVERSE SIDE
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JAM Invoice Example 1 REGULAR
James Smith INVOICE SUMMARY
123 Main St Page 1of T

Anytown, State XXKXX

BILL ACCOUNT NUMBER: 2732350002 INVOICE NUMBER: 140423053851 i

“ BILL ACCOUNT NAME:  JAM Invoice Example 1 INVOICE MONTH{S):  May 20X '
LIENT NUMBER: 274235 PREPARED DATE:  04/23/20XX ;

LIENT NAME: JAM Invoice Example 1 PAYMENT DUE DATE: Due Immediately

Prior Billing Information

a Last Bill Amount : $ 3,698.00
Payments Received Through 04/22/20XX $ 0.00

Balance Forward S 3,698.00

Current Charges

Premium Summary 5 2,649.00
Member Activity Processed Through 11/12/20XX 5 1,630.00
Retroactive Rate Change Summary 5 1,600.00
Additional ltems (3 25.00)

Total Current Charges $ 5,854.00

Total Due $ 9,552.00

DETACH AND RETURN THIS PORTION WITH PAYMENT

° MAKE CHECK PAYABLE TO MIOOO0000 300000000
See page 2 for remittance address
INVOICE NUMBER: 140423053651 AMOUNT PAID s 1 1 1 L 1 1 1 | ]
BILL ACCOUNT NUMBER: 2732350002
INVOICE MONTH(S): May 20XX
JAM Invoice Example 1 PAYMENT DUE DATE: Due Immediately
James Smith TOTAL AMOUNTDUE: $  9,552.00

123 Main St
Anytown, State XM00(

DO NOT WRITE BELOW THIS LINE
REMITTANCE STUB FRONT SIDE
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STANDARD REPORTS
Premium Summary Report

The Premium Summary Report is a summary of current enrollees that are active at the start of
the coverage period. A grand total is included at the end of the report to show the total current

premium for all members.

This area shows the member

( If your company )
has more than name and member D.
one group number, T
. 4
data is reported A
/
separately for each A
\  group. / i
’ 1
”I’ ,’ ,'
e ,’ III ,, ﬁ.
e ! ’ 1
L / ’ 1
/' ! II l’
% K ; : PO B 0000
L’ / Anytown, State X000
/, ,', PR EMII.IH?I.IMM&R:" (XK XXKOO0L
L / ’ 1
BILL ACCOUNT HUMBER? 2732350002 II' l' INVOICE NUMBER: 140423053651
BILL ACCOUNT NAME: JAM Jfvoice Example 1 , ! INVOICE MONTH{S):  May 200X
CLIENT NUMBER: , 273345 / ! PREFARED DATE:  O4/23/20XX
CLIENT NAME: ,-* JAR Invoice Example 1 ‘ 1
4 YA ’
T e Ttembert® | R || oo Pl
Group: 0TTBILEE Prodect: FEO
FPO / COCOLINE, JANE wxaEbTE40 s28z.00 05/01/20%X - 05/31/200X
/ ENROLLEE, EDMARD *xxxxBTEID 260,00 05001200 - 05731720
/ SHITH, JOHN AxxxR6THI0 375,00 05/01/20XX - 05/31/20%X
K SUESCRIBER, SUSAN FoooE TR0 B6Z,00 05/01/20XX - 05/31/200%
\ K HEMEER, MARY RxAXXGTEO0 "w:l.ul:' 0500/ 200X - 05/31/20%X
Frodwet: FEO L] ’
Group: U?THHS\‘\ Actzal Mesbar Counl / L] /'
. HIIE s R S s e R s R e
I' l'
4 ’
’ e

nd

Lists the total contract count a
corresponding premium for each group,
broken down by product.

Note: Information on the Premium Summary Report is organized by Group Number, then by Product. Additional

sort options may be available. Contact your Billing Specialist for more information.

