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NOTE: The SCIT process and tool is identical for all divisions.
This Reference Guide provides screenshots specific to Illinois.
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Before You Start

c ibilit * Version 9 is not compatible with Excel 2009 and older versions.
ompatipiil
P y « Version 9 is compatible with Excel 2013 and newer versions.

Enable Macros « Enable Macros feature using instructions provided in the Appendix.

* Important: Save Smart Census Import Template (SCIT) on your local/network drive
before using.

Using SCIT « If working from a network drive, please note SCIT performance may be a bit slower.

« Keep only one SCIT file open at a time. If multiple SCIT files are open, you may encounter
issues and data may get corrupted.

+ Paste copied data as values to avoid overwriting Excel formatting via Paste Special.
 If multiple windows are open, SCIT will not behave as expected.

Copy/Paste

* You can have multiple files open within one window; to view all windows at one time
select View/Arrange All from the Excel menu.

* This functionality is not available in Tool. If you need to use this functionality, update
' source document and paste copied data as values into Tool to avoid overwriting Excel
Find & Replace formatting via Paste Special.
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Release Notes - Version 10

Quoting

Fields
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10.

11.

lllinois Middle Market (51-150) Enhancements

Corrected issue of Market Segment not sticking when closing SCIT file. Now
when the user re-opens SCIT file, it no longer reverts to Small Group but
displays the Market Segment they selected.

SCIT no longer displays an error message when user tries to re-open a
generated quoting file.

Generated quoting files display Version 10 within file name along with date and
timestamp.

Group Information Tab updated to display “Version 10 Release: 2021.3".

The Quoting Census Mapping worksheet displays Column A so user no longer
needs to scroll left to view.

“Copy Mapped Columns” and “Cancel” buttons are now visible on the Quoting
Census Mapping worksheet so users no longer needs to scroll right to view.
Information dialog box displays corrected extension of file type generated:
“Quoting xIsx has been generated in a separate Excel window.”

SCIT no longer clears data for Gender if space is copied/pasted or mapped
into tool for “M “ or “F “. Space is removed and Gender retained.

SCIT automatically converts First Name and Last Name to Proper Case during
validation.

User can manually enter “Coverage Type” in addition to using the dropdown
menu.

Added code to turn off “AutoSave”. The AutoSave events caused contention
with SCIT file due to macros. The issue was isolated to naming conventions
used when generating output files.




Steps for Entering a Group Census

. Open SCIT and save under the group’s name.

2. Complete Census Tool Setup Form.

3. Enter data in the Census Template tab.

4. If the Census is provided on a separate
spreadsheet, click Map Census button
on the Setup Form or Click Green
button to enter data. Click Auto Fill button to
systematically default a value for select
columns as needed.

5. Click File Save to validate data.

6. An Error List will be generated.

7. Upon successful validation, SCIT is

ready to be uploaded in Group Sales tool or

extract can be generated for automation.

8. Enter Census for the next group. A \ \
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Small Group Quoting Census Template
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Open SCIT and Save Under Group Name

! SECURITY WARNING Macros have been disabled. Enable Content

Import Census Template

Census Template Setup Form

Step 1: Please Make a Selection

Market Segment: . = Required: Please select a value,

Quoting or Enroliment: WE«# R -

Division: c Please enter the Group Name. Census template [T oKk I
_Gance |

will be saved under this group name along with
date and time stamp,

Pleaze DO NOT enter space or special characters,

oo ABL

CensusimportV5_Apr5 {002)-GroupABC 04-05-2018 2018-04-05-11-11dsm - Exce

Insert Page Layout Formulas Data Review View Q Tell me what you want to do

Calibri 4 -

g B LU -r A &

pard T Font Alignment Number Styles

tSeg X Je

A 3 C D £
Import Census Template

Census Template Setup Form

@ Step 1: Please Make a Selection

Market Segment:

Required: Please select a value.

Quoting or Enroliment: Required: Please select a value,

Division: Required: Please select a vaiue,
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From Excel menu, select File Open. Go to the folder
where SCIT is saved, select SCIT and click Open.

On File Open, click Enable Content button. Skip this step
if macros are enabled through File Options menu. Please
refer to Enable Macros in Appendix for instructions.

In the pop-up box, type in the Group Name and click OK.

- Do not include spaces or any special characters.
Select a Folder to save the group’s Census and click OK.

The file is saved under the group’s name along with the
date and time stamp.

- Original SCIT file stays intact and is not overwritten.

Setup Form Step 1 will display. Once the fields for Step 1
have been completed, the remaining form displays.




Complete Setup Form

Import Census Template
Setup Form

Step 1 Please Make a Selection
Market Segment: SMALL GROUP (2-50)

Quoting or Enrollment: QUOTING

Division:

(F)

Help Tab

Click Green button for Census Data Entry G Map Census |

Please Mote:

- Census template columns will display/hide
Go To Census Template

for Data Entry

based on selections made on this Setup Form.

- Returning to this tab hides Census Template tab
and does not overwrite census data.

- If the Group has provided source census on a separate
Excel file, click Map Census to copy source data into thel

census template.

i : . Louerige ype H .
Last Name (Case Sensitive) Hirst Name R(i‘:\t\:wmr:‘ell Cf{i,ldee L bos [fo{,l‘ll:\::HZ\T ﬁ'\ee State Code fedzs L) dnwal Life Class i Code (8B
(case sensitive) | ' °"TEPUE o (mmjddjpyy) |20 TER TS| S| gy sdary | feCEs o)
instructions) instructions)
® ® © ®| 0 ® ® | @ | 0 0| ©

Employes -
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Select a Market Segment: SMALL GROUP
Select QUOTING.
Select a Division from drop-down list.

Click Map Census if you have received Census from
the group on a separate spreadsheet (Source). This
feature will enable you to copy and map the Source
columns to the Census Template columns. After
columns are mapped, data will be copied over to the
Census Template systematically per the mapping.

Click the Green Button to navigate to the quoting
Census Template for manual data entry.

Click the Help File tab for information on detailed
specifications on the Template columns.

Click the Auto Fill button to systematically populate
information for select columns.




Help Information

Relationship Code
(followe Help file

Arst Hame
[Case Sensitive)

instructions)
@y ®

A.  Clicking Help Icon will move the cursor to that exact
Column in the Help Tab.

Example: Clicking Help icon in the First Name header will
move the cursor to the First Name row of the Help Tab.

N
Employvee
. . . . Maximum
Field|Name Formatting Specifications S Notes
Permissible Length
Applicable to all divisions
Last Mame Alphabetic, numeric, and special characters 20 Applicable for 1-50 Fully Insured & 10-100 Blue Balanced Funded Guote.
Optional for Employee, Spouse & Dependent.
v Applicable to all divisions
Firzt Mame Alphabetic, numeric, and special characters 20 Applicable for 1-50 Fully Insured & 10-100 Blue Balanced Funded Guote.
Optional for Employee, Spouse & Dependent.

Step 1: Please Make a Selection
fdarket Segment: SMALL GROUP  (2-50)

Quoting or Enrullment:lQUOTING

Division: IL

Version: 2018.1

Click Green button for Census Data Entry Map Census | Help Tab '

Please Mote:

T s PO DETIS, TTOTTET IS, ST S Tl ST e

Fip Code (BBF Only) |Mumeric characters only

- v

| Group Information | Quoting Census Template Quoting Help File

—
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Clicking Help Tab will navigate to the Help File
worksheet. Help File worksheet has detailed
specifications for all the Template columns.




Small Group Quoting Enter Data

®

Eirst Mame

A5 Name (Cate Sendlbive)] {Case Sensitive) ol ow Help file e {fallow Help file Life Class
nstructions) nsbructions) fialy]
0 @ @ @ @
J @ Employee

A. Column headers are Read Only. Columns cannot be deleted or moved.

B. Row #2 Relationship Code value defaults to Employee. Please do not change this value.
C. Beginning with Row #3, rows can be inserted or deleted as needed.

D. The entire cell is highlighted in [l for required columns. The entire cell is highlighted in yellow when there is a data
mismatch. For DOB column overage dependents, 26 and over, will be highlighted in [JllBl§ and 65 and over age
group will be highlighted in Gf€€R for information purposes.

E. When you type in a value and click Enter:

« If the value is invalid, an error message displays with Retry, Cancel and Help buttons.
* Retry returns you to the typed-in value for editing and Cancel wipes out the typed-in value and returns you to the cell.

F. Values can be copied and pasted onto the Census columns.

NOTE: Paste copied data as values to avoid overwriting Excel formatting via Paste Special.

« If copying data from an external source, please make sure that the source column format matches the format of the corresponding import
Census Template column.
« If copy/pasting data from an external source causes cells to lock in SCIT, click File Save to unlock them.

