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Link to the Portal e

O ConteEnts

The web portal provides certificate owners with
access to their certificate information once the
certificate(s) have been issued.

You may access the portal by clicking on the
following URL: https://massmutual.ins-portal.com

For questions around access to the portal or policy
information call (844) 975-7522 (1-844-WRKPLACE)
and Press 1 for customer service.



https://massmutual.ins-portal.com/

Registration Process

In order to access the portal, you will need to register.

massmutual@work™

Financial readiness, readily availabla™

Customer Service-

Retumn teiakle
Pl Contents

Register Log In Search

I Customer Service « I

Login

Insurance Forms

Contact Us

I User ID
Iiswill'provide! Register
Infermation for
any: sjues{lgrjs Next
you may nave:

| Forgot User ID? | Forgot Password ?

Click the ‘Register’
link located in the
top right of the page

or under the User ID.




Registration Process (onta)

Enter ‘Personal Information’ following the steps below.

massmutual@work™
Home Customer Service -

Register Now

Personal Information

(* required field)

Help -

* User Type(s)

Cerificate Cwner

* First Name

* Last Name

* Date of Birth(mm/ddiyyyy):

* Government 1D/ 55N

&% MassMutual

. * Certificate/Policy Number

Contact Us | Privacy | Terms
& Massachusetis Mutual Life Insurance Company Springfield, MA 01111-0001

Login & Security Information

REUrn toraple:
P ECORtENLS

l

Certificate owners must first select
‘Certificate Owner’ under the
‘User Type’ in the dropdown box.

Complete required fields () First
Name, Last Name, Date of Birth
and Government Identifier (SSN).

Your certificate numberis 10
digits. If the number of digits s less
than 10 please add preceding
zeros to total 10 to log in. It will
have 1 leading zero (i.e. 01000)

or 2 leading zeros (i.e. 00275).

Click ‘Next’. Portal will validate
registration data against admin
system before proceeding to
next step.




[ REUrn toraple: ]

P ECORtENLS

Registration Process (conta)

Once validation is completed in previous step you will be required to complete all required fields (x) on this screen.

massmutual @work™
F j : 1@ 0 . Regleter  Login

Register Now Create User ID, Password and
Personal Information Login & Security Information Security Questions.
¢ o Password Requirements:
* User D * Security Question 1
—_—— » - Must be at least 8 characters
e - Must contain a mix of letters,
* Confirm Password = Becurity Question 2 numbers and at IeaSt One
v special character
* Security Image * Answer 2
- For password resets only, must
_ — not have been used within the
— last 5 passwords
* Please enter displayed security code CIiCk ‘Submit’ to Complete
= Security Phrase 1 """'"""""-"' .. g " 1l RegIStratlon.
'@Can't read the code? Click to refresh

Previous Submit




P ECORtENLS

Registration Process (conra) [ =iiting) o Talbe ]

Once Registration is complete and you receive Congratulations message, click Log in to access the portal.

nassmulua @work™

Bapwier | Lig in 1

Congratulations Registration is Complete

1 Once registration is
complete and you
receive the
Congratulations
message, click ‘Log In’
to access portal.
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RETUNMte Iable:

|_ @) g - I N P ag e PINCONRLENLS

Enter User ID.
Click “‘Next’.

Log-in to the portal following the steps below.

massmmum@work Register Loglin Search

Financial readiness, readily available™

ome Customer Service tual@work™
st S Password.

Home Customer Service
i : c ]
=0d%) Click ‘Log In’.
> ) 0 Login &
JU' \/QU J'Q)fge]' \/9!“” 1 Security Image and Caption
l| se‘r JD g]]gk If you do not see the correct image and caption, D.Iaase do not
. |——RagisiaimpForgot User ID? | ForggiRassword? hf y OU fOr géﬂ' \/9 Ui P R

‘Foergoet User b and
fellow the steps. Next 2

pPassword; click
FOrgot Your

My Eagle

' Password® and Pasewors
ﬁgjjg‘}y 'i.h:".“ gieps; ﬁfﬂlgm Your Password?

