Sharing the benefits
of healthy living

Employer Hub
user guide






Contents.

Introducing Employer Hub

The Employer Hub

How to register

Resetting a password

Navigating the Home Page

Viewing your plan details

Searching for a member

Viewing member details

Request to remove a member/dependant
Request to add a new principal member
Request to add a dependant

Viewing plan documents

Requesting a Membership List

Requesting a Medical Benefits in Kind (P11D)
Adding, amending, removing a Group Secretary

Amend member details

1

13

17

19

19

20

24

27

30

30

32

33



Introducing
Employer Hub

Employer Hub provides you with 24/7
access via laptop, desktop and tablet
to your plan and member information,
as well as your plan documentation
such as monthly statements and
company certificates of insurance.

What can | use Employer Hub for?

e View plan and member information
including membership numbers

e View most plan related documents

Request to add or remove members

Request to add or remove dependants

Request a Medical Benefits in Kind
report (P11D)

e Request a new membership list

Manage the Group Secretaries associated
to your plan.

Please note that it is not yet

possible to add members on
CPME underwriting through
Employer Hub.

Benefits for you

Self-service portal which is easy to navigate
Access to plan information 24/7

Amendments submitted via Employer
Hub will be processed quicker than
requests that are posted or emailed, as all
the information needed to complete the
amendment will be correct first time

Email confirmation of your requests

PR |

-
elcome to Employer Hub
our health management platform




Getting . P,

\ 4
started JJ—

You will need to register to use the

VitalityHealth Employer Hub. This

is easy to do by simply clicking on Login EMPLOYER HUB
the ‘Register here’ button on the Not a member? Register here
Employer Hub login page.

Employer Username or email address

Tve heard they

To complete the registration you'll need:

. S o he treats
1. Your Group Secretary membership Hseeme keep all the treats
X . il =
number, you can find this on the plan behind here.
, . Password

documents we've sent you and will

be different to your own membership Password Show

number.

2. Aunique email address to be used
only in case you need to reset your Forgotten login details?
password or security questions.

Once you have completed the simple
registration process you'll be able to

login to Employer Hub by using your new
username or your unique email address.

If you cannot remember your password,
this can be reset automatically by selecting
'Forgot login details?’

Your Employer Hub account will lock if you
enter an incorrect password three times or
if you haven't logged in for more than

90 days.




Registering
to use
Employer
Hub

To register to use Employer Hub you
must be a Group Secretary linked to
an active plan. Simply click on the
‘Register here’ button on the home
screen and the screen opposite will
be displayed:

You will receive the below confirmation
message and be sent an email to the
email address you have entered:

anks:

0

Youll soon receive an email containing  unique link to complete your registration.

Fully complete all three fields and then submit your request.

ity
Register for Employer Hub

C—

Your details Name confirmed Select login Select security Registration
credentials questions completed

Your details - step 10f 4

Emall address * X Please enter a valid email address
Group Secretary membership number * X Enter your 10 digit membership number
Date of birth * X Please enter a valid date of birth

@ You can use this email address or a username (created in step 3) to login to Employer Hub

‘ Cancel

Submit

View in browser

Login | Register

WWality

HEALTH INSURANCE

Hello LABCCMBHJHBB,
You're almost there!

To verify your Employer Hub account, please click on the link below. To complete your registration, we'll then ask you to create a username, password and security questions and answers.

Verify my email address

This link will expire after 45 days.

Got a question?

If you have any questions or have experienced a problem, call us on XXXX XXX XXXX. We're here from xam to xpm day to day.




When you click on the link in Continue to register for Employer HUb
the email you will continue the
registration process and land
on the screen below and

the opposite:

Hello firstName}}, click Next to continue]

You can now create your username and set your password:

Viklity
Register for Employer Hub

=)

Your details Name confirmed Select login Select security Registration
credentials questions completed

Your details - step 10f 4

Emallacress * X Ploase enter a valid emall address
Group Secretary membership number * | 1234567250 X Enter your 10 digit membership number
Date of birth * X Please enter a valid date of birth

@ You can use this email address or a username (created in step 3) to login to Employer Hub

Cancel

Submit

As well as setting your security questions and answers:

Set security questions

o

When you have completed this
you will receive confirmation
that your account is set up

and you are able to log in to
Employer Hub:

Security question1 * | Select

Answer * ‘

Security question2 * | Select

Answer * |

Security question3 * | Select

Answer * ‘

Cancel Next

You've registered

Now login

Go tologin




You will also receive a confirmation email like the example below:

View in browser

Login | Register
Vitati
(]
HEALTH INSURANCE
Hello LABCCMBHIHBEB,

We're pleased to say that you are now registered for the Employer Hub.

You can access your account at any time using the username and password you created.

Got a question?

If you have any questions or have experienced a problem, call us on XXXX XXX XXXX. We're here from xam to xpm day to day.




Resetting a password You will then receive an email to your registered email address with a link to change
your password:

Login

Vi in browsar

Login | Register

Enter username or email address * ‘ Usemarne or email address w"aﬁ“y

HEALTH INSURANCE

Password * ‘ Password

“ Hello LABCCMBHIHEB,

New User? Click Here  Forgotten Password Ta reset the password for your Employer Hub account, please click on the link belaw:

Employer Hub help and support - 0345 273 9974

Lines are open Monday to Friday 9am to 5pm. Got a guestion?

If you have any questions or have experienced a problem, call us on XG0 300 IGO0 We're here from xam fo xpm day fo day.

From the Log on screen select ‘Forgotten login details?':

Click on ‘Reset password’ link.

Forgot password?

This will take you to a

screen to confirm your
username/email (this Usemame f email address* | Usemame/emalladdress
field is case sensitive).

Please provide your username or registered email address.

Cancel Submit

Success

A link has been sent to your registered email address.

Please click on the link and follow the required steps to change your password.




You will be asked two of your security
questions:

Once the questions have been verified,
you will be asked to enter a new password.

Select ‘Confirm'

A confirmation message will show and you
will also receive an email confirmation of
the change:

Vitality
Change Password

Answer your security questions

Security question What time of the day were you bom?