G. Help icons are available below the header name of each column. Please refer to the Help Information slide for details.

H. Auto Fill icons are available in the header for select columns.
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Small Group Quoting Map Census Feature

Step 1: Please Make a Selection

harket Segment: SMALL GROUP

A. Click Map Census if you have Census on a separate
spreadsheet from the group.

{2-50)

Quoting or Enrollment:|QUOTING -

B. Source Census From the Group worksheet (tab)

Division: IL i i [
Ivision displays along with Instruction's box.

Click Green button for Census Data Entry Help Tab |

C. Copy and paste Census information from Source

Please MWaote:

spreadsheet to this worksheet.
Kelatromd (o m ﬁ NOTE: Paste copied data as values to avoid overwriting

fiast Name B | Rlode (on Excel formatting via Paste Special.

(Case Meme | (fofiow (GeaderiM| 0, | (oflow | State [Sctieeil! Acousl Unlode .
semtnel| 1635 | Meotie | orm U meiptie | Code | Ouhd | Saleey T — Make sure there is only one header row.
Senstiwe) | matructe SO
@ : — Header row and data should not have merged
Smah o Empoyee 60534
I Socute cells.
$mih lhny  Owpendent X/ — Make sure there are no blank rows or columns in

Sth  Sosnne  Dependent between the data.

Smith  Jen Impioyee 1) Copy and paste the entire census from Group's spreadsheet in

Williams  Sam Sooute Source Census from The Group tab, . .

Williass Sash  Desendent z:r;‘omfn:l&-r;;d&mlhm Sourcr (il shoukd be open D. Click Yes to proceed to Census Mapping tab after
n 2 it Census . .

Willams Shewn  Dependent R T i pasting the Source Census.

Willams  Sage Deperdent Header row and data should not have merged colls

foderson hasts  Employee Sahe sure there re 0 baak rows/ cobumas Is betwean the data. E. Click Cancel to skip Map Census feature and go to

e s 2) Cick Yes to proceed to Consus Mapping tab, the Census Template'

Or Click Canced to skip this step and go to Census Template tab,

e A g i NOTE: If using mapping feature more than once:

a) frase existing consus on the SourceSsnsus from lhobmnéh

b) Repeat Steps 1 and 2 Isted abov
b o

i. Delete the existing Census on the source Census
from the group tab.

ii. Repeat Steps C and D above.
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Small Group Quoting Mapping Census, Continued

Source Census

Small Group Quoting Map Group's SOUrce | coumn terter

Import Census Template Census Columns (For Mapping Source Columns to Census Template Columns

Inf ti
Columns (select from drop down list) . D(;::}mn

Last Name (Case Sensitive) First Name(Case Sensitive) B
A Column A has column headers from the Census Template tab.
First Name . Column B has a drop down list with values which are column headers from the source file.
- Last Mame (Case Sensitive) A
(Case Sensitive) Column Cis for informational purpose onl G
- C M d
Relationship Code *™ Relationship Code(follow H C Steps for Mapping: e Cancel
P Columns

LES Gender (M orF B D

Gender (Mor F) ( ) ( 1) In Column B, select a value from the drop down list that corresponds to the value in Column A.

DOB (mm/dd/yyyy) DOB (mm/dd/yyyy) E Note: Census Template Columns with a drop down list are denoted by pRL

. If columns with DDL are mapped, the value on the source file must match the values in the drop down list.

On the Census Template, File Save data validation will erase values which do not match the drop down list.
State Code ™ state Code G If mapping multiple times, Column B values will be stored from previous time. Column B values which do not match the Source
Census Header will be highlighted in Yellow. Please update Column B values as needed for the current mapping.

Coverage Type ™™ Coverage Type(follow Help F

Retiree (Il Only) "™ Retiree (IL Only) H 2) Click Copy Mapped Columns button to copy the mapped source columns systematically to Census Template tab.
Annual Salary Annual Salary 1 3) Click Cancel button to skip the mapping and go to Census Template tab to enter census.

A. Census Mapping tab displays.
— Column A displays column headers from the Small Group Quoting Template.
— Column B has a drop-down list with values, which are column headers from the source file.
— Column C is for information only.
— Instructions display to the right.

B. In Column B, select a value from the drop-down list that corresponds to the value in Column A.

C. Click the Copy Mapped Columns button to copy the mapped source columns systematically
to the Census Template tab.

D. Click the Cancel button to skip the mapping and go to Census Template tab to enter Census.
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Small Group Quoting Copy Mapped

m A. When the Copy Mapped Columns button is
1) In Column B, select a value from the drop down list that corresponds to the value in Column A. CI ICked and data eXIStS On the Ce nSUS

ot It b b Template, a Warning message displays.

If columns -- S ey W — e drop down list.
On the Impg e drop down list.
If mapping multiple Data exists in the census template. Proceeding with mapping will WIPE QUT all umn B that do not match . . .
the Source Censy | the data. current mapping. B I k Y t d th
poing . Click Yes to proceed with mapping.
2) Click Copy Mapped| | Yes - Proceed with mapping; any existing census data in the template will be Census Template tab.
WIPED OUT and census information will be copied over to the template from the

Source tab per mapping.
3) Click Cancel button P Fring

e Note: Any existing Census data in the Census

e et e s e Template will be WIPED OUT and Census information
will be copied over to the Template from the Source
tab per mapping.

— Data from the Source tab gets copied over to the
Census Template tab per mapped columns.

o C. Census Template displays with mapped
e | e [ER00 ||| e el | s | | Census data. Complete rest of the Census
Case Sensitive) | (Case Sensitive) [ffrilsnt:zzl;‘;zlj‘e (M or F)| (mmjdd/yyyy] [f‘u;\su;\;EH:IUan]Ie Stte Code Onl Salary L O Only) da.ta entl’y
0] O 0 | @ ® 6) ® 0 o @ .
: D. Click No to return to the Census Template
Smith Employee Mo Gy F I b 60526 ) ) o )
@ it S P osoyen without mapping. Existing data will not be
Iohnny Smith Dependent M 04/08/1999 . . .
T S NAR overwritten and will remain unchanged.
Ien Smith Employee Mgy E L N 60523
Sam Williams Spouse F 04/05/1983
Sarah Williams Dependent M 08/04/1397
Shawn Williams Dependent F 09/04/1939
Sage Williams Dependent M 06/05/2001
Justus Anderson Emplayee F 03/01/1979 3] IL N 02365
Justing Anderson Spouse F 06/04/1981
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Small Group Quoting File Save Validation/Error List

Data Validation: [ >< ]

Is data entry completed for this census?

Yes - Saves the file and walidates data for errors.
Mo - Just saves the file,

(B} Yes I

Please Note:

Census validation is complete and some values may have been autopopulated.
Please note errors have been found.

Please review the error list and update census data as needed.

® - |

70\

In Cell Error Description k )

| C7 Relationship Code isTEquired.

| D8 Gender is required for Employee, Spouse and Dependent(s).
|E8 Date of Birth is required for Employee, Spouse and Dependent(s).
c3 Relationship Code is required.

||D10 Gender is required for Employee, Spouse and Dependent(s).

||E10 Date of Birth is required for Employee, Spouse and Dependent(s).
D11 Gender is required for Employee, Spouse and Dependent(s).

[E11 Date of Birth is required for Employee, Spouse and Dependent(s).
| D12 Gender is required for Employee, Spouse and Dependent(s).

|E12 Date of Birth is required for Employee, Spouse and Dependent(s).
|C13 Relationship Code is required.

| D14 Gender is required for Employee, Spouse and Dependent(s).

El4 Date of Birth is required for Employee, Spouse and Dependent(s).

M Quoting Census Template . Quoting Help Fle | Error List

®

| Serplllark |
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A.

Click File Save. Data Validation box displays.

Click Yes to proceed with validation, generate an error
list if there are errors.

— File is saved.
— Data will be validated.
— An error list is generated if there are errors.

Click No to save the file and bypass validation.

Message box displays if errors are found. Click OK to
navigate to Error List tab to review the errors.

The Error List tab will display:

— In Cell column — specifies the cell location of the error.

— Error Description column — specifies the column and the nature of the
error.

To update the values, click the Quoting Census
Template tab.

You can toggle between the Error List and Census Template tabs.

Once you have corrected any errors, validate data again by
clicking File Save. Select Yes in the Is Data Entry Complete?
message box.




Small Group Quoting Successful Validation

[(Generate Quating rie AN, A. Upon successful validation, Generate

(A Quoting File message displays.

Census validation is complete. Mo errors have been found.