S MALL G R O U P

P A GE 6



STANDARD REPORTS (continued)
Member Activity Report

The Member Activity Report shows all additions, terminations, and changes for the current,
prior, and future coverage periods. A grand total is included at the end of the report to show the
total premium for retroactive and current activity changes.

Future enrollment that is submitted
, will be reflected on the report.

K4
,I
4
; B
’
S Page 4 of 7
'l
'l
MEMBER ACTIVITY /’
I',
BILL ACCOUNT NUMBER: 2732350002 / INVOICE NUMBER: 140423053651
BILL ACCOUNT NAME: JAM Invoice Example 1 S INVOICE MONTH(S): May 2000
CLIENT HUMBER: 273235 R PREPARED DATE:  04/23/20XX
CLIENT HAME: JAM Invoice Example 1 4
’
’
3 IR I ATLITRY -] T 1 amr Hﬁﬂ ’ e R e
l \'Imwﬁm Mmbqlu | hwlm J | '""; (:wruﬂﬁpm Mm f Muﬂu’l‘m:l-----
Groups 07781166 uuum 'n'pm Add
BENEFITS, BEN xuxaxbTET0 ] hdd 0601 7205X $0.00 $0.,00 $0.00
CARDHOLDER, CHARLIE enxanbTEE0 PO Add 0501 F2000% ¥ TEE. 0O TeH, 00 68,00
PERSON, PAHLA xuxaxb TS0 PO had oa/o 7o 1 429.00 429.00 858.00 858.00
hetivity Types Mdd H / 8429.00 £1,197.00 §1,626.00
1 1
1
Group: 07781166 Activity Type: Ters / !
GOODLINE, JANE sanerxdiISA0 12t Tersm  0S/0/20MX 0.00 [352.00) (352.00) (352.00)
Betivity Type: Tece ! H 50,00 (5352.00) {5352, 00)
1 1
Groups 07781166 Mctivity Type: Change H H
ENRCLLEE, EDWARD ok TEI0 PO Ch Tuca nﬁ;m,rzn:-:){ ! 0.00 (360.00) (360.00)
PO Ch Add (S/01/200% ) 0.00 70600 T16.00 aser.00
Activity Typa: L‘.hanqt ‘ 1 Il $0.00 $356.00 £356, 00 I'
Group: OTIX1166 N ) 5429.00 §1,201.00 51 ,630.00
M‘ﬁﬁrﬁwhﬁw#‘ T T TP e Bt e e LR B A WO o s e [ W 0 DR Pt T
L4

Member Activity is sorted by Product ! ; ,’/
within Group and Activity Type. i / J/
! J The net result to premium from an
H L activity change on a member.

Premium charge or credit by member
(depending on Activity Type) for any
previous period(s).

Note: Information on the Member Activity Report is organized by Group Number, Activity Type, and Member Name.
Additional sort options may be available. Contact your Billing Specialist for more information.
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STANDARD REPORTS (continued)
Retroactive Rate Change Summary
Report

The Retroactive Rate Change Summary Report provides detail on any rate change by product. A
grand total of the difference between current rates and prior rates is shown at the end of the report.

Reflects the original invoice month and
invoice number to which the retroactive
rate change applies.

(alculated by subtracting the
Prior Rate from the Current Rate.

b2
B Page 5of 7

¥

RETROACTIVE RATE CHANGE SUMMARY

BILL ACCOUNT NUMUSH LTS2850008 INVOICE NUMBER 140123:15:55}_1
BILL ACCOUNT NAME: JAM Invoice Example 1 INVOICE MONTH[S): May 206X -
CLIENT NUMBER: 273235 FREFARED DATE:  04/23/200X .
CLIENT NAME: JAM Involce Exampla 1 .
i ' 1 { i ] M'M Period | Current i "'|':'HI.IJ!"|-""' 1

