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2 Introduction

The Irish Life Health application is designed to enable Scheme Administrator to manage their
schemes. The functionality includes giving you — as an Irish Life Health Scheme Administrator
— the ability to:
o Purchase new policies and add members to your schemes;
View your member listings, activities and financial statements;
View your members’ policy details and some of your members’ documents;
View your members’ policy premium details;
View your members’ policy activity history;
Edit some of your members’ policy details;
Change your members’ cover; and
Manage your own Irish Life Health Live user access.

O O O O O O O

The Irish Life Health Live application is a software application that enables you to service your
members and manage your policies. Learning to use it is easy, but it assumes that you are
familiar with the health insurance regulatory framework governing private health insurance in
the Republic of Ireland.

This user guide presents an overview of the application’s features and gives step-by-step
instructions for completing a variety of tasks.

The link to this application is: www.irishlifehealth.ie\portal\ilhlive
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3 Registering as an Existing User

Note

a)

b)

d)

This is a once-off step to register for the Irish Life Health Live portal for
existing portal users. All existing schme admin portal users must re-register
unless they have an existing Irish Life Health member portal account. If you
have an existing member portal account and are using the same email
address for both applications follow the notes in point (b) below.
Important: you may have already used the same email address to log in
to the Irish Life Health member portal to access your own health policy as
a customer. If you have, and are using the same email address for this Irish
Life Health Live application, you do not need to re-register. Simply login
using the email address and password you use for the member portal and
enter your scheme admin member number to access your portfolio of
customers on the Irish Life Health Live application.

If you do not have an Irish Life Health member portal account or you use a
different email address to access your member portal from what you use
as a scheme admin to access your admin portal, please follow the steps
below to register.

Irish Life Health have introduced an extra step for our scheme admins to
access your Irish Life Health portals to ensure every step is taken to keep
all data stored safe and secure.The following slides are a step-by-step
guide on how to set up multi factor authentication (MFA) if required.

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021



3.1 Enter the Irish Life Health Live address in your addresss bar and press Enter.
3.2 Enter your:
e Email address
¢ Create a password that matches the requirements listed:
o Atleast 8 characters
o Uppercase, lowercase & numbers
o Atleast one special character
3.3 Click Register account.

Q20 Welcome to Irish Life Health Live

This portal is for Providers, Brokers & Scheme Administrators only

Register your online account

Login email
JennMFAETtest.je

The email address must be the ane we have on file for your organisation

Your password must consist of:

o AL least B characters
* Uppercase, lowercase and numbers

= AL least 1 special character

Password

remmmmraan o

Confirm Password

AR m

Register account

Notes The email address being used to register must match what Irish Life Health has on
record for you as a scheme admin.
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ey Welcome to Irish Life Health Live

This portal is for Providers, Brokers & Scheme Administrators only

Register your online account

Login email
JennMFA@test.ie

The email address must be the one we have on file for your organisation

Your password must consist of:

e At least 8 characters
e Uppercase, lowercase and numbers

e At least 1 special character

Password

Register account

feie} Welcome to Irish Life Health Live

This portal is for Providers, Brokers & Scheme Administrators only

We have sent you a confirmation email. Please click 'Confirm your email' to
access your account.

Login email

|

Password

| o

Forgot password?

Not registered? Register here

Irish Life Health Member portal

Login
Members can login to their portal here. gin ©
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Confirm Your Email

Hi there,

You recently opened an Irish Life Haslth online sccount

Please confirm your account by clicking this:link:

If wou did not register an account, please ignore this emall or contact support if

you have gqueshons

Email heretohelpiirshlifehealth e or call us on 01 562 5100

Yours sincaraly,

Insh Life Heoatth

Conpreintl 55 010 jrich | Ba Heahh
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@\Welcome to Irish Life Health Live
\_

/ This portal is for Providers, Brokers & Scheme Administrators only

We have sent you a confirmation email. Please click 'Confirm your email' to
access your account.

Login email

JennMFA@test.ie

Password
m»{ o

Forgot password?

Login e

Not registered? Register here

Irish Life Health Member portal
Members can login to their portal here,
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34 When logged in you will be prompted to complete the setup of a two-factor

authenticator.
This is a one time setup process.

If you already have an authenticator you can proceed to the next step.
If you don’t have an authenticator, follow steps to download.

@ Two Factor Authentication

Follow the steps below to enable two factor a g

cation
DOWNLOAD SETUP

1. Download an Authenticator

Desktop

3.5 For the purpose of this guide we progress with a mobile device, Google

Authenticator setup

Two Factor Authentication
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3.6 Download the authenticator on your mobile device.

Ads » Rlated 1o your search

3.7 Open the app store on your mobile device, search for “Google Authenticator” and Install.
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3.8 Download the authenticator on your mobile device.
Open the app and select “Get started”.
Next login with an either:

1. An existing Google account, or

2. “Use Google Authenticator without an account”

Set up your first account

OR code or setip key in your 2FA sattinga (b

Welcome to Google

. . Authenticator
Stronger security with

Google Authenticator

Get verification codes for all your accounts using
2-Step Verification

A% Joha Smith
WY johnsmithi@gmad com

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021 10



3.9 Success. You have downloaded the authenticator to mobile.

Click “Proceed” to progress to the Setup stage.

a Two Factor Authentication

Follow the steps below to enable two factor authentication

DOWNLOAD SETUP VERIFY

o

1. Download an Authenticator

uther dc ne from link
t t talled
Desktop
Available authenticators for use on either Windows or Mac O
- Edge Extensior
Mobile
able authenticator apps such as Microsoft Authenticat
s phone, Android and 10S or Google Authenticator for Android
*Ple ecep
g -
ditior L
t t J f that p d
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3.10 You can setup the authenticator by:
1. Scanning the QR code, or
2. Manually entering the 32-digit secret key

Two Factor Authentication

Follow the steps 0 enable two factor authentication.

What is Two Factor Authentication?

factor authentication and th Read @

&

Set up vour first account
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3.11 QR Code Option.

Select “Scan a QR code” and give the app the appropriate permissions to use the camera.

Use your mobile device to scan the QR code on the portal Two Factor Authentication setup
screen.

e two factor authenticator app ar
key XX XXX XXX XXX XXX. Spac

Sight  Portrait Video
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3.12 Setup the authenticator [Manual Option]

Select” Enter a setup key” option

Enter the account details requested and click Add.

- Account Name: “Irish Life Health Live”

- Your Key: Enter the 32-digit secret key from the setup page
- Type of Key: Time based

&  Enter account detalls

ACCOAENT namse

Your key

Togpees 1o by

Time based
|
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3.13 Success. You have setup the authenticator.
The authenticator will immediately show a 6-digit code which will refresh periodically.
Click “Proceed” to move to the Verify screen.

@ Two Factor Authentication

Follow the steps below to enable two factor authentication.

DOWNLOAD

SETUP
& 1]

2, Setup

To
enter the followin nto your two factor authenticator app

tppa ngd6 7d4q paax vskx 55gb kbjk virn

p, open the two factor authenticator app and scan the QR code or

< Previous Proceed (@)

What is Two Factor Authentication?

Read @

IT USEr guide o 0 Tactor s L

oleitplaysinp

antr
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3.14 Enter the 6-digit authentication code into the verification code box on the Verify screen and
select “Submit”.
If there is an error:
1. Retry, confirming the correct digits are input, which match the code on the authenticator
at the time of submission.
2. Go to the previous page and re setup the authenticator.

& Authenticator =
[% Two Factor Authentication Irish Life Health
Follow the steps below to enable two factor authentication. 765 286 &

DOWMNLOAD SETUP VERIFY
© o ©
3. Verify

Once setup is complete, your two facter authenticator app will provide you

with a unique code. Enter the code in the confirmation box below.

Verification Code

765286

= Previous Submit

What is Two Factor Authentication?
Read our user guide on two factor authentication and the Read @
important role it plays in protecting your data.
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3.15 Success. You have verified the authenticator and this one-time setup is complete.

Keep your authenticator safe as you will be required to enter the 6-digit authentication code

every time you login.

Authenticator Successfully Reset!

Your two-factor authenticator has now been reset. From now on
when logging into your account you'll need to enter the 6-digit code
from your authenticator.

Close

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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The below is showing the set-up MFA on the Desktop.

3.2 Login using your existing username and password as normal.
3.21 Enter your:

e Email address

e Password
3.2.2. Click Login.

oo \Welcome to Irish Life Health Live

This portal is for Providers, Brokers & Scheme Administrators only

Login email

Jsmith@example.com

Password
........ @
Not registered? Register here
J.:ifh,Lif‘,(‘ﬁ[jaL:?,M?TbﬁtpmjmU . Login ©
Members can login to their portal here
Notes The email address being used to register must match what Irish Life Health

has on record for you as a scheme admin.
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3.23 When logged in you will be prompted to complete the setup of a two-factor

authenticator.
This is a one time setup process.
+ If you already have an authenticator you can proceed to the next step.

* If you don’t have an authenticator, follow steps to download.

thentication

ﬁ Two Factor Authentication

Follow the steps below to enable two factor au

" -
1. Download an Authenticator
Desktop
Ec
Mobil
ubje jer
3.24 For the purpose of this guide we will select the Desktop, Chrome Extension.
a Two Factor Authentication
Follow the steps below to enable two factor authentication
£ .

N.B. Whichever authenticator app you choose, you will be subject to the Terms of Use of
that provider.
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3.2.5 The download page for the Chrome extension will open from the link.
Select the blue “Add to Chrome” button on screen.