Answer =

Security question What was your least favourite subject at school?

Answer *

@ Forgotten your security questions and answers?
Please call your dedicated Adviser Service team on 0345 051 0044, Lines are open Monday to Friday Sam to 5pm.

Change Password

Select your password

Submit

Password * | Password

X Length must be 8 to 15 characters long
X Must have one number

> Must have one uppercase letter

X Must have one lowercase letter

X Must not contain username

Confirm

Change password

Password change complete

You have successfully changed your Adviser Hub password

Praceed to login
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Navigating
the home

page

Manage your plan: View the company
and plan details.

Manage your members: Search for a
specific member without having to go
through the plan’s membership list.

View your documents: Search for your
plan documentation produced within
the previous 13 months.

Workplace Wellbeing: A link to a
whole library of information to assist
you in promoting workplace wellbeing.

Promoting Vitality: Details information
about the benefits and advantages of
having cover with VitalityHealth.

—

elcome to Employer Hub

our health management platform

k. L

Maruge your da=

Yaar plna Toar mebary | Vour dscuTans

Workplace Wellbeing

1



Vitality at Work Business: Provides a
link to information about our innovative

and Cutting edge service. V[tallt'y at Work Business

T&Cs and application forms: Access

the literature and tools section on

the VitalityHealth website, including

application forms. T p—— o n Mol ara FAQ

Get in touch: All of the contact @ E @:,,j
numbers and addresses you may
need to contact us. N ki e i San

Help and FAQ's: General help guides
and FAQ's for Employer Hub.

TACH 24 applicaian fzems Cant

View balp and FAQE



Viewing your plan details.

From the Home screen
simply click on the ‘Your
plan’ button to be taken

to your plan details:

Manage your plan

View your plan details
Add members to your plan

Manage your Group Secretaries

Your plan

If you are the Group Secretary for more than one plan, the below screen will display and
you can select which plan you wish to view the details for:

You can ‘sort’ your plans, either ascending or descending, to suit you. By clicking on the
columns title, the sort arrow will appear.

If you are linked to more than 10 plans then only the first 10 results will be displayed, with
the subsequent results listed on the next pages. You can choose to increase the number
of results per page should you wish to do so.

Last login
M N Manage plan Manage members. Plan documents Document upload djFXeOREMFFLLaGIK Yuhjkkd v/ ¢
24/05/202114:53

Home > Plan List

Manage your plans

Important information

Renewal dates in red indicate that the plan is in pre-renewal window.
Renewal dates in blue indicate the migrated date of the plan. Please click the date to see the original start date.

Plan number Plan name plan type Plan status Plan Start Date Next Renewal Date principal Members

52000957 TLLGVCC Business Health Active 08/05/2020 08/05/2021 il
AB2S TEA

51912482 Business Health Active 31/01/2019 31/01/2020 10

AB2S1EA

To view a specific plan click on either the plan number or company name:

13



Once in the plan details screen you will be able to see all the key information about
the plan. Each section can be expanded by clicking on the + next to the title.

Plan deta |1 s [ & View plan documents ] ‘ + Add employees J
Important Information
This plan is currently within the renewal windowe - some plan amendments may take longer than normal to process and affect any renewal documentation already issued.
= Plan overview Plan number 52483123
Plan name Durmy Adviser Hub 01 Principal members - health 3
Address MARSHALL POINT Plantype Business Healthcars
4 RICHMOND GARDENS
BOURNEMOUTH Plan start date 28/08/2019
BuD Next renewal date 26/06/2020
Indlustry type None of the above
+ Members
+ Payment information

|

|

| + Adviser
| + Categories

| =+ Group Secretary

| + How you receive your plan documents

Plan overview

Plan overview provides high level information on the plan, such as the plan’s status,
start/renewal dates, number of active members and group contact information:

Plan deta”s & View plan decuments # Add principal members

— Plan overview Plan number 50008655

Pian name KFKDYFEOSWRCASmESRY Pian status acve

addrers ST MARGARET OF SCOTLAND'S GHURCH Principal membars - haakth 1
GALLOWGATE
ABERCEEN Lkl S Hanthom,
el ] Plan start date oo

Incustry type Telecommumcations Naxt renewal date VU202

Member information

You can see high level details of all the members who are both active and inactive on
the plan.

You can click on any of the members’ names or membership numbers to access their
full details.

Clicking on the + next to any principal member shows their associated dependants.

= Members

| Principal || First name Last name Search Advanced member search

5 members found

Member name. A Membership number Member type Cover status Date of birth Caver type

Gsgs. Whw 1240155356 Principal Active 03/12/1990 Private Medical Insurance
7 THOMPSON RORD e

20 B

HaBCCFHGDFIG, SIBCCFHGDFIG 1224653475 Principal Active 12/10/1982 Private Medical insurance
Marznaiipont Faad

D Single parent

HaBCCFHGDGRI, WIBCCFHGDGE) 1224653517 principal Active 2511982 Private Medical Insurance
MarsnallPoint Male

BHID Single parent.

Pollard, Audrey 1254508484 principal Active 8/01931 Private Medical Insurance
ST, MARGARET OF SCOTLAND'S CHURCH .

A82S 1R Couple

5195, Rigws 1240155389 principal Active 25/10/1990 Private Medical Insurance

20m0
EHE SOW

Male
Singee

Principal drop down: Select ‘All’ to show all the dependants on the plan.

First name/Last name search: Find a particular member using their name
(minimum of 2 characters).

Advanced member search: A full member search screen as detailed on
page 15.

14



Payment information

Payment Information shows the next payment amount and due date. It will also
show the payment method and frequency of the payment.

By clicking on the button on the top right hand corner you can download a
new Direct Debit Instruction. When you have completed this you will need

to return the form to your servicing team.

— Payment information

Next payment Payment frequency Yearly
Payment summary Payment method Elactronic Funds Transfer
.
Adviser

If you have purchased your plan with VitalityHealth via an Adviser, their name will be
displayed in this section.

