
 

1 | Meritain Connect User Guide for Employees                                             
   
 

   
 

   

Meritain Connect User Manual  
for Employees 



 

1 | Meritain Connect User Guide for Employees                                             
   
 

 

Contents 
 

Introduction ......................................................................................................................................................................... 4 

Accessing Meritain Connect ........................................................................................................................................... 5 

Logging In ........................................................................................................................................................................ 5 

Forgot Password ............................................................................................................................................................ 6 

Registration Process ..................................................................................................................................................... 7 

Using Meritain Connect ................................................................................................................................................... 9 

Homepage ............................................................................................................................................................................ 9 

Account Settings .......................................................................................................................................................... 10 

Logging Out ................................................................................................................................................................... 10 

Viewing your Account Dashboard .......................................................................................................................... 10 

Account Infographics ............................................................................................................................................. 11 

Dashboard Message ................................................................................................................................................ 11 

Promo Tile .................................................................................................................................................................. 13 

 ...................................................................................................................................................................................... 13 

Healthcare Bluebook ............................................................................................................................................... 13 

Active Health ............................................................................................................................................................. 13 

Account Settings .............................................................................................................................................................. 14 

Updating your Account Information ...................................................................................................................... 14 

Changing your Password ....................................................................................................................................... 14 

Changing your Security Question and Answer ............................................................................................... 14 

Changing your Email .............................................................................................................................................. 15 

Updating your User Information ............................................................................................................................. 15 

Changing your User Information ........................................................................................................................ 16 

Updating your Electronic Communication Preferences .................................................................................... 16 

Updating your Electronic Communication Settings for Benefits ............................................................... 17 

Updating your Electronic Communication Settings for Claims ................................................................. 17 

To withdraw your update: ..................................................................................................................................... 18 

Updating your HIPAA Authorization Settings...................................................................................................... 18 



 

2 | Meritain Connect User Guide for Members                                             September 2016 

To view current permissions: ............................................................................................................................... 19 

Granting access to personal health information to another user ............................................................. 19 

Revoking access to personal health information to another user ............................................................ 21 

Editing the Date for a HIPAA authorization ..................................................................................................... 21 

Plan ...................................................................................................................................................................................... 22 

Summary of Out-of-Pocket Expenses .................................................................................................................... 22 

Viewing the information for Summary and Out-of-Pocket Expense: ....................................................... 23 

FSA (Flexible Spending Account) ............................................................................................................................ 23 

Selecting FSA type and benefit year ................................................................................................................... 24 

Viewing your FSA information ............................................................................................................................. 24 

Overview ..................................................................................................................................................................... 24 

FSA Reimbursement ................................................................................................................................................ 27 

Prescription Plan .......................................................................................................................................................... 30 

Plan Documents ........................................................................................................................................................... 30 

Benefits and Coverage ................................................................................................................................................... 33 

ID Card ............................................................................................................................................................................ 33 

Email your ID Card .................................................................................................................................................. 33 

Print PDF ..................................................................................................................................................................... 34 

Mail your ID Card ..................................................................................................................................................... 34 

Fax your ID Card ...................................................................................................................................................... 34 

Letter of Coverage ....................................................................................................................................................... 34 

Email your Letter of Coverage ............................................................................................................................. 35 

Print PDF ..................................................................................................................................................................... 36 

Mail your Letter of Coverage ................................................................................................................................ 36 

Primary Care Physician Election .............................................................................................................................. 37 

Viewing Existing Primary Care Physician (PCP) Information ....................................................................... 39 

Viewing Historical Primary Care Physician Information ............................................................................... 39 

Electing or changing a Primary Care Physician .............................................................................................. 39 

Primary Care Physician Referral .............................................................................................................................. 41 

Viewing your Primary Care Physician Referrals .............................................................................................. 41 

Claims ................................................................................................................................................................................. 42 

Claims Search ............................................................................................................................................................... 42 

 ...................................................................................................................................................................................... 42 

Claim Details ................................................................................................................................................................. 43 



 

3 | Meritain Connect User Guide for Members                                             September 2016 

Benefit Information ................................................................................................................................................. 45 

Find Care ............................................................................................................................................................................ 46 

Tools and Resources ....................................................................................................................................................... 46 

Forms & Other Documents ....................................................................................................................................... 46 

Education ........................................................................................................................................................................ 47 

 .............................................................................................................................................................................................. 48 

Using the Footer Links ................................................................................................................................................... 48 

 .......................................................................................................................................................................................... 49 

Privacy Policy ................................................................................................................................................................. 49 

   FAQ ............................................................................................................................................................................... 50 

Contact US ..................................................................................................................................................................... 51 

Error Messages ................................................................................................................................................................. 52 

 

   



 

4 | Meritain Connect User Guide for Members                                             September 2016 

Introduction 
 

Meritain Connect offers members a user-friendly web experience, including account information and 
various other tools in a secure environment. The following documentation will help you use Meritain 
Connect and all its features. 
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Accessing Meritain Connect 
 

Meritain Connect is accessible via the Internet. Use the following steps to access the site. You can 
log in to Meritain Connect from https://account.meritain.com/. If you have accessed another 
member website in the past, you may be asked to re-register in the new and improved Meritain 
Connect. Use the following steps to re-register. 

 

Logging In 
 
From the meritain.com homepage, click on Login or access https://account.meritain.com to log in.  
The Meritain Connect login page will open.  
 

 
 

1. Enter your username in the Username field and click Next. 
2. Enter your password in the Password field. 
3. Click the Login button. 

The member homepage will open. 
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Forgot Username 
 

1. On the Login page, click on the Forgot Username link.  
2. Enter your group ID and click Continue. You’ll be redirected to the Forgot Username process. 