& Authenticstor- Chrome WebSte X | A %
& C {} @ chromegooglecom/webstore/ fienticator/bhighoamapcdpbohphi B %
@ cboutbenk
@ chrome web store & sinin
Home » Extensions » Authenticator
E17 Authenticator
L {0 authenticator.cc @ Featured
TR WK 1646 () | Productivity | 3,000,000+ users
Overview Privacy practices Reviews Support Related
[} Authenticator /
I 1 51526853
B [
ne ‘ g
L 00910
Authenticator
for Google Authenticator
00
Irish Life Health Live User Guide V3.0_Scheme Admin April 2021 20



3.2.6 Download the authenticator extension to your desktop.
Select the grey “Add Extension” button in the pop-up screen.

& Autheticstor - Chrome Web Sto X | ob o= 4
€ C (Y & com bstore/detail ator/bhgt dpbohphigoooaddinpkbai G e %
8 stk :D_,'C Add "Authenticator'?
@ chrome web store i @ son
Home > Extensions > Authenticator
['f]l-1 Authenticator
o] ) authenticator.cc 8 Featured
KRNk 1646 §) | Productivity | 3,000,000+ users
QOverview Privacy practices Reviews Support Related
] Autertitor s |
I 1 51526853
B o 4
| | l. ‘ Gong
L 200910
¢ oy 3
Authenticator
for Google Authenticator
0
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3.2.7 To open, this can be found in the extension toolbar to the right of the address bar at

the top of the screen.
Next you need to go back to the portal to complete setup.

& Authenticator - Chrome WebStc X 4 - - °
c e b @GO i o2 «[s oz
@ st 2 Adtrenticator  £3 ¢

& chrome web store

No accounts to display. Add your first

Home > Extensions > Authenticator
account now. Leamn more

Remove from C|

1! Authenticator
HA

{2 authenticatorce (@ Featured

Y dr ke e k1646 | Productivity | 3.000.000+users

Reviews Support Related

S o ©

2FA Authenticator app TronLink
e o ke e 33 e e o o e 434

GAuth Authenticator
e e o ok ke 213

QR creator Open Two-Factor Authe...

e e ok 12 Y 3 o ok ok 10

o] © 3

PrettyMerch for Merch .. Captcha Solver: Auto Re...

oo e e ke 623 sk Aok 228

ToTP Au App Binance Wallet

ek ok 12 ek ek ok 4 %ok v A 560

° 9 4 Vs

Free Password Manager ... ScriptAutoRunner ATP CONTENT: danh da...

ok A Aok 89 * kA kok 27 ok Ak ok 40

Trust Wallet 2FAS - Two Factor Authe...

o o koA 521 A AAA 2

3.2.8 Success. You have downloaded the authenticator to your desktop browser.
Click “Proceed” to progress to the Setup stage.

» - Two Factor Authentication

Follow the steps below to enable two factor authentication
seTuP

DOWNLOAD

1. Download an Authenticator

Desktop
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3.2.9 Navigate to the browser extension toolbar and open the authenticator.
This can be found in the extension toolbar to the right of the address bar at the top of the
screen.

o
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3.2.10 You can setup the authenticator by scanning the QR code or manually entering the
32-digit Secret Key.

+ Click the == icon for the scan QR code setup option.

* Click the 4 icon for the manual setup option.

©x Authenticator

»

MNo accounts to display. Add your first
account now. Learn more

3.2.11 QR Code Setup.

Click the == icon in the authenticator toolbar to enable the scanning option.
Select the QR code on screen by dragging the scanning square over the location of the
code with your mouse as shown in the image.

o A L. |

#2Ef AL AR
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3.2.12 Manual setup.

-3

1. Click ¢

2. Click *

3. Select “Manual Entry”

4. Fill details:

- Issuer: “Irish Life Health Live”

- Secret: Enter the 32 digit secret key from the setup page.
- Click Ok

¢ Authenticator o Authenticator + E]

Scan QR Code

id your first Manual Entry

now. Leam more

0

Issuer

Secret

» Advanced

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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3.2.13 Success. You have setup the authenticator.
The authenticator will immediately show a 6-digit code which will refresh periodically.
Click “Proceed” to move to the Verify screen.

@ Two Factor Authentication

Follow the steps below to enable two factor authentication.

e Authenticator =54

DOWNLOAD SETUP VERIFY

o—»0

2. Setup

To setup, open the two factor authenticator app and scan the QR code or

enter the followi "y into your two factor authenticator app.

tppa ngd6 7dd4q paax vskx 55gb kbjk vjrn

< Previous

What is Two Factor Authentication?
Read our user guide on two factor authentication and the Read @
important role it plays in protecting your data

el Authenticator s
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3.2.14 Enter the 6-digit authentication code into the verification code box on the Verify screen and
select “Submit”.
If there is an error:
1. Retry, confirming the correct digits are input, which match the code on the authenticator
at the time of submission.
2. Go to the previous page and re setup the authenticator.

o Authenticator =

[% Two Factor Authentication

Follow the steps below to enable two factor authentication. ] Authenticator =

DOWMNLOAD SETUP VERIFY
© o ©
3. Verify

Once setup is complete, your two facter authenticator app will provide you

with a unique code. Enter the code in the confirmation box below.

Verification Code

765286

= Previous Submit

What is Two Factor Authentication?
Read our user guide on two factor authentication and the Read @
important role it plays in protecting your data.
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3.2.15 Success. You have verified the authenticator and this one-time setup is complete.
Keep your authenticator safe as you will be required to enter the 6-digit authentication code
every time you login.

Authenticator Successfully Reset!

Your two-factor authenticator has now been reset. From now on
when logging into your account you'll need to enter the 6-digit code
from your authenticator.

Close
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4 Logging in to Irish Life Health Live

Note Enter the Irish Life Health Live address into your addresss bar and press Enter.
1 Click on the Login tab.
2 Enter your:
o Email address
e Password
3 Click Login.

oo 'Welcome to Irish Life Health Live

This portal is for Providers, Brokers & Scheme Administrators only

Login email
Password
@
Forgot password?
Login a
Not registered? Register here
Irish Life Health Member portal )
Login ©

Members can login to their portal here.

Note If you have forgotten your password, use the Forgot password link to reset this.

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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5 Resetting your Password

Note Enter the Irish Life Health Live address into your addresss bar and press Enter.
1 Click on the Login tab.
2 Click Forgot Password.

90 Welcome to Irish Life Health Live

This portal is for Providers, Brokers & Scheme Administrators only

Login email

Password
@
Forgot password?
Login e
Mot registered? Register here
Irish Life Health Member portal -
Login @

Members can login to their portal here.
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3 Enter your Email Address, and
4 click Reset my password.

%g\ Welcome to Irish Life Health Live

This portal is for Providers, Brokers & Scheme Administrators only

Forgot your password?

Please enter the email address you wish to reset your password for.

Email address

Reset password

Return to login

5 Check your inbox for the password reset email and click Reset your password.

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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% Welcome to Irish Life Health Live

This paortal is for Providers, Brokers & Scheme Administrators only

Check your email inbox

An email has been sent to JennMFA@test.ie with instructions on how to reset
your passward.

Returnto login

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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Password Reset Request

Hi there,
You recently requested to reset your password for your Irish Life Health online

account

Please reset your password by clicking here

If you did not request a password reset, please ignore this email or contact

support if you have guestions:
Email heretohelp@irishlifehealth ie or call us on 01 562 5100
Yours sincerely,

Insh Life Haalth

5 Create a new password.

Confirm this too.
6 Click the Confirm button.

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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Set your new password

JennMFA@test.ie

Choose a new password:

Password

Confirm Password

Your password must consist of:
s atleast 8 characters
s uppercase, lowercase & numbers
s atleast one special character

Back to login

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021

34



7 Home screen

The home page provides a convenient hub to the different parts of the Irish Life Health Live
application.

@@ ©  (Isscheme) | corporate.enquiries@irishlifchealthie | 1890721721 |
#ol

ﬂ Irish Life @ 2

Home Policy Admin Quote & Purchase Documents Reporting My Account

Welcome to Irish Life Health Live

1 Your user name.

2 The email address and contact numbers for our corporate enquiries teams.

3 Links to each page in the application (Home, Policy Admin, Quote & Purchase,
Reporting & My Account).

4 Log Out button.

7.1 New Business and Reports

New Business Reports
Purchase new policies and add members to your schemes View member listings, activities and financial statements
& & 3)
Create a quote [ Retrieve a quote ) ( View Reports \
Under New Business
1 Click Create a Quote to jump from the Home page to the Quote & Purchase page.
2 Click Retrieve a Quote to jump from the Home page to the Quote & Purchase and
a list of active new business quotes for your clients.
Under Reports
3 Click View Reports to jump from the Home page to the Reporting page.
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7.2 Search Policy

Search Policy

l‘\‘a:j Policy Number {ii-'/) Member Number {;7-'/) Last Name and Date of I”:—‘ Staff Number
Birth
Policy Number
Policy Number
2
1 Enter a full (not a partial) policy number to search for a policy by policy number.

Click the Member Number radio button and enter a full member number in the
Member Number box that will appear to search for a policy by member
number.

3 Click the Last Name and Date of Birth radio button to open Last Name and
Date of Birth fields to search for a policy by these criteria.
The Date of Birth must be entered in the DD/MM/YYYY format.

4 Click the Staff Number radio button to open and enter a Staff Number.
5 Click the Find Policy button to search by the criteria you have entered.
TIP You can also search for all policies on a scheme on the Policy Admin page.

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021 36



8 Policy Admin

8.1 Manage Policies
8.1.1 Search Policy
A Irish Life -

i Policy Admin Quote & Purchase

Documents Reporting My Account Log Out

Manage Policies

=Ele el 5T | Policies by scheme

Search Policy

@ Policy Number Q Member Number O Last Name and Date of O Staff Number
Birth
Palicy Number
Policy Number
1 When you click the Policy Admin link at the top of the home page you will be

directed to the Manage Policies screen.
This screen has two tabs:

o Search Policy, and

o Policies by Scheme

The Search Policy tab is a duplication of the search policy functionality on the

Welcome/Home page.

2 Click the Policies by Scheme tab to view lists of policies by scheme.

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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8.1.2 Policies by Scheme
1 Click in the Select a Scheme field box to see a list of all schemes
allocated to your account on Irish Life Health Live.
Select the scheme from the list.
2 Click Find Policies to view a full list of policies.
Notice that there are 3 tabs for the results: Live, Quotes and Cancelled.

Manage Policies

SEEI S Policies by scheme

Select a scheme

'

Irish

3 On the Live tab, notice that if the list of members is multiple pages
long, you would be able to navigate between pages in the list.