= Adviser

Advizar name USAY BUSINESS LTD.

Categories

An overview of each category on the plan including the mid-term joiner acceptance
terms will appear.

= Members

| Principal || First name Last name Advanced member search

5 members found

Member name. A Membership number Member type Cover status Date of birth Caver type

Gsgs. Whw 1240155356 Principal Active 03/12/1990 Private Medical Insurance
7 THOMPSON RORD e

naa2R B

HaBCCFHGDFIG, SIBCCFHGDFIG 1224653475 Principal Active 12/10/1982 Private Medical insurance
Marznaiipont Faad

wan Single parent.

HaBCCFHGDGRI, WIBCCFHGDGE) 1224653517 principal Active 25/M/1982 Private Medical Insurance
MarsnallPoint Male

BHIUD Single parent.

pollard, Audrey 1254908483 principal Active /011931 Private Medical Insurance
ST MARGARET OF SCOTLAND'S CHURCH .

A82S 1R Couple

5195, Rigws 1240155389 principal Active 25/10/1990 Private Medical Insurance

2000
EHE SOW

Male

Singee

If you select ‘'view cover details’ it will show you the full details of cover

including additional options and limits.

15



Group secretary

Contact information and names for all the group secretaries will be listed. The primary
group secretary will always be listed at the top.

Should you wish to add, edit or remove a group secretary, you can do so

using the buttons on the right hand side of the screen:

= Group Secretary

Primary

Mrs StBCCFHGDGML HaBCCFHGDGML
00044 2990 475822
test@Vitality.co.uk

Secondary
Miss Nicola Hart

nicola hart@vitality.couk

Miss Anna Hams.
libby.gibbs@vitality.co.uk

Mr WIiBCCFHGDFKD HaBCCFHGDFKD
00044 2890 475822
e

Edit details

PFrmary
1241422438 : Webula Test

Title * | piss

Ermnail *

Cancel

Firstname * | Necul
Lastname * | Tast
Gender + | Femsie v
Date of birth * o o
Contactnumier * _'%1:mzzzzz
Ert | furension

urasochagvitaitycouk

Primary Group Secretary |:| e

[ petete ||
| atete ||

[ odleta ||

Edit

Edit

Edit

Complete the relevant details

and select ‘save’.

You will receive the

confirmation that your request

has been submitted:

plans.

Thanks, we've received your request

Changes may take up to an hour to take effect. Please log back in after this time to view your
changes. If you're Group Secretary for multiple plans, then these details will update for all your

How you receive your plan documents

Shows the current routing for documents and which issue method is being used.

and the following screen will display:

— How you receive your plan documents

Issiie company plan documents to
Issue new joiner and renewal packs to member

Documents issue method

Document issue method

Mid-term changes
Adviser
Yes

Email

To amend your plan document issue methods please complete the fields below.

Mid-term changes

Renewal

Should you wish to update these preferences simply click on ‘Edit’ in the top right

# Edit
Renewal
Adviser
Yes

Email

Issue company plan Adviser
documents to

Copy plan documents to No
Group Secretary

Issue new joiner and Yes
renewal packs to member

Document issue method Email

‘ Cancel ‘

Group Secretary v

You can now make the
desired changes by

v selecting the relevant

Please no

drop down options.




Your changes will reflect on . The following search screen will be displayed:
L Thanks, we've received your request
Employer Hub within an hour.

Manage your members

Wel'll send you a confirmation email once it's been completed.
Find a member

Enter at least one search tarm to find a specific principal mamber or dependant. To show all of your members, click Search. You can combine search tarms to refine your search.
Close

Vitality membership ? Member type Frincipal ~ ‘

number

Cover status. Active v ‘
Staff ID Corparate statf ID ?

Plan type Business Corporate Trust
L]
Searching for a member. o Y

Last name
: e [owemsd |
RN ETY-

Date of birth

Pastcode Posicode

You can search for a member using:

Vitality Membership number Plan Type: You will be able to filter
search results by plan types by
ticking the type you wish to search

Staff ID (Corporate Healthcare plans

onl )
Manage your members y) for, at least one must be picked
Member Name The member’s first )
Edit member details o Plan Number: You will be able to
name and /or last name (minimum of . i
filter the plan results by selecting the
Add a dependant two characters)
relevant plan number from the drop
Remove members Date of Birth down list
From the Home screen Post Code Company Name
' y Your members .
select "Your members Member type When searching for members you
. . must enter information in at least one
Cover Status: Active shows all live :
search field.
members, Cancelled shows all
leavers, All shows both current and Once you have entered the search
previous plan members criteria, select ‘Search members’ and

the results will display.

17



Member search results

3 members found Helpful tips

Vitality membership number Use the panz on the left to refine your search. Click on a column heading to sort the resuits. Click the + symbal to view dependants.

Staff ID Member | Membership. Date of Member Cover Renewal Company Plan Plan

| = 5 name number birth, type status date name number  type
Test, 1241142023 02/02/1991  Principal Active 28/08/2020 DUMMY 52483123 Business

Member first name e Famls ADVISER HUB 01 Healthcare

i MARSHALL single

L pomT

Member last name LD
Test,| Am 1241142031 047041953 Princips! Active 26/08/2020 DUMMY 52483123 Business
MARSHALL W ADVISER HUB 01 Healthcare

Date of birth somr Single

— — s

N } vy

— L Test,Star- 1241142072 YOI/ BYe  Princical Active 28/08/2020  DUMMY 5208313 Business
Lord Mae ADVISER HUB 01 Heathcare

Fostende MARSHALL single

| Poseade POmT

L s

Member type

| Princioz) ~

Cover status

| Active w~

Plan type

Business

Corporate

Trust

Company name

Company name

Plan number

| 52433123 ~

Update sea

Covertype

Private Medical
Insurance

Frivate Medicel
Insurance

Private Medical
Insurance

If you wish to refine your search results you can change the search criteria in
the column on the left hand side and select ‘Update search results".

If your search returns multiple results then it is possible to ‘sort’ the columns in both
ascending and descending order to assist in finding your specific result. You will

need to click on the columns title and the sort arrow will appear.