Groepi OTTELL1EE Product: PPO
MEREER ACTIVITY
hetivity Types Add

0300200 - 03/31/200

Invoice Moathis): March 200 /Invoics Nusbar: 140421053383

100,00

treactive Rate Chasge r Temadi 1

RO ; CODDLINE, JANE oot THE 03401 /200K g3L2.00 g252.00 $100.00
ENROLLEE, EDWARD wunxwh THY 03/00/200% 03/07/200 - 03/31/200X 380,00 260.00 100,00 00,00
SMITH, JOHN xxuuxxhTHL 03002000 A0 200K - 0331/ 200K ¥76.00 Z75.00 10000 100,00
SUBSCRIBER, SUSAN wnuxxhi THE 030020000 0300200 - 03/31/200K 62,00 #6200 oo.on o 200,00
EEHBEER . MARY wxuxxhTH) 030020000 030020000 - 03/31/200K 900,00 00,00 30.00 - 300,00
Froduct: FPO . . . 800 .00
Grsup: 07781166 ° $800, 00
Invoice: March J00X / 140421083383 $8040, 00
Invoioce Moathis). .ﬁpﬂm fInvoloe Husbar: 160422053484
Group: 07781184 FProdegt: PPO
PAERIUN SUBHARY .
PO - GCOODLINE, JARE ExurxbTEE 03N 206K 000 7200, - 04307 200X 35Z.00 252.00.° 100.00 100.00
ENROLLEE, EDMARD weawh T8I 03002008 A0S0 - D30 20X 380,00 280, 0d 100,00 100,00
SMITH, JOHN otk T8 0300,/ 2008 002000 - D305 20X ITL.00 278,00 100,04 100.00
SUBSCRIBER, SUSAN ook TEE 03/00,/200% D000 - Do 300200 BEZ.00 46,00 00.00 ) 200.00
HEHEER, MARY b TH0 03N /200K A0 000X - 030V 200N 900,00 B0, 00 aob.oa 0 300.00
Produst. PPO : © §B00.00
Group: 07TE116% . 800,00
Involon APl KK 7 140422053484 £800.00
roackive Rate aaw Sum Tots e G T T e A R R TR i TR pe e Sy e

Reflects the report from the original invoice on
which the charge detail appeared.

Lists the total amount due for the specified
invoice based on the difference in the
current and prior rates.

Note: Information on the Retroactive Rate Change Summary Report is organized by Invoice Month/Invoice

Number, Group Number, and Product.
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STANDARD REPORTS (continued)
Additional Items Report

The Additional Items Report reflects miscellaneous charges and fees, as applicable.

BILL ACCOUNT NUMBER: 2732350002 ADDITIONAL ITEMS

BILLACCOUNT NAME:  JAM Invoice Example 1 INVOICE NUMBER: 1404230053651

CLIENT NUMBER: 273325 INVOICE MONTH(S):  May 20XX

CLIENT NAME: JAM Invoice Example 1 PREPARED DATE: 04/23/20XX
PAYMENT DUE DATE: DUE IMMEDIATELY

| ProcessDate | Group | Product | Description | Coverage Period [ Amount |

Other Charges

Group: 1234501 Product: Vision Miscellaneous Enrollment Premium Adjustment - Vision Charges 05/01/20XX - 05/31/20XX

05/01/20XX 1234501 Vision $400.00

Product: Vision $400.00

Group: 1234501 $400.00

Group: 1234502 Product: PPO

05/01/20XX 1234502 PPO

Product: PPO Miscellaneous Enrolliment Premium Adjustment - Medical Charges 05/01/20XX - 05/31/20XX

Group: 1234502 $1,000.00

$1,000.00
Other Charges Total $1,000.00
| Additional ltems Total: $1,400.00 |

S M ALL GROUP +« P AGE
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OPTIONAL REPORT
Member Rate Details

The Member Rate Details Report shows the members who are active at the end of the billing
period. Members who were added during the period will be reflected on the report. Members
who were terminated during the period will not be on the report. The total charges reported are
a monthly estimate.

