Quick Reference Guide | Automated Funding

Conversion for Brokers

Automated Funding Conversion Process for Brokers

Automated Funding Conversion (AFC) is an enhanced process designed to take routine tasks off
everyone’s plate. This process allows brokers to easily work with quotes that are converted from
Fully Insured to Level Funded. Follow the steps in this guide to complete conversion tasks.
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Get Quote

* You'll receive an email from your Renewal Account Executive (RAE) with an initial Fully
Underwritten Level Funded medical quote based on your Fully Insured renewal group.

+ After evaluating to determine if you want to further explore Level Funded plans for your group, let
your Renewal Account Executive know they should Convert the group and move it into the SAMx
One New Business Dashboard so that you can add LF medical alternates and Specialty lines,
finalize the census and complete conversion paperwork digitally.

* Once the RAE has sent the group to the SAMx One New Business Dashboard, they will email you
to let you know your quote is now available. The email will include the Fully Insured vs Level
Funded comparison guide.

* Log in to UHCeServices. (If you need help getting access and logging, click here.)

* You cannot successfully sign if you are not
logged in on behalf of yourself or on behalf
of the broker assigned to the case you are working on.

is working on
© toraror

1 Working on behalf of:
(PCIS: ]

* Launch SAMx One to view the Quote in the SAMx One New Business Dashboard.
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c Receive Notification / Get Quote Table of Contents

Select Case
* Onthe New Business Dashboard in SAMx One, search for the AFC case by name in

the search box.
+ Click the Company Name link to open the conversion quote or click the three dots to the

left of the name and select View Case.

'JJ United B Show Chat o 9 = Menu

Healthcare

New Business Renewals v

NEW UHG Partner Portal Is available! PR

New Business Dashboard Search Case @D Fetain Dashboard Settings @

Level Funded & Fully Insured Cases

Search Company Name or Case ID Q ‘ = EdtFiters(1) []] Table Settings % Download Vv

Applied Filters:  New Business Case Type () '« X

Results per page | 25 v < 1of1e | >

m Level Funded | Fully Insured
Showing 1 - 25 of 465 results

New Business
Actlons  Company Name Effective Date Location Funding Type Selected Products Eligible Employees Case Progress. e
ase Type

Member Group ID Case Creats

Employer Final Rate Automated Funding 011272026

02/01/2026 LF MD 6

Confirmation In Process Conversion (AFC)
. Employer Final Rate Automated Funding

06/01/2026 LF M 5 03/13/2026
Confirmation In Process Conversion (AFC)
Employer Final Rate Automated Funding B

04/01/2026 LF MDV 4 03/13/2026
Confirmation In Process Conversion (AFC)

Group Overview

Selecting the case brings you to the Group Overview page. Green checks indicate that a section is
complete. Red requires attention. Most fields in each section are prepopulated. Review each
section for completeness.

Click each link to review a section, but first, scroll to the bottom of the Group Overview page to
check email addresses.

New Business Renewals v

® Quoting

Employer Final Rate Confirmation in Process

@ Yourfinal rates are released!
Your rates have been released.

You can now review your plans and move to enroliment
Please click the Checkout button to finalize your group plan selections and confirm rates fo proceed to Enraliment.

If you would like to shop for additional plans, please ciick the Browse Plans link.

Progress Tracker I

& 1. Group Context Review Group Context | @ 2. Group Details Review Group Detalls

& 3. OwnerInformation Review Owner Information | @ 4. Census Information Review Census Information

& 5.Browse Plans Review Browse Plans @ 6 Application Documents Review Application Documents
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9 Check Email Distribution Table of Contents

At the bottom of the Group Overview page, check your email distribution list to make sure your
staff and contacts at the group are correct.

NOTE: All fields must be filled out. For instance, if you enter an email address on one line,
complete the other required lines as well to avoid errors when trying to submit.

Email Distribution Add Contact
Producer General Agent

Sales Rep

6 b

View All 3 Contacts >

e Verify Group Information

Group Context

» From the Group Overview page, click Group Context. Most of the information in Group
Context is locked at this stage because it is pulled over from the Fully Insured renewal
record.