If more than 10 results are returned then only the first 10 results will be displayed
with the subsequent results listed on the subsequent pages. You can choose to

increase the number of results per page should you wish to do so.

To view a specific member click on either the membership number or principal
member name. Selecting the plan number will take you to the view plan screens,

rather than view member screens.

You can view the principal members’ dependants by selecting the expansion icon next

to the principal member’'s name.

Renawal
dote

numbar

Memkbership Dete of Memkar
Mambar nama A birth i Z

Band, Zaston pamwIn Pending U000
ST.AMARMERET DF Maw
SCOTLANDS CrLRCH Sihgle
AEGS TR
QEEIREH aaIsas70 10N%ES Principal  Active NAR0I0
WXIODNFESSZ oo
CLE AR Caccie

Plen
numbar

50008003

E0008003

Plea
s

Corperate
Hoalthcars

Comporate
Hoalthcars

Covartype

Priaste Madicel
Irsurance

Private Medical
Faurance
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Viewing member details. Request to remove member/dependant.

You can view all of the key details concerning the member. You can also see if there are You can request to remove members and/or dependants from a plan.
medical exclusions on the member’s plan, however you will not be able to see what the

. . o It is not possible to cancel your plan via Employer Hub and as such you are not able
exclusions are due to the protection of sensitive data.

to remove the last member from cover.

To remove a member or a dependant, you can either search for the member using
the member search or from plan details enter the members tab and select the
relevant member from the list by double clicking on their name.

If you select ‘View cover details’ the plan certificate document will display
showing the limits and benefits.

If you select the ‘Plan number’, you will be taken to the view plan screens -

SEG PR B Once in the full members details select 'Remove member(s)’ button in the

Dependants’ details can also be accessed in this screen by selecting the
expansion icon next to their name.

top right hand corner of the screen:

Member deta |!S # Add dependant(s) ‘ | % Remove member(s) ]
= | Am Test - Principal, male, single i F
P 9 — Whw Gsgs - Principal, male, single
| # Edit ‘

Vitality membership number 1241142031 Covertype Private Madical Insurance

Name Mrl Am Test Current annual i £51956 Vitality membarship number 1240155356 Cover status Active

Gender Male Next renewal date 28/08/2020 Name Baron Whw Gsgs Next renewal date 18/M2008

Date of birth 04/04/1993 Age at next pian renewal date 7 e e RUERESE N o s

Vitallty status B Jolning date 28/08/2019 Date of birth 0372/1950 Joining date 5207

Cover status Active Vitality status Bronze Cover type Private Medical Insurance
Contact details Home address Contact details Home address

Home phone number MARSHALL POINT IO Ehche S (RIEOMEECHRCAD

MANCHESTER
4 RICHMOND GARDENS
Work phone number Wiork phone number
- BOURNEMOUTH M2 2P

Moblle phone number 8HILD Mobile phons numbsr

Emall address Email address

Cover summary Cover summary

Company name Dummy Adviser Hub 01 Type of excess Per plan year Company name Hallneg Lid Type of excess. Per plan year

Plantype Business Healthcare U £100 Plan type Business Healthare Exeass amount €100

Plan number 52283123 Underwriting terms Continued Personal Medical Exclusions Plan Aumber 50158108 Underwiting terms Mosatorium

Category Category1 Medical exclusions No Category Category 1 Date of Moratorium 1sMm20m

Category package Single Category package singie Medical exclusions yes

Hespltal option Countrywida Hospital option Consuleant Selsct

19



Select the member or dependants that need to be removed. If the principal member is
selected, a warning message will appear to say that all dependants will be removed at
the same time.

Select the reason for leaving and the date they are to be removed, this can be +30
days or -30 days of the request date. If the date they select is outside the +/- 30 days,
a warning message will appear asking to reselect the dates.

Remove member

Select the member(s) to remove from cover on this plan

: wiiodnfesgz Bxhqpejrsih - Male 26/02/583 principt Removal reazon * Select -

| Test Added - Female 27121358 spouse

Cancal

Removal date * ‘_‘ ‘

Remove member

Select the member(s) to remove from cover on this plan

1AM Test
Male 04/041993 principal

Removal reason * | Left company v

Employment end
date *

|T| ] E‘

Removal date *

Im|1z mzo‘

o By completing this action, we'll have to Issue a new renewal quote.

o By removing the princlpal member you'll alse remove any of thelr dependants on the plan.

Cancel

Once
everything

has been
entered, select

‘Remove’ and
a confirmation
screen will
display.

Confirm removal
If all the
information is

Are you sure you want to remove the following member(s) from cover on

2
the plan? correct select
‘Confirm’. If
you are not

A total of 1member(s) selected for removal with effect from 31/12/2020.

1.1 Am Test- Male 04,04,1993 principal

sure or want to
make a change
select ‘Cancel’
and you will be
returned to the
previous screen.

Based on a requested cover end date of 21/12/2020, this would reduce the annual premium by

£216.65 until renewal on 28/08/2020.

Cancel

Once you have confirmed the removal you will see a success message stating that the
request has been submitted.

Request to add a new employee

You can request to add members to cover on Full Medical Underwriting, Moratorium
and Medical History Disregarded underwriting terms.

When adding a new member with dependants, the dependants will need to have the
same underwriting as the principal member.

To add a new employee to cover select the ‘Add employee’ button in the

top right hand corner:

Home > Dummy Aduiser Hub 01

Plan details

B View plan documents } [+ Add employees

Important Information

This plan is currently within the renewal window - some plan amencments may take longer than normal to process and affect any renewal documentation already issued.