FOR PROFESSIONAL TRAINING USE ONLY. NOT FOR USE WITH THE PUBLIC.



My Insurance Page

P ECORtENLS

[ REUrn toraple: ]

This screen will display all the certificates owned by product. _ __ _ _
1 Basic certificate information

massmutual@work"” Is displayed on this screen
including coverage amount
for WL & UL only, coverage
effective date and premium.

Customer Service Help ~ My Account ~

My Account | My Insurance

My Insurance
A drop down is available for
’ Whole Life woudlketo - each certificate to access
S SRS e View Certficate Details Certificate Detalls, Billing
Owner Name Coverage Amount 10,000.00 Update Personal Information

payment information and
history and to Update Personal
Contact Information. Claims
are available to view if Critical
s».MassMutual Contacts | Privacy | Tems llness or Accident are
elected.

) : : : View Billing/Payments
Status Active Premium Paying Premium 12.14 :

@ Massachuseits Mutual Life Insurance Company Springfield, MA 01111-0001



My Insurance Page - Certificate Detall

Certificate Detalil screen provides certificate status, payment detail, cash value and loan information.

massmutual@work™
Finaneial readiness, readily available™

Florida Abbas Search Log Out

My Workspace

My Workspace = My Insura

Certificate D : T
click this link:

Certificate N&

Owner

Address DO NOT MAIL test
Greenville, SOUTH CAROLI
United States of America
€} Update Personal Information

., 29687

Certificate Information

Status
Premium Paying
Currency
DOLLAR (US)

Application Date
01192016
Effective Date
01/18/2016

10 VIEW coverage details
click preduct name.

Benefits

Product MName Insured

Group Universal Life FLORIDA ABBAS

1o Update Personal Infermation

Premium

539.00

Payment Method

Coupon Book

Group Hame

PRUDEN NATIONAL BAMK
Payment Frequency
Annual

Last Payment Date
01M19/2016

2 Agent

CHARLES
Phone
Email

Back to My Insurance

Current As Of Date 02/18/2017

Return to liable

o Contents

Het Cash Value
22 50772

Current Loan Balance D View Details <

17539599

10 VIieEW: Insured informaton
click this link:

Net Benefit Va

22 507]

Loan Details

All cumrency values expressed in DOLLAR (US)
Loan Balance Annual interesi Rate Interest Method Interesi Paid to Date

17.896.89 8.00%

Closs

Ammaars Interast 011872017

10



Benefit Detall

Benefit Detail screen provides certificate status, payment detail, cash value and loan information.

massmutual@work™

Financial readiness, readily available™

Benefit Detail Back to Policy Detail

Florida Abbas  Search Log Out

Group Universal Life

All currency values expressed in DOLLAR (US)

msured « Efective Date 1o VieEW Insured infermation or:

Staws Expiration Date contact infermaton click thistlink:
Premium Paying 01/18/2089

Issue Age Paid Up Date

48 01/18/2063

Risk Class Het Benefit Value

Mon-Tobacco 2258507.72

Coverage Amount

132,418.00

Death Benefit Option
Face Amount

Fund Summary

Interest Funds

Fund Name Current Fund Balance Current Interest Rate Premium Allocation
Loan 1 Fund 17,955.26 0.06000 0.0000%
UL basic fund 2244944 0.03500 100.0000%

Loan Information

Loan Balance Annual Interest Rate Interest Method Interest Paid To Date

17,896.99 8.00% Arrears Interest 011812077

S Return to Table

- OfContents

11



Return to liable
o Contents

My Insurance Page — Update Personal Information

Update Personal Information screen provides the ability to update fields under Contact Information.