Do you want to generate Quoting file for import? B C“Ck YeS tO generate the flle

Yes - Proceed & generate xlsx file; File will display in a separate Excel window
Mo - Cancel and return to the template

C. Anew file with Census data is
generated with date and time stamp
in a separate excel window. Use this
file to import Census in the Small
Group & Middle Market Quoting tool.

[ Coversse| — A confirmation message displays
Last First | ip Code DOB. Type _ . .
Bame. | Mame | [folow |Gender| gy, (llow |Stte Rethee (L Annual) o | ZocCode after the file is generated.
- |- : vl : N
e i — The generated file is stored in the
63‘3::::& : 'Wﬁ” — same folder as SCIT.
— If generating a quoting file multiple
Quoting file has been generated with xlsx file extension in a separate Excel . . .
window. times, a new file is created each
Please use the Quoting file with xlsx file extension to uplead in Quoting Teol. tlme Wlth the neW date and tlme

stamp. Previous files are not
overwritten.
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Small Group Enrollment Census
Template
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Open SCIT and Save Under Group Name

1 SECURITY WARMNING Macros have been disabled. Enable Content

R
B)

Import Census Template

Census Template Setup Form

Step 1: Please Make a Selection

Market Segment: Required: Please select a value.

Quoting or Enroliment: o — e

Division: | Prease enter the Group Name. Census template [ ox l
will be saved under this group name along with
| date and time stamp. Carcal

| Plesse DO NOT enter space or special characters,

e

@ 0D &R’

rormulas Data Review View

Insert Page Layout

Calibn “l14 -

(3
.

.
i

ard Fort Alignment Number Styles

Seg  ~ b

A B C D E
Import Census Template

Census Template Setup Form

Version: 2u1s.1

Market Segment: Required: Please select a value.

Quoting or Enrollment: Required: Please select a value.

Division: Required: Please select a value,

SMART Census IMPORT TOOL

A.

From Excel menu, select File Open. Go to the
folder where SCIT is saved, select SCIT and
click Open.

On File Open, click Enable Content button.
Skip this step if macros are enabled through
File Options menu. Please refer to Enable
Macros in Appendix for instructions.

In the pop-up box, type in the Group Name
and click OK.

— Do not include spaces or any special characters.

Select a Folder to save the Group’s Census,
and click OK.

The file is saved under the group’s name
along with the date and time stamp.

A. Original SCIT file stays intact and is not
overwritten.

Setup Form Step 1 will display.

— Select a Market Segment: SMALL GROUP
— Select Enrollment

— Select a Division from drop-down list.




Complete Setup Form

Step 2: Enter Group Benefits Information A. Step 2 section displays.

Has Group Selected Health? ¥

Complete the required fields highlighted in red.
HMO Plan? N

— Has Group Selected Health? is defaulted to V.
Plan 1:- Required: Mease enter 7 digit plan code. _ Noteon Hpealth and Dental planS'

Plan 2: Optional: Enter 7 digit plan code as needed.
Plan 3: Optional: Enter 7 digit plan code as needed, « SCIT only valldates.that a 7-digit plan code hgs been entered. It
land: ) B does not check against the Small Group & Middle Market
Plan 4: 4 Optional: Enter 7 digit plan code as needed. Enroliment Tool to validate that an eligible Plan code has been
Plan 5: Optional: Enter 7 digit plan code as needed. entered.
Plan 6: Optional: Enter 7 digit plan cod ded. .
‘3 = = * When Plan codes are changed in the Setup Form, the old codes
Has Group Selected Dental? Required: Please select a value. will be highlighted in yellow in the Import Census Template tab.
Plan1:
plan 2: C. Setup Form values are used to:
Has Group Selected Life? [ I reovired: Please select a value. — display/hide Census columns in the Import Census Template tab.
Is Life or STD @ — display drop down values for some columns are based on Division.
Salary Based?

D. Click Map Census if you received the Census from the
group on a separate spreadsheet (Source). This feature will
enable you to copy and map the Source columns to the
Template columns. After columns are mapped, data will be
copied over to the Census Template systematically per the

Help Tab .

Click Green button for Census Data Entry Map Census |

(E)

Go To Census Template
for Data Entry

Please Note:

- Census template columns will display/hide
based on selections made on this Setup Form.

- Returning to this tab hides Census Template tab

and does not averwrite census data, mapping.
(F) GO emon E. Click the Green Button to navigate to the quoting Census
1 E R 1y - Please click this button for displaying all census columns
AFTER census data has been entered. Template for manual data entry'

F.  Click the Help Tab for information on detailed specifications
on the Template columns.

G. Click Blue Button to display all Census columns on the
Census Template.
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Small Group Enrollment Map Census

Click Green button for Census Data Entry Map Census | Help Tab

Please Note:

and does not overwrite census data.

SMART Census IMPORT TOOL

. - - Census template columns will display/hide
e e mp based on selections made on this Setup Form B
for Data Entry P ’ '
- Returning to this tab hides Census Template tab

Jati Type of "
Last Name T . L Gender Dajcenf Enrollmen| State Retiree FIIE Life Class =
Name ip Birth & Salary Home Zip
Smith John Employee F ==z==zz==z EF IL N 960000 60456
Smith Emily Spouse M M
Smi@:sz Dependent F SEREEEEIS
Smitl ack Dependent M g
Van Emily Employee ] Hit EQ IL N 645854 60456
| | | I | | | |
_l Instructicns g I
1) Copy and paste the entire census from Group's spreadsheet in
Source Census From The Group tab.
--Make sure there is only 1 header row.
--Header row and data should not have merged cells.
--Make sure there are no blank rows/ columns in between the data. D
2) Click Yes to proceed to Census Mapping tab.
-- Or Click Cancel to skip this step and go to Census Template tab.
If using mapping feature more than 1 time: E
a) Erase existing census on the Source Census From The Group tab.
b) Repeat Steps 1 and 2 fisted above.
D)

Click Map Census if you have Census on a
separate spreadsheet from the group.

Source Census From the Group worksheet (tab)
displays along with Instruction's box.

Copy and paste Census information from the
Source spreadsheet to this worksheet.

NOTE: Paste copied data as values to avoid
overwriting Excel formatting via Paste Special.

A. Make sure there is only one header row.
B. Header row and data should not have merged cells.

C. Make sure there are no blank rows or columns in
between the data.

Click Yes to proceed to the Census Mapping tab
after pasting the Source Census.

Click Cancel to skip Map Census feature and go
to the Census Template.

NOTE: If using mapping feature more than once:
a) Delete the existing Census on the source Census from

the group tab.

b) Repeat Steps C and D listed above.




Small Group Enrollment Map Census/Copy Mapped, Continued

ACA Small Group Enrollment | Map Group's Sou

Impart Census Template | Census Calumns  [forice Mapping Source Calumns ta Impart Census Template Columns

Columns =

Group Information Columns
Calumn & has columa headers from the Import Census Template.

Helpful Hint: Cick " to the left of s numbers fo expandcallepse rows 2s needed.
Column B has  drop down list with values which are column headers from the source file.

Relatianship Code ™ Relationship

i [ H
g Ve Al Coverage vl Coverage Galumn Cis far informationsl purgase only.
5| e Reson Code ™ WaiveReson B Steps for Mapping: ["m':;!'s’“d cancel
First M 3
] e firstame 1) In Column B, slext & value from the drop down list thet comespandstothevaluein Column A
S Mt middle nital B Wote: Import Template Columns with 2 drop down lst are denotely ™.
o Lasthiame N If:dumnswﬂhDDLarem?ppEd.thew\uE.mt.heszfurueflemu! makch the values in the drog down h:t.
1 (Onthe Import Template, File Save data valick ller miatch the drop down list,
Mame sulfix I mapging multiple times, Column B walues will be stored from previous time. Cells with values in Colurn 8 that do not match
] he Source Census Header will be highlighted in Yellow. Please update selection as needed for the current mapping.
2 Date OF Birth Date Of Birth H 2) Click Copy Mapped Calumns butten to capy the mapped source columins systernatically ta Import Census Templatetab.
| Gender™ Gender G 3 Cl Censis Temg cenais
1 SSH M 1
0 Address 1 Home sddress 1
Address 2
u i
5 W ity ¥
| ™ State s

Column Cis for informational purpose only.

Steps for Mapping: G cu::::,:zed m

1) In Column B, select a value from the drop down list that corresponds to the value in Column A.

Note: Import Template Columns with a drop down list are denoted by oot "
Warning

If columns e o — T
On the Impo

If mapping multiple§ |  Data exsts in the census template. Proceeding with mapping will WIPE OUT all
the Source Censy | the data.

e drop down list.

e drop down list.

umn B that do not match
current mapping.

2] Click Copy Mappgd Yes - Proceed with mapping; any existing census data in the template will be
WIPED QUT and census information will be copied over to the template from the
Source tab per mapping.