= Plan overview Plan number 52483123

Plan name Dummy Adviser Hub 01 Principal members - health 3
Addross MARSHALL POINT Plan type Business Healtheare.
4 RICHMOND GARDENS
Plan start date 28/08/2019

BOURNEMOUTH

Buan

20



Home address

oL ——— e Complete the

1 Enter postcade to find address * | si26ng
Employee details relevant fields |

Once you have

enviores ontheform. | N <<~ [
P entered the post
e [ 5 You can cancel BTl )
. . Select Address * [STCHRISTOPRER HOUSE 27 WA « Code you can flnd
[ the appllcatlon STCHRISTOPHER HOUSE 217 A
o (o . ST CHRITOERS HOUSE 271 the exact address by
s ’ at any time by STCHRISTOPHER HOUSE WELL [ . )
s (% o . 17w TR ST selecting the ‘Find
clicking on ‘Cancel .
negimy o J[ow = .., Address' button.
Application’.
P—
Ll secdiwas *
Matria pruies simsber .
s From the Category drop down select the category the member needs to join. Further
M pasvirw . . . . .
information about the coverages in the selected category can be viewed by selecting
Hamesoess ‘Cover details'. If there is only one category on the plan there will be only one
Fotm posend o srems * | $cee option listed.
—
Cover options
Cover options _
Category *  Category1 v
e e 7
— Cover details

[ Excess type  Perplan year

Excess amount  £100
[T

Mol ogtish * Saieil v

Hospital option * | Select v
™
Date you would like cover to begin * 2 ‘ 05 | 2021 ‘
AR, G N
Urderwisng s et v g -
Does the employee currently have private medical insurance? * . Yes | | No
gt aaae = 1 w | -
Mid-term joiner acceptance terms  (CPME) Continued Personal Medical Exclusions
Conte o ol o e v g+ " @ |
' Underwriting terms *  Select ~
Do h armpieyes curmarty s Bt (st i YERIEYT -
pe (3 W FEE ‘
[T PR —— - Employment start date * 25 ‘ 05 | 00 |
Does the employee currently have another product with Vitality?
Would you like to add dependants to this application? * | Yes [ | No

Any fields requiring mandatory information are highlighted with a red asterisk.”
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Should you wish to add a new category to cover, you will need to contact your Dependant member details

dedicated servicing team to do this at the next renewal of your plan. R =

The excess will display for the chosen category. Select the hospital option required and versonal
whether or not the principal member is currently insured or not. '

Title *

The mid-term joiner acceptance terms will be displayed and the allowed underwriting Fistrame +
terms will be available in the drop down. Select the underwriting terms. If Continued e
Personal Medical Exclusions Underwriting is required then you will need to contact
your dedicated servicing team as an application form is needed.

| First name

Gender *

i

Date of hirth *

oo |

YYYY
Enter the Employment start date (can be up to 30 days in the future, cannot be

backdated) for the principal member and the date the cover needs to start. Confirm
whether or not the principal member currently has a plan with VitalityHealth or

Email address |Fr'.§ address

Relationship to principal member *

VitalityLife.
Insurance
If no dependants need to be added to the plan, then select No and Continue Caagoryname Crisgory
H : p pe () Yes () Mo
To add dependants select "Yes’ and ‘Continue’ and the below screen will appear B vpaR e L Seenl
(See Opposite). Underwriting terms  (MOR) Loratariom
Does the dependant currently have a plan with VitalityHealth or Vitalitylie? * Yes Mo

Complete all the fields for the dependant, selecting the relationship to the principal

member. If you tick yes to the dependant having current insurance an additional S ———
question will appear asking if they are currently insured on Medical History

Disregarded underwriting. [ e |

Email addresses are mandatory for any dependants over the age of 18.

To add more dependants click on the ‘Add another dependant’ button and

repeat the process.

You can delete one of the added dependants if required by selecting the delete button
next to their name.

Once all individuals have been added to the application select continue and you will
be asked if any of the applicants are employed in certain occupations.
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Add employee / family

Dummy Adviser Hub O1: plan number 52483123 X Cancal appilcation

[rE— Occupatin tals breven Fah

Based on the requested start date of 21/05/2021 the total additional premium until renewal on 28/08/2020 wouid be £137.03.

You're almost finished. Please review the application before you submit it.

Occupation details An important information

Piease state if the spplicant(s) zre employed in any of the occupstions listed below Cover options L) SeCtiOh needs to be read
e I - P and a confirmation box
‘Working offshore in the extraction / refinery of natural / fossil fuels. * Yes No . )
— — R — will need to be ticked
amedtorces Amed Forees v O ce E e before you can submit
Enployeststtet =] the application form.
Professional or semi-professional sports. * Yes Mo 2 L2 e et =2
lll poee ST ——————", " You can now select to
submit the application to
==3 — — Vitality.
If you answer ‘Yes’, you will then be asked to confirm which applicant this cos G i
applies to.
Occupation E
Once confirmed select Continue. e R e e e

Avmedforces parsonna ncding Armed ForcesReserists).

Prfessionsi o sem-professionsl sports.
Nore

NB: If yes is selected this will not prevent the application from being submitted but will
be reviewed on submission to Vitality. inpoant fomatn

ACTING ON YOUR CLIENT'S BEHALF?

A review panel will appear with the opportunity to edit the details if required.
Select Edit next to the section that needs the change. This will take you to the page
that needs amending. Once corrected select Continue until you are back at the
review panel.

+ Important Application Information
+ Medical Data

+ Moratorium Underwriting

+ Plan Declaration
adding this Employee to cover. ¢ imporan ety Hfommation
<+ Data Protection Notice

The review panel will also detail at the top of the screen the premium impact of |

MARKETING PREFERENCES

website,
the opt-outinstructions on the message.

emai Yespiease () Notharks
Post Yesplease () Nothanks
Sws/Text Vesplease () Nothanks
SocialMedia Yespiesse () Notnanks
Teleghone Yespiease () Nothanks
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You will then see a screen explaining what happens next. Once the work item has Request toadd a dependant.
been completed an email will be sent, confirming that the item has been processed.

Y ill le t tt tst th h Empl H ith
Standard plan documentation will be issued as it is currently. ou will be able to request to add dependants to cover through Employer Hub wi

Full Medical Underwriting, Medical History Disregarded or Moratorium underwriting
terms. For all Continued Personal Medical Exclusions underwriting applicants it is still
Thanks, we've received your application. necessary to complete an application form.