4 Type search criteria in the Search Within Results box to refine your
search.

5 Click the relevant policy number hyperlinked in blue to open the
policy.

Quotes | Cancelled

Search within results...

Search for Live |
Policies, Quotes

or Cancelled
o Policies
Policy Number Name Date of Birth Plan Zogflynual PR St gg::?:val Date
Zsht Ligyngme 01111972 Be Fit3 €361210 3012/2021
Hipy Kkasyca 01111967 Be Fit3 €4105.20 3012/2021
S5 Ojbniues Knpemg 01/01/1984 BeFit3 €1550.50 3012/2021
Akux Onktjm 01/03/1979 BeFit3 €4508.30 30/12/2021
Svjysuo Sibs 01/09/1976 Be Fit3 €4105.20 3012/2021
Osr Ajkwk 01/09/1971 BeFit3 €439170 30/12/2021
Vnbp acqynva 01/03/1976 BeFit3 €4598.30 3012/2021
E;ﬁ)‘:f’g;’é"d U'PIIakbX 53101966 Be Fit 3 €3119.00 30/12/2021
Rhjyxb Kjufnm 01/09/1973 Be Fit3 €1559.50 30/12/2021
Knbzk Asfnxbe 01/02/1978 BeFit3 €4105.20 30/12/2021

E 2|3 @||B/| = [16| 7 | Next
= il
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6 On the Quotes tab, any quotations for the scheme would display.

Live @ Cancelled

L=y

Policy Number Name Start Date € Annual Premium Renewal Date
7 On the Cancelled tab, any cancelled policies for the scheme would
display.
8 Click the Policy hyperlink to open a cancelled policy.
Live | Quotes Nz
Policy Number Name Date of Birth Plan zogf\’;lual PrTi :::ceywal Date
\../ Onxni Vcbewp 01/07/1985 Be Fit 2 €588.20 30/12/2017
Rmgw Onkijm 01/05/1979 Be Fit3 €754.30 30/12/2017
8.2 Individual Policy Details
1 When you click on an individual policy, the policy details for that policy displays
with 5 tabs:
o Policy Details
o Cover and Benefits
o Documents
o History
o Premium Details
2 Under Policy Details you will be able to view the:
o Start Date
o End Date
o Next Renewal Date
o Status
Policy VIVG

I elsARlEl ) Cover and Benefits  Documents  History  Premium Details

Policy Details

-t Dat
a ate
3071212020 Wy,

End Date
29/12/2021 Wy

Next Renewal Date

30/12/2021 ‘

Status

Live \
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Note
information:

Cover and Benefits | Documents  History | Premium Details

Pobcy Detnils | Cover and Bonefits | Documonts | History Prmmu

Renew this policy

Informatkon aboit the rencwal on this FHZI|I€:|I' iz shown bolow. Flease also chock the Ronowal instation documaenis undor the Documents tab.

Rorsesnl Quatn Detnitn

Policy Details
Guote Number:
Start Date; 27/06/2020
End Date: 260672021
Gross Premium Group: €2.412 40

Gross Promium Mamber £0000

Policy Holder Details
Nama: Cigw Zsrwkd
Email: test emaldirshifohoaiti o
Home Phone:
Work

Mobile Phone:

Average Monthly Payment: €0.00 Address T Irishifehealih,
Address 2 Irish Life Contro
Address 3: Lower Abbey Stroat
County: Co Moath
Insured Member(s)
Total Government
Title Mame Plan Packages DOB Realtionship  Premium Lawy
Miss  Aznv Tsrwid BenaFit OV 2000  Depondant €582.40 E449.00
s Wit Reivig Bonofin DU Parinar 18500 E449.00
Ohadnu
My Cigw Zsrwikt BonoFit OV02N958  Policyhoider €1165.00 E449.00
Premium Breakdown
Rizk
Equalisation Gross Group LCR MNet Your Tax
Marme Premium  Promium Crodit  Levy Premium  Discount  Loading Promium  Rolief
A CRAT AN £V F4AQNN  ERAT AL ENnn ennn ERATAN SN
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E965.00

E965.00

Amount
You Pay

EATT AN

If a policy is due for renewal, an additional renewal tab show all renewal
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Addresses on the policy

The next section under Policy Details shows the Members on the policy.
Here you can see policy details per member on each tab, add members,
change cover for each member and update the member’s last name.

éemberg (" +Addamember T

2 d b len =0 Hncwa Ljgyngme | Cjbvdb Vkbnip
(Policyholder) (Dependant) (Partner)
Plan \

BeFit 3

Member Number §
Actions

Date of Birth

01/11/1972 Change Cover
Join Date i

30/12/2020 The policyholder cannot be

removed.
First Insured
30/12/2016

Name
Zsht Ligyngme

Scheme Name
Irish Life Health Staff Scheme

Staff Number

Last Name

Ljgyngme

The next section shows you the Addresses (Postal and Billing) for the Policy.
Here you can Update the policy postal or billing addresses on each of the
tabs.

ek GG | Billing Address

Address Line 1 \

Irishlifehealth,

Address Line 2

Irish Life Centre

Address Line 3

Lower Abbey Street

Town / City

Dublin 1

County

DUBLIN 5 v

| Update Postal Address
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5 The last section shows you the Other Policy Details:
e Contact Details
e Contact Preferences
e Bank DD details for Split Billing members
Below the other policy details section is the Cancel this policy button.

Other Policy Details )

e ;i=(=ap -l | Contact Preferences || Bank DD
Email J ‘
testl.email@irishlifehealth.ie

Mobile Phone

7373864693

Home Phone

Work Phone

Cancel this policy

6 The Contact Preferences tab shows the current contact method selected
on the policy:

Contact Details | JeGlitlady G =N | Bank DD
@ Electronic

=g
7 If a member is paying a portion of their policy by Split Billing, the Bank DD

tab appears on their policy and shows the current banking details and
direct debit collection date:

O Post

Update:
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Contact Details | Contact Preferences [:E508506] o

Changing member's bank account number may impact their direct debit payment.

Account Holder Name

IBAN

Direct Debit Collection Date

28

This account may accept direct debits?
My client has confirmed that they are the only person required to authorise direct debits from this account.
Should this account require a second signature to authorise direct debits please complete and return this Direct Debit Form.

My client has read the Terms of Business.

Creditor Identifier No:
Creditor Address: Irish Life Health Ireland dac, P.O. Box 764, Cork.

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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8.2.1 Add a Member

1 Each member already on the policy appears as a separate tab.
The policyholder will always display as the first tab.
Other members of the policy are labelled as:
o Name and surname
o (Type) e.g. Policyholder or Partner or Spouse or Dependant etc.
2 Click the Add Member button under the Members heading to add a new
member.

Policy

#  Cover and Benefits | Documents = History = Premium Details

Policy Details

Start Date
30M2/2020

End Date
29M12/2021

Next Renewal Date
30/12/2021

Status
Live

Members

Hnewa Lijgyngme | Cjbvdb Vkbnip —
(Dependant) (Partner)

Plan
BeFit3

Member Number "
Actions

Date of Birth

011111972

Join Date .

30/12/2020 The policyholder cannot be
removed.

First Insured

30/12/2016

Name
Zsht Ligyngme

Scheme Name
Irish

Staff Number

Last Name

Ligyngme
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3 The Add Dependant screen opens.
Note A red asterisk (*) indicates mandatory fields.
Complete the fields for the member.

Add Dependant @

Dependant

Effective Date®

21/02/2021

|

Plan*®

Select a Plan b

Title®

|

Select title v

|

Surname- i —

First Name*

Spouse/Partner” h
DD/MM/YYYY O Yes @ No

|

Date of Birth*

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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If the new member has current or previous health insurance and
you select Yes to this question, the current or previous health
insurance details are required too.

If the new member is younger than 35, you can click Next to
continue to the next step in adding a new member to the policy.

Previous Health Insurance

Does this dependant have current or previous
health insurance?*

—
f\.\} Yes Q No
Current or previous health insurer® Current or previous plan®
Please select g Select a plan v

Last renewal date’

21/02/2021 | This is the start date of the last poli'cy-i':he

w | member had.
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Notes o Ifthe member is over 35 years in age, the Lifetime Community Rating (LCR)
questions will become mandatory to calculate any LCR penalty that might

apply.

o Different sub-questions will appear depending on the answers given to
each question according to the regulations for Lifetime Community Rating.

¢ If a member does not currently hold private health insurance, they may be
subject to waiting periods.

¢ Alink to the Irish Life Health waiting periods is available by clicking the Find
out more about waiting periods hyperlink.

Lifetime Community Rating

Lifetime Community Rating Legislation was introduced on May 1st 2015.

For this reason, we need to ask the following questions. The following questions relate to
health insurance cover that this dependant held in Ireland only.

However, if any of the following applies to this dependant then they may be entitled to a
reduction in their loading.

+ Have they had a break in their insured cover of 6 months or more that began on or
after the 1st February 20197

+ Have they been living cut of the state for any period of & months or more, beginning
on or after 1st November 2018

s Were they covered under the Defence Forces Scheme or Members of the EU Joint
Sickness Scheme?

If any of these apply to this dependant, please contact us directly.

Has this dependant had continuous health insurance cover since April 30th 20157

— =
() Yes (@) No
- St

Has this dependant ever had health
insurance in Ireland?

e )

J Yes K!) No

Was this dependant a resident in Ireland on
1st May 20157

(:.\/1 Yes ( \) No

Has this dependant been dependent on
social welfare paymentis for more than 6
months at any time since 1st January 20087

s
(

Ye (@) N
() Yes |\! ) No

J

Previous Health Insurance

Does this dependant have current or previous
heaith insurance?”

(;:1 Yes (:,\) No

This dependant may be subject to waiting periods on the palicy and claims made within applicable
waiting periods may be declined.