Census Template tab.

3) Click Cancel button {|

Mo - Return to census template without mapping; any existing data in the census
will stay intact and will not be wiped out. Information from the Source tab will

MNOT be copied over to the template.
#
D - - (E
v N
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A. Census Mapping tab displays.

— Column A displays column headers from the Small
Group
Enroliment Template.

— Column B has a drop-down list with values which are
column headers from the source file.

— Column C is for information purpose only.
— Instructions display to the right.

B. In Column B select a value from the drop-down list that
corresponds to the value in Column A.

C. Click the Copy Mapped Columns button to copy the
mapped source columns systematically to the tab.

— Click the Cancel button to skip the mapping and go to
Census Template tab to enter Census.

D. Click Yes to proceed with mapping. If data exists on the
Census Template, a Warning message displays.
Note: Any existing Census data in the Census Template
will be WIPED OUT and the Census information will be
copied over to the Template from the Source tab per
mapping.
— Mapped data is systematically copied over to the Census

Template.

— Complete Census entry as needed.

E. Click No to return to the Census Template without mapping.
Existing data will not be overwritten and will remain
unchanged.




Small Group Enrollment Enter Census Data

General Information
Waive Al Nid Nam|  ote of Stat| Zip | Home/Cell | Business
Relationship Code Waive Reason Code First Name . Last Name B ) Gender 35N Address 1 PAddress 2 City v Email Addrd
Coverage Init Birth e | Code Phone Phone
Suffix
0] (0) @ ® @ ® @ @ ® 0] ® @ ® 0| ® ® 0] @

Employee

Clicking the Green Button on the Setup Form navigates to
the Census Template tab.

A. Column headers are Read Only. Columns cannot be deleted or
moved.

B. Columns display/hide, and some drop-down list values, are
determined by Setup Form values.
Please see Reference Table 1.

C. Row #3 Relationship Code value is defaulted to Employee.
Please do not change this value.

D.  Starting from Row #3, rows can be Inserted or Deleted
as needed.

E.  The entire cell is highlighted in [lll for required columns. The
entire cell is highlighted in yellow when there is a data mismatch.
For DOB column overage dependents, 26 and over, are
highlighted in [JllBI€ and 65 and over age group are highlighted in
GFEen for information purposes.

SMART Census IMPORT TOOL

F.

H.

When you type in a value and click Enter:

— If the value is invalid, an error message displays with Retry,
Cancel and Help buttons.

— Retry returns you to the typed-in value for editing and Cancel
wipes out the typed-in value and returns you to the cell.

Values can be copied and pasted as needed onto the Census
columns.

NOTE: Paste copied data as values to avoid overwriting Excel
formatting via Paste Special.

— If copying data from an external source, please make sure
that the source column format matches the format of
the corresponding import Census Template column.

— If copy/pasting data from an external source causes cells to
lock in SCIT, click File Save to unlock the cells.

Help icons are available below the header name of each column.
Please refer to the Help Information slide for details.

Auto Fill icons are available in the header for select columns.




Small Group Enrollment Enter Census Data, Continued

. For Employment Status and Medicare Eligible — If the source SSN value has dashes, paste into SCIT as is. These
. . . values will be highlighted in yellow. On File Save validation,
columns, the cell value drives the display/hide dashes will be removed systematically.
behavior of the corresponding dependent

data columns. L. Extended ZIP Codes
— When you enter COBRA as the value in the Employment Status — If source has extended ZIP Codes, paste in SCIT as is. These
cell, additional COBRA columns will become available for values will be highlighted in yellow and on File Save validation,
completion. Similarly, entering IL Cont as the value will cause only the first 5 numbers of the ZIP Code will be saved.

IL Continuee columns to display for completion.

_ _ . _ _ M. Date values
— Avalue of Y in the Medicare Eligible cell will cause Medicare

columns to display. — While typing dates include “/”
— Please refer to Reference Table 2 in the Appendix. — If the date format in the source file is formatted with a different
date format than MM/DD/YYYY, you can still copy and paste it
J. Returning to the Group Information tab hides into SCIT as is. The date will be reformatted systematically to
all other tabs: Import Census Template tab, MM/DD/YYYY when you click File Save.
Error List tab and ACA Help tab N. Text values
— Toreturn to, and display the Import Census Template tab, — If source values are longer than the expected length, they are
click the Green button. truncated systematically when you click File Save.

— To return to, and display the Error List tab, click Green button
and click File Save.

— Toreturnto, and display the ACA Help tab, click the Help tab button.

K. SSN — Leading zeros & dashes

— Be sure to type leading zeros, if applicable.

— When copying/pasting, make sure source data has leading zeros.
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Small Group Enrollment Data Validation

Data Validation: =l Once data entry is complete, click File Save to validate
the Census data. A pop-up box will display: Is data entry
completed for this Census? with Yes and No buttons.

Is data entry completed for this census?

Yes - Saves the file and walidates data for errors,
Mo - Just sawes the file.

A. Click No if you want to save existing data and return to complete
@ the Census entry later. Note: validation rules do not run.
<Bﬂ Ves | e | B. Click Yes if Census entries are complete.
i. Existing data is saved.

Please Note: x|
r Validation in Progress. ii. If values are blank in columns where the Auto Populate feature is
I8 available, a default value will be entered systematically.
59 Message aute closes after validation is done.
an Thank you for your patience! iii. Final validation rules will run.

LU 'mport Census Template iv. Validation In Progress indicators will display.

Validation in Progress,

» Excel Status bar (bottom left corner).
 Validation in Progress pop-up box.

Please Note: Ell
v. After the validation rules finish running, if there are any errors, a

Census data validation is complete and some values may have been message box displays indicating that errors have been found. Click OK.

autopopulated. Mo errors have been found.

) vi. Error List tab displays errors.
Please verify census data and update any autopopulated values as needed.

I you update any values, please click File Save and validate data again. vii. If no errors are found, confirmation box displays and Census can be

If there are no further data changes then Census is ready to be uploaded into ACA Imported into Small Group & Middle Market Enroliment Tool.

Enrellment Tool.
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Small Group Enrollment Error List

In Cell_Error Description @ Upon File Save validation, errors will be displayed
|C7 Relationship Code is required. in the Error LISt ta.b.

|D3 Gender is required for Employee, Spouse and Dependent(s).

|E8 Date of Birth is required for Employee, Spouse and Dependent(s).
|C3 Relationship Code is required.

| D10 Gender is required for Employee, Spouse and Dependent(s).

|[ELO Date of Birth is required for Employee, Spouse and Dependent(s).
| D11 Gender is required for Employee, Spouse and Dependent(s).

[E11 Date of Birth is required for Employee, Spouse and Dependent(s).
|D12 Gender is required for Employee, Spouse and Dependent(s).

|E12 Date of Birth is required for Employee, Spouse and Dependent(s). . .
13 Relationship Code s required. B. To update the values, click the Quoting Census

| D14 Gender is required for Employee, Spouse and Dependent(s). Template tab. Change the yalues as needed. You can
|E14 Date of Birth is required for Employee, Spouse and Dependent(s). toggle between the Error List and Census Template
tabs.

A. Error List tab will display:
— In Cell column — specifies the cell location of the error.

— Error Description column — specifies the column and
the nature of the error.

Once you have corrected any errors, validate data
again by clicking File Save. Select Yes in the Is
Data Entry Complete? message box.
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On Successful Validation, Upload SCIT

Into Small Group & Middle Market Enrollment Tool

TV =

@

Account Information Additional Information Plan Selactions Member Census Rates Arcount Summary Release for Enrollment]

Import Census

Download the Census Import Template er view 2n example of 2 formatted import file. Please refer to the Help file for additional details regarding the Impert Census spreadshset.

1i. Click on the Census Import Template link and Save the file on your deskrop.

2. Open saved Census Import Template, from the saved location, and selzct the 2ppropriate Division from the drop down options. Click Continue.
3. Sawve to your desktop.

4, The Census Import Template is now ready te input the census information.

Select File to upload: |C:\Users\U344541\Des| Browse... |

A census already exists. Do you wish to overwrite or append to the existing census?

®) Owerwrite - This option will replace previously entered census information.
=
) Append - This eptien will add to existing census infermation

In SCIT, once Census data is validated and no When the Import Census pops up, click Browse.

errors are found, the Census is ready to be
uploaded into Small Group & Middle Market
Enroliment Tool.

Navigate to the folder that has SCIT with the group’s filename.
Select the file and click Open.

Filename displays in the Select File to upload box

@ m m o 0O

Overwrite existing Census information is selected by default.
If needed, select Append radio button to add to
A. Inthe Small Group & Middle Market Enrollment Tool, navigate to existing Census information.

the Group’s Member Census page.