We'll get baclc to you a5 s0on a5 possible, by emailing you st neemail@vitality.co.uk. This may take up to two working days.

1y have any questions, picase contact your servicing team. Our opening hours are Monday to Friday Sam to Sprm. Select the member for which the dependant(s) need to be added and click on

the ‘Add Dependant(s)’ button in the top right hand corner of the screen:

Important

Please make sure all applicants are registered with 3 UK GP and dentist, who hold their full medical and dental records. This will help avoid delay in getting authorisation for an eligible claim. Mem ber d eta II g # Add dependant(s) ‘ | % Remove membar(s) ]

The cover and terms we offer might be different frem existing private health insurance. We strongly advise applicants not to cancel any current plan until they have received our certificate of

insurance  and accepted our terms and conditions. — Whw Gsgs - Principal, male, single
It the applicant is currently insured and does not provide a copy of their certificate of insurance, if requested, we may not be able to proceed with this application. i we do proceed, we may not ‘ ‘
be able to authorise or pay for any eligible claim ntilthis document has been supplisd.

Add another employee Close this window
J Vitality membership number 240155355 Cover status Active

| / Edit ‘

Name Eaton Whw Gigs Next renewal data BMa08
Gender rasle Age st next plan renewal date Py

Date of birth 03/2/1950 Ioining date A0

Vitality status Bronze. Caver type Private Medical Insurance
Contact details Home address

Home phone numbser 17 THOMPSON ROAD

MANCHESTER

Work phone number prasEs

Mobile phone number

Email address

Cover summary

Company name Hallneg Ltd Type of excess. Per plan year
Plan type Business Healtheare Excess amount £100

Plan number 50158393 Underwriting terms Moratorium
Catagory Categoryl Data of Moratorium Wsnv20m
Category package Single Medical exclusions ves
Hospital option Consultant Select
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Cancel application

Finisn

Enter the individual's details and insurance information. The fields marked with a red Fhdf Jdgjkgk: Vitality membership number1254630872

asterisk are compulsory to complete before the application can be submitted.

Dependant details Occupstion details Preview

An email address is mandatory for any dependants over the age of 18.
Occupation details

Please advise us if any applicants are employed in the occupations listed below

Once all the details have been entered you can either select to add another dependant
or to continue with the application.

Working offshore in the extraction / refinery of natural / fossil fuels. * | ) Yes [ ) No

When you click to proceed with your application you will be asked if any of the
applicants are employed in certain occupations.

Armed forces personnel (including Armed Forces Reservists). * () Yes (| Mo

| cancet application Professional or semi-professional sports. * | ) Yes [ ) No

StBCCFHGDFJG HaBCCFHGDFIG: Vitality membership number 1224653475

—
P—— S——— i
Dependant details
— Dependant 1 o o o .
If you answer ‘Yes', to any question, you will then be asked to confirm which
Personal . . .
applicant this applies to.
Tile *  Seizct v
R Once confirmed select ‘Continue’.
Lasteme * | Lystrame
i o NB: If yes is selected this will not prevent the application from being submitted but will
Susssbimnt [ oo | b JL ¥ be reviewed on submission to Vitality.
Email address Email address
Relationship ta the principal member *  Solact ~
Insurance
T ——
Excess  Peroion year
Excess amount  £100
Hospital option  Local
Does the depend. s ; Yos | No
Mid-term jolner (CPME) <
Underwriting terms *  Siact A4
Date you would ke coverto begin * 22 08 2019
product lity? * Yes No.
LR Add another dependant
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Add dependant

Gamora Test: Vitality membership number 1241142023

Depandant dtas

Insurance Options

Occupation

None.

‘Armed forces parsonnal (ncluding Armed Forces Reserists).
None.

Professionalorsamb-professional sports
None.

Important Information

ACTING ON YOUR CLIENT'S BEHALF?

Plannams Dummy Acviser Hub 01
Plan number P
Catogory Name category1
Package singe

perpan year
Dependant 1: junior test
Hame Mejunortest
Gonder e
Dt ofbirth oo
Relationship tothe principal member. ChigDepandan:
Emailacdross Notprovded

Plantype [res——
Hospital option Coutrywide
Date you would ke cover to bagin auosrn

Does the dependant curently have private medical Insurance?.

Does the dependant cumently have another product with Vtality?

Based on the requested start date of 21/05/2021 the total additional premium until renewal on 28/08/2020 would be £50.75.

You're almost finished. Please review the application before you submit it.

cait

e

process,shave

agreed to by sl sppiicants.
+ Important Application Information
+ Medical Data

+ Moratorium Underwriting

+ Important Regulatory Information

| + Plan Declaration
| + Data Protection Notice

A review panel will
appear with the
opportunity to edit
the details if required.
Select ‘Edit’ next to
the section that needs
the change. This will
take you to the page
that needs amending.
Once corrected select
‘Continue’ until you are
back at the review panel.

The review panel will
also detail at the top of
the screen the premium
impact of adding this
Employee to cover.

Once you have
reviewed to check
that the details are
correct, you will need
to tick the important

information box to
confirm that you want
to proceed and select
‘Submit application
to Vitality'.

A message will appear to confirm submission to VitalityHealth:

Success! Your application has been sent to Vitality

We will respond to your request as soon as possible. This may take up to two working days. Notification updates will be sent to: your email address.
If you have any questions, please contact your servicing team. Our opening hours are Monday to Friday 9am to Spm.
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Viewing plan documents.

You can access certain plan documentation (full listing below). Documents will be

accessible via Employer Hub for 13 months. Should you require sight of a document

older than this then you will need to contact your dedicated servicing team.

View your documents

Plan summary
Company certificates

Plan invoice

To view your plan document

select the ‘your documents’
button on the home page:

Your documents

You can also navigate to the plan documents page by selecting the ‘view plan
documents’ button at the top of the plan details page.

