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Search Bar

%T"E’ Submit a request  Signin
FOR HEALTH

N

miglm
'__,h" HSA uvestment’ will provide better “Tennessee Plan” returns results that vclude words in that
results than just ‘HSA'. order; a search for Tenmessee Plan returns results that nclude

both of those in any place v the article.

(?ro Tipsl?l Use +wo or wmore words. % Use quotation marks for specificity.
\ \
-

2 Do vot use complete 4 Do not search for personal
sseutevices. sinformation. PARTNERS

= FOR HEALTH

Article Categories

Agency Benefits Coordinators (ABCs) \ ‘ Retirees ’ ‘ Employees

Q Located just below the Search bar, the Articles Categories buttons allow vou
+o browse articles by subject,

O The Categories are divided into information relevant +o the ABC community,
active employees, and retirees.

Q They could also be sowme of our most frequently asked questions.
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Promoted Content

Promoted articles

If I have an HSA this year and switch to an FSA next year

What do | do when | get a "bad request" error in will | still have access to any remaining funds in my HSA
How do | run a collections applied report? Edison? account from the previous enroliment?
HSA Account Funds Deposit and FSA Previous Year | am an active employee enrolled in CDHP, what Can | change from the CDHP to one of the PPO options
Balance actions do | take to stay enrolled for next year? next year and then rejoin the CDHP the following year?
Who is eligible for the COHP? What are my premiums? Payroll Call Center

Q The Promoted Content section is located below the search area avd article
categories. These are articles Benefits feels present important information,

a These articles could be referring to recent news or changes. E
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New Articles

Recent activity
General Questions
A find inf =
General Questions
A =
General
t =

Disability-State and Higher Education Only

+ Torm Disability E =)

O The New Article section, located below Prowmoted Content,
highlights our newest articles.

U Keep av eye ov the New Articles section to keep up with our latest
developments!
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Q Located at the bottom of Help Center
and o the ParTNers for Health Site

Q Iucludes all content from Help

Center

Search from Help Button
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Live Chat
Q Here is how +o use +he Live Chat feature:
[ o |

/\

Click the Help
Putton:

2

Click

Click

“Get in Touch” “Live Chat”

Tusert your vame, emall,
ond click “Start Chat”
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Q Here is how +o use +he Live Chat feature:

Live Chat

Type n Your Tvguiry

Sheila Howard
Thank you for contacting Benefits
Administration, this is Sheila.

B [b

How can I assist you?

Customer Support Replies
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Live Chat

A Chatting Live with BA will opew a ticket. After your chat, you should receive
an email with a full travscript of what vou discussed.

Q You can use this email +o continue the conversation, should you need +o follow

"p.

quest (234470) has been updated. To add additional comments, reply to this ema

e
@ lan Harris

Chat started: 2018-07-30 06:20 PM UTC

(06:20:27 PM) lan Haris: | have & question about Annual Enrollment.
(06:20:38 PM) *** Sheila Howard joined the chat **
(06:20:58 PM) Sheila Howard: Thank you for contacting Benefits Administration, this is Sheila.

that emg
look fjig

HGV@’S Wl/)d'f'
Wil *

N
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Submitting a Ticket

Q There are several ways to submit a ticket to Benefits Administration. Let's

+ake a look!
\ lr:il\(._‘n,o you want to get in .
S
By Email to: By Phone to our By Live Chat Oulive at Via the Help Button
Bevefits.admivistrationdtn.gov Service Center b@VIG'FI‘I’SSMPPOt"{’:{‘W.@OV
Retirement.insurancetw.gov 600253QQ6/\
Beuefits.infodtn.gov or
Ben.admin.syssupdtn.gov @15741.3540
Bevefits traiingadtv.gov
Elexible benefitsadtn.gov
PARTNERS
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Submitting a Ticket
7
Q Email, Phove, and Chat tickets canvot be used for Enrolliment Forms or
Dependent Verification Documents,
Howhdo you want to get in
touch?
. Eurollmewt Form Dependent
= e ® ~ Verification
Leave a message C
J C, LY, NN~ "
) NN T
—_*9 O N
® N e
O TN
\ e+ T— e+ —
&9 ‘
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Subwmitting a Ticket

Using the Om/livn@ WMethod

Step 1.

Click the “Subbwmit a
Reduest” Link

Y
LSubm it a request

i
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/ﬁ“ Subowitting a Ticket
|

Using the Onlinve Method

2|

Step 2.

Click +he “My Tssue
Concerns...” dropdown

Submit a request
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Fields to fill out include:

Subwmitting a Ticket

Step 2.

Fill out the fields

Q VYour email address

Q Subject (dow'+ use PHI)
U Tssue Topic

Q edison Employee ITD

U Your Name

O Phone Number

U Position

Using the Om/livn@ WMethod

—
L
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Submit a request
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Submitting a Ticket

Step 4.

Click Subwmi+

Q You will receive an email
covfirmation and status updates
com be reviewed onlive.

protected by reCAPTCHA B
Privacy - Terms.

Using the Onlinve Method

—
-]
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Subwmitting a Ticket

Using the Help but-ton Method

Step 1.