My Account /| My Insurance | Personal Infarmation

Personal Information

Need Help!
Hame Dats of Birth k For assistance call Customer Servies
C21 161 1586
Redationenip Gandar
Chwner one Mlale
Govemment ID ) 25N
XE-ENA105
Contact Information
@ Enter your changes and dick Save
Strest Address Cell
DO MOT MAIL [ SEraY0ae-023a
Home
Changes can be made
Eusinsgs - -
city i allfefithese fields.
Collins
Facaimile
State/Country
Georgia LIS
Prafarrad Mathod of Contact
Zlp Code
Cell Phone

30421

Emall Address 1 (&) ada

12



My Insurance Page - Billing/Payments Detall

Return to liable

o Contents

Billing and payment detail screen provides current billing information and displays payment history.

massmutual@work™

Financial readiness, readily available™

Billing/Payment Detail

Certificate Number:

All currency values expressed in DOLLAR (US)
Payor Insured Name

Effective Date 01/18/2016

Paid To Date 01/19/2016

10 VIEW. payor.
Infermation or

contact information
click this link

Florida Abbas  Search Log Out

Back to My Insurance

Current As Of Date 02/18/2017

¥ Last Statement

Premium Notice  (Z) View Statement —

Statement Date 08/01/2019
Billing/Payment Information
Bill To Date Payment Freguency
011872020 Annual
Premium Payment Method
539.00 Coupon Book
Payment History
From Date (mmdddiyyyy]  11/01/2017 Through Date (mmiddiyyyy) 10042013 = Retrieve
Show| 1D v | eniries
Transaction Date I Apply Date Payment Method | Payment Frequency ' Payment Amount
08/01/2018 DBI01/2019 List Bill Monthly 21752

A PDE off yyour most
recent statement can

e viewed.

Payments in the history.

gnid are reflected inithe
Paid to date:

13



My Insurance Page — Claim Inquiry

This screen will display pending and processed claims data for Critical lliness/Accident Insurance.

massmutual@work™
Fimar s s, nael by drainlle

Claim Inquiry

Fllrar Claim By
Patient Stnnis Sardcs Date [menildyyyy)
All . A ¥ = Retriave
Show 0 ¥ enlies
Claim CerbhicaleMember Dot 1 Service Check Explanalion of Clam
Nusmber Fatent Idembises Factity el IF  Submilted Todals) Status EBrnchis Cormespon
LA = L Unisarzal DTS 250,00 15000 Review
=== Provger Comnian
e ial Unteereal D72220E TE00 L0 1
mEs Prowdier
T - Unnarsal TR .00 iS00 DocEin B
L Prosicar Fenenad
Unkarzal DTIRIG 0.0 S0.O00  Dechion E
Proerger Fendeis
Unnversal GFeran g 200,00 15000 Decemon E
- Peoiecer Hengenes
Unfewrsal NEG6ENS E50 T 4T Decson E
Proes Renenas
R LN s Universal TH2M01E 5.00 0.00  Pending
Prosger
Ehowing 10 7 of 7 enties C— I

Note: Member can only view claims where the member is the patient or any
dependents under the age of 18 are the patient. Claims for dependents over
the age of 18 (i.e. spouse or children or other dependents) are not eligible for
view by the member on the portal.

Back o My Insurance

massmutual@wark™

Francal rmadness e iy paalshe

Claim Inguiry

Fifter Claim By

Famant

Show| 0 v Efies
lam

Humbaer Patient

Showing 1o 1 of 1 enlres

Status

Cortficalnember
Identilier

Retumn teiakle

Pl Contents

Associated EOBs will be

viewable.

Denial letters will be
viewable.