Find out more about waiting periods \
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6
Add Dependant

Effective Date: 21/02/2021 (New Member)

Total Chargeable: € 80.50

Current Current New New
Name Role Plan Premium Plan Premium
New Partner N/A €0 Be Fit 1 1423.20

Member

Total Premium:

Total Chargeable:

Charge

€80.50

€1423.20

€80.50

Day-to-day and outpatient claims may be prorated depending on the date the member is added from.

Day-to-day and outpatient claims may be prorated depending on the date the policy was cancelled from.

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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7 Select the payment option: Direct Debit or Credit Card.

If Direct Debit, capture the banking details.

9 Confirm that the account accepts debits and the payee is authorised
to set up this direct debit to the account.

(]

Add Dependant

Effective Date: 21/02/2021 (New Member)

Total Chargeable: € 80.50

Payment options

P, T,
(@) Direct Debit () Credit Card
N N

W, /

Direct Debit

- Account Holder®

IBAN'

Collection Day*®

Please Select

Amount to be charged is €0.00

I confirm that this account accepts Direct Debits and | am the only person required to authorise

Direct Debits from this account.*

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021
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Note If the member is paying by Credit Card, select this as the
Payment Option and capture the card details.
Again the confirmation tick box is required to confirm
authorisation to debit the card for the total chargeable amount.

Add Dependant x

Effective Date: 21/02/2021 (New Member)

Total Chargeable: € 80.50

Payment options

% o
() Direct Debit @ Credit Card

S

Credit Card

Card Holder Name®

Card Number”

Expiry Month*

Please Select v
Expiry Year®

Please Select v
Cvv*

Issue Number (Switch cards only)

Amount to be charged is €80.50

| agree to have the full balance charged to my credit/debit card.”
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10-12 Tick to confirm that each of the waiting periods have been
explained to the member.
13 Click Confirm to add the new member to the policy.

Please confirm that your client understands the impact of changing over.

Q 1. Upgrade Waiting Periods

n upgrade waiting period will apply when you upgrade your cover (i.e. you purchase a plan with
more comprehensive cover than your previous plan). This may happen if you change your plan with
us or when coming to Irish Life Health from another health insurer. We will apply an upgrade waiting
period to claims where your treatment relates to a pre-existing condition. Where an upgrade waiting
period applies, we will cover you up to the level that was available under the benefit that you are
claiming of your previous plan. Where the benefit you are claiming was not available an your
previous plan, you will not be covered.

+

A pre-existing condition is any ailment, illness or condition that, on the basis of medical advice, the
signs or symptoms of which existed at any time in the period of six months ending on the day on
which

s you took out health insurance for the first time

* or you took out health insurance after your health insurance had lapsed for more than 13
weeks.

s or you upgraded your cover to a higher level plan

Our medical advisers will determine when your ailment, iliness or condition commenced. Their

decision is final.

2. Pre-existing Condition Waiting Periods
Where you make a claim which relates to a pre-existing condition, a pre-existing condition waiting
period will apply. A pre-existing condition is an ailment, iliness or condition, the signs or symptoms of
which existed at any time in the six months before you took out health insurance for the first time or
before you took out health insurance after your health insurance had lapsed for more than 13 weeks.

*

You will not be covered for a pre-existing condition during your pre-existing condition waiting period.
Our medical advisers will decide whether your claim relates to a pre-existing condition. Their
decision is final.

Pre-existing condition waiting periods do not apply in the following circumstances:

+ To claims made in respect of children who have been added to your policy within 13 weeks of
the date of their birth
* To claims made in respect of adopted children who have been added to your policy within 13
@ weeks of the date of their adoption

3. Downgrading Your Cover
You may downgrade your cover (i.e. you purchase a plan with a lower level of benefit cover than
your previous plan) by changing your plan with us or when coming to Irish Life Health from another
insurer. If you subsequently choose to upgrade your level of cover more than 13 weeks after the date
you made the change, you will be subject to Upgrade Waiting Periods for pre-existing conditions on
the new higher level of cover. Where an upgrade waiting period applies, we will cover you up to the
level that was available under the benefit that you are claiming of your previous plan. Where the
benefit you are claiming was not available on your previous plan, you will not be covered.

»

A pre-existing condition is any ailment, iliness or condition that, on the basis of medical advice, the
signs or symptoms of which existed at any time in the period of six months ending on the day on
which

+ you took out health insurance far the first time

s or you took out health insurance after your health insurance had lapsed for more than 13
weeks.

« or you upgraded your cover to a higher level plan

Our medical advisers will determine when your ailment, illness or condition commenced. Their

decision is final.
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14 A Confirmation message confirms the policy has been
successfully updated. Click the Close button to view the updated

policy.
Add Dependant *

Effective Date: 30/03/2021 (difnhaks kadjfka)

Total Chargeable: € 612.00

Policy successfully updated. Click 'Close’ to view the updated policy.
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8.2.1.1 Delete a Member

Note You cannot delete the policyholder from a policy. If you do this,
you will in effect, be cancelling the policy. If this is what you would
like to do, scroll down to the bottom of the Policy Admin page and
click the Cancel This Policy button.
To delete another member type from the policy, on the Policy
Admin page, scroll down to Members and:

1 Click the tab for the member you would like to delete.

2 Click the Delete this member button.

ﬂ Irish Life

Home Policy Admin Quote & Purchase Documents Reporting My Account

Policy

el SclLs | Cover and Benefits | Documents || History = Premium Details

Policy Details

Start Date
30/12/2020

End Nata

Next Renewal Date
30/12/2021

Status
Live

Members (’ + Add a member \

Zsht Ligyngme | BaGls"ERER el 58 | Cjbvdb Vkbnip
(Policyholder) {Dependant) (Partner)

Plan
Be Fit3

Member Number 2
Actions

Date of Birth

Join Date

30112/2020 e

First Insured [ Delete this member
30/M12/2016

Name
Hncwa Lijgyngme

Scheme Name
Irish Life Health Staff Scheme

Last Name

Ligyngme

Update Last Name
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34 Enter an Effective Date and click the Next button.

Delete this member - Hncwa Ljgyngme

Effective Date

21/02/2021

Delete this member from the policy?

Hncwa Ljgyngme ( )

5 View the reduction in premium.

Click Next.

Delete this member - Hncwa Ljgyngme

Effective Date: 21/02/2021 (Hncwa Ljgyngme)

Total Chargeable: € 0.00

Current Current
Name Role Plan Premium
Hncwa Dependant BeFit3 €493.10

Ligyngme

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021

New
Plan

Be Fit3

New
Premium

-421.50

Total Premium:

Total Chargeable:

Ceoes [

Charge

€0.00

€-421.50

€0.00
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6-8 Confirm and tick the impact the cancellation will have on each

type of waiting period.

9 Click the Confirm button to delete the member.

There is no charge to your client for this policy change.

Please confirm that your client understands the impact of changing over.

1. Upgrade Waiting Periods 6

An upgrade waiting period will apply when you upgrade your cover (i.e. you purchase a plan with
more comprehensive cover than your previous plan). This may happen if you change your plan with
us or when coming to Irish Life Health from anather health insurer. We will apply an upgrade waiting
period to claims where your treatment relates to a pre-existing condition. Where an upgrade waiting
period applies, we will cover you up to the level that was available under the benefit that you are
claiming of your previous plan. Where the benefit you are claiming was not available on your
previous plan, you will not be covered.

*

A pre-existing condition is any ailment, illness or condition that, on the basis of medical advice, the
signs or symptoms of which existed at any time in the period of six months ending on the day on
which

s you took out health insurance for the first time

= or you took out health insurance after your health insurance had lapsed for mare than 13
weeks.

* or you upgraded your cover to a higher level plan

Our medical advisers will determine when your ailment, illness or condition commenced. Their
decision is final.

2. Pre-existing Condition Waiting Periods 6

Where you make a claim which relates to a pre-existing condition, a pre-existing condition waiting
period will apply. A pre-existing condition is an ailment, illness or condition, the signs or symptoms of
which existed at any time in the six months before you took out health insurance for the first time or
before you took out health insurance after your health insurance had lapsed for more than 13 weeks.

*

You will not be covered for a pre-existing condition during your pre-existing condition waiting period.
Our medical advisers will decide whether your claim relates to a pre-existing condition. Their
decision is final.

Pre-existing condition waiting periods do not apply in the following circumstances:

s To claims made in respect of children who have been added to your policy within 13 weeks of
the date of their birth

s To claims made in respect of adopted children who have been added to your policy within 13
weeks of the date of their adoption

3. Downgrading Your Cover

You may downgrade your cover (i.e. you purchase a plan with a lower level of benefit cover than
your previous plan) by changing your plan with us or when coming to Irish Life Health from another
insurer. If you subsequently choose to upgrade your level of cover mare than 13 weeks after the date
you made the change, you will be subject to Upgrade Waiting Periods for pre-existing conditions on
the new higher level of cover. Where an upgrade waiting period applies, we will cover you up to the
level that was available under the benefit that you are claiming of your previous plan. Where the
benefit you are claiming was not available on your previous plan, you will not be covered.

A pre-existing condition is any ailment, iliness or condition that, on the basis of medical advice, the
signs or symptoms of which existed at any time in the period of six months ending on the day on
which
« you took out health insurance for the first time
* or you took out health insurance after your health insurance had lapsed for more than 13
weeks.
s or you upgraded your cover to a higher level plan

Our medical advisers will determine when your ailment, iliness or condition commenced. Their

decision is final.
(e ] o [ o
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10 A Confrimation message will appear confirming the policy has

been successfully updated and the reduction applicable to the
remaining direct debits (where applicable).
Click Close to view the updated policy.

Delete this member - djfnhaks kadjfka

Effective Date: 30/03/2021 (djfnhaks kadjfka)

Total Chargeable: € -619.00

Policy successfully updated. Click 'Close' to view the updated policy.

We will reduce the remaining direct debits the amount of €-619.00 for the remainder of the
policy year.

N
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8.2.2 Changing cover
Note

Members

Odrxcx Xirldod  §
(Policyholder)

Plan
Select Plus

Member Number

Date of Birth
0105/2000

Join Date
22/02/2020

Name
Jvss Xirldod

[=2)

You can change cover for an individual member or for all
members on a policy.