* You can select to add other specialty products to quote here if applicable.

» Use the left panel to go the next step or click the Group Details button in the lower right
corner.

United
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e Verify Group Information Table of Contents

Group Details

You can change: Fee Agreement, Fee Agreement Amount, ISL (Stop Loss), SIC code,
Coordination of Benefits (Plan Primary vs Medicare Primary), Medical Tracking Year,
Domestic Partner Coverage. Affiliations codes cannot be removed but up to four codes can be

added..
United o -
'Jﬂ Healthcare [ = F—— o - b
< Back 10 Group Overview (ir(]lID Dl.'(ilils
:&\ Ploase provide any additic information H possible. All fislds marked with aste ks{ "] are roguired
2=, Paricipation -
* Guoting
Emg ul e
i
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v
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Primary Contact
— =) |
United "
'JJJ Healthcare 1B sthow Chat o 0 = Monu

1t 1o provide bank aceount details.
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e Verify Group Information Table of Contents

Group Changes

Changes that require sending a case back to underwriting are automatically detected by SAMx One.
Review the changes and either click Continue to submit changes or Revert Changes to keep
original.

United
'JJ nglatl%hcale B show Chat 0O

&%

A\ Group Changes Detected

Group Census
*  You can add or remove members and dependents as well as change coverage.
*  You cannot upload a census, but you can download the census to review for accuracy.

*  When finished, click the Plan Shopping button to add or remove plans.

United
'.!JJ H::l:lﬁhca:-e

Add
Employees

Enter a group census
A specilied & optonal

Empiope: Fins m Comtrmadon Change
- Coverage
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o Shop Plans and Additional Lines of Coverage Table of Contents

Shop Plans

* Level Funded alternate plans that closely match the Fully Insured plans are pre-selected, but the
shopping page lists all plans.

»  Shop for Level Funded alternates on medical lines of coverage.
*  Choose plans from a new line of coverage in new Specialty lines.

»  Existing Specialty lines will show and must remain selected for the
Specialty to stay with the medical plan during conversion.

»  Deselecting All Plans will remove existing option as well as shopped options. Do not Deselect All
Plans on existing lines of coverage.

*  You can Generate Proposals and Preview selected plans.

*  Click Checkout when you are satisfied with the Plan Selections.

l United

Healthcare Generate [~ Tre—rm— o Q

Proposal

Shop Plans

Select other
Specialty Lines

Smarch Flars ] Type  Portiolio

Kpplisd Finees @ i s aciuml e

surest A health plan to help you win business, [ Watch the video. %

Pratarrmd
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o Shop Plans and Additional Lines of Coverage Table of Contents

Once you've clicked Checkout, place a check next to the appropriate medical and specialty
plans if selecting others.

* If needed, click Edit Contribution to adjust employer contributions.
» Click Move to Enroliment, if highlighted, in the lower right corner.

+ |f additional steps or documents are required, you'll receive alert messages at the top of the
screen.

B stow Gnat o 0 = Mo Contribution

Medical LF

Estimated PEPM @ Employer Contribution Type

3 @ Percentage (O O
Employes Contrbution Dependent Contribution
@ cortinamink O o
Step 1: Select Medical Plans Estimated Employer Cost for Selected Plans
| @ Minimum Contribution Requiremant x
P —
LF ) Level Funded W
surest A health plan to help you win business. Watch the video. .8

Pian Emplayes Gost Empiayer Gost Manthiy Premium Actions.

$1.608.76 $1.608.76 8321752 view modJ T $1.607.41 (EE Orvy: $514.37 + Dap(s)- $1,163.04)

You'll return to Group Overview to complete application documents.
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e Start uhcDOCs Process Table of Contents

Click the Go to uhcDOCS from the Group Overview page to begin the digital paperwork
collection process.