Sarvice Dake (mmidd:yyyy]

Dactor | Sennice Check
Facility Dale IF  Sulbunitied Tolad{s)
Ureyersal rfiagleich ) 2.00

Proveis

0.00 | Decision
Henderad

Fxplanabion ol
Benefils

Back o My Insurance

Crarespandence

=
=]

EHEDN - e




Clalms |aniry Return toiable

Pl Contents

This screen will display error message if EOB or claim correspondence is not available.

massmutual@work™

Financial readiness, readily available™ = a Log Out

Customer Service ~ Help ~ My Account ~

My Account © My Insurance | Claim Inquiry

Claim Inquiry

Back to My Insurance

Filter Claim By
Patient Status Service Date (mm/ddiyyyy)
All v All v =

= Retrieve ThIS message Wl” appear
If EOB or claim
1 I €@ Explanation of Benefits and Claim Comespondence documents are unavailable Clict L

inavailable online prior to 09/23/19.  Click Customer Service and Contact Us for assistance I

o correspondence is not
Claim Certificate/Member Daoctor / Service Check Explanation of aval | ab | e -

Number Patient Identifier Facility Date 1F  Submitted Total(s) Status Benefits
moEE Universal 10/05/2018 50.00 50.00 Decision
T Provider Rendered

Showing 1 to 1 of 1 entries Previous Next



Claims Detalls

This screen provides summary information for claims and details.

massmutual@work”
Financial readiness, readdy available

Customer Service ~ Help ~ My Account ~

My Account | My Insurance | Clalm Inguiry © Claim Detalls

Claim Details

All currency values expressed in DOLLAR (US)

mwsi  Log Out

Back to Claim Inquiry

Claim Summary
Status Status Date

Total Amount Paid Amount Claimed Excluded Amount Paid to
Detision Rendered 12111/2018 50.00 50.00 0.00 =
-
Date of Service Type of Service Amount Claimed Excluded Amount Benefit Amount
@ 10ms2018 Critical liness - Wellness Benefit 50.00 0.00 50.00
Amount Allowed Not C d arks
0.00 0.00

P ECORtENLS

[ REn o iakle: ]

Claim Summary provides
information for the claim,
status and status date.

Claim Details provides
information on each benefit
processed for the claim.

16



My Account - My Documents Page

This screen displays link to eDelivery Homepage, ‘My Documents’.

massmutual@work™

nanc readingss, readly avalptle

Customer Service - Help - My Account -

Customer Actions

My ACcount Wy INSUrance L - -1
My Insurance ‘

nsured Name Effective Date
wmer Name Coverage Amount

Status Withdrawm Premium

150,000 00

46.16

1 Click on ‘My Account’
to access the
‘My Documents’ link.

[

Retumn teiakle
Pl Contents

J

Lag Dut

17



Pl Contents

eDelivery - Home Page [ Hetlin g Tl ]

This screen displays eDelivery features.

massmutual@work™ Select ‘Policy’ to view.

Finangial readiness, readily available™

Select ‘Document Type’.

eDeIivery Documents User Preferences FAQ

All Policies 1 All Documents 2

= Select ‘Date Range’.

T Description added for

- l 01/25/2021

Date Range l 01/26/2020

j’m e 2':“ i e = letters is a new field
anuary 15, er uto Premium Loan Confirm o il s

December 23, 2020 O Letter Auto Premium Loan Confirmed = | added 2L 1/18/21 and
October 31, 2020 O Letter Auto Premium Loan Confirmed T Li"d WI” apply gOIng forward :
September 30, 2020 O Statement T L BOId type denOteS
September 30, 2020 O Statement | | UNo pe ned .

September 30, 2020 O Statement 5 e

September 30, 2020 © Statement (§5. SRR Q

August 22, 2020 © Letter Auto Premium Loan Confirmed e

April 14, 2020 © Statement (en oM B )]

April 14, 2020 © Statement e LE

April 14, 2020 © Statement o cw B

P 18



REUrn toraple:
P ECORtENLS

eDelivery — User Preferences Page

l

This screen provides the flexibility to select method of delivery for certificates and different correspondence types.

massmutual@work™
Financisl readiness, readly svailabie™

1 Select ‘Policy’.

2 Select ‘Document Type’.

3 Select method of delivery
for each document type
or for all. If you choose

o - Portal then all documents
will be eDelivered and a
valid email address is

required for all Portal
selections.