The upload steps have not changed.

H. Click the Load File button.
B. Click the Import Census button.
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Middle Market Quoting Census Template

SMART Census IMPORT TOOL



Open SCIT and Save Under Group Name

I SECURITY WARNING Macros have been disabled. (B) Enable Content

Tmport Census Template

Census Template Setup Form

Step 1: Please Make a Selection
Market Segment:

Required: Please select a value,

Quoting or Enrollment: ‘Microsoft - S

Please enter the Group Name. Census ternplate T oK I
will be saved under this group name along with
Cancal

date and time stamp,

Pleaze DO NOT enter space or special characters,

‘. [GooARC

=D &R CensusimportV5_AprS (002)-GroupABC 04-05-2018 2018-04-05-11-11adsm - E

2 ~
Review View V' Tell me what you want to do

Insert Page Layout Formulas Data

Calibri « |14

LA
&

ard T Font Alignment Number Styles

A B C i D £
Import Census Template

Census Template Setup Form

Step 1: Please Make a Selection
Market Segment:

Required: Please select a value.

v

Quoting or Enroliment: Required: Please select a value.

Division: Required: Please select a value,

SMART Census IMPORT TOOL

From Excel menu, select File Open.
Go to the folder where SCIT is saved,
select SCIT and click Open.

On File Open, click Enable Content button.
Skip this step if macros are enabled through
File Options menu. Please refer to Enable
Macros in Appendix for instructions.

In the pop-up box, type in the Group Name
and click OK. Please do not include spaces or
any special characters.

- Do not include spaces or any special characters.

. Select a Folder to save the Group’s Census

and click OK.

. The file is saved under the group’s name

along with the date and time stamp. Original
SCIT file stays intact and is not overwritten.

Setup Form Step 1 will display.




Complete Setup Form

Tmport Census Template

Census Template Setup Form

Step 1: Plaase Make a Selection
arket Segment: MID MARKET

nting or Enrollment: QUOTING -

(51-150)

ivision: IL

Click Green button for Census Data Entry Help Tab |

~ Please Note:

- Census template columns will display/hide
based on selections made on this Setup Form.

- Returning to this tab hides Census Template tab

and does not ovenwrite census data.

Go To Census Template
for Data Entry

- Ifthe Group has provided source census on a separate
Excel file, click Map Census to copy source data into the
census template,

SMART Census IMPORT TOOL

Select a Market Segment: MID MARKET
Select QUOTING
Select a Division from drop-down list.

Click Map Census if you have received the
Census from the group on a separate
spreadsheet (Source). This feature will enable
you to copy and map the Source columns to
the Template columns. After columns are
mapped, data will be copied over to the
Census Template systematically per the

mapping.

Click the Green Button to navigate to the
guoting Census Template for manual data
entry.

Click the Help Tab for information on detailed
specifications on the Template columns.




Middle Market Quoting Mapping Census

SMART Census IMPORT TOOL

® B & B 6B a8
FILL
: . Coverage Type Zip Code | Medicare .
Last Name (Case Sensitive) | First Name (Case Sensitive) REI%IanShlp ,Ej[:d’fB ﬁlend’e:r (follow Help file Statﬁ_ };HT“EI {only & Primary F\?,EWENE Life Class
oae LRIl IR, instructions) (e.g.1L) aary digits) | (Y, N or U) (it
@ @ ® ® @ ® @ @ © @ ® 6)
|Smith Jack Employee 01/01/1990 0l EF IL 80515 N N All Active Full Time
|Smith Jane Spouse 01/02/1991 F 60515
|Smith loe Dependent  01/01/1999 M 50515
|Williams Jack @ Instructions [== ] |0515 N N All Active Full Time
Williams Jane ) ) 0515
9 1) Copy and paste the entire census from Group's spreadsheet in
williams loe Source Census From The Group tab. 0515
h --Before copying from Source file, the Source file should be open
along with Smart Census Tool file.
--Make sure there is only 1 header row.
--Header row and data should not have merged cells.
--Make sure there are no blank rows/ columns in between the data.
2) Chick Yes to proceed to Census Mapping tab.
-- Or Click Cancel to skip this step and go to Census Template tab.
If using mapping feature more than 1 time:
a) Erase existing census on the Source Census From The Group t
b) Repeat Steps 1 and 2 listed above
(B,
A. Copy Census information from the group Census spreadsheet to mapping Census Template.
— Make sure there is only one header row.
— Header row and data should not have merged cells.
— Make sure there are no blank rows or columns in between the data.
Note: The source Census from the group can be in different column sequence.
B. After information has been pasted, click Yes to proceed to Census Mapping tab.
Click Cancel to skip this step and go to Census Template tab.
D. If using mapping feature more than once:

— Delete the existing Census on the source Census from the group tab.
— Repeat steps 1 and 2 in the instructions pop-up box, above.




Middle Market Quoting Mapping Census/Copy Mapped Columns,

Continued

A. Census Mapping tab displays.
— Column A displays column headers from the Mid

Mid Marxe« Quoting Map Group's Source :':.,.m

Import Census Template Census Columns (For o Mapping Source Columns to Import Census Template Columns .
Columns ks o o v Market Quoting Enrollment Template.
e | 5| Comahss ot acunc e clon st o e — Column B has a drop-down list with values which are
: =1 column headers from the source file.
7 : — Column C is for information purpose only.
2ip Code 5 p 2) Click Copy Mapped Columns button to copy the mapped source columns systematically to Import Census Te«\pla;e m; - I n Stru Ctl O nS d IS p Iay tO th e rlg ht.
= 3) Click Cancel button to skip the mapping and go to Import Census Template tab to enter census.
Medscare Pamary (Y, N, U) °%
(IL and TX Divisions Only)

B. In Column B select a value from the drop-down list that

Column Cis for informational purpose anly. -

Steos for Manpine: G ml corresponds to the value in Column A.

C. Click the Copy Mapped Columns button to copy the
mapped source columns systematically to the Census

Template tab.

1) In Column B, select a value from the drop down list that corresponds to the value in Column A.

Note: Import Template Columns with a drop down list are denoted by oot -
‘Warning

If columns w e s X e drop down list.
On the | drop d list. H H H
”mappi";m“ehi?'gc Data exists in the census template. Proceeding with mapping will WIPE OUT all Uel’lmrgl:h;v;r; f’:ﬁsﬂ match - CIICk the Cancel bUtton to Sklp the mapplng and go to
the Source Censf | - the data current mapping. Census Template tab to enter Census.
2) Click Copy Mapped E;-Egrgiﬁred wdith mappir;g; an}; ex\sti.ll'\lgbcensu.s :ata intthtehteznplatlet\m]ll be " Census Template tab.
s Source tab per mapging. " g D. Click Yes to proceed with mapping. If data exists on the
) Click Cancel button {j| X i
Wil tay intact and wil ot ot wiped ot Inopmtion o theSource tab il Census Template, a Warning message displays.
NOT be copied overto the templte Note: Any existing Census data in the Census Template
@—I (E will be WIPED OUT and the Census information will be
Yes Mo .
{ copied over to the Template from the Source tab per
mapping.
— Mapped data is systematically copied over to the Census
Template.

— Complete Census entry as needed.

E. Click No to return to the Census Template without mapping.

Existing data will not be overwritten and will remain

unchanged.

SMART Census IMPORT TOOL




Middle Market Quoting Census Enter Data

Coverage Type Zip Code | Medicare

Last Name (Case Sensitive) | First Name (Case Sensitive) sy (follow Help file (only & Primary RS Life Class
Code . . iy (Y or N)
instructions) digits) |{Y, N or U)
@ ® ®© ®© @ @ @

Employee

Column headers are Read Only. Columns cannot be deleted or moved.

Row #2 Relationship Code value defaults to Employee. Please do not change this value.

Beginning with Row #2, rows can be inserted or deleted as needed.

o 0 w »

The entire cell is highlighted in [l for required columns. The entire cell is highlighted in yellow when there is a data
mismatch. DOB column coverage dependents, 26 and over, are highlighted in [Jllll§ and 65 and over age group are
highlighted in gf€€R for information purposes.

E. When you type in a value and click Enter:
— If the value is invalid, an error message displays with Retry, Cancel and Help buttons.

— Retry returns you to the typed-in value for editing and Cancel wipes out the typed-in value and returns you to the cell.
F. Values can be copied and pasted onto the Census columns.

NOTE: Paste copied data as values to avoid overwriting Excel formatting via Paste Special.
— If copying data from an external source, please make sure that the source column format matches the format of

the corresponding import Census Template column.
— If copy/pasting data from an external source causes cells to lock in SCIT, click File Save to unlock them.

G. Help icons are available below the header name of each column. Please refer to the Help Information slide for details.