Click the tab for the member you would like to change cover
for.

Click the Change Cover button

Ldwsj Xirldod  Edhlifzda Xirldod
(Dependant)

(Partner)

Actions

Ch

Enter an Effective Date.

Select the radio button to apply the change to all members
(Yes) or only to the member selected (No).

Select the plan from the Select Plan drop-down list.

Select Personalised Packages — where applicable.

Click the Next button.

Change Cover - Hncwa Ljgyngme A

Effective Date

21/02/2021 @

Apply To All Members?

./7‘\\ N
|\!/_| o

Select Plan

4D Health 1

Personal Packages

Please select 1 packages. More packages can be selected at an additional cost. Check the Plan's
Table of Cover for details.

Fertility Extra
[ Children Extra
[J Sports Extra

[J Mind Extra

Maternity Extra
[ You Extra

[ Travel Extra
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8-9 View the impact on the premium and click Next.

Change Cover - Hncwa Ljgyngme

Effective Date: 21/02/2021 (Hncwa Ljgyngme)

Total Chargeable: € 0.00

Current Current New New

Name Role Plan Premium Plan Premium Charge
Hncwa Dependant BeFit3 €49310 4D -171.30 €0.00
Ligyngme Health 1

Total Premium: €-171.30

Total Chargeable: €0.00

s | e
9-10 If applicable, the payment screen will appear.

Enter the card details and tick the | agree statement to process
the card details.

Change Cover

Effective Date: 20/05/2020

Total Chargeble: € 112.50

Credit Card

Card Holder Name* -

Card Number®

Expiry Month®
Please Select v
Expiry Year"

Please Select r

CcVV*

| agree to have the full balance charged to my credit/debit card.*
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1114 Confirm and tick the impact the cancllation will have on each
type of waiting period.
Click the confirm button to change cover.

There is no charge to your client for this policy change.

Please confirm that your client understands the impact of changing over.

1. Upgrade Waiting Periods

An upgrade waiting period will apply when you upgrade your cover (i.e. you purchase a plan with
more comprehensive cover than your previous plan). This may happen if you change your plan with
us or when coming to Irish Life Health from another health insurer. We will apply an upgrade waiting
periad to claims where your treatment relates to a pre-existing condition. Where an upgrade waiting
period applies, we will cover you up to the level that was available under the benefit that you are
claiming of your previous plan. Where the benefit you are claiming was not available on your
previous plan, you will not be covered.

A pre-existing condition is any ailment, iliness or condition that, on the basis of medical advice, the
signs or symptoms of which existed at any time in the period of six months ending on the day on
which

you took out health insurance for the first time

or you took out health insurance after your health insurance had lapsed for more than 13
weeks.

« or you upgraded your cover to a higher level plan

Our medical advisers will determine when your ailment, iliness or condition commenced. Their
decision is final.

2. Pre-existing Condition Waiting Periods®

Where you make a claim which relates to a pre-existing condition, a pre-existing condition waiting
period will apply. A pre-existing condition is an ailment, illness or condition, the signs or symptoms of
which existed at any time in the six months before you took out health insurance for the first time or
before you took out health insurance after your health insurance had lapsed for more than 13 weeks.

‘You will not be covered for a pre-existing condition during your pre-existing condition waiting period.
Our medical advisers will decide whether your claim relates to a pre-existing condition. Their
decision is final.

Pre-existing condition waiting periods do not apply in the following circumstances:

e To claims made in respect of children who have been added to your policy within 13 weeks of
the date of their birth

« To claims made in respect of adopted children who have been added to your policy within 13
weeks of the date of their adoption

3. Downgrading Your Cover®

You may downgrade your cover (i.e. you purchase a plan with a lower level of benefit cover than
your previous plan) by changing your plan with us or when coming to Irish Life Health from another
insurer. If you subsequently choose to upgrade your level of cover more than 13 weeks after the date
you made the change, you will be subject to Upgrade Waiting Periods for pre-existing conditions on
the new higher level of cover. Where an upgrade waiting period applies, we will cover you up to the
level that was available under the benefit that you are claiming of your previous plan. Where the
benefit you are claiming was not available on your previous plan, you will not be covered.

*

A pre-existing condition is any ailment, illness or condition that, on the basis of medical advice, the
signs or symptoms of which existed at any time in the period of six months ending on the day on
which

you took cut health insurance for the first time

or you took out health insurance after your health insurance had lapsed for more than 13
weeks.

e or you upgraded your cover to a higher level plan

Our medical advisers will determine when your ailment, illness or condition commenced. Their

decision is final.
e J oo J e
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15 A Confirmation message including details of any reduction in
the balance owing for the policy — where applicable — displays.
Click Close to view the updated policy.

Change Cover - Kyjely Xchto ®

Effective Date: 30/03/2021 (Kyjely Xchto)

Total Chargeable: € -549.60
Policy successfully updated. Click 'Close' to view the updated policy.

We will reduce the remaining direct debits the amount of €-549.60 for the remainder of the
policy year.

g

Cous [ oo
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8.2.3 Update Member Surname
1 Click the tab for the member you would like to update.
Select and overwrite the existing name in the Update Last
Name text box.
3 Click the Update Last Name button.

Members ( +Addamember )

Cjbvdb Vkbnip
(Partner)

Zsht Ligyngme
(Policyholder)

Hncwa Lijgyngme
(Dependant)

Plan
Be Fit 3

Member Number :
Actions

Date of Birth :
Join Date

30/12/2020
First Insured \ Delete this member
30/12/2016 b

Name
Hncwa Liavnome

Irish Life Health Staff Scheme

Last Name

Ligyngme e

Update Last Name e

4 A message confirming the change will display.

Xirdod

Update Last Name

Policy update with success.e
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8.2.4 Update Postal or Billing Address

Note We can only keep one address for all members on a policy on
file.

1 Click the Postal Address or Billing Address tab as required.

2 Overwrite the existing information.

3 Click the Update (Postal / Billing) Address button.

Addresses on the policy

S
Billing Address

Address Line 1

Address Line 2

Irish Life Centre

Address Line 3

Lower Abbey Street

Town / City

Dublin 1

County

DUBLIN 5 v

4 A message confirming the change will display.

Policy update with suc&Ees:
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8.2.5 Update Contact Details

Note Select the relevant member tab.
1 Under Other Policy Details, click the Contact Details tab.
2 Overwrite the existing information or enter information in the

relevant field.
3 Click the Save button.

Other Policy Details

T
onte Contact Preferences

Email

test.email@irishlifehealth.ie
Mobile Phone

- 123456789

Home Phone

7377334245

Work Phone

4 A message confirming the change will display.

Policy update with sucG:
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8.2.6 Update Contact Preferences

Note Select the relevant member tab.

1 Under Other Policy Details, click the Contact Preferences tab.

2 Select the radio button for Electronic or Post as per the
member’s preference.

3 Click the Update button.

Other Policy Details

Contact Details r

.
(@) Electronic () Post

4 A message confirming the change will display.

Policy update with suc&ge:
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8.2.7 Update Split Bank Direct Debit details (where applicable)

1 Under Other Policy Details, click the Bank DD tab.
Change the details required. For example, if the policyholder
would like to change the collection date, update this field.
Note that a value between 1 and 28 should be selected for the
collection date field.

3 Or, for example, if you are changing the bank account details
that the direct debit is collected from including the Account
Holder name and IBAN fields.

4 Any changes on this screen require you to confirm that the
account accepts direct debits and that the client has read the
Terms of Business (see the hyperlink to these on our website).

5 Click the Update button.

Other Policy Details

Contact Details = Contact Preferences

Changing member's bank account number may impact their direct debit payment.

Account Holder Name

IBAN

Direct Debit Collection Date

28

This account may accept direct debits?

My client has confirmed that they are the only person required to authorise direct debits from this account.
Should this account require a second signature to authorise direct debits please complete and return this Direct Debit Form

My client has read the Terms of Business

Creditor Identifier No: IEG7SDD303988
Creditor Address: Irish Life Health Ireland dac, P.O. Box 764, Cork.
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8.2.8 Cancel a Policy

Note Select the relevant policy.

1 Under Other Policy Details, click the Cancel this Policy
button.

2 Enter the Effective Date and click the Next button.

3 Review the cancellation and click the Next button.

Other Policy Details

(&) wdp =TS8 | Contact Preferences || Bank DD

Email

test.email@irishlifehealth.ie

Mobile Phone

7373864693

Home Phone

Work Phone

Cancel this policy

Cancel this policy %

Effective Date

21/02/2021

Cancel this policy?

This policy is about to be cancelled. Please click the confirm button if you are happy with the cancellation”
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4-6 Review the messages and confirm all waiting periods impacted
as a result of cancelling the policy by ticking each of the boxes
for each waiting period type.

7 Click the Confirm button.

1. Upgrade Waiting Periods o

An upgrade waiting period will apply when you upgrade your cover (i.e. you purchase a plan with
more comprehensive cover than your previous plan). This may happen if you change your plan with
us or when coming to Irish Life Health from another health insurer. We will apply an upgrade waiting
period to claims where your treatment relates to a pre-existing condition. Where an upgrade waiting
period applies, we will cover you up to the level that was available under the benefit that you are
claiming of your previcus plan. Where the benefit you are claiming was not available on your
previous plan, you will not be covered.

A pre-existing condition is any ailment, illness or condition that, on the basis of medical advice, the
signs or symptoms of which existed at any time in the pericd of six months ending on the day on
which

you took out health insurance for the first time

or you took out health insurance after your health insurance had lapsed for more than 13
weeks.

+ or you upgraded your cover to a higher level plan

Our medical advisers will determine when your ailment, illness or condition commenced. Their
decision is final.

2. Pre-existing Condition Waiting Periods
Where you make a claim which relates to a pre-existing condition, a pre-existing condition waiting
period will apply. A pre-existing condition is an ailment, iliness or condition, the signs or symptoms
of which existed at any time in the six months before you tock out health insurance for the first time
or before you took out health insurance after your health insurance had lapsed for more than 13
weeks.