Note: The Member Rate Details Report will automatically be included in your initial bill package.
If you no longer want to receive this report, contact your Billing Specialist.

MEMBER RATE DETAILS

BILL ACCOUNT NUMBER: 2732350002 INVOICE HUMBER: 140422053484
BILL ACCOUNT MAME: JAM Invoice Example 1 INVOICE MONTH(S):  Agpeil 200X
CLIENT NUMBER: 273235 PREPARED DATE: O3 27300
CLIENT HAME: JAM Invoice Example 1
| Member Name [Member ID| ©  Product = | Individual | Period Ending | Age [(hOMC0 | premium | Member Total
Grosps 07781166
ENROLLEE, EDWARD *xexxB TR0 PRO ENROLLEE, EIWARD 045300206 49 L S260.00 9260.00
GOOBLIKE, JANE amxxxbIB40 PRO GOODLINE, JANE 0413002000 45 T 252,00 252.00
MEMBER, WARY Axxxx6 7800 FPO MEMBER, MABEL 041300206 B H 112.00

HEFBER, MARTIN 04/30/206K 42 N 248.00

MEMBER, MARY 045300206 39 o 240 .00 B0 .00
SHITHE, JOHN xxxx6TE10 PPO SHITH, JOEN 04/30V20KK 57 W 275.00 275.00
SUBSCRIBER, SUSAN *xxxx67020 PPO SUBSCRIBER, SAMUEL 04130205 34 H 230.00

SUBSCRIBER, SUSAM 045300200 3% H 232.00 462,00
Sroup: 07TELLGE Comtract: § B1,849.00
e L T e s e e e L L e e

PAGE 10 +« SMALIL G R O U P



Reconciling Your Invoice Summary

PRIOR BILLING INFORMATION

The LAST BILL AMOUNT found on the current Invoice Summary equals the TOTAL DUE found on the
previous Invoice Summary.
(See the Previous Invoice Summary on the next page.)

The PAYMENTS RECEIVED THROUGH MM/DD/CCYY found on the current Invoice Summary is the total
amount of payments received since the last invoice.

9 The BALANCE FORWARD is the difference between the LAST BILL AMOUNT and PAYMENTS RECEIVED
THROUGH MM/DD/CCYY on the current Invoice Summary.

P.O. B XX,
Anytown, State X000(
Phone: (3CC) XOO0-p000K

JAM Invoice Example 1 REGULAR
James Smith CURRENT INVOICE INVOICE SUMMARY
123 Main St SUMMARY Page 10of 7

Anytown, State XXXXX

BILL ACCOUNT NUMBER: 2732350002 INVOICE NUMBER: 140423053651
BILL ACCOUNT MAME:  JAM Invoice Example 1 INVOICE MONTH(S): May 20XX
CLIENT NUMBER: 273235 PREPARED DATE: 04/23/20%X
CLIENT NAME: JAM Invoice Example 1 PAYMENT DUE DATE: Due Immediately
Prior Billing Information (1]
Last Bill Amount 8 3,698.00 e
Payments Received Through 04/22/20XX § .00
Balance Forward 5 3,698.00
Current Charges
Premium Summary $ 2,649.00 o
Member Activity Processed Through 11/12/20XX $ 1,630.00
Retroactive Rate Change Summary $ 1,600.00
Additional ltems (5 25.00)
Total Current Charges ] 5,854.00
Total Due $ 9,552.00

S MALL GROUP .« P AGE



Reconciling (continued)

PO, Brong XK
Anytown, State J0000(
Prhione:{JO00) X0 5000K

PREVIOUS INVOICE

JAM Invoice Example 1 SUMMARY REGULAR

James Smith INVOICE SUMMARY

123 Main St Page 1 of 4

Anytown, State XXXXX
BILL ACCOUNT NUMBER: 2732350002 INVOICE NUMBER: 140422053484
BILL ACCOUNT NAME: JAM Invoice Example 1 INVOICE MONTH(S):  April 200X
CLIENT NUMBER: 273235 PREPARED DATE: Q2220006
CLIENT NAME: JAM Invoice Example 1 PAYMENT DUE DATE: Due Immediately
Prior Billing Information