Step 1: Enter your Personal Information 

3. Enter your member ID in the Member ID field. You can find your member ID on your member 
ID Card.  

4. Enter your date of birth in the Date of Birth field. You may enter it directly or use the calendar 
pop-up to choose your date of birth. 

5. Enter your email in the Email field. 
6. Click Continue to continue to the next step. Clicking the Cancel button at any time during the 

registration process will prompt you to start from the beginning. 

Step 2: Answer Security Question 

7. Enter the answer to your security question in the text field. 
8. Click Continue to continue to the next step. Clicking the Cancel button at any time during the 

registration process will prompt you to start from the beginning. 

Step 3: Review and Confirm Information 

9. A name will be displayed in the screen. Confirm that that’s you by clicking the Yes, I am 
checkbox. 

10. Click Submit to submit the process. Clicking the Cancel button at any time during the 
registration process will prompt you to start from the beginning. 

Step 4: Process Complete 

11. You have completed the process. An email will be sent to you with your username reminder.  
 

Forgot Password 
 

1. In the Login page enter your username and click Next. 
2. Click on the Forgot Password? link. Enter your group ID and click Continue. You’ll be 

redirected to the Forgot Password process. 

Step 1: Enter your Personal Information 

3. Enter your member ID in the Member ID field. You can find your member ID on your member 
ID Card. 

4. Enter your date of birth in the Date of Birth field. You may enter it directly or use the calendar 
pop-up to choose your date of birth. 

5. Enter your email in the Email field. 
6. Click Continue to continue to the next step. Clicking the Cancel button at any time during the 

registration process will prompt you to start from the beginning. 
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Step 2: Enter your Username 

7. Enter your username. 
8. Click Continue to continue to the next step. Clicking the Cancel button at any time during the 

registration process will prompt you to start from the beginning. 

Step 3: Answer Security Question 

9. Enter the answer to your security question in the text field. 
10. Click Continue to continue to the next step. Clicking the Cancel button at any time during the 

registration process will prompt you to start from the beginning. 

Step 4: Review and Confirm Information 

11. A name will be displayed in the screen. Confirm that that’s you by clicking the Yes, I am 
checkbox. 

12. Click Submit to submit the process. Clicking the Cancel button at any time during the 
registration process will prompt you to start from the beginning. 

Step 5: Create a New Password 

13. Enter a new password in the Password field. Follow the rules noted below the field, for the 
password creation. 

14. Re-enter the password in the Confirm Password field. 
15. Click Submit to continue to the next step. Clicking the Cancel button at any time during the 

registration process will prompt you to start from the beginning. 

Step 6: Process Complete 

16. You will get a prompt that says Click here to go back home. Enter your new username and 
password in the corresponding fields and click Login to access the portal. 
 

Registration Process 
 

If you are a first time user, click on Register on the Login page. You may also click on the Register 
button on the Meritain Connect homepage, or just access 
https://account.meritain.com/Portal/Registration. The Registration page will open up, with Member 
pre-selected. 

1. Enter your group ID and click Next. The Member Registration page will open. 

Step 1 - Enter Personal Information 

2. Enter your member ID, which can be found on your member ID Card. 
3. Enter your first name from your ID Card in the First Name field. Do not enter a middle initial. 
4. Enter your middle initial in the Middle Initial field. This step is optional. 
5. Enter your last name from your ID Card in the Last Name field. Do not enter a suffix. This field is 

optional. 
6. Enter your suffix in the Suffix field. This field is optional. 
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7. Enter your date of birth in the Date of Birth field. You may enter it directly or use the calendar 
pop-up to choose your date of birth. 

8. Enter your zip code / postal code in the ZIP/Postal Code field. 
9. Click the Next button to move on to step 2 of the registration process. Clicking the Cancel button 

at any time during the registration process will prompt you to start from the beginning. 
 
 

Step 2 - Review and Confirm Information 
 

The page for the second step of member registration will be displayed.  

Confirm that the information you have entered is correct.   

Note: if any information is incorrect, click the Previous button to go back and correct it. 

10. Read the confirmation statement and choose Yes, I am or click the Cancel button. Please note, 
you will not be able to click the Next button until you check the confirmation box. 

11. Click the Next button to continue to step 3 of the process.  
 

 

Step 3 – Create Username and Password 
 

The third step of the member registration process will be displayed. 

12. Create a username in the Username field. 
13. Create a password in the Password field and re-enter your password in the Confirm Password 

field. Please be sure to create a password that complies with the requirements listed on this 
page. 

14. Enter your email address in the Email Address field and then re-enter your email in the Confirm 
Email Address field. 

15. Choose a security question from the Security Question dropdown list. 
16. Enter an answer in the Security Answer field. 

Note: please remember the security answer you have created. You will need it in order to utilize 
the Forgot Username and Forgot Password functions. 

17. Please review the terms and conditions of the site. Read the entire statement and choose I have 
read and agree or click the Cancel button, which appears at the bottom of the page. Please note 
you will not be able to click the Submit button until you check the confirmation box. 

18. Click the Next button to complete your registration. 
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Using Meritain Connect  
 

Meritain Connect offers you the ability to access benefits, claim and plan information; find 
resources, forms, documents and health tools; and manage account information. The Meritain 
Connect homepage is designed to provide you with easy access to all of the website tools. Please 
note, Meritain Connect features may vary depending on your access rights.  
 

Each feature is explained in detail below. 

Homepage 
 
Your Meritain Connect landing page displays a series of components aimed to provide you with 
important information or easy access to the site’s main sections. 