You will not be covered for a pre-existing condition during your pre-existing condition waiting
period. Qur medical advisers will decide whether your claim relates to a pre-existing condition. Their
decision is final.

Pre-existing condition waiting periods do not apply in the following circumstances:

+ To claims made in respect of children who have been added to your policy within 13 weeks of
the date of their birth

« To claims made in respect of adopted children who have been added to your policy within 13
weeks of the date of their adoption

3. Downgrading Your Cover
You may downgrade your cover (i.e. you purchase a plan with a lower level of benefit cover than
your previous plan) by changing your plan with us or when coming to Irish Life Health from another
insurer. If you subsequently choose to upgrade your level of cover more than 13 weeks after the
date you made the change, you will be subject to Upgrade Waiting Periods for pre-existing
conditions on the new higher level of cover. Where an upgrade waiting period applies, we will cover
you up to the level that was available under the benefit that you are claiming of your previcus plan.
Where the benefit you are claiming was not available on your previous plan, you will not be
covered.

*

A pre-existing condition is any ailment, illness or condition that, on the basis of medical advice, the
signs or symptoms of which existed at any time in the period of six months ending on the day on
which
+ you took out health insurance for the first time
* or you took out health insurance after your health insurance had lapsed far more than 13
weeks.
* or you upgraded your cover to a higher level plan

Our medical advisers will determine when your ailment, illness or condition commenced. Their

decision is final.
(e ] e [ e
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8.2.9 Viewing Cover on a Policy

Note This page is under the Policy Admin section and appears once you have

searched for and clicked on a specific policy.

1 Click the Cover and Benefits tab.

View who is covered. Each member has an individual cover tab.

Click the relevant member.

3 Notice the links to the member’s Membership Handbook and Data Privacy

Notice.

Note: The Membership Handbook may differ for different policy members

if they are on different plans.

ﬂ Irish Life

Home Policy Admin Quote & Purchase

Policy
&
Policy Details BeVEIELEREEL S Documents | History | Premium Details
Cover Details for

Who is covered?

Select a member to view their benefits and Terms & Conditions.

Kyjely Xchto 2
(Policyholder)

Kyjely Xchto

Member Number:

BeFit3
Terms & Conditions/ Policy Documents

A complete overview of policy Terms & Conditions.

» View member Membership Handbook @
» View Data Privacy Notice
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4 Scroll down to view a summarised view of the most common everyday health

cover benefits on the member’s current plan.

Member's everyday health cover

A summary of the key everyday health benefits on member's plan.

Consultants MRI Scans
First 2 visits fully covered 50% MRI Scan: approved centre.

cover for subsequent visits. Fully covered.

GP Visits Dental
First 2 visits fully covered 50% €250.

cover for subsequent visits.
Up to €40 x 7 visits.

CT Scans
CT Scan: approved centre.

Fully covered.

Physiotherapist
€40 x 9 visits.

Optical < Nutrition Massage
@ 50% up to €150 per palicy year. & Unfortunately this benefit is not €40 x 7 combined.
covered.
5 Scroll down to view a summarised view of the member’s hospital

cover on the member’s current plan.

Click the hospital list link to open the member’s hospital list

document.

Member's hospital cover

A summary of the hospital cover on member's plan.
Consultant fees and inpatient scans
© Consultant fees Covered

@ Inpatient Scans Covered

Public Hospitals Private Hospitals
© Day Case: Covered @ Day Case: Covered subject to €75 excess
per claim

@ Private Room: Covered
e Private Room: Coversd subject to €75
0 Semi Private Room: Covered excess per claim; subject to €2,000 co-
payment on certain orthopaedic procedures

© SemiPrivate Room: Covered subject to
E75 excess per claim subject to €2,000 co-
payment on certain orthopaedic procedures

» View member's hospital list
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High Tech Hospitals

Day Case: Covered subject to €75 excess
per claim

Listed Cardiac Procedures: Covered
subject to €75 excess per claim

Listed Special Procedures: Covered
subject to €75 excess per claim subject to
€2,000 co-payment on certain orthopaedic
procedures

Private Room: Covered (Beacon only)
subject to €75 excess per claim. Mater Private
and Blackrock Clinic 50% cover subject to €75
excess per claim. All subject to €2,000 co-
payment on certain orthopaedic precedures.

Semi Private Room: Covered (Beacon
only) subject to €75 excess per claim. Mater
Private and Blackrock Clinic 50% cover
subject to €75 excess per claim. All subject to
€2,000 co-payment on certain orthopaedic
procedures.
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Lists of Medical Facilities: as of 1 April 2020

Tailored Health Plans
Lists of Medical Facilities

A. Hospitals Hospital type | Direct Li
Settlement

Cavan

Cavan General Hospital Public Public Yes Covered

Clare

Mid Western Regional Hospital, Ennis Public Yes Covered

Cork

Bantry General Hospital Public Yes Covered

Bon Secours Hospital, Cork Private Yes Covered

Cork Radiation Oncology at Bon Secours Private Yes Covered

Cork University Hospital Public Yes Covered

Cork University Maternity Hospital Public Yes Covered

Mallow General Hospital Public Yes Covered

Mater Private Cork Private Yes Covered

Mercy University Hospital Public Yes Covered

St. Patrick’s (Marymount Hospice) Public Yes Covered

South Infirmary Victoria University Hospital Public Yes Covered

H )
7 Scroll down to view the member’s full table of cover.
"
Member's table of cover
Click to view the full list of benefits on member's plan in detail. o | 3
Hospital Cover @
Maternity @ |~
Emergency Inpatient Treatment Abroad and related benefits @
Elective Overseas Referral @
Psychiatric Treatment @
Other Benefits @
Outpatient Benefits @
Scan Cover @
8 Use the arrows to expand each section on the table of cover.
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8.2.10 Viewing Policy Documents
8.2.10.1Viewing Documents for the Current Policy Year

Note

Palicy

Palicy Detalls | Cover and Benefils :’,R

Policy Documents

—

:_-i Al Yaars' Dosuinants

This page is under the Policy Admin section and appears
once you have searched for and clicked on a specific
policy.
Click the Documents tab.
This has two sub-tabs:

e Current Year's Documents

e All Years’ Documents
Click the Current Year's Documents tab to see the
documents relatiing to the most recent policy.
Note: You will see some policy documents but not any
documents relating to claims.
Click the View button next to the document you want to
open.

History  Premium Detaits

T
Sh Shit
} reh {‘
Diate: Crested Drocumant Name P View ]
2018-11-30 Your Renewal
5 Fl
o
2019-12-26 Yorur Renewal Confirmatioen
2019-12-26 Travel Insurance Polcy
Shiowdng 110 3 of 3 entrles Pr 1 Ma
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8.2.10.2Viewing Document for Previous Policy Year/s

1 Click the All Years Documents tab to open policy
documents from previous years.

2 Click the Select a Policy Year drop-down list to choose the
relevant policy year.

3 Click the Get Documents button.

4 Click the View button next to the document you want to
open.

Policy Details | Cover and Benefits 8510058 History | Premium Details

Policy Documents

Current Policy Year AR50

Select a policy year to retrieve documents

30/12/2019 to 29/12/2020 o

Show 1 ~  entries -

%earch:
|
Date Created Document Name ¥ View

2019-11-27 Your Renewal :
2019-12-24 Your Renewal Confirmation View
2019-12-24 Direct Debit Schedule s
2020-05-31 Your Refund View
2020-07-07 Your Refund et
2020-07-21 Your Refund :

Showing 1to 6 of 6 entries
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8.2.11 Viewing Policy History
Click History tab to open policy history.
Paolicy

Follcy Detalls.| Coverand Benefits  Documents B0EUSH Premium Detalls

Policy History

Activity Date Change e € Tax Reliel al Source

£ Premium Change [Med)

N2 Renewal €1301.88 E200.00

INN22ME Nawr Pollcy 124544 €200.00
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€970

€920.90
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8.2.12

Viewing Policy Premium Details

Click the Premium tab to open policy details.

Policy

Policy Details || Cover and Benefits Documents | History Ba=tiliiiReleli]

Premium Breakdown

Policy Premium Details

Policy Premium Breakdown

Premium for Members

Member Name

Kyjely Xchto 2660065

Member's Payment Schedule

Due Date

30172021

30/10/2021

30/09/2021

30/08/2021

30/0772021

30/06/2021

30/05/2021

30/04/2021

30/03/2021

28/02/2021

30/01/2021

30/12/2020

Member Number

Member Type The Plan

Policyholder

€ Amount

€120.96

€129.96

€129.96

€129.96

€129.96

€129.96

€129.96

€129.96

€129.96

€129.96

€129.96

€129.94

Policy start date
3012/2020

L S P .

Scheme Name
Irish Life Health Integration scheme

Member pays
€1559.50

Payment method
DirectDebit

Payments frequency
Monthly

Premium
€1505.96

Plus Government Levy
+€449.00

Equals TOTAL PREMIUM
€1954.96

Less Group Discount
- €195.50

Equals GROSS PREMIUM
€1759.46

Less Tax Relief
-€200.00

Equals ANNUAL NET PREMIUM
€1559.50

€ Cost of Cover € Discounts

BeFit3 €1559.50 €195.50

€ Amount Paid € Amount To Pay

€0.00 €129.96
€0.00 €129.96
€0.00 €129.96
£0.00 €129.96
€0.00 €129.96
€0.00 €129.96
€0.00 €129.96
€0.00 €129.96
€0.00 €129.96
€0.00 £129.96
€0.00 €129.96
€0.00 €129.94
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9 Quote & Purchase

9.1 Create a Quote

1 Click the Quotes & Purchase page from the main menu / toolbar.
2 Click the Add a new member to a scheme button.

H Irish Life

Home Policy Admin Quote & Purchase Documents Reporting My Account

1,

Quotes and Purchasing

Quotes & Purchasing

Create a new quote and policy or retrieve a previously created quote.

2

Add a new member to a scheme

This is a list of active new business quotes for your clients.

Policy Number Start Date € Annual Premium Renewal Date

b

3 The Quote is a 4-step process.
Click the Select a Scheme drop-down list and choose the relevant scheme.
5 Select a Policy Start Date.