Last Bill Amount 5 1,849.00

Payments Received Through 04/21/20XX ] 0.00
Balance Forward 5 1,849.00
Current Charges

Premium Summary = 1,849.00
Total Current Charges $ 1,849.00
Total Due 5 3,698.00

PAGE 12 =« SMAILIL G R O U P



Reconciling (continued)

CURRENT CHARGES

a The PREMIUM SUMMARY line is the total G The RETROACTIVE RATE CHANGE SUMMARY

premium charges at the start of the current
coverage period, based on the number of
members for each product type. This is the
Premium Total found on the Premium Summary

is the total amount of charges or credits due

to a rate change that impacts prior premium
charges. This total is the Retroactive Rate Change
Summary Total found on the Retroactive Rate

Report.

© The MEMBER ACTIVITY line is the total premium @) ADDITIONAL ITEMS s the total amount of
charges reflecting activity changes processed charges found on the Additional Items Report.

since the last invoice. This is the Member Activity :

L The TOTAL CURRENT CHARGES is a subtotal
Total on the Member Activity Report. o of the listed CURRENT CHARGES. (See current
Example: Last bill cutoff was 04/04/20XX. Invoice Summary below and equation on the
Member activity processed between 04/05/20XX next page.)

and 05/04(20XX will be reflected in the June o The TOTAL DUE is the sum of the BALANCE
20XX invoice. FORWARD and Total Current Charges on the
Invoice Summary.
(See current Invoice Summary below.)

Change Summary Report.

PO, Bow X000
Anytown, State XXX
Phonec{(36K) MoCK-2000K

JAM Invoice Example 1 REGULAR

James Smith CURRENT INVOICE INVOICE SUMMARY
123 Main St SUMMARY Page 1 0f 7
Anytown, State J000K

INVOICE NUMBER: 140423053651
INVOICE MONTH(S): May 20XX
PREPARED DATE: 04/23/20XX
PAYMENT DUE DATE: Due Immediately

EEILL ACCOUNT NUMBER: 2732350002

|BILL ACCOUNT NAME:  JAM Invoice Example 1
{CLIENT NUMBER: 273235

[CLIENT NAME: JAM Invoice Example 1

Prior Billing Information

Last Bill Amount 8 3,698.00
Payments Received Through 04/22/20%X 5 0.00
Balance Forward 6 3,698.00
Current Charges (5 )
Premium Summary s 2,649.00 e
Member Activity Processed Through 11/12/20XX 5 1,630.00
Retroactive Rate Change Summary $ 1,600.00 0 6
Additional ltems (5 25.00)
Total Current Charges - 5,854.00
Total Due $ 9,552.00 ?
S M A L L G ROUP P AGE 1 3



Reconciling (Continued)

TOTAL CURRENT CHARGES
EQUATION

This total can also be obtained by
using the report totals and the PREMIUM SUMMARY G
following equation:

Premium Summary
(beginning figure
on previous page)

+ Member Activity e
+ Retroactive Rate - i, s e e OSN/20NK. GS/HI 20NN g
Change Summary @ T N 22
. T EnE T W00 (AAE 00K - AR e

+ Additional Items @)

