WEX HEALTH CLOUD COBRA & DIRECT BILLING

MEMBER PORTAL QUICKSTART GUIDE

Pro-Flex

PRO-FLEX ADMINISTRATORS LLC

Welcome to your Pro-Flex Adminsitrators COBRA & Direct Billing Portal. This one-stop portal gives you 24/7 access to view information and manage your COBRA
& Direct Billing plans. It enables you to:

Enroll in coverage

Make a payment

Review payment history and upcoming payments
Review personal information



Sign In

HOW DO I LOG ON?

1. You should have received a New Member Login Notice containing -
your registration code. If you have not received a New Member BN e
Login Notice please contact your administrator at 717-633-2073.

2. Go to www.proflextpa.com and select COBRA and Premium

Collection from the Login menu, then select New User Registration.

Enter your registration ID and SSN, then submit registration.

Accept the New User License Agreement.

Set up your username and password.

Click Submit & Create Account.
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HOW DO | ENROLL?

1. After registration, if you have not submitted an enrollment form, Amanda Smith  Last Login: Apr 17, 2018 aL08:14 AMCST | Sign out
you will be directed to enroll in your COBRA benefits.

2. You will be able to choose the products that you wish to elect as
well as the coverage level for each product.

3. Once you have completed your election you will be directed to your
member portal Home Page. T T—

any combination of plan(s) listed on the next screen, you may do this by choosing any combination of

plan(s) listed on the next screen. If there are any discrepancies between your Election Form or on the

4 ONLINE ELECTION Welcome to the Online Election

COME

Our records indicate that we have not yet received and processed an Election Form from you. To
continue coverage you must complete and submit your paper Election Form or use this Online Election
Prooess no later than your Election end Date listed on the next screen. This Online Election Process

will be available to you until 11:59 PM Gentral Time on the Election End Date listed on the next screen

plan(s) you previously had, please contact your administrator for further assistance.

CONTINUE NOT NOW.



http://www.proflextpa.com/

The Home Page is easy to navigate:

1. Setup your payments directly with the Make Payment button.

2. Review your payment schedule, summary, and history from the
payment info selection.

3. Review your personal information via the profile selection.

4, Update your login and communications options in the
preferences selection.

5. Review all information sent on your account in the
communications and messages selections.

6. Review your election, including coverage level and amount in
the election selection.

HOW DO | MAKE A PAYMENT?

The option to make a payment is available from the Make
Payment button on both the home page as well as the Payment
Summary page under the Payment Info selection.

Select between paying via Card, Bank Account, or Check through
the mail.

The check option will take you to the form to be printed and
mailed with your check. Otherwise, you will be prompted to
select the amount to pay, and notified of any applicable fees.
Finally, complete the payment info fields before reviewing and
submitting your payment.
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B PROFILE

1. Through this portal, you have access to make pay
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PAYMENT METHOD

$ MAK AYMENT

O 1wl pe

O 1w p

O 1wl se
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HOW DO | MAKE A RECURRING PAYMENT

1. The Recurring Payments option is available from the
home page and under the payment info options.

2. Select between setting up electronic payments or Amanda Smith Last Login: Apr 17, 2018 at 08:14 AM GST Sign out

payments via mail.
3. Selecting electronic payments will bring you to a screen $ RECURRING PAYMENTS $ Payment Information

to fill in your bank account information, while selecting 1. PAYMENT METHOD

payments via mail will provide you a link to download the PrETIEe RECURRING PAYMENTS

PAYMENT SUMMARY

AUtOmat'c Premlum Payment form O | would like to setup a recurring elecironic payment

4. After C0mp|etlng the payment |nf0 fle|dS C||Ck NEXT to (O | would like to setup recurring payments by mail-in form

submit your recurring payment.
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1. Past payments can be reviewed from the Payment Info

selection. - l e
2. The payment schedule shows payments that have been fone
made, what your next payment is, and your payment SERTYENT S
schedule after that. il $ Payment Information
3. The payment summary shows, in brief, the last payment R PAYMENT SCHEDULE
made and the next payment to be made, as well as S -
providing the option to make a payment. oo :M g
4. The payment history shows each payment that has been PESSEGES -
made as separate line items. B ccmion w0 N
SN W W e B SR I
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AMT DUE $0.00 $0.00 $101.00 $101.00 $101.00 $101.00 $101.00