'JJ gleléllt]%gcare & show Chat o O i = Menu

New Business Renewals v

® Quoting

Employer Final Rate Confirmation in Process

@ Your final rat
e have

X
nfirm rates to proceed to Envollment
Progress Tracker
& 1. Group Context Roview Group Context | (@ 2. Group Details Roviow Group Detalls
& 3. OwnerInformation & 4. Census Information Review Census Information

& 5. Browse Plans

Review Browse Plans @ 6. Application Documents Review Application Documents
C Checkout )
Application Documents
uhcDOCS Progress (_ Go to uheDOCS
For additional information please open uheDOCS.

It is important to complete Plan Selection, Employee Plan Selection (census elections), and Rate Review (for
HSA plans) before digitally signing Application Documents in uhcDOCS (next). Changing Plan Selection or

census elections after signatures have been collected will result in needing fresh digital signatures
on required installation paperwork.

8
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e Actions and Progress Table of Contents

» Complete the actions on the Actions and Progress Page. Select Manage Contacts first.

* Manage Contacts will require you to add Role/Tile for the Plan Administrator to advance to the next
screen. When both Manage Contacts screens are completed, click Save and then use the Back
button in the upper left corner to move back to Actions and Progress Page.

Actions and Progress Page

Group Name:

§ Actions
TechTip: X

Filling out your ;
contacts first in Manage Contacts @ l
Manage Contactz will {
allow you to sharn
forms with other
signees

Don't show tips
O again.

» Edit Group Information is the next button to click. This will open Group Information Sections where
you digitally complete the required forms for installation.

Actions and Progress Page
Group Information Sections

Group Name: Progress (NN 100

Actions Pan Sponsar Information (]

‘ },[anage Contacts @ | Current Medical Carrier & TPA Information 0
Plan Detalls and Policies g

Edit Group Information @

Plan Sponsor Eiigibility & Leave of Absence (]

[ Share Forms @ l Billing Information 0 |
NY Pool Questions e

» Use the Save and Continue to Next Section button to move through the screens. When finished,
green check marks will show.

Group Information Sections
Progress (I 100

[ save r Save and Canlinus to Next Section »
. .

Plan Sponsor Information

Current Medical Carrier & TPA Information

Plan Detalls and Policies

Plan Sponsor Eligibility & Leave of Absence

Billing Information

NY Pool Questions
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o Share Forms Table of Contents

» Once the green checks appear, the Actions and Progress Page will add new tabs.

+ Share Forms allows you to invite the Plan Administrator to Review and Sign forms.

Actions and Progress Page

Group Name:
Case Id: 1013357

Actlons

Manage Contacts @ l

Edit Group Information

l Share Forms @ J

Review and Sign @ l

The BCA must be signed by the Plan Administrator. The broker can sign on behalf of the Plan
Administrator for all documents except for the BCA.

* Invitation and Review Request: Sends an access link to person who will complete/review
information and sign. Most often used by GA or broker to ask Plan Administrator for a signature on
Plan Sponsor Application or Billing Information (BCA).

+ Complete on Behalf and Sign on Behalf: Allows forms to be completed/reviewed and signed
documents on behalf of someone else.

* Review and Sign (located just below Share Forms) is where you (the broker or GA) will click to sign
the forms. You can sign all forms (except the Plan Admin BCA) on behalf of the group as long as
you have access to the quote.

Forms Permissions

e N/ N7 \
Review Request ) ( Complete on Behalf )( s gn on Behalf )
\ J \ J \ )

/N / /

Select a filter to provoke an action: X Invitation

i First Last A Signature Last
Edit Role Email
Name Name Request Status Updated

Employer - -
Not Sent 1/21/2025

na o q
Send Invitation

* Click the Back button once you are done with Share Forms

Forms Permissions

Selact a fier to provoke an action: '\ witation Raview Raguest | smplete on Bahalt 3ign on Behalt |

O Edit First Name Last Name Role Email * Slgnature Request Stalus Last Updated

m}
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e Employer Experience Table of Contents

» Here’s an example of the invitation the Plan Administrator will receive to complete/review/sign the
forms. Once the recipient clicks the Provide Information button or the Complete Signature button,
they are sent to the One Health ID log in page for security.

EMPLOYER — COMPLETE AND SIGN Please login to UhcDOCS 1o review group information and provide your signature for TheOffice's enroliment forms

i any information s incorrect, please roach out 1o your brokor directly to remediate the issue(s).
The deadiine to complete your review is May 31, 2023.