This will take you to the documents page where all the documents for the plan can

be viewed:

Your plan documents

Hallneg Ltd: plan number 50358394

Request membership list Request P1ID

Important plan documents

= ; i 2 2 e
27/06/2019 20/08/2013

" Changes tothe plan 2
~ 27/06/2019

All documents

All events v From 2 05 2019 To 2 08 2019 m
Tevent(s) found
Read status Date ¥ Event Principal member Plan documents.
(%] 27/06/2019 Renewal Invite = View plan documents

The page is separated into two main sections ‘Important plan documents’

and ‘All documents’.

Within the ‘Important plan documents’ section the most recent versions of the
following documents will always be listed (when available):

e Plan summary

e Company certificate of insurance

® Invoice

e DDI confirmation

® Membership List (not Corporate Healthcare)

® P11D (not Corporate Healthcare)

® Monthly statement (not Corporate Healthcare)

e Changes to the plan

e

27



As a new version of any of the documents is produced it will replace any older
copies. The key documents section is designed to provide ease of access to the most
frequently used documents.

Within the ‘All documents’ section you can filter the documents by a date range or
event type from the drop down. If there is no name next to the event type then this will
indicate that it is a company document not a member document.

Once you have located the document you want, this can be viewed by clicking on the
document description.

This will open the document in a separate window.

Some of the documents when selected
will display a list of the individual
documents issued within the pack such
as the new business pack as this will
contain the invoice and employer
certificate:

Documents list X

New Business on 20/06/2017 has generated the following documents

=% Membership List

7 Inveiss

If you wish to download a copy of a
document rather than opening and
viewing it then simply click on the
green arrow:

Plan documents

% view plan documents k3
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The documents that you will be able to view in Employer Hub are listed in the below table:

New Business

Business Healthcare

Welcome letter

Invoice

About your insurance services

Company Certificate of Insurance

Membership List

Corporate Healthcare

Welcome letter

Company Certificate

Group Secretary plan terms and conditions

Renewal Invite

Business Healthcare

Renewal invite letter

Renewal premium breakdown and membership list

Changes to the plan

About your insurance services

Group Secretary plan terms and conditions

Renewals

Business Healthcare

Company certificate of insurance

Change cover or
change category

Change cover or
change category

Change payment
terms

Change plan
factor multiplier

Change plan
factor multiplier

Change plan
factor multiplier

Mid-term joiners -
Employees

Mid-term joiners -
Dependants

Member details/
exclusions
updated

Employee
removed

Dependant
removed

Membership list

Payment summary

Renewal confirmation letter

Corporate Healthcare

Company Certificate

Renewal confirmation letter

Changes to the plan

Membership List

Bank Details
Updated

Monthly statement

Employers
Cashback pay-out

Medical Benefit in
Kind (P11D)

Business Healthcare

Updated company Certificate of Insurance

Your updated plan details

Your updated plan details

Your updated plan details

Your updated plan details

Your updated plan details

Your updated plan details

Your updated plan details

Your updated plan details

Your updated plan details

Your updated plan details

Membership list

Important information about your payments

Your monthly statement

Your Employer Cashback

P11D report
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Requesting a membership list. You will see a Thanks for your request

o : S confirmation
You can request a membership list for Business Healthcare plans and view it in

s . . . . message: ) ) )
Employer Hub within two working days. A copy will also be sent via the current routing ‘ We'll send the report to you in the next two working days.
preference on the plan. H you reqwre a membersh|p ||St fOI’ a Corporate Healthcare For Business Healthcare plans the membership list will be available to view in the Your plan
plan, this can be requested through Employer Hub and will be emailed to you directly. documents.

Confirmation will be sent to test@Vitality.co.uk.

To request a membership list enter the plan details screen and select ‘'View

Plan details [.; T ] i», S

Important Information

This plan is currently within the renewal window - some plan amendments may take longer than normal to process and affect any renewal documentation already issued.

Requesting a medical benefits in kind (P11D).

= Plan overview Plan number 52483123
You can request a P11D for your Business Healthcare plan which will be available to
Plan name ummy Adviser Hut rincipal members - health . . . . . . . .
s e ! ’ view in the document hub within two working days and a copy will be emailed directly.
Address MARSHALL POINT Plan type Business Healthcare . ) . .
P — If you request a P11D for a Corporate Healthcare plan, this will be emailed directly and
BOURNEMOUTH Plan start date 28/08/2019 . .. . .
e O - will not be visible within Employer Hub.
Industry type None of the above

To request a P11D enter the plan details screen and select ‘View plan

documents’:

Once in the plan documents select 'Request membership list’:

Y | d t Pla n deta | |S & View plan documents ] [ + Add employees
Hallneg Ltd: plan number 50358394 Request membership list Request PHD Importantinformation
This planis currently within the renewal window - some plan amendments may take longer than normal to process and affect any renewal documentation already issued.
Important plan documents
— Plan overview Plan number 52483123
" Renewal i ip i 2 =% pNDreport £
27/06/2019 ~ 20/08/2019
Plan name Dummy Adviser Hub 01 Principal members - health 3
"5 Shangas to the plan *
2770612019 Address MARSHALL POINT Plan type Business Healthcare
4 RICHMOND GARDENS
All documents N — Plan start date 28/08/2018
BHLOD; Next renewal date 28/08/2020
All events v From 2 05 2019 To 2 08 2019 m Industry type None of the above
Tevent(s) found
+ Members
Readstatus  Date ¥ Event Principal member Plan documents
o 22/06/2009 Renewal Invite 2 % View plan documents £
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Your plan documents

Hallneg Ltd: plan number 50358394 Request membership llst ReRSe Uploading documents

Important plan documents As an alternative to email or post documents to Vitality you can also use the upload

documents button to send documents to VitalityHealth:

™ Renewal premi il £ = piorepon B
27/06/2019 20/08/2019
" Changss to the plan L
Sierion Your plan documents
All documents Dummy Adviser Hub O1: plan number 52483123 [n Upload documents } [ Request membership list ‘ Request PTID ‘
All events v From 2 05 2019 To 2 8 | 2019 m Important plan documents

1event(s) found

Zonfirm the details of the document that you are uploading and attach the file:

Read status Date V¥ Event Principal member Plan documents
o] 22/06/2009 Renewal Invite “ % View plan documents £ Upload your document
Upload your list of joiners, leavers or member changes and any insurance certificates we have asked you ta provide.
Select your plan *  Dummy Aduiser Hub 01- 524 V‘
Request P11D repolt What are you uploading? *  What are you uploading? v‘
Choese your file * I
Once in the plan
SeechiagyRars | Select s documents select St te
‘ g ‘Request P11D
Email address stewart.chorley@vitality.co.uk
report’. Then select
P } T the tax year and The document will be received by Vitality and processed in the same way as

select ‘Confirm". documents emailed or posted would be.

