Accessing the Attestation Report in My Account

1. Loginto My Account on the PEBB website (www.hca.wa.gov/pebb).
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2. If you have not already registered, create a user name and password by selecting the Register link
under New Users.

Washington State
Health Care W

Public Employees Benefits Board

{ nebh member coverage

Sign In.

Please log on to view your account, or register if you are a new user.

Returning Subscribers New Users

Email Address Forgot vour Emai? Register now to access your:

+ Medical and dental coverage information
+ Lfe and long-term disability insurance information

Pasonis T
assword 21601 vout Pasinard: + Statement of Insurance
+ Open Enrollment plan change form (only available November 1-30)
+ Premium surcharge attestations
LogOn b

© Registration Help

Copynght ® 2015 Washington State Health Care Authority eCoveragePEEE 2.2 1551204 Privacy Folicy
ess Washington..
M bashinglon.

Revised: 3/2/2016 Accessing the Attestation Report



3. Click on the Subscriber SOI Lookup link in the blue bar at the top. Note: You must have Pay1
insurance system access to see the SOI Lookup tab.
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4. On the upper right section of the page next to Subscriber Statement of Insurance Lookup, click on
the Attestations Report button.

Washington State 5
Health Care AUthori
Public Employees Benefits Board

{"fiebh member coverage

PEBE Home Contact HCA 9

my medical/dental coverage my life/LTD coverage my attestations my login information
subscriber SOI lookup

Subscriber Statement of Insuran“ Attestations Report

Enter the Subscriber information below:

Subscriber Date of Birth: sl - _‘ (mm/dd/yyyy)

Last 4 Digits of Subscriber SSN: ‘ (example: 4321)

Continue

Copyright © 2015 Washington State Health Care Authority eCoveragePEBE 2.2.15.51204 Privacy Policy
AAccess Washington.

Officianl Saln Sovermast Yies St

Revised: 3/2/2016 Accessing the Attestation Report



5. The report will be generated. This process may take a few minutes depending on the number of
employees your agency has enrolled in benefits.
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6. The report includes the:
e Employee’s and dependent’s name and last 4 of the SSN

e Current enrollment information: Medical Enrollment (Yes or No); Current Tobacco Use and
Spousal premium surcharge attestations

e Pending changes — Medical Enrollment (Yes or No), Tobacco and Spousal attestation and
pending effective date for each, Medical and Dental plan changes and last change date of
Tobacco Use and Spousal attestations.

e A Key that explains the codes in the above mentioned columns.

7. To page through the report, use the arrows next to the page numbers on the toolbar.
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8. To search for a specific employee, enter information in the Find edit box and choose Find.
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9. To export the report to Excel or another selected format, on the toolbar, from the Select a format
drop down box, choose the desired format.
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Once you select the format, a message will display at the bottom of the report asking if you want to
Open or Save the report. Click on the desired option. If you choose Open, the program will launch
and the information is exported.

If you selected Excel, choose the Enable Editing button to sort the information on the spreadsheet.

Note: There are also options to export to a CVS, PDF, TIFF and Word format, as well as, XML and
MHTML formats. Choosing CSV will also export the information into Excel.
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