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Introduction
The Employer Services webpage is BCBSNC’s home for Group Administrators. From this page, Group
Administrators can access a wide range of plan management tools and functions.
These include:

 Perform online maintenance and billing tasks
 View and print forms and guides, including the Group Administrator Guide
 View and print member or product booklets, group contracts, Summary of Benefits Coverage,
and invoices

 Print temporary ID cards and replacement ID cards for members (for groups that do not have
ACA-compliant plans)

 Read news that’s relevant to Group Administrators
 Grant access to other users to use Employer Services
 Access training for BCBSNC products, programs, and services
Important! Groups that have ACA-compliant plans must access the portal to view and print their
detailed invoices.
This guide explains how to register for Employer Services so you can take advantage of all the portal has
to offer.
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How to Access the Employer Services Portal
Follow the steps below to register for the Employer Services Portal. If you have already registered, you
can skip this section.
Step
1

2

Action
Enter www.bcbsnc.com in your browser and click on the Employers
tab to reach the Employer Services home page. From here, you can
log in or register. The following screen displays.

If you are a first-time user, click the Register Now link.
If you are already registered, you can log in in as you have in the
past and continue to the Employer Services Homepage section to
learn more about the functions you can perform with Employer
Services.
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After you click the Register Now link, the screen on the next page
displays.
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Comments
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How to register continued.
Step

Action

Comments

4

6

You can register as an
Authorized Signer or
an
Administrator/General
User.

Click on the link to register as an Authorized Signer or an
Administrator/General User. Information about these User Types is
listed below.

User Types
You can register as one of the following types of users:
Authorized Signer the company executive who signed the contract for the group's health
insurance. Once registered, the Authorized Signer can grant access to
Administrators and General Users. This process is described in more detail on
the next page as well as in the “Manage Users” section of this guide.

Administrator

has full access to Employer Services and can grant access to General Users.
Administrators are often the people in the company who manage the group's
health insurance. Once registered, Administrators can grant access to General
Users. This process is described in more detail on the next page as well as in the
“Manage Users” section of this guide.

General User

has full access to Employer Services but cannot grant access to others. General
Users typically need access for a very specific reason, such as enrolling or
terminating members and paying group bills.

Next we will show you how to register for each of these user types.
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Obtaining Access to Employer Services
Obtaining access to Employer Services depends on both the user type and whether access is requested
by a new user or granted by an existing user.

 An Authorized Signer must be registered successfully before Administrators and General Users can
obtain access. To register as an Authorized Signer, a user must complete the form described in the
“Registering as an Authorized Signer” section of this guide. After the form is submitted, the
Authorized Signer receives an email with a temporary password. The Authorized Signer must then
follow the steps in the “Logging in for the First Time” section of this guide to log in to Employer
Services for the first time.

 Once the Authorized Signer role is established, there are two methods Administrators and General
Users can obtain access:
Self Registration

Those who want to register as Administrators and General Users can
complete the online registration process described in the “Registering as
an Administrator or General User” section of this guide. This process
triggers a “pending access request” message visible in Employer Services
to both the Authorized Signer and any Administrators for the group as
shown in the “Manage Users – Handle Access Requests” section of this
guide.
The Authorized Signer or an Administrator must approve or deny the
access request and assign the level of access as well as access privileges as
described in the “Manage Users – Handle Access Requests” section of this
guide. Once the request is approved or denied, the requesting user
receives an email notifying them of the decision. If the request was
approved, the email includes a temporary password. The user must then
follow the steps in the “Logging in for the First Time” section of this guide
to log in to Employer Services for the first time.

Be granted access

The registration of Administrators and General Users may also be initiated
directly by the Authorized Signer or Administrator. The Authorized Signer
or an Administrator can complete the Add User process on behalf of the
requesting user as described in the “Manage Users – Add User” section of
this guide. In this case, an email will be sent to the user who has been
granted access, including a temporary password. The user must then
follow the steps in the “Logging in for the First Time” section of this guide
to log in to Employer Services for the first time.

 The Authorized Signer can also grant access to the group’s Agent of Record to perform
maintenance functions on behalf of a group through Employer Services. See the “Manage Agents”
section of this guide for more information. (For groups with ACA-compliant plans, the Agent of
Record automatically receives the ability to perform maintenance functions.)
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Register as an Authorized Signer.
Step
1

Action
Click the Register Now to register as an Authorized Signer.

Comments

The following screen displays.
Important: You will
need to know your
group’s Group
Number, Tax ID
Number and Company
Zip Code (Physical
Address) to register.
Notification that your
registration is
complete will be sent
to the email address
you enter. The email
will include a
temporary password to
use when you log in for
the first time.
Complete all the fields of this form.
The User ID you create will be associated with the group and not
an individual person. Be sure the User ID you create is nonpersonal and generic as this ID will remain tied to the group even if
the Authorized Signer changes.
Be sure to read and accept the Terms of Use Agreement and click
Submit to complete your registration request.
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When you log in with
the temporary
password, the Create
Password page
displays. See “Logging
in for the First Time” in
this guide for more
information.
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Register as an Administrator or General User.
Step
1

Action
Click the Register Now to register as an Administrator or Genreal
User.

Comments

The following screen displays.

Important: You will
need to know your
group’s Group Number
to register.

Complete all the fields of this form.
Click Submit to complete your registration request.
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The Authorized Signer
or an Administrator
must approve your
registration request as
described in the
“Manage Users and
Access Requests”
section of this guide.
When your request has
been approved or
denied, you will
receive an email
informing you of the
decision.
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Logging in for the First Time
If your request for access to Employer Services is approved by an Authorized Signer or an Administrator,
you will receive an email which will include a temporary password to use when you log in for the first
time. When you log in with the temporary password, the Create Password page displays as shown here.
Step

Action

Comments

1

Enter your temporary
password in the Old
Password field.
Complete the
remaining fields of the
form.
Important: The
Password field is casesensitive.
Read the Terms of Use
Agreement, check the
“I accept the terms”
box and click Submit.
The Thank You page
displays as shown on
the following page.
You will also receive a
confirmation email
that you have changed
your password.

After you click the Submit button, the screen on the next page
displays.
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Now you can begin using Employer Services by clicking this button or clicking any of the functions in the
header navigation bar to proceed directly to that particular function.
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