Total Current Charges e
+ Balance Forward

11 vt 111 i [ et (i e 1 £ Y] e

DERLFITS, DN Exxek THTG o e TR 5.0 5.0 [E ) .08
CAESCLORE, CHARLIE xTeh TR o b ORD10000 0.09 A9 a0 a8
Total Due PERSON, PAILA axrrwh TR o had D000 429,00 . 400 Ea.o
hctirity Types b WY, 00 ¥,197.00 a1 ,63 .00
Greups OTINLER detimity Sypes Seww MEMBER ACTIVITY REPORT
il iR, JAEE wwwan BT Lo Tars  QRT/00 003 CIT.00) L R (35208
dptiviny Ty Torw .03 [#353,59) [1 LR
Creap: ETIELIGE  briiwily Trpe: Chasge
ERETLLEE . UMD mxwnik TR L o T QAL 000K B, £hed, B L]
" M DRAO20000 o, Tik. . E Bk
betivity Types Chuage 50,00 515409
Grosp: OTTHL 419, 00 £l 3509
e EOSELINE, SANE e TR LT T TR T BT T T R TR
Ewa iy Een www ok TR [Lb b DA - DAL I Ll a8 e, iy Log,
WEITH, RN wwwnh TRI Lol o=y D8 I - (TP EEl A ITH. 58 B, i (]
WIS R, BERAE wrwrel TRE B D0 0K - (TN 1, BA I8 44208 o, i o, B
RETREN, AT wawnak ThO DR PO 010 B AT 10 LB &od, S8 e, 51 L]
Fraduat, Fre L]
By HTTARINE L]
Tsasan: blerh 1N [ 1AM RETROACTIVE RATE CHANGE SUMMARY REPORT ]
Tavapaw Resthia], Aprll OO Tawedos Nusbas: FEBATHL TR
Biwap GTMRIIEE  Fradeit. FRO °
FIERIEN SEERAT
L conty lwg, slak wawnE T LR Q0 200N, - DM B OB WF, 82 BAE, O ] a3,
iEE, Bk wvwweE TR AL Q0 G -+ el T R0 a3 B, 5 L] e
T, o aaennk 18] L il i G0 DE - (B T I8 T, 53 L] ]
|, ws T QLOLDOC 0A00/000K . DAGOAM 600 ] 200,00
ETEEN RANT e TR ORI A {0, - D K o, 00 [N e a0 o0
BILL ACCOUNT NUMBER: 2732350002
BILLACCOUNT NAME:  JAM Invoice Example 1 INVOICE NUMBER: 1404230053651
CLIENT NI : 273325 INVOICE MONTH(S):  May 20XX
CLIENT NAME: JAM Invoice Example 1 PREPARED DATE: 04/23/20XX
PAYMENT DUE DATE:  DUE IMMEDIATELY
[ ProcessDate [ Group [ Product | Description | Coverage Period | Amount |
Other Charges
Group: 1234501 Product: Vision Miscellaneous Enrollment Premium Adjustment - Vision Charges 05/01/20XX - 05/31/20XX
05/01/20XX 1234501 Vision 3400400
Product: Vision 400.00
Group: 1234501 ADDITIONAL ITEMS $400.00
Group: 1234502 Product: PPO
05/01/20XX 1234502 PPO
Product: PPO Miscellaneous Enrollment Premium Adjustment - Medical Charges 05/01/20XX - 05/31/20XX
Group: 1234502 $1,000.00
$1,000.00
Other Charges Total $1,000.00
[Additional Items Total: $1,400.00 |

PAGE 14 .« SMATLIL G R O U P




SMALL GROUP ADMINISRATIVE GUIDE

Glossary

Activity Type
References member activity, such as additions,
terminations, and changes.

Additional Items Report
Standard report in the bill package that shows
miscellaneous charges or adjustments.

Adjustments
Used to adjust the customer’s account to reflect
debits/credits.

Balance Forward
Remaining balance from the previous billing period(s),
including any refunds and/or adjustments.

Base 5 Group Number

The first five digits of the group number, which is the main
number that defines a group assigned to a specific client.
Used in reporting to identify groups with a common base
number.

Bill Account

An account established for billing purposes that

contains groups and products that share certain billing
characteristics. At least one bill account is created for each
client that is to receive a bill.