H. Auto Fill icons are available in the header for select columns.
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Generate Middle Market Quoting Files

Generate Files , |

Data Valiation is complete. No errors have been found.

To generate extracts systematically, click the button next to the option needed.

-- A separate file will be generated each time with date and time stamp and
will be stored in the same folder as the census file.

-- Once generated, the extract will be displayed in a separate excel window.

A Generate Quoting File; includes Employee, Spouse and Dependents
- Filename contains "Quoting"

B E Generate Quoting File with Employee only excludes Spouse/Dependents
- Filename contains "SubList"

On successful data validation, Generate Files message box displays. A separate file is generated
with date and time stamp.

A. Click the first option to generate quoting file with subscribers, spouse and dependents.

B. Click the second option to generate quoting file with just subscribers list only.
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Middle Market Quoting File Save Validation/Error List

Data Validation:

Is data entry completed for this census?

“Wes - Sawves the file and walidates data for errors.
Mo - Just sawves the file.

® =1 ©-

\A) =i

Please Mote:

[ = ]

Census validation is complete and some values may have been autopopulated.
Please note errors have been found.

Please review the error list and update census data as needed.

<9> ok |

In Cell Error Description

|7
| D8
 E8
s

| D10
|E10
D11
|E11
| D12
|E12
|c13
|D14
|E14

Relationship Code is required.

Gender is required for Employee, Spouse and Dependent(s).

Date of Birth is required for Employee, Spouse and Dependent(s).
Relationship Code is required.

Gender is required for Employee, Spouse and Dependent(s).

Date of Birth is required for Employee, Spouse and Dependent(s).
Gender is required for Employee, Spouse and Dependent(s).

Date of Birth is required for Employee, Spouse and Dependent(s).
Gender is required for Employee, Spouse and Dependent(s).

Date of Birth is required for Employee, Spouse and Dependent(s).
Relationship Code is required.

Gender is required for Employee, Spouse and Dependent(s).

Date of Birth is required for Employee, Spouse and Dependent(s).

| Group Information | Mid Market Quoting Census

SMART Census IMPORT TOOL

Click File Save. Data Validation box displays.

Click Yes to proceed with validation, auto populate values
and generate an error list if there are errors.
— File is saved.

— Data will be validated.

— Anerror list is generated if there are errors.

. Click No to save the file and bypass validation.

. Message box displays if errors are found. Click OK to

navigate to Error List tab to review the errors.

— On File Save validation, errors will be displayed in the Error List tab.

Error List tab will display:
— In Cell column — specifies the cell location of the error.

—  Error Description column — specifies the column and the nature of the
error.

— To update the values, click the Quoting Census Template tab.
Change the values as needed.

— You can toggle between the Error List and Census Template tabs.

— Once you have corrected any errors, validate data again by clicking
File Save. Select Yes in the Is Data Entry Complete? message box.

Mid Market Quoting Help File Error List




Middle Market Quoting Import File

NOTE:

Zip codes with leading zeros will not import into the Group Sales application correctly.

Users will need to manually enter the leading zeros.

This will be corrected in the next Release.
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Middle Market Enrollment Census
Template
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Open SCIT and Save Under Group Name

A. From Excel menu, select File Open. Go to the

1 SECURITY WARMNING Macros have been disabled. Enable Content .
folder where SCIT is saved, select SCIT and
Import Census Template CIICk Open-
Census Template Setup Form B. On File Open, click Enable Content button.
Step 1: Please Make 3 Selection Skip this step if macros are enabled through
Market Segment: Required: Please select a value. Flle OptlonS menu. Please refer to Enable

Quoting or Enroliment: o — e

Macros in Appendix for instructions.

Division: | Prease enter the Group Name. Census template [ ox l
| will be saved under this group name along with .
i :o'“;’"“’ i, C. In the pop-up box, type in the Group Name
leaze NOT enter e or special characters, .
l oAl o - and click OK.

— Do not include spaces or any special characters.

D. Select a Folder to save the Group’s Census,

Insert Page Layout rormulas Data Review  View

and click OK.
¥ Calibn “l14 - T ‘ v ‘ '
¥ [B7 ‘ : Deas 4 E. Thefileis saved under the group’s name
wd Font Aignment Numbes Styies along with the date and time stamp.
Seg  ~ s A. Original SCIT file stays intact and is not
A B c D E overwritten.

Import Census Template
F. Setup Form Step 1 will display.
— Select a Market Segment: MID MARKET
— Select Enrollment
— Select a Division from drop-down list.

Census Template Setup Form

Market Segment: Required: Please select a value.

Quoting or Enrollment: Required: Please select a value.

Division: Required: Please select a value,
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Complete Setup Form

Step 2: Enter Group Benefits Information Q
Has Group Selected Health? Y

Required: Please select a value.

w0 pian? [N
Plan 1: _ Required: Please enter a plan code.

Plan 2: Optional: Enter a plan code as needed.
Plan 3: Optional: Enter a plan code as needed.
Plan 4: Optional: Enter a plan code as needed.
Plan 5: Optional: Enter a plan code as needed.
Plan 6: Optional: Enter a plan code as needed.
Has Group Selected Dental? _ Required: Please select a value.

Plan 1:

Plan 2: O\

Has Group Selected Life? Y

Click Green button for Census Data Entry

Please Note:

- Census template columns will display/hide
based on selections made on this Setup Form.

- Returning to this tab hides Census Template tab
and does not overwrite census data.

MapCensus.‘ | Help Tab |

Go To Census Template
for Data Entry

L~

G S ATTENTION:
Display All Census - Please click this button for displaying all census columns
Columns AFTER census data has been entered.
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Step 2 section displays.

Complete the required fields highlighted in red.
— Has Group Selected Health? is defaulted to Y.
— Note on Health and Dental plans:

* When Plan codes are changed in Setup Form, the old codes will be
highlighted in yellow in the Census Template tab.

Setup Form values are used to:
— display/hide Census columns in the Census Template tab.
— display drop down values for some columns are based on Division.

Click Map Census if you received the Census from
the group on a separate spreadsheet (Source). This
feature will enable you to copy and map the Source
columns to the Template columns. After columns are
mapped, data will be copied over to the Census
Template systematically per the mapping.

Click the Green Button to navigate to the quoting
Census Template for manual data entry.

Click the Help Tab for information on detailed
specifications on the Template columns.

Click Blue Button to display all Census columns on
the Census Template.




Middle Market Enrollment Map Census

Click Green button for Census Data Entry 1 Help Tab .

Please Note:

. — - Census template columns will display/hide
Go To Census Template . .
based on selections made on this Setup Form.
for Data Entry . : .
- Returning to this tab hides Census Template tab

and does not overwrite census data.

. Type of
Last Name "F:':E Rda::punsh Gender D;t;:f Enrﬂtmen State Retiree Aslm: Life Class E::::’;:
Smith John Employee F =33233533 EF IL N 960000 60456
Smith Emil Spouse M T
Smith @ Dependent F T
Smith Dependent M T
Van Emily Employee M S3Rm3EEEs EC IL N 645854 50456

1) Copy and paste the entire census from Group's spreadsheet in
Source Census From The Group tab.
--Make sure there is only 1 header row.
--Header row and data should not have merged cells.
--Make sure there are no blank rows/ columns in between the data.

2) Click Yes to proceed to Census Mapping tab.
-~ Or Click Cancel to skip this step and go to Census Template tab.

If using mapping feature more than 1 time:
a) Erase existing census on the Source Census From The Group tab.
b) Repeat Steps 1 and 2 listed above.

O Tam=m

] Instructions ﬂ I |
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Click Map Census if you have Census on a
separate spreadsheet from the group.

Source Census From the Group worksheet (tab)
displays along with Instruction's box.

Copy and paste Census information from the
Source spreadsheet to this worksheet.

NOTE: Paste copied data as values to avoid overwriting
Excel formatting via Paste Special.

Make sure there is only one header row.
Header row and data should not have merged cells.

. Make sure there are no blank rows or columns in between
the data.

Click Yes to proceed to the Census Mapping tab
after pasting the Source Census.

Click Cancel to skip Map Census feature and go to
the Census Template.

NOTE: If using mapping feature more than once:
a) Delete the existing Census on the source Census from

the group tab.

b) Repeat steps C and D listed above.




Middle Market Enrollment Map Census/Copy Mapped, Continued

ACA SmaQMid Market

Enrollment
Import Census Template Columns

Group Information Columns

Relationship Code ™™

Map Grok@ce

Census Columns
(select from drop down list)

Relationship code

Source Census
Column Letter
(For Information
)

Waive All Coverage ™

Waive all coverage

Waive Reason Code *™

waives reason code

Mapping Source Columns to Import Census Template Columns

Column A has column headers from the Import Census Template.
Helpful Hint: Click "+/-" to the left of row numbers to expand/collapse rows as needed.
Column B has a drop down list with values which are column headers from the source file.