Voluntary Consent to Use Electronic Signatures and Receive Documents Electronically

19



eDelivery — FAQ

This screen will help answer questions on eDelivery.

massmutual @work™

Fingncial readingss, readly avadable”™

Help - My Account -

FAQ
Where do I sign up for eDelivery?

You can opt-in to eDelivery on the portal at https://massmutual.ins-portal.comy by updating your User Preferences from the eDelivery link on the home page.

How does eDelivery work?

You will be notified once you have elected eDelivery, at the emall address you provided, when a new document has been made available for your viewing.

What types of documents are available for eDelivery?

You can receive bills, notices, insurance certificates/policies, annual statements, correspondence, and other insurance documents using the eDelivery portal.
How do I change my email for notification?

Email addresses can be changed by updating your User Preferences from the eDelivery link on the home page.

You can add, delete, or update notification emails at any time, but at least one email address is required for each type of document.

Where can I find my EOB/Explanation of Benefits?

You must access Explanation of Benefit (EOB) documents through Claims Inguiry.

How do I change which documents I receive electronically?

Changes can be made at any time, by updating your User Preferences from the eDelivery link on the home page.
You have a number of eDelivery options available:
= deliver all or select eligible documents for all of your certificates/policies

« deliver all or select eligible documents for specific certificates/policies
» deliver only select types of eligible documents (bills, statements, etc.]

Can I switch back to paper delivery?

To switch to paper delivery, update your User Preferences from the eDelivery link on the hame page.

On the Preferences page, change the delivery option from Portal to Printed for the relevant document{s).

S Return to Table

o Contents

20



Glossary

REturn torliaple
P ECORtENLS

Active Awaiting Premium
Active Premium Paying
Cash Surrender

Declined

Issue — Not Paid

Inforce — Extended Term
Lapsed

Not Taken

Pending

Withdrawn

Application for coverage was accepted and initial premium is pending receipt.

Premiums are being collected for the certificate.

Certificate no longer inforce. Certificate owner chose to surrender the certificate.

Application for coverage was rejected.

New Business status meaning it has been issued but not settled and moved Inforce.

Inforce certificate with premiums no longer being paid. Coverage amount based on cash value.
Certificate is no longer inforce due to non-payment of premium.

Certificate owner decided to not accept the certificate.

Application has been entered into admin system.

Certificate owner has withdrawn request for coverage.

21



REWUMENaIE
Glossary [ o ]

PINCORLENTS

Amount Claimed Amount of benefits submitted for claim processing. Amount may not match total amount paid if
benefits were denied or not covered due to plan coverage.

Amount Excluded Amount of benefits denied.

Benefit Amount Amount payable for the benefit line.

Date of Service Service date for the benefit being claimed.

Decision Rendered Final claim processing is complete and claim is issued. If claim is payable, an EOB/check will be

mailed & a copy posted to portal. If claim benefits are denied or not covered, claim denial letter
will be mailed & copy posted to portal.

Denied Benefits Decision was made to deny benefits due to insufficient supporting documentation, plan limitations,
exhausted benefits, or other decision.

Not Covered Benefits that are not eligible under plan design.

Paid to All claims are payable to member and this details who the claim was made payable to and
where it was mailed.

Pending Claim has been received and currently under review.

Review Complete Claim Review is complete and claim benefits have been determined if payable or denied.

Status and Status Date Current status of claim and last activity date of claim status.

Total Amount Paid Benefits payable to member.

Type of Service Benefit Type being claimed.

oo 22



&% MassMutual

© 2020 Massachusetts Mutual Life Insurance Company (MassMutual), Springfield, MA 01111-0001. All rights reserved. www.massmutual.com
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