Action Required: Fill Out Infermation in Your . cee

Enroliment Forms.

o EMPLOYER — SIGNATURE ONLY

Action Required: Provide Your Signature FOrYour s e
e | Enroliment Forms
g -

@ UnitedHealthcare Welcome to One PSR —
Healthcare ID

ubdocs

» The Welcome page button will take them to the signature page.

uheDOCS

Welcome,
g \%\JJ S ﬁf/

» The Employer can now complete and sign or simply sign the documents. Follow the instructions to
complete the forms.

PP ———— -
Review and Sign

Ncthoen and Prugpes Page Attest & Sign

Q00000000

t
}

00

1"
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9 Review and Sign Table of Contents

Click Review and Sign on the Actions and Progress Page to begin signing required installation
documents digitally.

Actions and Progress Page

Group Name:

Case Id:
Actions
Manage Contacts @ ]
{ Edit Group Information @ ‘

Forms can now

Review and Sign be reviewed
and signed

+ Each form can be reviewed and signed by clicking on the box next to the name and then clicking
Ready to Sign at the bottom right.

+ To sign forms, check the box next to the forms that need a signature then click Ready to Sign in the
lower right-hand corner

» There is an option to Download All Forms without signature in the upper right corner for your own

records.
< Back
ek Review Group Forms
Review Group Forms

Form Overview

Form Selection R
Plan Sponsor Application w

Plgase select all forms you would like to provide a signature for:

Payment Authorization w

Plan Sponsor Application (]
5 Application v

Excess Loss Application

Billing Collaction Agresment v
illing Collection reement (j
Billing Coll Ag
NY-4399 v
NY-4264 ~

Software and Hardware Requirements

In order to complete the online enrellment process and sign forms electronically, you'll need Confirm Information »

* A device that can connect to the Internet - some devices can be a deskiop computer, laptop, tablet, or mobile phone
= A wab browser - this can include Chrome, Firefox and Safar
* Software that enables you to receive and view Portable Document Format (PDF) files - you can use Adobe Acrobat Reader (available for free download here)
You will have the aption 1o obtain a copy of the application after you've signed in the next step - look View PDF of Completed Forms with/without Signature buttons.
You can also View PDF of Completed Forms with Signature on the landing page at any point after completion.
You will also have the option to track any status updates via the Form Signatures on the homepage or the Share Forms action,

Please note, paper forms cannot be completed and then uploaded inside this tool. All
information must be submitted digitally including all signatures.

12
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9 Review and Sign, continued Table of Contents

» For the signature to be valid, click the “| agree...” box to attest, then type the name EXACTLY as it
appears below the signature line, and then click Sign and Complete.

» The signer only needs to attest and sign once and that will populate into all the other forms.

Review and Sign

Attest & Sign

Sign and Complete

NOTE: If you receive an error when signing, (1) ensure you're logged in as yourself and (2) that you
signed using your name exactly as it appears below the line.

* Once all forms are signed by both the broker and Plan Admin, the Actions and Progress Page will
show all green checkmarks.

» The broker will need to click Submit Forms for the blue Unlock Actions link to appear. Then
they will click Return to Quote at the bottom right side of the screen to return to SAMx One to
complete the process.

* Return to Quote will take you back to SAMx One to Review the Rates and Submit for final
installation

o o °

Actions and Progress Page

XXX XXX

£
g

If group changes are made after signatures have been obtained, new signatures will be required.

13
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@ Make Employee Plan Selections Table of Contents

+ From the Group Overview page, confirm Progress Tracker shows all green checks and uhcDOCs
at 100%.
* Click Checkout.

'ﬂ United B & & O .

Healthcare

Progress Tracker

Review Group Details

& 1. Group Context Review Group Context @ 2 Group Details
@ 3. Owner information Feview Ownar Information @ 4. Census Information Review Census Information
2 5. Browse Plans Review Browse Plans @ & Application Documents Review Application Documents.
Checkout )
Application Documents b

Go to uhcDOCS

» Confirm plan selection and click Move to Enroliment.
+ Check that you confirm the plans and rates for enroliment and then click Continue.