@ O ) (»)

Details Quote Payment Confirmation

FS

* denotes a required field.

Scheme

Select a Scheme”

Irish Life e =

Policy Start Date

Select a Policy Start Date” e
21/02/2021
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6 Complete the Policy Start Date and Policy Holder Details. Complete the
Previous Insurance Details.
Note:
¢ if the customer does not currently hold private health insurance, you will
need to click the link to the waiting periods to advise of these.
o if they do have previous health insurance, you will ned to capture these.
o if Lifetime Community Rating applies (for customers over 35), these
details will also be required.
e Tick Suppress Quote Documents if you do not want quotation
documents to automatically be sent to the customer.

Policy Holder Details

Plan®
Title®
Select title v
First Name” Surname”
Date of Birth” Email*
DD/MM/YYYY
Address Address (Line 2)°
Line 1 Line 2
Address (Line 3) County”
Line 3 Select a county/postcode ~
Contact Number* PPSN (Valid PPS numbers must contain uppercase letters)
Staff Number Cost Centre Number

Document Delivery Method

E-Doc v

Suppress Quote Documents

Previous Health Insurance

Does your client have current or previous health insurance?

O Yes O No
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5 Click the Add Dependant button for each dependant and complete the details — if
applicable. Once all dependents have been added you can move to the next step.

- Add Dependant

6 Check the marketing consent box — if applicable.
7 Check to confirm details of Membership Handbook and Terms of Business box

(mandatory).
8 Click the Get Quote button.

We would like to contact you to give you information and marketing materials about other products and services offered by us or other companies

within the Irish Life Group. For this purpose we may pass your information to other companies within the Irish Life Group. We may use your details for this
purpose for up to 12 months after your policy has ended. You might hear from us via land-line, mobile, post, email or SMS.

| have informed the policyholder of the detail provided in both the Membership Handbook and Terms of Business® \

By continuing this precess you are confirming that information provided is accurate and may be used by Irish Life Health for the purposes intended in
accordance with our data protection statement.
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9 The quote displays. You are now on Step 2 of the process
Note: you can Create A New Quote or Edit The Existing Quote or Purchase
the quote.
Note: an email or letter with quote details will be sent to the member unless
you have ticked SUPPRESS QUOTE DOCUMENTS.

=
© (+)
b3 4 )
. N
Details Quote Payment Confirmation
Policy Details Policy Holder Details
Quote Number: P1659054 Name: NEW MEMBER
Start Date: 21/02/2021 Email:
End Date: 29/12/2021 Home Phone:
Net Premium Group: €0.00 Work Phone:
Net Premium Member: €887.20 Mobile Phone:
Average Monthly Payment: €73.93 Address 1: IRISH LIFE HEALTH
Address 2: ABBEY STREET
Address 3:
County: Co Dublin
Insured Member(s)
Total Gross Government Total Net
Title Name Plan Packages DOB Relationship  Premium Levy Premium
Mrs NEW 4D Fertility 01011996  Policyholder ~ €1,058.16 €383.80 €887.20
MEMBER Health 1 Extra
Premium Breakdown
Gross Premium
Risk Equalisation (before Group Group LCR Net Tax Total
Name Premium  Premium Credit Levy Discount) Discount Loading Premium  Relief Due
NEW €117573 €0.00 €383.80 €117573 €NI57 €0.00 €1,05816 €170.96 €887.20

MEMBER
e

Create a new quote Edit this quote Continue to Payment

10 To purchase the policy, click Continue to Payment
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11-12 Click the Direct Debit radio button if the policyholder is opting to pay monthly.
Or click the Credit Card radio button if the policyholder is opting to pay
annually in advance.

Complete the details required.
1315 Tick the Confirmation buttons required.
Click Confirm and Create Policy.
The last screen will be your Confirmation Policy screen.

N
(4 )
\\777{,”

Details Quote Payment Confirmation

How would your client like to pay for their policy?

(@) pirect Debit & () credit Card

Direct Debit

Account Holder"
IBAN®
Collection Day”

Please Select

Amount to be charged is €887.20

o | confirm that this account accepts Direct Debits and | am the only person required to authorise Direct Debits from this account.”

- | have read and accept the key Terms & Conditions, Terms of Business, Data Privacy Notice, Website Use Policy.
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9.2 Retrieve a Previously Created Quote

i Irish Life

Click the Quotes & Purchase page from the main menu / toolbar
to view the list of active new business quotes.

Where there are more than one quotes available, you would be
able to Search within the quotes for a specific quote.

Click the Policy Number hyperlink to open a previously created
quote.

Home Policy Admin Quote & Purchase Documents Reporting My Account Log Out

i

Quotes and Purchasing

Quotes & Purchasing

Create a new quote and policy or retrieve a previously created quote.

Add a new member to a scheme

This is a list of active new business quotes for your clients.

Policy Number

(2

Name Start Date € Annual Premium Renewal Date

NEW MEMBER 21/02/2021 €887.20 21/02/2022
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Note You will have the option to create a new quote, edit the existing
quote or purchase the existing quote.
If you click Edit this Quote option, an editiable version of the
quote opens and you can amend the quote following the steps
already shown above.

@ @ G) (+)

Details Quote Payment Confirmation

Policy Details Policy Holder Details

Quote Number: Name: NEW MEMBER

Start Date: 21/02/2021 Email:

End Date: 29/12/2021 Home Phone:

Net Premium Group: €0.00 Work Phone:

Net Premium Member: €887.20 Mobile Phone

Average Monthly Payment: €73.93 Address 1: IRISH LIFE HEALTH

Address 2: ABBEY STREET
Address 3:

County: Co Dublin

Insured Member(s)

Total Gross Government Total Net
Title Name Plan Packages DOB Relationship  Premium Levy Premium
Mrs NEW 4D Health  Fertility 01011996  Policyholder  €1,058.16 €383.80 €887.20
MEMBER 1 Extra
Premium Breakdown
Gross Premium
Risk Equalisation (before Group Group LCR Net Tax Total
Name Premium  Premium Credit Levy Discount) Discount Loading Premium  Relief Due
NEW €117573  €0.00 €383.80 €117573 €N757 €0.00 €1,058.16 €170.96 €887.20

MEMBER

Edit this quote Continue to Payment
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10 Documents

Click the Documents page from the main menu / toolbar.
Select a Scheme.

Enter a Period From and Period To date.

Click Search.

A WON -

L IrISh Llfe Home Policy Admin Quote & Purchase Documents Reporting My Account [ Log Out

@

Scheme

Welcome to the documents area. This displays documents from the last 12 months. To view older documents use the dates to filter and then use the search
box to filter further if required.

Select Scheme:

& v

Period From Period To
21/02/2020 @ 21/02/2021 Search
5 You can search within results by typing criteria in the Search
box.
6 Click View to open a document.

Q Search @

Payment Receipt 14/12/2020 @

view
Your Scheme Renewal 03/12/2020
Your Scheme Renewal confirmation 09/07/2020
Your Scheme Renewal 09/07/2020
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12 Reporting

12.1 Scheme Invoices Report
1 Click the Reporting page from the main menu / toolbar.

Click the scheme drop-down list and click a scheme to open the scheme report.

Click the Show the Reports button.

The first tab (Invoices) shows a list of invoices for the scheme.

Click the Excel button to export the Scheme invoices list to excel.

Click the Copy button to copy the list.

Search within results to filter the list.

7 Each invoice can be viewed at Member Level or Policy Level. Click the Open
button to open the invoice.

8 More documents are available on subsequent pages.

a b ODN

[=2)

u ||'!Sh Lllfe Home  PolicyAdmin  Quote&Purchase  Documents  Reporting
ealth —

Reporting

Select the scheme to run reports

@ Activities  MemberListing  Pre-renewal | End of Year Premiums

Scheme Invoices

Alist of your invoices. Drill down to view policy or member level details for each invoice.

For larger schemes the member and policy level invoice breakdown may take a while to load.

er 4§ PO Number Date From 4 DateTo 4§ AmtDue § 4 i
2070228 2070329 e72s040 2070529 .
207.0830 2070529 €558 2070729 .
2017-0530 2070629 €2710676 omoezs ( View view .
2017.0830 20m0725  ees8128 20170828 '
20170830 20m0s29  eeesiM 207128 .
20170930 2071029 €2530598 2074229 -
20171030 207129 €28055 20180128 .
‘Showing 1to 10 of 54 entries G Previous ! 2 3 4 ]
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12.2Scheme Activities report

1

w

Click the Activities tab to view activities on your scheme
members per month.

Click to select the month.

Click to select the year.

Click the Get Policy Activities button.

The policy activities for the month and year selected will be
displayed.

Click the Excel button to export the Activities list to excel.

Click the Copy button to copy the Activities list.

Note Click the Policy link to view the individual policy activity.

Invoices Member Listing Pre-renewal End of Year Premiums

Scheme Activity

Select a month and year to view all relevant activities for scheme members that month.

Jan . 2021 3 v

Details 4 Date of activity Policy Number 4 Member Number 4 Name 4 DateofBith4 Role4 Plan

If you click the Excel button, the Activities List will be downloaded as an Excel document.
Note Click the Excel document in the downloads folder.
The Excel document will open showing all the activities for the
year and month selected.