 

 



 

10 | Meritain Connect User Guide for Members                                             September 2016 

Home Icon 
 

Click on the home icon to navigate to the homepage at any point while navigating through the 
portal. 
 

 

 
 

Account Settings 
 
Click on the profile icon in the header to navigate to Account Settings. This is explained in detail in 
later sections of this document. Click here to navigate to Account Settings section. 

 

  
 

Logging Out 
 
Click on Logout in the header to log out of Meritain Connect. 

 

 

 

Viewing your Account Dashboard 
 
The Account Dashboard consists of four important components: Infographics, Promo Tile, 
Dashboard Message and the Useful Links tile. This section displays the Account Dashboard of a 
specific group / division. 
 

 

  

The Account 
Infographics, 
Dashboard Message, 
Forms, Useful Links and 
Promo tile will be 
displayed depending on 
their availability. 
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Account Infographics 
  
The following Account Infographics are displayed for your group / division: 
 

 
 

 
 

 

  
 

 

 

 
 

 

Note: The dashboard data gets refreshed every 24 hours. A message, located to the right of the 
dashboard title, will inform you of your last login. 
 

Dashboard Message 
 
The Dashboard Message is the communication channel for important messages related to Meritain 
Connect. Make sure to pay attention to it whenever you access the portal. If no message is set, a 
default message will appear; “Welcome to the Member Portal! You can view your benefits, order ID 
Cards and modify your account information.” 

Claim Types: 

Displays the number of claim types out 
of the total claims. Data shown 
corresponds to year to date. 

Top Benefit Services: 

This displays the number of total 
medical, dental, vision, Rx and FSA 
services, as well as billed charges. Data 
shown corresponds to the year to date. 

Recent Claims: 

This displays information on the three 
latest claims. Data shown corresponds to 
the year to date. 
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Note: When the Dashboard Message exceeds four lines, it will display an excerpt with a Read more 
link that leads to a page with the full message. 
 

 
 

Forms and Documents 

 

 
 

Useful Links 
 

The Useful Links tile will provide you with a list of helpful links. When this tile expires, it will not 
appear in the account dashboard section. 

Note: this tile will only be displayed when there’s information available for it.  

 

 

The Forms and Documents tile provides 

quick access to the Forms and Documents 

library, if applicable for your group.  
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Promo Tile 

  
 

 
 
 

 

Healthcare Bluebook  
 

 
 
 

 

Active Health 
 

 

  

The promo tile can display an image / link / 
text. When the promo tile expires, it will not 
appear in the account dashboard section.  

Note: this tile will only be displayed when 
there’s information available for it. 

If you have access to Healthcare Bluebook, 
the Healthcare Bluebook tile will be 
displayed, providing quick access to the 
Healthcare Bluebook tool. 

Note: this tile will only be displayed if you 
have Healthcare Bluebook as part of your 
plan. 

 

If you have access to Active Health, the 
Active Health tile will be displayed, 
providing quick access to the Active Health 
tool. 

Note: this tile will only be displayed if you 
have Active Health Management as part of 
your plan. 
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Account Settings 
 
This section details the Account Settings section in Meritain Connect. 
 

Updating your Account Information 
 
By default, this is the landing page for the Account Settings section.  

The page allows you to change information for your: 

 Password. 
 Current security question. 
 Current email ID. 

Each section in the Update Account Information page will have an Edit link. Click on Edit to edit the 
respective section. 

Changing your Password 
 

1. Click on the Edit link on the right corner of the sub-section.  
Additional fields will be displayed. The data in the current password in the field will be reset 
and the field made editable.  

2. Enter your new password in the New Password field. 

The password must meet password requirements—these are also displayed in the page: 

• Password must contain 10–16 characters and at least one uppercase letter (A, B, C...), at 
least one lowercase letter (a, b, c...), at least one number (1, 2, 3...), and at least one of 
the following symbols: (#$!%^@&*()=+-). 

• When changing your password, the new password cannot be the same as your old or 
current password. 

3. Confirm the new password by typing it again in the Confirm New Password field. 
4. Enter your current password. 
5. Click Save Changes. Your new password is now saved. 

 

Changing your Security Question and Answer 
 

1. Click on the Edit link on the right corner of the sub-section.  
Additional fields will be displayed. The data in the current security question and answer will 
be reset and the fields made editable.  

2. Select a new security question in the Security Question field. 
3. Enter your current password. 
4. Click Save Changes. Your new security question and answer are now saved. 
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Changing your Email 
 

1. Click on the Edit link on the right corner of the sub-section.  
Additional fields will be displayed. The data in the current email will be reset and the field 
made editable.  

2. Enter a new email ID in the New Email ID field. 
3. Confirm your new email by typing it again in the Confirm New Email ID field. 
4. Provide a reason for changing your email ID in the Notes field. 
5. Enter your current password. 
6. Click Save Changes. Your new email ID is now saved. 

 

Updating your User Information 
 
Click on the Update User Information tab. The Update User Information page will be displayed (not 
all users will have access to this.)  
 

 
 
This page allows you to change information for: 

 First name. 
 Middle name. 
 Last name. 
 Address 1. 
 Address 2. 
 City. 
 State. 
 Zip code. 
 Phone number. 
 Phone number type. 
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Changing your User Information 
 

1. Click on the Edit link on the right corner of the section.  
Additional fields will be displayed. The data in the current fields will be reset and the fields 
made editable.  

