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Once you have created Sign in to your account ARAGlegal.com/clients to

your account, you will complete the following transactions:
have access to the CSC,

including these key areas: (&) Add a Member

I . - (&) Terminate/Suspend an Active Plan Member
ember Transactions - )

applicable, view, add or edit a Find and/or Edit an Active Plan Member
member’s status or download a .

Z|) Retrieve a List of Active Plan Members

b4
Send a Secure Message and Attach Secure Documents

list of members.

Secure Email - Send confidential
employee data to ARAG through
this secure email tool.

=) . .
() Retrieve Invoices

@ Select an organization or group

17 Active Members | O Pending Members
DEMOCLIENT3: 161410011

Add Member 9

Invoices - If applicable, view and
printinvoices and have access to
the past 12 months online.
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documents such as a Certificate
of Insurance.
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Resources - Access helpful
articles, videos and other tools in
the Learning Center.
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TO ADD A MEMBER:

1. Click on "Member Admin” or click on “Members” in the side menu.
2. Onthetopright, clickon Add Member.
3. Inputthe enrollmentidentifier (full social security number or employee D).

Note: If that member is in the database under that identifier, an error “EIN
(or SSN) isin use” will appear. Click Cancel and contact Client Support for

“_EFFECTIVE DATE * GROUP * COVERAGE TYPE

| —
Cancel o ‘Add Member )

Select -

=

assistance.
Member Transactions 4. Enterrequired member information.
and Invoicing are 5. Input the coverage Effective Date, Group, and Coverage Type if applicable.
available options 6. Aconfirmation window will appear. Review the contact information, Group,
depending on your Coverage Type and Effective Date to ensure it is correct.
account set up. 7. Next, click on “Add Another Member” or “Done.”
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https://www.araglegal.com/account/login

TO TERMINATE/SUSPEND

AN ACTIVE PLAN MEMBER:

1. Click on "Member Admin” or click on
“Members"”in the side menu.

2. Search by First Name, Last Name
or EIN/SSN to retrieve membership
search results.

3. Click onthe member's row to edit.
Click Terminate Membership.

5. Enter the Coverage Termination Date
and Termination Reason.

6. Click Terminate Membership,
confirmation window will appear.
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TO FIND AND/OREDIT AN

ACTIVE PLAN MEMBER:

1. Click on "Member Admin” or click on
“Members"”in the side menu.

2. Search by First Name, Last Name or EIN/

SSN to retrieve membership search results.

Click on the member’s row to edit.
Click Edit Member.
Edit and click Save Changes.

o Uk W

A confirmation window will appear.
Review the information to ensure it is correct.

7. Once the changes are made, click Done.

TO RETRIEVE A LIST OF
ACTIVE PLAN MEMBERS:

1. Click on "Member Admin” or click on
“Members"”in the side menu.

2. Under “Select an organization or
group” choose the group(s) you'd like
inyour list.

3. Click on Export to Excel.
Save the download.
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DEMOCLIENT3

’ e Exportto Excel )

Zip 11

‘Cky 1 State 11 Group 1. ‘Sﬂtul n ‘
13524567 DES MOINES A 50309 1614100110010 Active
AUTOS DES MOINES A 50309 1614100110020 Active
123456 WEST DES MOINES A 50265 1614100110010 Active
AUTOS DES MOINES A 50309 1614100110020 Active
S64564 DES MOINES A 50316 1614100110020 Active
9874566 WEST DES MOINES 1A 50265 161410011002 @ Active
12345678 DES MOINES 1A 50309 161410011001 @ Active
AUTO8 DES MOINES 1A 50309 161410011002 @ Active
AUTO9 DES MOINES 1A 50309 161410011002 @ Active
789655 WEST DES MOINES 1A 50265 161410011001 @ Active



Messages

TO SEND A SECURE

> B RS S R S S
MESSAGE AND ATTACH e
SECURE DOCUMENTS: fosiesmucici: -
1. Clickon Messages to send a secure message. o
2. Selecta Subject.
3. Typeyour message. e i o e
4. Add an attachment (maximum of two e e e :
attachments per message or 5 MB per file). “ toon D O O e |

5. Hit Send to complete the message. () GO

TO RETRIEVE

A=) - ) INVOICES

A Home Active Invoices (1)

Click on Invoices.

& Members

‘ Invoice #12194-1 AMOUNT DUE: $3,746.00

i Invoices (1

Select the month and View Invoice.

Premium Remittance
COMPANY ABC - ULTIMATEADVISOR

Click on View Invoice.

Account COMPANY ABC - ULTIMATEADVISOR PLUS

AW

Help

Download or print.

Resources

5 Documents
Messages
Contacts

LogOut. Invoice #12194-1 fomarac ©

AMOUNTDUE:$3746.00  DUE ON: 4/15/2022

{ Download csv oav....z 8)

Buszsonion & |
Y- 66 Active Members > saenso |
PREMIUM DUE: $1369.50
| cowmnvasc. uummarenovison uus el
3pon-yavaon o8 Acte Members > s |
PREMIUM DUE: $2376.50

Spit Invoice >

If you have any questions or need assistance, please contact Client Support Services at 800-888-4184, ext. 605

(Monday - Friday, 8 am - 5 pm Central time) or email clientsupport@ARAGlegal.com.

Limitations and exclusions apply. Depending upon a state’s regulations, ARAG's legal insurance plan may be considered an insurance product or a service product. Insurance products are
underwritten by ARAG Insurance Company of Des Moines, lowa. Service products are provided by ARAG Services, LLC. This material is for illustrative purposes only and is not a contract.
For terms, benefits or exclusions, contact us

© 2022 ARAG North America, Inc.
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