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State Health Plan HBR User Guide for OnePlace.365

Benefitfocus has launched a new customer portal named “OnePlace.365”. You can now use this
portal in place of sending emails to SHP Support, and you will be able to track the progress of
the request at any time!

This short guide is meant to provide you with an overview of the site, answer frequent
guestions, and document how to get support for the new customer portal, OnePlace.365.

Logging in for the First Time

When access is enabled for OnePlace.365 a user ID is generated. You will receive an email with
an activation link. The email will look like this:

BENEFITFCCUS

Benefits are good.™

Welcome to One Place 365!

Hi Meaghan,

Welcome to One Place 365, the center of communication and collaboration with your
Benefitfocus team! One Place 365 houses tools for document sharing and management of
support cases and projects that we'll work on together.

Your usermame is: meaghan.daniel3@benefitfocus.com

To get started, click the link below. Please note that this link will expire in 24 hours, so be sure to
login as soon as possible. Once you login, be sure to check out the latest announcements,
videos, and release notes on the home page. If you have any questions, please reach out fo
your Benefitfocus point of contact.

Thanks,
Your Benefitfocus Team

Login to One Place 365
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When you click the “Login to One Place 365” button, you will activate your account and will be
asked to select a password. Simply type your chosen password into the “New Password” field,
and then confirm it in the “Verify New Password” field and save your new password

Change Password

New Password *

Verify New Password *

Change Password

‘ Tip! Your password must contain a mix of letters and numbers and at least one special character (! @#5%"&*) ‘

Connecting to One Place 365 through eBenefits

Once you have a login created for One Place 365 you will be able to access through eBenefits.
The link can be found in the upper right hand side of your screen. By clicking One Place 365 link
you will be automatically logged in so that you can make requests to HBR Support.

v

”fsa;._;:omnm SHP-County of Pamiicn &

,ﬁ Welcome back, Test Admin! ; '

v | G Additional tools t
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To-do list

Personal The system will be briefly unavaliable baginning at
1200 AM ET on Friday, July 15, 2017, while we
X perform regular system upgrades and maintenance.
2 ' P i The estimated ending time will be 8:00 AM ET on
Saturday, July 15, 2017. We approciate your support as
Work we continue 1o enhance our software.

Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary



How to Make Requests (Creating a Case)

All Requests are created and stored on the cases tab in One Place 365. Once logged in, simply
click “Cases” on the menu bar.

Benelitfocus

ONE PLACE © 365

Contacts
Become Benefitfocus Marketplace Certified!

Benefitfocus University can help you get certified in just 3 days!

s Getting started 1z simple. esrn your Level 1 Benefitfocus Marketplace Certificetion through 2 series)
s Then, continue to build upon vour certificstion by earning your Level 2 Certificstion in just 3 days! J
led training courses.

» Tolearn more or regizter, click here
Data

Dashboard

Project

Manazement

Next Click the “Create a Case” button at the top right side of the screen

Meaghan Danigl =

| Create Case RES
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The Case will automatically populate your name and the group name. You will need to fill out
the remainder of the form. Any field with a red asterisk next to it is a required field.

1. Choose Priority:

New Case

Priority * @

Minor Major Critica Urgent

2. Choose topic that you need assistance with:

Your choice in this field will determine the values available for selection in the other
fields. Don’t worry too much about your selection, as all cases for State Health Plan
agencies come directly to your dedicated support team!

Priority * @

Minor @ Major Critica Urgent

What can we assist you with? *

Benefit Type(s) &

Add benefit(s)

Subject *
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3. Assign a Subject to your case and a description or your question or request.

Please be sure to be descriptive and thorough in the Subject and Description fields as this
tells us what the request is for.

4. Click Save

Subject *

Description *

1) Provide brief description of the issue. (What business functionality are you unable to perform?
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Once you have completed your selections and comments, click the green “Submit” button at
the bottom of the form.

Once you have successfully created a case, you will see a Case number at the top of the page,
like this:

Benefitfocus

ONE PLACE © 365

Case: 06442700
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Case Notifications

If your case receives a comment by a Benefitfocus Account Manager, you will receive an email
notification. Below is an example of what the email will look like. Simply click the button to be
directed to One Place.365

BENEFITFCCUS

Benefits are good.™

One Place 365

Hi Sabrina,

Your case #03029700 received a new comment through One Place 365. Please click the
following link to view the case comments:

Click here to view the case

Thanks,
Your Benefitfocus Team

After logging in One Place 365, the case will automatically open. Scroll down to the comments
section to see any comments on the case. To respond simply click on the “Save” button.

Comment Details

Public O

Comment

Save | |Cancel
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You can also add an attachment (such as a word document or excel spreadsheet) by clicking the
paper clip next to the word “Attachments”. Once this is clicked you can choose your file and
upload.

Attachments % _ Attachments

No attachments to display

Choose File | Mo filz choszen

Reviewing Your Open Cases

You can review your cases at any time, and add any comments or attachments as needed. After
logging in simply click the cases tab. The default view shows all open cases you have created or
that have been shared with you. Click on any case to view the details, review any comments on
the case, or add new comments and attachments.

Case #+~ Created Created By # Subject s

Dependent Verification

10761335 12/4/2019 2:59 PM Beth Stuart -
Documentation

Open Enrolimeant

10761326 12/4/2019 2:58 PM Beth Stuart z

Reporting
_ Coverage Confirmati

10761320 12/4/2019 2:58 PM Beth Stuart overage Confirmation |
Jon Doe

Status = Priority = Owner = Latest Comment %

In Progress Minor Yancay Stokes

New Comment Minor Weaghan Danigl

Pending Client

Action Major SHP Support
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Case Notifications

It is important to review the Status of the cases that are submitted to SHP Support. Cases that
have the status of the following will need HBR action

- More Information Needed
- New Comment

- Pending Client Action

- Recommended to Close

Frequently Asked Questions

Once I receive an activation email how long do I have to take action?

The link to login will expire in 24 hours so please make sure to login as soon as possible.

What if I did not receive an activation email?

Enabling access to the new OnePlace.365 site is simple and quick! Your regular Benefitfocus
counterparts have the ability to add access to OnePlace.365 for any user that needs it. Health
Benefits Representatives can also call the HBR Support line for assistance 1-800-422-5249.
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