Iris

Al = IIE Jr | Reporting - ILH Live
A 8 c o £ e 5 u : 'l x L M u o e o

| Plorting - LH Live
* Daaits Dste of actinly _ Pelicy umber  Member Numbar _ Hame Tile Pian Renawal Dats _ Toral Grass Promi Total TG Total N Promis Grass Premi TS - Grou Net Premat Gross Premis TG - Mom! NetPremium
Ay~ nanon BoeaFi o 1 wre 1o s g0 0w e ges sie
4 Ercateion i BeFiz1 ez A 40m 4 000 GM 4% 4Amm 45w
= Penena it Dieanz  HEO0D Vs 120000 180 T ST Y.V P Tt Tt ]
& Pacens 2000 Dz o i 1m0 1380 om o m o ow umae mm e
7 P A Drednz  wann Ve w7 1= W0 0W EM 4NE W 1w
3 Penews e Dieahz  EEON Vs 1 s S BT T BT T T
* Farmns 200 0 teaihz o 1w v imm LT BT Y T T 5 S
0 Acress Change e Ber2 P wm a0 10m N T ww a0
R — anann BeFi P 10m a0 1w T T we o nm jam
© Cornetiton maon Seletbore i Dy D 201 man 1% e mm jom Wm 4me 9% 4me
1 Ackbess Change 0 BeFi2 amnu 10m a0 wm mm jom jem [T a0
ol 2omon Seiet wmorn 1arEs 1= 1563 N T BT IR T T = P T
5 Reous o Selet o 10 15158 1863 mmjom gaw gmwm yms esw
Tk | Cancsted Fensul marer eeFu3 o0 s 1200 [ e 0w jem nses jmem juss)
Y armendCone amaron D ratha o 1am 1a00 0m 0w w ow T 1300
- amaron Drisin o ) 12000 s @ jom Em vms me pssw
5 el ann Euinnss Fan Hosgd 210101 12 o usn T T 1T TR T et S P R eT o)
B 2 Buiness Plan o 22L0H01 12203 mm jzmn mm o jew Em zmew e jamw
21 Canssfsion o0 Select e wih Do 0201 12an %m 1920 1000 (0 8N 4w 4% qma
2 Pratn Py anmanon Selators i O D42 01 1208 e s N L YT IR~ Tt N
Eog 0o Dhedhy 2O 15 o I e Tt BT T weam 100
o PeeslCanCrangs 2204100 D3 e 178 124 1om T T 0o m 1o
5 PeesCdeCwgs  04HY Dt 3 e a7 4384 FE-T T BT we 190
% Penews Aot Dieahd  AE00 % 1 W TN Wm0 R 0w nm a0
7 aaahsamiac maren B e 10 1300 10m T T T T W m 1900
% Carncataion 2 e wmoeu asmn an 4580 T T ST T VT TS ]
2 Aaxtess Crange. 20w HsnPnE  H0s i 1a00 wm T T "] wo pm yaca
0 | Sekbess Charce 2 HhEnm  ama 10m a0 0m om o ew oW wm om 1900
51 Ackbess Chance 2000 HestPn DT i a0 wm o o wm om 1at0
2 Aadess Crange e MBI MDD 1w 1000 wm om  ow o wm  pm a0

Ak Charce g FeshEnm R 10m a0 100 om ow jem wmnm 100
L4 dchess Crre 2nmo HewnPnd - 100 1000 0w mm jom jom wm m 1900
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12.3Member Listing Report by Scheme
1 Click the Member Listing tab (with the relevant Scheme selected).
2 Click Get Member Listing.

Invoices Activities ” Pre-renewal End of Year Premiums

Member Listing

Get an up to date list of all members (and dependants) on the scheme.

@ )<
= Search:
0
Scheme , SeEMBINAITE Member . Policy Staff o First . last . Dateof , Member
Code b/ Number ¥ Number Number ¥ Name ¥ Name Y Bith Y Type
& Uvhd U'Dwnwns 1981-04-01 Policyholder
Evgbjm Vnbfyj 1979-04-01 ;sﬁ;’i !
Enaxqg Vnbfyj 2015-10-01 gg‘;l)indam
Xnz Bye Vnify] 2017-12-01 EQ‘F')ZH i
Hncwa Vnbfyj 2020-09-01 gz‘ledendam
Svjysuo Sjbs 1976-09-01 Policyholder
Lnbd Sjbs 1979-04-01 ggﬁgfﬁ/
cne Sjbs 2008-03-01 gg‘;ﬁmm
Jyhd Sjbs 20110101 gg‘ﬁ'}in i
Knuxo Ryhwk 1975-09-01 Policyholder
Showing 1to 10 of 474 entries " Previous i i H 2 3 4 5 48 Next
‘ i »
3 You can copy or export the listing to Excel as with all other reports. Click the
Copy or Excel buttons.
4 You can Search within the results to filter results.
5 Clicking an individual policy link routes you to that policy.
6 Additional records are available on subsequent pages.
Note Clicking the Excel button creates a download of the report available in your

downloads folder.
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12.4Pre-Renewal Report by Scheme

1 Click the Pre-renewals tab to view the Pre-renewal Report for the
scheme where it is available.
This will only be available 32 days before to a renewal date.

2 Click the Get Scheme Renewals button.

3 Click the Excel button to export the list to Excel.
Click the Copy button to copy the list.

4 You can Search within results.

5 The list of all the scheme members who currently have open
Renewal invitations will be displayed.

Note Clicking a Policy link will allow you to view the individual policy.

If you click the Excel button, the list will be downloaded as an Excel document in your
downloads folder.

This report will ony display data in the table if the scheme is at pre-renewal stage.

This report can only be run once the scheme renewal has generated.

Invoices Activities Member Listing End of Year Premiums

o

Pre-renewal Report

Get a list of all the open Renewal Invitations on this scheme.

Your pre-renewal report will become available to you as soon as the renewal quotes on your scheme have issued. These quotes typically
issue approximately 32 days prior to your renewal date.

y
& ‘
Search:

~

Scheme ,
Code ¥

» Member , Policy , Staff First , Last , Dateof, Member, Rene

Scheuttifiaine Y Number Y Number Y Number Name Y Name Y Bith Y Type ¥ Date

No data available in table S5

Showing O to O of O entries Previous Next

4

Irish Life Health Live User Guide V3.0_Scheme Admin April 2021 86



12.5End of Year Premiums Report by Scheme

1

a b ODN

6

Click the End of Year Premiums tab to view the Tax Rebate Report.
Click the View Tax Rebate Report button.

Click the Export to Excel button to export the list to Excel.

You can Search within results.

Clicking a Policy link will allow you to view the individual policy.
Click subsequent pages to view more results.

If you click the Excel button, the list will be downloaded as an Excel document in your
downloads folder.

Invoices

Activities

Member Listing Pre-renewal End of Year Premiums

~—

End of Year Premium Report

Get a statement for premiums paid in 2020.

Export to Excel

N =

Year

2020

2020

2020

2020

2020

2020

2020

2020

2020

2020

Policy number

Search:

Member name ¥ Employee ID 4% Gross Premium 4 TaxRelief 4 NetPremium
test test €261 €052 €2.09
test test €379.61 €7592 €30369
test test €379.61 €7592 €30369
test test €1192.92 €200.00 €992.92

. test test €1192.92 €200.00 €992.92
~ test test €1.4771 €200.00 €1,2771
test test €496.47 €9935 €39712
test test €1476.45 €200.00 €1,276.45
test test €496.47 €9935 €39712
test test €138125 €200.00 €1181.25

A
v

Showing 1to 10 of 470 entries

4

) Previous B 2 3 4 5 47
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13 My Account

13.1 User Management

1 Click the My Account tab from the main menu to view the User Management
area.
2 There are 2 tabs in this area:

o User management, and

e My account
With the User Management tab selected, you can search for existing users,
update an existing user’s details and/or create a new user.
The My Details tab view shows your own details, templates for download and a
list of schemes available under your account.

ﬂ Iri_sh Life

Home Policy Admin Quote & Purchase Documents Reporting My Account Log Out

My Account

Naid

(VTR VEREL Sl | My Details

Manage all the users in your organisation and control their level of access

« ADMIN: grants the user full access to ILH Live ——emerTr——
* AGENT: grants the user Policy Admin and Quote/Purchase access only. -

There are 2 types of users in the portal:
e An Admin user gets access to all functionality,
o An Agent user gets access to Policy Admin and Quote/Purchase functionality only.

13.1.1 Search for existing Users
1-2 With the User Management tab selected, type the user email
address or click the Role drop-down list to search for users by user
detail (email address) or by role type (user / agent).

3 Click the Search button to see all users matching your search
critera.
4 The Reset button allows you to clear your search criteria and

search again.
Search Users

Name/Email Address Role
Search user by partial name/email ALL 24
-
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13.1.2 Update a User’s Role or Deactivate a User

1 If you are an Admin role you will see a list of all users and their roles
under Update User’s Role.

2 Click the user radio button of the user you would like to update.

3 The Update role panel appears.

4 Click the role you would like to update the user to, i.e. admin or
agent.

5 Click the Update button to save the change to the user’s role.

6 Alternatively, you could deactivate the user by clicking the

Deactivate button.

Update User Role

&= [ AGENT ]

[ AGENT ]

[ ADMIN ]

[ AGENT ]

Update User Role Update their role
; [ AGENT ] ADMIN
) )
AGENT
[ AGENT ]
alth.ie)

Admins will have access to everything while Agents will just have
access to Policy Admin and Quote/Purchase.

[ ADMIN ]
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13.1.3 Create a New User
1 If you are an Admin role you will see the Create User area.

2 Enter the new user’s name.

3 Enter the new user’s email address.

4 Click the role you would like to assign to the new user.

5 Click the Create User button.

Note The user will receive an email with a link to create a password.

Create User

Admins will have access to everything while Agents will just have access to Policy Admin and Quote/Purchase.

Name Email address T
= () ADMIN

(@) AGENT
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13.2 My Details
The My Details tab of the My Account page shows:
e your own details,
¢ useful templates you can download and
o alist of Schemes that are allocated to your account.

User Management BUAREETS

. Role
My Details Scheme Administrator

Member Number
Name

Address

Useful documents

Health Remittance Template (Excel)

‘ Schemes

Scheme Scheme

Member Scheme Name Scheme Admin Admin PO

\\[e} (Code) SEETEEEE LEEES Admin  Email Contact Number
Address Details
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14 Troubleshooting

1. Is it possible to delete a quotation?
No.
2. | get an error message when | try to view a policy.

This error usually indicates that you do not have access to view the policy.
Contact us and we can try to help you resolve this issue.

Error.

3. | tried to carry out an endorsement or change to a policy and it wouldn’t go
through.
There may be an issue with the policy.
Contact us and we will help you resolve the issue and carry out the change for you in need.
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