2. Enter your first name in the First Name field. 
3. Enter your middle name (if you have one) in the Middle Name field. 
4. Enter your last name in the Last Name field. 
5. Enter your phone number in the Phone Number field and select the phone number type from 

the Phone Number Type drop-down. 
6. Enter your address in the Address (Line 1) field. If applicable, enter your apartment number / 

floor in the Address (Line 2) field. 
7. Enter your city in the City field. Select your state from the State drop-down. Enter your zip 

code in the corresponding field. 
8. Click Submit Changes.  

Upon successful submission of the request below, the below message shall appear: 
Your request was submitted successfully. You’ll receive an email when it is approved or 
denied.  
If you click on View Request, a pop-up with the submitted request will be displayed.  

 

Updating your Electronic Communication Preferences 
 
Click on the Update Electronic Communication Preferences tab. The Update Electronic 
Communication Preferences page will be displayed.  
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This page allows you to change information for: 

 Electronic communication settings for benefits. 
 Electronic communication settings for claims. 

Updating your Electronic Communication Settings for Benefits 
 
The follow message is displayed: 

In order to receive benefit program communications quickly and efficiently, we'll use the email 
address you provide to deliver this information.  

1. You can receive benefit program communications via email to the email address you provided 
by clicking the I agree button.  

2. Click Save changes. Your settings are now saved and your selection will be displayed by 
showing button as selected. You’ll be able to change to another option at any time. 
 

Updating your Electronic Communication Settings for Claims 
 
Note: this page will only be available to you if you are a subscriber. 

If you have yet not agreed to receive electronic communications, the page will display the below 
information: 
 

Our records indicate that you are not currently signed up to receive electronic notifications. In a 
continuous effort to improve service and preserve privacy, we would like to notify you via email 
when a claim has been processed and a new document is available to you. You can view the 
document on this website where your privacy is protected with SSL encryption. 

Please note: 

 Your consent for this process can be withdrawn at any time. Once you accept, you will have 
the option to withdraw by clicking Withdraw, which can be accessed from the main dashboard 
by clicking the Email Notification Preferences. 

 Electronic notifications will be sent to <Member Email ID>, which is the email address for your 
account. 

 In order to access your documents on this site, you will need Adobe Acrobat Reader software 
installed on your computer. You can download and install a free copy at www.adobe.com.  

 If you need to print a paper copy of your Explanation of Benefits (EOB), you will be able to 
print it directly from this website; however, you may also obtain a paper copy at no charge by 
emailing your request to our Service Center, or calling the Service Center with the number on 
the back of your ID Card. 

 Documents on this site will not be mailed through the U.S. Postal Service. 
 Notifications for claims for dependents over the age of 18 will not be sent. 

To sign up for electronic notifications of when a claim is processed to <Member Email ID>, please 
click the I Agree button below. 
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 You can accept receiving claim communications via email to the email address you provided 
by clicking the I agree button.  
 

 Click Save changes.  
 

 A pop-up message will display as follows: 
 
Update Submitted! 
Your electronic communication consent has been received.  
You will now receive e-mail notifications for processed claims at xxx@xxxx.xxx. 
 
After you close the pop-up, a different message will be displayed in the Update your 
Electronic Communication Settings for Claims section noting the current settings. You’ll be 
able to withdraw this option at any time. 
 

To withdraw your update: 
 

 Click Withdraw. 
 A pop-up message will display as follows: 

Update Withdrawn! 
Your electronic communication consent has been withdrawn. 
You will no longer receive e-mail notifications for processed claims. 

 After you close the pop-up, a different message will be displayed in the Update your 
Electronic Communication Settings for Claims section noting the current settings. 
 
 

Updating your HIPAA Authorization Settings 
 
Click on the Update HIPAA Authorization Settings tab. The Update HIPAA Authorization Settings 
page will be displayed.  
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This page will allow you to view your current HIPAA authorizations, as well as grant permission to 
other members of your choice. Note that any HIPAA authorization granted on this website is limited 
to the release of information regarding your claims history and your claims in process on Meritain 
Connect. 
 

To view current permissions: 
 
If you are a subscriber, when you log in, all the adult dependents who have registered on the portal 
shall be listed in a table like the one below: 

 
 

Granting access to personal health information to another user 
 
There are three steps in granting access to Personal Health Information to a member: 

 Select the member to whom the permission shall be granted. 
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 Define the expiration date. 
 Summary page. 

Click on the Grant Access button next to the individual you want to grant access to. The 
authorization process will began.  
 

Step 1 - Authorization 

1. The information for the selected individual you are authorizing will be displayed. The page 
will also display legal information. For each piece of legal information, you can agree to it by 
checking the checkbox labelled Yes, I agree. After you have agreed to the legal information, 
you will be able to go to the next step. 

2. Click the Continue button on the bottom right to go to the next step. If you click Cancel 
Request, you’ll be redirected to the homepage. 
 

Step 2 – Review Information and select Expiration Date 

The step 2 page will be displayed. 

1. Choose the date on which you want the HIPAA authorization to expire by clicking on the date 
picker. This field is mandatory. 

Note:  You may not choose an expiration date that exceeds one (1) year from today's 
date. You may change this HIPAA authorization's expiration date at any time by clicking the 
Edit Date button on the HIPAA Authorization to Disclose Protected Health Information main 
page. 

2. Click the Continue button on the bottom right to go to the next step. If you click Cancel 
Request, you’ll be redirected to the homepage. 

Step 3 – Request Submitted 

The step 3 page will be displayed. 

1. A message will be displayed, informing you that you have received an email with a link you 
have to click on to complete the authorization process. Once you click on the link provided in 
the email, the authorization will be complete.  
Note the option to confirm the authorization will expire in 15 days.  
 