Copy Mapped
Columns

Column C is for informational purpose only.

Steps for Mapping:

First Name Frist name D

1) In Column B, select a value from the drop down list that corresponds to the value in Column A.
Mid nit Mid Init 3 Note: Census Template Columns with a drop down list are denoted by ™™ .
— Last Name : If columns with DDL are mapped, the value on the source file must match the values in the drop down list.

On the Import Template, File Save data validation will erase values which do not match the drop down list.
Name Suffix Name Suffix e If mapping multiple times, Column B values will be stored from previous time. Column B values which do not match the Source
Census Header will be highlighted in Yellow. Please update Column B values as needed for the current mapping.

Date Of Birth Date of birth H 2) Click Copy Mapped Columns button to copy the mapped source columns systematically to Import Census Template tab.
Gender™" gender ! 3) Click Cancel button to skip the mapping and go to Import Census Template tab to enter census.

Column Cis for informational purpose only.

Steps for Mapping:

1) In Column B, select a value from the drop down list that corresponds to the value in Column A,

Copy Mapped
Columns

e drop down list.

Note: Import Template Columns wi ke
If columns g . ¢
On the Impo

e drop down list.

If mapping multiple
the Source Censf

2) Click Copy Mapped|

3) Click Cancel button {||

Data exists in the census template. Proceeding with mapping will WIPE OUT all
the data.

Yes - Proceed with mapping; any existing census data in the template will be
WIPED OUT and census information will be copied over to the template from the
Source tab per mapping.

No - Return to census template without mapping; any existing data in the census
will stay intact and will not be wiped out. Information from the Source tab will
NOT be copied over to the template.

umn B that do not match
current mapping.

Census Template tab.
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A. Census Mapping tab displays.

— Column A displays column headers from the ACA Small
Group / Mid Market Enrollment Import Census
Template Columns.

— Column B has a drop-down list with values which are
column headers from the source file.

— Column C is for information purpose only.

— Instructions display to the right.

In Column B select a value from the drop-down list that
corresponds to the value in Column A.

Click the Copy Mapped Columns button to copy the

mapped source columns systematically to the Census

Template tab.

— Click the Cancel button to skip the mapping and go to
Census Template tab to enter Census.

Click Yes to proceed with mapping. If data exists on the
Census Template, a Warning message displays.

Note: Any existing Census data in the Census Template

will be WIPED OUT and the Census information will be

copied over to the Template from the Source tab per

mapping.

— Mapped data is systematically copied over to the Census
Template.

— Complete Census entry as needed.

Click No to return to the Census Template without mapping.

Existing data will not be overwritten and will remain

unchanged.




Middle Market Enrollment Enter Census Data

General Information Health Coverage If Yaiving Health Coverage
. _ . y . E . Hrs! Selected ) .
Hel;t:;neshlp [\:‘L T::'ea':g Waive Reason Code | First Name :‘: Last Hame g:;nf.: D;:ZE ] Gender| S5N Address 1 A:Isd;e City State C?:e H;ﬂiﬁe" B;:':::s Email Address | Marital Status E‘Tl;l:a!::‘: Job Title I;':i h':e H;Iaalrt‘h et hé:-::eeﬁeasun H;::L’:;?::‘e
0] @ (6] 0 |® 00 @ 0] 0] 6] 0 |® @ [6] ® 0] ® o] @ Q@ |@ (0] @ 0]
Emplayes
Clicking the Green Button on the Setup Form navigates to G.  Whenyou type in a value and click Enter:
the Census Template tab. — If the value is invalid, an error message displays with Retry,
Cancel and Help buttons.
A. Column headers are Read Only. Columns cannot be deleted or . .
moved. — Retry returns you to the typed-in value for editing and Cancel
] ] ) wipes out the typed-in value and returns you to the cell.
B.  Columns dl_splay/hlde, and some drop-down list values, H.  Values can be copied and pasted as needed onto the Census
are determined by Setup Form values. columns.
Please see Reference Table 1.
. . . NOTE: Paste copied data as values to avoid overwriting Excel formatting via
C. Row #2 Relationship Code value is defaulted to Employee. Please Paste Special.
do not change this value. )
_ — If copying data from an external source, please make sure that
D. Starting from Row #3, rows can be Inserted or Deleted the source column format matches the format of
as needed. the corresponding Census Template column.
E.  ZIP code is required for all employees, spouse and dependents. — If copy/pasting data from an external source causes cells to lock

F. The entire cell is highlighted in [[ll for required columns. The entire
cell is highlighted in yellow when there is a data mismatch. For DOB
column overage dependents, 26 and over, are highlighted in [SlIg
and 65 and over age group are highlighted in Gf€€R for information
purposes.
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in SCIT, click File Save to unlock the cells.

Help icons are available below the header name of each column.
Please refer to the Help Information slide for details.

Auto Fill icons are available in the header for select columns.




Middle Market Enrollment Enter Census Data, Continued

I. For Medicare Eligible column, the cell
value drives the display/hide behavior of

the corresponding dependent data
columns.

— Avalue of Y in the Medicare Eligible cell will cause Medicare
columns to display.

— Please refer to Reference Table 2 in the Appendix.

J. Returning to the Group Information tab
hides all other tabs: Census Template tab,
Error List tab and Help tab

— To return to, and display the Census Template tab, click the
Green button.

— To return to, and display the Error List tab, click Green button
and click File Save.

— To return to, and display the Help tab, click the Help tab button.

K. SSN — Leading zeros & dashes

— Be sure to type leading zeros, if applicable.

— When copying/pasting, make sure source data has leading
zeros.

— If the source SSN value has dashes, paste into SCIT as is.
These values will be highlighted in yellow. On File Save
validation, dashes will be removed systematically.
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L. Extended ZIP Codes

— If source has extended ZIP Codes, paste in SCIT as is. These
values will be highlighted in yellow and on File Save validation,
only the first 5 numbers of the ZIP Code will be saved.

M. Date values
— While typing dates include “/”

— If the date format in the source file is formatted with a
different date format than MM/DD/YYYY, you can still copy
and paste it into SCIT as is. The date will be reformatted
systematically to MM/DD/YYYY when you click File Save.

N. Text values

— If source values are longer than the expected length, they
are truncated systematically when you click File Save.

O. Name Suffix

— If Name Suffix is provided in Last Name, on File Save and Yes
to data validation Name Suffix will be systematically removed
from Last Name and added to the Name Suffix column.

* Applicable Suffix values: Jr, Sr, I, II, lll, IV, V




Middle Market Enrollment Data Validation

Data Validation: =l  Once data entry is complete, click File Save to
validate the Census data. A pop-up box will
display: Is data entry completed for this Census?

Is data entry completed for this census?

Yes - Saves the file and walidates data for errors,

No - Just saves the file. with Yes and No buttons.
v | :ND | A. Click No if you want to save existing data and return to
@l complete the Census entry later. Note: Validation rules
do not run.

] . . .
3; T %] B. Click Yes if Census entries are complete.
39 Validation in Progress. i. Existing data is saved.
40 o
Message auto doses after validation is done. ii. If values are blank in columns where the Auto Populate feature is
available, a default value will be entered systematically.

Thank you for your patience!

Validation in Progress, T
iii. Final validation rules will run.
@ iv. Validation In Progress indicators will display.
In Cell Error Description » Excel Status bar (bottom left corner).
A2 Last Name is required for all Relationship Codes. * Validation in Progress pop-up box.
c2 First Mame is required for all Relationship Codes. ) ) o ) )
12 valid Employment Status is required for Subscriber. v. After the validation rules finish running, if there are any errors, a
K2 Waive Reason Code is required if Subscriber is waiving Health coverage. message box displays indicating that errors have been found. Click
OK.

vi. Error List tab displays errors.

vii. If no errors are found, confirmation box displays and completed

Census can be processed per current business process.
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Successful Validation

Generate Automation File For Mid-Market Enrollment

—
Q Search/Replace
[z} Generate Automation F|Ie| |__|J Generate Billing Category File for 5elected State EU Generate Product Category File for Selected State

Custom Toolbars

) _Important: Before generating the automation file, be sure to
Please Select L= ] run data validation.

A. From Excel Menu bar, click Add-ins option then click Generate
IL Automation File OR

Does the Group cover Domestic Partners?

Ves o use the keyboard key combination Ctrl + Shift + I.