Bill Account Number
Billing system number used to identify a client’s specific bill
account.

Client
An account which has purchased coverage.

Client Number
Unique 6-digit identification number assigned to
your account.

Contract Count
Number of members covered under each Contract Type.

Contract Type
References different coverage types available, such as
individual, parent and children, and family.

Conversion Balance Forward
The outstanding balance or overpayment on an account
that is transferred from the prior billing system.

S M A LL

Coverage Period
Coverage reflected on the current bill.

Coverage Period Count

The sum of each contract holder multiplied by the number
of coverage periods each contract holder was effective
during the coverage periods impacted by the retroactive
rate change.

Current Premium
Premium due for the current billing period.

Current Rate
Rate to be applied to the current coverage period.

Effective Date
Date that coverage or changes are effective.

Group
Segment within a client, identified by group number.

Group Activity Total

Net total for Retroactive Premiums, Current Premiums
and Amount Due for each change type within each group
shown on the Member Activity Report.

Group Number

Unique 7-digit identification number assigned to segments
within a client. Consists of a 5-digit main number, also called
the Base 5 Group number, and a 2-digit sub-group number.
Used in reporting to sort to the lowest group level.

Group Product Total
Current Premium total for each group shown on the
Premium Summary report.

Invoice Month
First month of the coverage period the invoice reflects.

Invoice Number

A unique number which is assigned per client, Bill Account,
and invoice month. Invoice number is located on the
Invoice Summary and supporting reports.

Invoice Summary

This is a standard report which identifies the total charges
due for the current billing period, as well as any outstanding
balances from previous billing period(s).
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Last Bill Amount
Total Amount Due from the last billing period.

Member Activity Report
Standard report located in the bill package that lists all member
activity for the current, prior, and future coverage periods.

Member Activity Total
Net total for all membership activity.

Member Change Form
Standard Highmark form used to capture changes for specific
member information.

Member ID
Agreement Number plus a succeeding zero used as the unique
identifier for members.

Member Name
Individual subscriber’s name.

Member Rate Details
Optional report that summarizes members and premiums
associated with the current ending coverage month.

Payment Due Date
Date payment is due.

Payments Received Through (MM/DD/CCYY)
Total of all payments received through the date indicated on
the Invoice Summary.

Premium
All premium charges for each product line for the current billing
period.

Premium Summary Report

Standard report located in the bill package that shows a
breakdown of current billed premiums for members who are
active prior to the start of the coverage period.

Premium Total
Grand total of current premiums for all groups and products.

Prepared Date
Date the current invoice was produced.

Prior Rate
Previous rate that was used to calculate premium totals for prior
billing periods.

P AGE 16 S M A LL G R O U P

Product
Purchased coverage. This is also a report sort option.

Product Line Description
Identifies the products purchased.

Product Subtotals
Total of the contract count and current premium, by individual
product line.

Rate
Contracted rate for each type of coverage.

Remittance Address
Remit all payments to this address. Do not remit membership
activity to this address.

Remittance Stub

Bottom portion of the Invoice Summary to be submitted with
the payment that reflects invoice information, and a space to
enter amount paid.

Retroactive Premium
Adjusted premium (additional charge or credit depending on
the change) for any previous coverage period(s).

Retroactive Rate Change Summary Report
Standard report located in the bill package that provides detail
on any retroactive rate changes by product.

Retroactive Rate Change Summary Total

Grand total included at the end of the Retroactive Rate Change
Summary Report reflecting the total difference between current
rates and prior rates, multiplied by the coverage period count.

Standard Reports

Set of reports that make up the bill package. The reports
include: Invoice Summary, Premium Summary, Member Activity,
Retroactive Rate Change Summary, and Additional Items.

Sort Options
Categories used to organize report information.

Total Current Charges
Total amount of charges for the current billing period.

Total Due
Total amount due by the payment due date, including any
balance forward from previous billing periods.
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