Once the process is finished, next to the individual whom you granted authorization, two buttons 
will appear to allow you to edit the date or revoke access at any given time. See reference below: 
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Revoking access to personal health information to another user 
 

1. Click on the Revoke Access button in the Access column in the user’s row.  
2. A confirmation page will be displayed with the message Are you sure you want revoke the 

access? Click Yes to confirm. The access revoke shall be made effective immediately. 
 

Editing the Date for a HIPAA authorization  
 

1. Click on the Edit Date button in the Access column in the user’s row. You’ll be redirected to 
the Edit Date Process. 
 

Step 1 – Select Expiration Date 

2. Enter the expiration date in the Expiration Date field. You may enter it directly or use the 
calendar pop-up to choose it. 

3. Only after you have chosen an expiration date, the Submit button will be enabled. Click 
Continue to move to the next step. If you click Cancel Request, the request will be canceled 
and you’ll be redirected to the Update Account Information tab. 
 

Step 2 – Request Submitted 

1. A message will be displayed informing you that you have received an email with a link you 
have to click on to complete the authorization process. Once you click on the link provided in 
the email, the authorization will be complete.  
Note: the option to confirm the authorization will expire in 15 days.  
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Plan 
 
This section details the Plan section of Meritain Connect. 

 

Summary of Out-of-Pocket Expenses 
 
The Summary of Out-of-Pocket Expenses section displays the deductible and out-of-pocket 
information at a family (if applicable) and individual (if applicable) level of the provider networks to 
which you / your family have access to. 
 

1. Click on Plan in the Header menu. A drop-down menu will open. Click on Summary of Out of 
Pocket Expenses. The Summary of Out-of-Pocket Expenses will open. 
 

 

If you are a subscriber: 

 The first page you’ll see will display the deductible, out-of-pocket and other benefit limits 
information of your family, if applicable.  
 
Note: If there is only one member in the family, there should be no display of family-level 
accumulators. 
 

 The subsequent pages, which can be navigated using the previous / next arrows, will display the 
deductible, out-of-pocket and other benefit limits information of the member(s). 
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If you are a dependent: 

 The first page you’ll see will display your name, and your out-of-pocket information will be 
available below. You will only be able to see your individual deductible, out-of-pocket and other 
benefit limits information. 

Viewing the information for Summary and Out-of-Pocket Expense: 
 

1. Click on the Select Year drop-down to choose the period for which you want to view 
information. You can select only one benefit period at a time. 

2. Click on the Select Account Type drop-down to choose the type of account you want to view: 
 

 When Medical is selected, out-of-pocket and deductible information on the medical plan shall 
be displayed. 

 When Dental is selected, out-of-pocket and deductible information on the medical plan shall 
be displayed. 

 When Other Benefits is selected, service limits on other benefits, like Chiropractic, shall be 
displayed. 
 

FSA (Flexible Spending Account) 
 
This section details the FSA section of Meritain Connect. Click on Plan in the top menu and select 
FSA. The FSA page will be displayed.  
 

 

 

The first tab of 
the dropdown 
will be named 
after the FSA 
type you 
selected. 
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The FSA section displays the summary of available and used dollars in your FSA. This information is 
only available for subscribers. If you are a spouse or dependent, you will not have access to this 
section. 

Note: if you have access to PowerPlus, a hyperlink with SSO will be displayed, which upon clicking 
will redirect you to the PowerPlus portal, where you’ll be able to view your FSA information. 

 

Selecting FSA type and benefit year 
 
 Click on the Select Account Type drop-down to choose the type of FSA you want to view. Options 

can include Health FSA, Limited FSA, DCAP FSA and Other Eligible Premium. However, note you 
can be enrolled in either a Health FSA or a Limited FSA.  

 
 Once you select the Account Type, the Select Year drop-down will be refreshed and display the 

corresponding years for which an account was held of that type. Click on the Select Year 
dropdown to choose the benefit period for which you want to view the applicable FSA 
information. 

 

Note: When retrieving account information, the system will do so for the current year and prior 
year only. If an account was held among two different groups over this time period, the 
information from both groups will appear. 
 

Viewing your FSA information 
 
 The FSA information will be displayed in an dropdown format.  

Use the  icon to open a section and the  icon to close it. By default, the Overview section for 
Health FSA will be displayed. 

 
Overview   
 
Open the Overview section to view information on your FSA balance and terms. 
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 Use the   and   buttons to activate or deactivate Auto Crossover, if applicable. 
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Account Register 

 

Account Register displays information on your FSA claims. 

Click on the   icon to the right of the Account Register. The Account Register section will open. 

 

  

 

  

 

 

 
 

Processed Date: 
 
 For in-process claims, this shall be the date when the CDHP claim was received and a CDHP claim 

number was generated. 
 For processed claims, this shall be the date when the payment was made. 
 For denied claims, this shall be the date when the claim processing was completed. 
 For claims contribution, this shall be the date when the money was credited to the CDHP account. 

 
FSA Claim ID: this displays a hyperlink ID, which upon clicking opens the FSA claim information in a 
pop-up window, as follows. 
 
Medical Claim ID: this displays a hyperlink ID, which upon clicking opens the medical Claim 
information in a pop-up window, as follows. 
 

Note:  The table rows are ordered by latest processed date at the top of the table. You can click on 
the arrows in the table header titles to sort by a different parameter. You can also export the table 
as a PDF or Excel / Print. These options will not be available if you are using a smartphone or tablet 
to navigate the site. 

 

Use the up and 
down arrows to 
sort column 
d  

You can export 
the table as a 
PDF, XLS or print 
it. 

Click on the 

medical claim ID 

link to view details 

for the HRA claim. 

Click on the HRA 

claim ID link to 

view details for 

the HRA claim. 
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Use the up and down arrows to the side of each column label to sort the entries. 