B. Does Group cover Domestic Partners? message box displays
along with Yes or No buttons.

C. If Yes button is selected, in the automation extract any DP (Domestic Partner) Relationship Code
values will be highlighted in Yellow for internal informational use. (New in Version 8)

D. Confirmation box displays after the file has been generated. Click OK button to return to the
Census Template.

E. Generated file will be open in a separate Excel Window and will be stored in the same folder as
the Group’s SCIT file with date and time stamp.

F. If file is generated multiple times, a new file will be generated each time along with date and time
stamp. The prior generated file(s) will not be overwritten.
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Generate Billing Category and Product Category File For
Middle Market Enrollment

E———
o\ Search/Replace
Eﬁ Generate Automation File Eﬁ Generate Billing Category File for Selected State Eﬁ Generate Product Category File for Selected State

@

Custom Toolbars

Note: This extract can be generated as needed.

A. From Excel Menu bar, click Add-ins option then click Generate Billing Category File.
* Aseparate file will be generated that lists enrolling Subscribers with Billing Categories.

B. Confirmation box displays after the file has been generated. Click OK button to return to the
Census Template.

C. Generated file will be open in a separate Excel Window and will be stored in the same folder as
the Group’s SCIT file with date and time stamp.

D. Iffile is generated multiple times, a new file will be generated each time along with date and time
stamp. The prior generated file(s) will not be overwritten.
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Enter Census for the Next Group

To enter Census for the next group, File Close prior group’s open SCIT file. Repeat Steps 1 through 6.

\

6

Generate
Files /
Import

5

3

Complete
Setup Form

Validate
Data and Fix
Errors
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Reporting Issues

For technical issues with the Group Sales
'\\ Tools:

e Contact our ITG Service Center at 888-706-0583

For questions about information in the user
manual or the new SCIT:

e Email SGMM TechSupport@hcsc.com.

* Please include “New Census Template” in the
subject line and attach a screen shot, if possible

SMART Census IMPORT TOOL
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Enable Macros

@ Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Security & more
Save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustworthy Computin
Advanced

Microsoft Bxcel Trust Center
Customize Ribbon
The Trust Center contains security and privacy settings. These settings help keep your
computer secure, We recommend that you do not change these settings.

Trust Center Settings... '

Quick Access Toolbar

Trust Center ;

Trusted Publishers
ke Fublisher Macro Settings

Trusted Locations

Disable all macros without notification
Trusted Documents ) ) o
Disable all macros with notification

Trusted Add-in Catalogs Disable all macros except digitally signed macros

@ ®) Enable all macros (not recommended; potentially dangerous code can run);
Developer Macro Settings

| T

Add-ins

ActiveX Settings

eoto P o VDA oot oot o o]
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* |f Enable Macros is not enabled each time
SCIT is opened, you will need to click the
Enable Content button.

* Once Macros has been enabled the first
time, you will not need to click the Enable
Content button each time SCIT is opened.

A. From Excel menu, select File Options.

B. From Excel’s Options box, select Trust Center
and then click on Trust Center Settings.

C. From Trust Center box, select Macro Settings.
Then, select the checkbox for Enable all
macros.

Please note the warning message on the
snapshot. Once this option is turned on, open
files with macros only from a trusted source.




Auto Fill Feature

(follow Help file

@

will not be overwritten,

Yes - proceed with aute fill.

CONETA0E TYP ot o o A

n STFUC’[IDI‘IS] Auto Fill will systematically default Coverage Type value for an Employee.
Auto fills only if Coverage Type column is blank.
If Coverage Type column has a value, auto fill will be skipped and existing value

Mo - skip the aute fill and return to thete @
Yes I Mo

Auto Fill feature is available for select columns and an E
button will be displayed in the column header.

A. Click Auto Fill. Message box displays with information
regarding the auto fill for the column along with Yes and
No buttons.

B. Click Yes to proceed with auto fill.

| — If the values in the Auto Fill column are blank then a

default value will be systematically populated.

Caoverage Type
(follow Help file
instructions)

o |®

EO

— If there is an existing value in the Auto Fill column then
auto fill will be skipped and existing value will not be
overwritten.

C. Click No to skip auto fill and return to the Template.

Coverage Type values have been auto filled.
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i e —

3| D. Message box displays after auto fill is complete.

Please verify the Coverage Type values and make changes as needed.

® = |

E. Please verify the auto filled values and change these
values as needed.

Note: Coverage Type Auto Fill is used for illustration purpose.




Freeze Panes, Filter and Sort Features

Zoom to

Developer

= HE

ACROBAT

Mew Arrange Freeze

Selection  Window  All

Panes -

Power Pivot Q Tell me what you want to do

Split View Side by Side |
—_ £
i iHide Synchronous Scralling )
Switch
Unhide Reset Window Position | windows ~

&

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection].

Freeze Top Row

Mid
Init

=
=

Keep the top row visible while scrolling through
the rest of the worksheet.
Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet,

| |

Filter

Pick Frem Drop-down List...

Filter by Selected Cell's Value
Filter by Selected Cell's Color
Filter by Selected Cell's Font Color

Filter by Selected Cell's [con

Filter

—

SortAtoZ

TP P

—

Sort Zto A

Put Selected Cell Color On Top
Put Selected Font Color On Top
Put Selected Cell Icon On Top

Custom Sort...
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Freeze Panes as needed to make data
entry easier.

Click the first cell in the range you want to freeze.
From Excel menu select View, then click Freeze Panes.

Rows and columns before the Freeze Pane will be visible
as you scroll through the rest of the columns and/or rows.

To remove, select View, Freeze Panes and Unfreeze Panes.

Filter Census data as needed.

Click in the cell, then right click, and select Filter.
Select a Filter option as needed.
Apply and clear the Filters as needed.

Please note: Even when the Filters are cleared the filter
arrows will display. They will reset systematically, and will
not be displayed after you select File Save.

Sort Census data as needed.

Click in the cell, then right click, and select Sort.
Select Sort option as needed.
Be sure to highlight all the data rows, columns A through BK.

If column/row range is not selected correctly and Sort is
applied, data will become jumbled.

Sort functionality is NOT available on the Error List tab.




Reference Tables: Small Group Enroliment Census Template

Table 1: Based On Setup Form fields, Census columns display/hide

Census Tool Setup Form field Census Template Column(s) Display/Hide

Has Group Selected Health? IS Y Columns AD through AH Display Columns

HMO Plan?is Y Columns Al through AP Display Columns

HMO Plan? Is N Columns Al through AP Hide Columns

Has Group Selected Health? Is N Columns AD through AP Hide Columns

Has Group Selected Dental? Is Y Columns AQ through AU Display Columns

Has Group Selected Dental? Is N Columns AQ through AU Hide Columns

Has Group Selected Life? Is Y Columns AV through BB Display Columns

Has Group Selected Life? Is N Columns AV through BB Hide Columns

Division is IL (only) Column A Relationship Code Display “Civil Union” in drop down

Division is IL (only) Column T Employment Status Display “IL Cont” value in drop down

Division is TX (only) Column T Employment Status Display “TX Cont” and “TX Dependent
Cont” values in drop down

Table 2: Based On a Column’s Cell Value, Census columns display/hide

When cursor is in Column’s Cell and the value is Census Template Columns

Cursor is on Employment Status column cell and value is COBRA COBRA Columns X through Z display
Cursor is on Employment Status column cell and value is IL Cont IL Cont Columns AA through AC display

Cursor is on Medicare Eligible column cell and value is Y Medicare Columns BD through BJ display
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Auto Fill Select Columns Reference Table

Column with Auto Fill Description Available In
Health Coverage Type Auto Fills value of EO/ES/EC/EF based on Spouse and Dependent row(s) following the Available in all
Employee/Subscriber row Templates
State Code Auto Fills value from the Division value entered on the Setup Form SG Quoting
MM Quoting
Retiree (IL Only) IL Division Only: Auto Fills value of N for Employees SG Quoting
Zip Code Auto Fills Zip Code for Spouse and Dependent row(s) with Employee’s Zip Code MM Quoting
Medicare Primary Auto Fills value of N for Employees MM Quoting
Employment Status Auto Fills value of A or Active for Employee MM Quoting
SG Enrollment
Health Coverage (Y/N) Auto Fills value of Y for Employee choosing coverage SG Enrollment
MM Enrollment
Health Plan Auto Fills value of Plan 1 from Setup Form for Employee SG Enroliment
MM Enrollment
Dental Plan Auto Fills value of Plan 1 from Setup Form for Employee SG Enroliment
MM Enrollment
Signature Date Auto Fills value of today’s date for Employee SG Enrollment
MM Enrollment
Employee SSN Auto Fills value for Spouse and Dependent row(s) with Employee’s SSN MM Enrollment
Billing Category and Auto Fills typed in value for Enrolling Subscribers MM Enrollment
Product Category

SG: Small Group (2-50); MM: Mid-Market (51-150)
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