Checkout ( Generate Proposal )( Edlt Contribution )

Please review the medical and specialty plans you have selected. Prior to moving forward, ensure the plans selected are correct

Step 1: Select Medical Plans

Minimum Contribution Requirement
Level Funded requires a minimum employer contribLtion of 50% towards medical for employees. Final empioyer contributions will be capfured In enrollmert.

- Employer ibution (%)
(LF) Level Funded v —ﬁj:

surest Ahealt - Watch the video. >3 8
Move to enrollment

Vlew Less Level Funded Plans Thank you for choosing to move forward with Level Funded. Are you sure you wish to continue?

Plan Empl | I confirm these plans and rates for enroliment.
PROformance PPO
V| $3,79 View more detalls
@ PROP300010180218 & ERs l N

$5,418.77 View more detalls

Actions

Charter EPO

O $2,709.39 $2,700.39
CharE6000I100LX21B  Base Plan

Showing 1-2 of 2 results

Step 2: Confirm Email Distribution

Generate Proposal Move to Enroliment >

14
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@ Make Employee Plan Selections Table of Contents

A. On the Census Enrollment page, click the pencil icon to update any plans for each employee or to
waive coverage.

B. Select the magnifying glass to search for a PCP or check Randomize PCP.
C. When finished, click Employer Attestation.

RowWIng 1- 4 of 4 results

Plan Elections Randomize PCP Select PCP
e Choose Plans
5 Medical: PROP30001080218 B No PGP Required
Available Medical Plans A () wae meaica coverage
@7 Medical: ChargeonorooLx218 [ Randomize PP PCP not selected QO O e
Q7 Medical: No Plan Selected f No Plans Selected $7.587.89/mo

CharE60001100LX21B

@7 Medical: No Plan Selectea | No Plans Selected Urlickiesiineers Gharter
oloct Plan
Employer Cost
$5,418.77/mo

Employer Attestatlon >

Select Provider B

9 Within 10 Miles of Edit Location

Select Provider

< Back

Find a Provider

o This search will only return providers within the member's plan network area
0 Within 10 Miles of Edit Location
Matching Providers

Showing 1-10 of 819 resuits

Fllter

Learn More >
Enter one or more of the search criterla below
Provider Name

l Language Supported

Organlzation Name Choose an option v

@ ) Ter @ ) Accepting New Patlents
[ OE ’
Provider ID, NPI, or TIN
0.00 miles
Choose Provider
@ Accepting New Patlents
Don't have a Provider Name, Organization Name or Provider ID, NP1, or TIN?See All Provi ¥ @ Premium Care Physiclan @ In-Network
Q, search
HH L
Primary Care * 0.00 miles
Choose Provider
@ Accepting New Patlents

@ ¥ Premium Care Physiclan @ In-Network
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0 Attestations Table of Contents

+ The Employer and Employee Attestations must be signed. These attestations state that the signer
is attesting that the information provided on behalf of the employer and employees is correct. You will
need to attest for both the employer and employee.

» Click Group Overview after signing Employee Attestation.

* On the Group Overview screen, green check marks show when attestations are completed.

e Click Submit for Install and Submit to confirm.

® Enrolling

Enroliment In-Process

. X
@ Fresse cickine Consus Emosment suon o esizs s €00 Submit for Installation
You have completed all required information. Please review and if there are no additional changes required,

Progress Tracker click Submit to begin processing

& 1. Group Context [ Cancel Submit

[ 9 -

@& 5 Census - Enroliment @ s5.a C

@ 7. Employer Attestation © =

*  When complete, you'll see the Group number and have the option to view Member IDs.

* The welcome email/letter should be received within 24-48 hours. If it hasn’t be received, check with
your RAE.

Enrollment Sent for Install

Enroliment Sent for Installation

° Thank you for choosing UnltedHealthcare!

Thank you for choosing UnltedHealthcare as your carrler of cholce. Below Is your Group Number and member numbers.
Group Number:
View Member IDSZ

16
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