 
Use the options below the table to export or print it. 

 

 
FSA Reimbursement 
 

Click on the  icon to the right of FSA Reimbursements. The FSA Reimbursement section will open. 

The FSA Reimbursements section allows you to submit FSA claims for reimbursements and displays 
the historical data in a table format. 
 

 

Note: this section will not be available if you are accessing Meritain Connect from a tablet or 
smartphone. 

FSA Claim Submission Process 

Click on Start Process to initiate the claim submission process. 

Step 1: FSA Reimbursement Form Download 

Downlod the FSA Reimbursement Form and complete it. Click Continue to go to the next step. 

Step 2 

After completing it, upload the FSA Reimbursement Form. Add other supporting documents if you 
have any. Click Submit. 
 

 

Step 3:  

Click on Start 

Process to 

initiate the FSA 

Claim 

Submission 

process 
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You have completed the process. You’ll be provided with a link to check the submitted claim, as well 
as the claim number. 

 

HRA (Health Reimbursement Account) 
 
This section details the HRA section of Meritain Connect.  

Click on Plan in the top menu and select HRA. The HRA page will be displayed. 
 

 
 

The HRA section displays the summary of available and used dollars in your HRA. 

 

 

 

 

 

 

 

 

 

 

 

Account Register 

The first tab 
of the 
dropdown 
will be 
named after 
the HRA 
type. 



 

29 | Meritain Connect User Guide for Members                                             September 2016 

The Account Register displays information on your HRA claims. 

Click on the   icon to the right of Account Register. The Account Register section will open. 

 

  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use the up and down arrows to the side of each column label to sort the entries. 

 
Use the options below the table to export or print it. 
 
 

Processed Date: 
‐ For in-process claims, this shall be the date when the CDHP claim was received and a CDHP 

claim number was generated. 
‐ For processed claims, this shall be the date when the payment was made. 
‐ For denied claims, this shall be the date when the claim processing was completed. 
‐ For claim contributions, this shall be the date when the money was credited to the CDHP 

account. 
 

HRA Claim ID: this displays a hyperlink ID, which upon clicking opens the HRA claim information in 
a pop-up window, as follows. 
 
Medical Claim ID: this displays a hyperlink ID, which upon clicking opens the medical claim 
information in a pop-up window, as follows. 
 
 
HRA Reimbursement 

Use the up and 
down arrows to 
sort column 
data. 

You can export 
the table as a 
PDF, XLS or print 
it. 

Click on the 
medical claim 
ID link to view 
details for the 
HRA claim  

Click on the 
HRA claim ID 
link to view 
details for the 
HRA claim. 
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Click on the  icon to the right of HRA Reimbursements. The HRA Reimbursement section will open.  

 
 

The HRA Reimbursements section will allow you to download the HRA Claims Submission Form to 
submit your claims. 

 Download the HRA Reimbursement Form, complete it and send it to the details provided to 
submit a claim. 

 

Prescription Plan 
 
This section details the Prescription Plan section of Meritain Connect.  

Click on Plan in the top menu and select Prescription Plan. The Prescription Plan page will be 
displayed. 
 

 
 
 

The Prescription Plan page will display the list of prescription plans to which you are enrolled. 

 Click on the hyperlink of each prescription plan to access the site. 
 

Plan Documents 
 
This section details the Plan Documents section of Meritain Connect.  

Click on Plan in the top menu and select Plan Documents. The Plan Documents page will be 
displayed. 
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The Plan Documents section displays a list of the plan documents associated with the current 
medical, dental, vision and / or Rx plans in which you are currently enrolled, as well as the historical 
data related to old plans. 
 

 If you are a subscriber, you’ll be able to see information related to the plans you and your 
dependents are/were enrolled in. 

 If you are a dependent, you will only be able to see information related to the plan you are/were 
enrolled in. 
 

Note: for fully insured groups, the Summary of Benefits and Coverage, Schedule of Benefits, and 
Group Certificate of Coverage will be displayed in the plan document sections. 

 

 

Coverage Overview 

 

This section details the Coverage Overview section of Meritain Connect.   

Click on Plan in the top menu and select Coverage Overview. The Coverage Overview page will be 
displayed. 
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The Coverage Overview section will display your personal details as well as your coverage 
information. 
 

 If you are a subscriber, you’ll be able to see information related to you, as well as to your 
dependents—if any. 

 If you are a dependent, you will only be able to see your personal details and coverage 
information. 
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Benefits and Coverage 
 
This section details the Benefits and Coverage section of Meritain Connect. 
 

 

ID Card 
 
This section details the ID Card section of Meritain Connect, if applicable.  

Click on Benefits and Coverage in the top menu and select ID Card. The ID Card page will be 
displayed. 
 

 

The front and back of your ID Card will be displayed.  

Email your ID Card 
 

1. Click on the Email button. Your email address will be auto-populated.  
2. Enter your email address if it’s something different than what appears. 
3. Read and accept the legal disclaimer. 
4. Click the Submit button. 
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5. A pop-up message will be displayed, asking you to confirm sending the ID Card to the 
submitted email. Click No to cancel and Yes to confirm. 
After clicking Ok, a message will appear in the Mail section to show that your request was 
successfully submitted: 
 Thank you, <Member Name>. 
Your ID Card was successfully sent to <Email ID>. 
 