Click +he Help Button

PARTNERS
FOR HEALTH

17

Subwmitting a Ticket

Using the Help but-ton Method

Step 2.

Click “Get in Touch”
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Subwmitting a Ticket

Using the Help buttton Wethod

Step 2.

Click “Leave a Wessane”
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Subwmitting a Ticket

Using the Help buttton Wethod

Step 4.

Select your Tssue

[ Please select your issue

PARTNERS
FOR HEALTH

20

8/17/2020

10



8/17/2020

Subwmitting a Ticket

Using the Help but-ton Method

Step 5.

Fill out the Fields
Fields to fill out include:

Q Your email address

Q Subject (Don'+ use PHI)
U Tssue Topic

Q edison Employee ITD

Il
Step @

Click Sewd

Q You will receive an email
coufirmation and updated

O Vour Nawme status can be reviewed

O Phiove Number onlive.

U Position
PARTNERS
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Viewing Your Profile & Tickets

Vou can edit our contact information and movitor the status of your tickets
ouline.

PARTNERS
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Q whether vou have ever logged in
before or vot, start by clicking

om B “Sign Tu” ou our Help Center,
<o >
[ RIS I E SN PARTNERS
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Sigming Tw

Q Let’s look at the options ouce you click “Sign In.”

X

[l | I-F you have never lb@@@d in b@-ﬁ)y‘@ but Signin to State of Tennessee - Benefits Administration
have emailed us, click “Get a
Password.”

0 To create a vew account, click “Sign
Up.”

Q If you have created a password
previously, enter vour email address
and password.
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Viewing Your Profile
Q Owce signed in, click our name in the
upper-right corver. Submit a request
D C/Ilck ”M\" ?Fb'ﬁl&” My profile
‘. Change password
Sign out
PARTNERS
FOR HEALTH
24

8/17/2020

12



Viewing Your Profile

lan Harris

O To edit your vame or contact /

information, click “Edit Profile.”

Q You can edit your name, email address,
phove number, and add a profile

picture.

PARTNERS
FOR HEALTH
25
Viewing Your Tickets
D chck on \{OMV Vlaw\@ lVl Submit a request
the upper right-hand iy SictEs
corver, thew click on “My —
AG‘H\A‘H@S‘” Change password
Sign out
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Viewing Your Tickets

O You will see a list of all
tickets you have ever

My requests

submitted. - =
:] om m
—J - =
—— &=
— =
< _J
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Viewing Your Tickets
Adding a new dependent
Q clicking the Ticket
Subject will allow you to
access all information A
and conversation on this N—
ticket,
<]
< -
[ |
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Viewing Your Tickets

=
=

Q click “Add +o
Conversation” ow an
open ticket to add a
comment or upload files.

\

]
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Responding to a Ticket Via Email

Owhew responding to a ticket via email:

QOAlways reply above +he line that says,
“$##- Please type your reply above this live -##”

QPlease remove any images from vour email
signature.

—————— Forwarded message ---------

From: Benefits Administration <benefits.administration@tn.gov>
Date: Wed, Nov 6, 2019, 1:26 PM

Subject: [Request received] Untitled ticket 418573

To: lan Harris <ianrobertharris@gmail.com>

e o o e o 3>

A request (418573) has been created and is being reviewed by our support staff.

<

\

A N W
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Q Auswer Bot is an automated
answer sugaestion service, using
content from our Help Center.

Q T+ will suggest articles for vou +o
read.

Q T+ will suggest
answers to tickets
you submit via the
“Leave a Message”
feature via email,
or Via Submit a
Redquest (except if
you select
Document Uploads.)

Avswer Bot

PARTNERS
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Q Auvswer Bot will present a list of
articles it believes are relevant +o
your duestion.

Q After reading the articles (or if vo
articles are relevant), you will be
presented the optiown to click “Yes,
close wmy request,” or “Not helpful.”

Answer Bot
Submit a Request

PARTNERS
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O Ifyou click, “Yes, close my
request,” ou will receive a
confirmation that the article
answered your question and o help
from BA staff is needed.

Q Your ticket will be closed and +the
Service Center will not see i+.

Avswer Bot

Submit a Regquest

5|

o

=

v Nice! Your request has been closed.

8/17/2020
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Via Emall
- . . —
Q Vour ticket confirmation email may —
GOVl‘i'aiVI AVISW@Y‘ ,Bb+ ﬁl"HGIGS‘ Here are some great articles that may help:
Do any of these articles answer your question?
Q Auswer Bot will present a list of s
articles it believes are relevant +o _  Board of Regents (18%)
WOMY‘ 4“65‘(’]0”‘ Prog . “Yes, y(.Ju may choose to enroll in the EyeMed
plan offered by the state by using Edison Employee
Self Service (ESS)... Rea ore
Yes, close my reques
PARTNERS
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O Ifyou click “Yes, Close my
Reguest,” Avswer Bot will resolve
the ticket without any action
+aken by the BA Service Center.

a Avswer Bot does vot have access
to any personal information and
canot resolve account-specific

duestions.
Q  Tfyou click “Yes” +o a suggested answer,
+he ticket is still marked as solved.

Q Avswer Bot can offer general
information, such as enrolliment
requirements.

Avswer Bot

Via Email

o
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