Please note that the P11D will only be available after the end of the tax year.
The request P11D button will only be visible when a P11D is available.

For Business Healthcare

plans you will then see Thanks for your request

a confirmation message

advising that a COpy Of We'll send the report ta you in the next two working days.

the P’l ’l D W||| be aVailable For Business Healthcare plans the report will be availzble to view in the Your plan documents.

to view within the plan _

documents within two
working days:
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Add, amend and remove a group secretary.

To make changes to the group secretaries linked to your plan click on the ‘Group

Secretary’ section on the plan details page:

To add a new Group Secretary to cover click on the ‘Add’ icon.

= Group Secretary

Primary

Mrs StBCCFHGDGML HaBCCFHGDGML
00044 2890 475622
test@Vitality.co.uk

Secondary

Miss Nicola Hart
icolah jtall

Miss Anna Harris

libby.gibbs@vitality.co.uk

Mr WiBCCFHGDFKD HaBCCFHGDFKD
00044 2890 475822
test@Vitality.co.uk

This form will display:
Group Secretary

Title *

First name *

Last name *
Gender *

Date of birth *
Contact number *
Ext.

Email *

Primary Group Secretary

Select '

First nams

Last name
Select 7
(18] MM oy

Contact number

Extension

Emiail

Yes

| petete ||
[ oetete | [

| petete ||

Edit

Edit

Edit

Complete the form with the details of the new Group Secretary. All fields with a red
asterisk must be completed before you can submit the request.

If you require the new Group Secretary to be the primary Group Secretary for the plan
tick the relevant box. The previous primary Group Secretary will become a secondary

Group Secretary.

Upon submitting your request you

will receive a confirmation message:

Thanks, we've received your request X

Changes may take up to an hour to take effect. Please log back in after this time to view your
changes. If you're Group Secretary for multiple plans, then these details will update for all your
plans.

To amend an existing Group Secretary select the ‘Edit’ button next to the relevant
Group Secretary and the below form will display:

Update the relevant
fields ensuring all fields
with a red asterisk

are completed.

Note, you should not
use this screen to add a
new Group Secretary
to cover.

There must always be a
primary Group Secretary
and as such it is not
possible to untick this
box. To change who

is the primary Group
Secretary tick this box in
the relevant entry for the
new Group Secretary.

Edit details

Primary
1224653509 : StBCCFHGDGML HaBCCFHGDGML

Title * ‘ Mrs v

Firstmame * | StBCCFHGDGML

Last name * | HaBCCFHGDGML
Gender * Female ad

Date of birth * ‘ ) 10 1682
Contact number * ‘ 0442890475822
Ext. ‘ Extension

Email *

test@Vitality.couk

Primary Group Secretary D Yes

=
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To remove a Group Secretary select the '‘Delete’ button next to the relevant entry and Amend member details.
the following screen will be displayed:

To amend the details such as spelling of a name for a member on cover,
Insert the date from which you wish to remove the individual as a Group
Secretary and select 'Yes Delete".

navigate to the member details page for the relevant member and select the
‘Edit’ button in the top right hand corner of the screen:

Please remember that by removing a Group Secretary their access to

Employer Hub will automatically end too. Member details # Ada dpandant) | | » Remove mpouty
— Whw Gsgs - Principal, male, single
7 edit
Remove Group Secretary |7 |
Vitality membership number 1240155356 Cover status Active.
Name Baron Whw Gsgs Maxt renewal date wmaoe
Are you sure you want to remove Anna Harris as a Group Secretary?
Gendor male Age st et plan ranewal date x5
Date of birth 031271950 Jaining date 151200
Removal date * I DD I | 15 I I YYYY I X Please select a valid date
Vitality status Bronze Cover type Private Medical Insurance
R ‘ Cancel ‘ Contact detalls Home address
Home phone number 17 THOMPSON ROAD
MANCHESTER
@ Thisaction cannot be reversed vorkshene numset 3226
Mobile phone numbar
Email address
Cover summary
Upon su bmission you wi Il see Thanks, we've received your request X Company name Lallenid R il
the fO”OWlng screen Conflrmlng Plan type Business Healthcars Excess amount £100
th at th e req uest h as bee n Changes may take up to an hour to take effect. Please log back in after this time to view your Plan number 50156394 Underwriting terms Mertorium
rece ived an d wi | | be p ro Cessed (:\ange;lfycu're Group Secretary for multiple plans, then these details will update for all your s P s STRER
plans.
within two working days: “ Catgeryprcage < LG e
Hespital option Consulant Select
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The following screen will display upon which you can update the details as necessary.

A reminder that
all fields with a red
asterisk must be
completed before
submitting your
request.

Member details

Employee

Title *
First name *
Last name *

Gender *

Contact details

Home phone number
Work phone number
Mobile phone number
Email address
Address1*

Address 2
Town/City *

Postcode *

Cancel

Mr '

| Am

Test

MARSHALL POINT
4 RICHMOND GARDENS
BOURNEMOUTH

BHIUD

Thanks, we've received your request

Changes may take up to an hour to take effect.

_

W/&h@ HEALTH
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Find out more.

employerhub.co.uk

VitalityHealth is a trading name of Vitality Corporate Services Limited which is authorised and
regulated by the Financial Conduct Authority. Trust administration business is handled by Vitality
Corporate Services Limited and this activity is not regulated by the Financial Conduct Authority.
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