Print PDF 
 

1. Click on the Download ID Card button to download your ID Card. 
 

Mail your ID Card 
 

1. Click on the Order by Mail button. The mail address to which the ID Card will be sent will be 
displayed. 

2. Read and accept the legal disclaimer. 
3. Click the Submit button. 
4. A confirmation window will pop up with the message: Are you sure you want to send your ID 

Card to <Address>. Click Ok to submit the request or Cancel to go back to the Order by Mail 
section. 
After clicking Ok, a message will appear in the Order by Mail section to show your request 
has been successfully submitted: 
Thank you, <Member Name>. 
Your ID Card will be mailed within 7–10 business days 
 

Fax your ID Card 
 

1. Click on the Fax button.  
2. Enter the number to which you want your ID Card to be faxed in the Enter Fax Number field. 
3. Read and accept the legal disclaimer. 
4. Click the Submit button.  
5. A confirmation window will pop up with the message: Are you sure you want to send your ID 

Card to <Fax Number>. Click Ok to submit the request or Cancel to go back to the Fax ID 
Card section. 

5. After clicking Ok, a message shall appear in the Fax ID Card section to show your request was 
successfully submitted: 
Thank you, <Member Name>. 
Your ID Card was successfully sent to <Fax Number 
 

 

Letter of Coverage 
 
This section details the Letter of Coverage section of Meritain Connect.  
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Click on Benefits and Coverage in the top menu and select Letter of Coverage. The Letter of 
Coverage page will be displayed. 
 

 
 
Your letter of coverage will be displayed.  

If you do not have a letter of coverage, the letter of coverage page will be disabled. 

 

 

 

Email your Letter of Coverage 
1. Click on the Email button. Your email address will be auto-populated.  
2. Enter your email address only if it’s different than what appears. 
3. Read and accept the legal disclaimer. 
4. Click the Submit button. 
5. A pop-up message will be displayed, asking you to confirm sending the letter of coverage to 

the submitted email. Click No to cancel and Yes to confirm. 
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After clicking Ok, a message will appear in the Mail section to show your request was 
successfully submitted: 
 Thank you, <Member Name>. 
Your Letter of Coverage was successfully sent to <Email ID> 
 

Print PDF 
 

1. Click on the Download Letter of Coverage button to download your letter of coverage. 
 

Mail your Letter of Coverage 
 

 

1. Click on the Order by Mail button. The mail address to which the letter of coverage will be 
sent will be displayed. 

2. Read and accept the legal disclaimer. 
3. Click the Submit button. 
4. A confirmation window will pop up with the message: Are you sure you want to send your 

Letter of Coverage to <Address>. Click Ok to submit the request or Cancel to go back to the 
Order by Mail section. 
After clicking Ok, a message will appear in the Order by Mail section to show your request 
was successfully submitted: 
Thank you, <Member Name>. 
Your ID card will be mailed within 7–10 business days 
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Fax your Letter of Coverage 
 

 

1. Click on the Fax button.  
2. Enter the number to which you want your letter of coverage to be faxed in the Enter Fax 

Number field. 
3. Read and accept the legal disclaimer. 
4. Click the Submit button.  
5. A confirmation window will pop up with the message: Are you sure you want to send your 

Letter of Coverage to <Fax Number>. Click Ok to submit the request or Cancel to go back to 
the Fax Letter of Coverage card section. 

5. After clicking Ok, a message shall appear in the Fax Letter of Coverage section to show your 
request was successfully submitted: 
Thank you, <Member Name>. 
Your ID card was successfully sent to <Fax Number> 

 
Primary Care Physician Election 
This section details the Primary Care Physician Election section of Meritain Connect, if applicable.  

Click on Benefits and Coverage in the top menu and select Primary Care Physician Election from the 
drop-down. The Primary Care Physician Election page will be displayed.  
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By default, you’ll see PCP information for yourself. If you are a subscriber and have dependents, 
you’ll be able to see their accounts by using the arrows by your name. 

 
 

 

 

This section allows you to: 

 View Existing PCP Information and Historical PCP information. 
 Elect a PCP. 
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Viewing Existing Primary Care Physician (PCP) Information  
 

 

1. By default, the Primary Care Physician Election page will display a table with your current PCP 
information. 
 

Viewing Historical Primary Care Physician Information  

 

1. Click on the Historic Primary Care Physician Election tab. A table with your historic PCP 
information will be displayed. 
 

Electing or changing a Primary Care Physician  
 
 If you are a subscriber, you can elect a PCP for yourself, as well as the child dependents of your 

family. You can also elect PCP for an adult dependent if he/she grants you permission to do so. 
 By default, if you are an adult dependent, you’ll elect PCP for yourself. You can also elect a PCP 

for an individual (subscriber or any dependent) if he/she grants you permission to do so. 
 You should be able to add or change your PCP as soon as the member request is processed in 

the system. 
 You can only choose one PCP at a time. And use a future date to elect a future PCP. 

 
2. Click the Add New button in the Primary Care Physician Election row. You’ll be redirected to 

the Primary Care Physician Election process. A search option will be displayed.  
 

Step 1: Search for and elect a PCP 

1. Complete the search parameter fields to search for a PCP and click Search. Click on the (-) to 
find additional search fields.  

2. A table will be displayed with the results.  
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Use the up and down arrows to the side of each column label to sort the entries. 

 
Use the options below the table to export or print it. 
 
 

3. Select a PCP by clicking on the button by the name.  
Notes:  
 You can only select a PCP that is currently accepting new patients.  
 Only 15 rows will be loaded each time. Navigate to the next 15 by going to the next page. 
 Only 15 rows will be displayed at one time in the table. To go to another row, navigate 

using pagination.  
 Only after you have chosen a PCP, the Continue button will be enabled. Click Continue to 

move on to the next step. Clicking the Cancel button at any time during this process will 
prompt you to start from the beginning.  

