


Welcome to The Business Council
of New York State, Inc. Insurance Fund

For more than 60 years, the Business Council of New York State, Inc. Insurance Fund has been
partnering with employers to provide a comprehensive, competitive and stable employee
benefits package for employees. The long history of stability and high level of local customer
service has allowed the Insurance Fund and the 1,800 insured companies to attract and retain
top employees with these programs. Further, by selecting to participate in the Insurance Fund
programs, employers gain access to the Powerfully Simple EB360® platform for the day to day
management of their benefit programs.

EB360°®, The Business Council of New York State, Inc. Insurance Fund benefits management
platform, allows employers access to ongoing program administration, plan information,
employee information, documents (including proposals, benefit summaries and certificates),
claim forms and ID cards for dental and vision.

EB360° is designed to keep members and insurance brokers informed and in control of the
insurance programs every step along the way:

e Access plan and employee information with your personalized dashboard

e Monitor benefit selections and enrollment in real time

e Pay your monthly premiums

e QOversee your Business Council plans by computer, mobile phone or tablet

This guide will provide instructions for successfully managing your coverages: Life,
Supplemental Life, Dependent Life, Short Term Disability (STD), Long Term Disability (LTD), NY
DBL & PFL, as well as Dental and Vision.

If you have questions, call our
Customer Service Center at 800-692-5483.

"AXA" is the brand name of AXA Equitable Financial Services, LLC and its family of companies, including AXA
Equitable Life Insurance Company (AXA Equitable) (NY, NY), MONY Life Insurance Company of America (AZ stock
company, admin. office: Jersey City, NJ) (MONY America), and AXA Distributors, LLC. All group insurance products
are issued either by AXA Equitable or MONY America, which have sole responsibility for their insurance and
claims-paying obligations. Some products are not available in all states. ‘EB360’ is a service mark of AXA Equitable
Life Insurance Company, New York, NY.
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Accessing EB360°®

1. Open your Google Chrome browser,
2. Goto: https://us.axa.com,

3. Log in using your AXA.com User ID and password.



https://us.axa.com/

Your dashboard is broken down in 7 sections. The following functionality is available to you:
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Current Benefits - view total enrollment by coverage and high-level plans

Manage Enrollments - employees and their coverages can be added, changed or deleted
Billing Summary - view and manage your premiums online

Claims - view any claim activity by line of coverage

Support - BCNY and broker contact information

My Documents - key documents for your Insurance Fund coverages

BCNYS Helpful Links - additional resources for Insurance Fund and BCNYS membership



Enrollment & Administration Platform
o Available for groups that don’t offer online self-service enroliment to their employees
e Accessible from EB360® with no additional login
e Enables these self-service features
0 Initial enrollment setup via a census file upload
0 Post enrollment changes
=  Mass changes via spreadsheet
® [ndividual-level changes and addition of new employees and dependents
O Report generation of:
= Census
= Benefit elections
= Confirmation statements

There are two options for navigating to the Enrollment & Administration Platform:

Option 1: From the menu option in the upper right-hand corner of your dashboard,
select Enrollment & Administration Platform link

Option 2: In the Manage Enroliment” section on your dashboard, select Enrollment &
Administration Platform link.




These links will bring you to the Enrollment & Administration Platform landing page where you can
access the following:

e Plan Details: Displays all products your group is enrolled in, as well as the rates and features
for each product. You can also generate benefit summaries from here.

e Enrollment Actions: Initial and post enrollment changes can be made on employees and
dependents. Users can also access individual employee pages from this section.

e Download a blank enrollment file or a pre-populated demographic and benefits file.

e Reporting: Confirmation statements, census reports and benefit election reports are available
to generate.




Plan Details
Displays the following:

e Your Coverages with BCNYS
e Rates and features for each product
e Generate benefit summaries for each employee from here




Enrollment Actions

Navigating the Enroliment Section: You can always navigate back to your group’s landing page by
simply clicking on the icon in the header. #
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Individual Employee Post-Enrollment Changes

This function will allow you to make changes to active employees or dependents without uploading a
new census file. Changes and additions can be completed on a per person basis.

By selecting Individual Employee Post-Enrollment Changes and clicking next, you will see an employee
listing for your group. Here you can search and update employee and dependent coverage. You can
also add an entirely new employee and dependent coverage.



Option A: Updates to existing employees and dependents

Enroliment & Administration Platform

After clicking on the desired individual, you will be sent to that person’s details page. Here you can
view the current information and submit any changes.




Option B: Add a new employee and coverage

Enroliment & Administration Platform

After clicking the Add Employee link, a form will appear. Fill out all the Required fields and then press
Continue.




A confirmation screen will appear for you to review prior to submitting. Once reviewed, press Submit,
and the new employee record will be created.

After submitting the new employee record, you will be asked if you want to add coverage to the
employee. Pressing Yes will navigate you to the employee’s page with the Add Coverage form opened.

Once the screen appears, select the desired line of coverage. You will want to know ahead of time
what class the employee falls under so the correct coverage can be selected.




Select the Change Reason; note that waiting periods, EOI rules and late entrant rules will apply based
on the Change Reason selected.

Input an Effective Date; note that the system will also determine the correct effective date for the
coverage. It will alert you if it has calculated a different effective date than what you provided.
Effective date is not needed for new hires.

*QOverride calculated benefit amount is only available for some user types.

Initial Census Uploading will be performed by The Business Council Customer Service team; if you
require the upload capabilities, please contact us and we will provide instructions and training for that
function.
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Reporting

1. To access the reporting tool, you will need to select the Reporting box and then click on the

desired report. Within the reporting tool, you will have the ability to generate three different
reports:

e Confirmation Statement
e Census EE Only Report
e Benefit Elections EE Report

2. After the report type has been selected, you will be provided with the following report options

e As of Date — This option allows you to set a specific date and generate any report based
on the information from that date; or,

Reporting Timeframe — This option allows you to run the report for a set period.
e Select employee for report- All of Specific




3. Once the reporting period has been selected, clicking on the Generate button will trigger the
generation of the report. Once the generation is complete, you will receive a notification.
Click on the report name, and it will download the document to your computer.

Report Types

Confirmation Statements - This report will create a zip file, which contains PDF statements for each
employee based on the period selected.

Census EE Only Report — This report will create an excel file, which shows the census data for
employees based on the period selected.

Benefit Elections EE Only Report — This report will create an excel file, which shows all coverages for
employees based on the period selected.




Billing (List Bill)

On your dashboard, you will find Billing Summary.

Click on Invoices & Payments. This will bring you to transactions and includes:

e  Summary of Amount Due broken down by Total Due and Overdue Amount
e Inthe Account History:

0 Invoices are the billing statements

O Receipts are payments made and applied to your account

i
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Each of your bills can be viewed as CSV (Excel) files or PDF.
To remit payment to BCNYS, please note:

e Print the PDF file, detach the coupon and mail it with your payment.
e Pay as billed only. Any adjustments will be reflected in the next month’s bill.
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Billing (Self-Administered Billing)

On your dashboard, you will find Billing Summary.

Click on Invoices & Payments or on the icon. This will bring you to transactions and includes:

e Summary of Amount Due broken down by Total Due and any Overdue Amount
e |nthe Account History:

0 Invoices are the billing statements

O Receipts are payments made and applied to your account
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To create your new billing statement, click on Report Enrollment. You will be asked if you want to copy
the totals from the previous month’s report.

Your invoice is now ready for input and finalization:

You have two options for reporting the headcount and volume totals:
e Option A (preferred) - provide the numbers by billing class
e Option B - if the rates for each line of coverage are the same, you can “aggregate” lives and
volume into one line for each coverage

You can now save your work:

e Save and Close - keeps the statement open to review later
e Save and Submit - locks you bill and becomes a final billing statement
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e You will now be asked to confirm enrollment. This will lock/save your bill.
e Refresh the page.
e Your bill is now ready.

Each of your bills can be viewed as CSV (Excel) files or PDF.

To remit payment to BCNYS, please note:

e Print the PDF file, detach the coupon and mail with your payment.
e Pay as billed only. Any adjustments will be reflected in the next month’s bill.
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Documents

Your important program management documents are included and maintained in the My Documents
folder on your dashboard as follows:

e Enrollment contains the latest Benefit Summaries for all of your AXA Life and Disability
coverages as well as you Benefit Highlight sheets for Ameritas Dental and Vision plans

e Evidence Reports will display a report of EOI status

e Policies and Welcome Kit contains Certificates for all of your benefits plans

e Proposals display all SOLD proposals

e Enrollment and Admin Template can be used for mass employee/enrollment uploads

e (Claim Forms from AXA and Ameritas for their coverages

e |ID Cards for Ameritas Dental and Vision plans

"AXA" is the brand name of AXA Equitable Financial Services, LLC and its family of companies, including AXA
Equitable Life Insurance Company (AXA Equitable) (NY, NY), MONY Life Insurance Company of America (AZ stock
company, admin. office: Jersey City, NJ) (MONY America), and AXA Distributors, LLC. All group insurance products
are issued either by AXA Equitable or MONY America, which have sole responsibility for their insurance and
claims-paying obligations. Some products are not available in all states. ‘EB360’ is a service mark of AXA Equitable
Life Insurance Company, New York, NY.
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