Step 2: Select Start Date 

A message explaining the rules for the start date will be displayed. 

 The start date must be a future date but cannot be more than 60 days in the future.  
 Elections with a future start date can only be changed by calling customer service.  
 You can only change your PCP three times during a 12-month period. 

 
4. Enter the start date in the Start Date field. You may enter it directly or use the calendar pop-

up to choose it. 
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5. Only after you have chosen an start date, will the Continue button be enabled. Click Continue 
to move to the next step. 

Step 3: Summary Page and Submit  

6. A summary of the elected PCP and start date will be shown. You can print it by clicking on the 
Print button. 

7. Click Submit to submit the request. 
8. After you click Submit, the process will be completed. A message will be displayed to 

communicate the process was successful, and remind you of the amount of elections you 
have left. Click Go back to PCP Election to go back to that screen. 
 

Primary Care Physician Referral 
 
This section details the Primary Care Physician Referral section of Meritain Connect.  

Click on Benefits and Coverage in the top menu and select the Primary Care Physician Referral 
section. The Primary Care Physician Referral section page will be displayed. 

Viewing your Primary Care Physician Referrals 
By default, a table showing your historic PCP referrals will be displayed. 

  

 

 

 
Use the up and down arrows to the side of each column label to sort the entries. 

 
Use the options below the table to export or print it. 
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Claims 
 
This section details the Claims section of Meritain Connect. 

Click on Claims in the top menu. The Claims Summary page will be displayed. 

 

Claims Search 
 

 
 
Enter values for the claims you want to find. You can search by Claim Type, Paid By, Status, Provider 
Name, Claim Number, Date of Service, Billed Charges and You May Owe. Click Apply. The search box 
will close and the results will be displayed in the form of a table as the one below: 

 

 

 

 

 

Click on the claim number or the detail 

arrow to access the Detail page for a 

particular claim. 
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Use the up and down arrows to the side of each column label to sort the entries. 

    
Use the options below the table to export or print it. 
 

 

Claim Details 
 
Click on a claim number hyperlink or the Detail arrow to access the Claim Details page for a 
particular claim.  The Claim Details page will be displayed. 

 The Claim Details information will be displayed in a dropdown format.  
 Use the  icon to open a section and the  icon to close it. By default, the Claim Details section 

will be displayed. 

 Use the  button to go back to the Claim Summary page. 
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Payment Information 
Payment Information displays information on your claim payment details. 

Click on the   icon to the right of Payment Information. The Payment Information section will open. 
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Benefit Information 
 
Benefit Information displays information on your claim benefits. 

Click on the   icon to the right of Benefit Information. The Benefit Information section will open. 
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Find Care 
 
This section details the Find Care section of Meritain Connect. 

Click on Find Care in the top menu. The Find Care page will be displayed. 
 

 
 

A table will be displayed showing a list of your available medical, dental, vision and PBM networks, 
as well as the date they became effective. 

 Each network name is a hyperlink. You can click it to visit the network’s website. 
 

Tools and Resources 
 
This section details the Tools and Resources section of Meritain Connect. There are three available 
sub-sections (if applicable): 

 Forms & Other Documents 
 Education 
 Health Tools 

 

Forms & Other Documents 
 
Click on Tools and Resources in the top menu. A drop-down will open, showing the available sub-
sections. Select Forms & Other Documents. The Forms & Other Documents page will open. 
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A table will be displayed, showing all available forms and documents.  

 Use the search box to search by keyword. 
 You can sort results by type, name and published date. Sort the table by clicking on the Name 

and Date Published fields. 
 Click on Name to download a file. 

 
 

Education 
 
Click on Tools and Resources in the top menu. A drop-down will open, showing the available sub-
sections. Select Education. The Education page will open. 
 

 

 

A table will be displayed showing all available education documents / links.  

 Use the search box to search by keyword. 
 You can sort results by type, name and published date. Sort the table by clicking on the header 

arrows. 
 Click on Name to download a file. 
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Health Tools 
 

Click on Tools and Resources in the top menu. A drop-down will open, showing the available sub-
sections. Select Health Tools. The Health Tools page will open. 

 

 

 

 

 

 

 

Using the Footer Links 
 
This section details the footer links available on Meritain Connect. 
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Disclaimer 
Click on the Disclaimer link in the Meritain Connect footer to navigate to the Disclaimer page. Click 
on the Print option to print the page. 

 

 
 

Privacy Policy 
 

Click on the Privacy Policy link in the Meritain Connect footer to navigate to the Privacy Policy page. 
Click on the Print option to print the page. 
 

 

 

Terms and Conditions 
 
Click on the Terms and Conditions link in the Meritain Connect footer to navigate to the Terms and 
Conditions page. Click on the Print option to print the page. 
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FAQ 
 
Click on FAQ to view the frequently answered questions. Each question is displayed in a dropdown. 
Clicking on the “+” will expand that particular question and you will be able to view the answer for 
the question: 

 Click on the Expand All link to expand all questions. 
 Click on the Collapse All link to collapse all questions. 
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User Documentation 

Click on User Documentation to view the list of user documents available. Click on the PDF icon to 
download the user documentation guide. You need an Adobe Reader to view the downloaded file. 
 

 

 

Contact US 
 

Click on the Contact Us link in the Meritain Connect footer to navigate to the Contact Us page. You 
are required to fill in the fields marked with * to submit a service request. 

You will be able to download the PDF that provides a guide to release encrypted information. You 
will need PDF reader to view the PDF.  
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Error Messages 
 
The table below lists the error messages that will be displayed under various scenarios. 
 

Scenario Error Message 

Mandatory Inputs not provided Please enter <field name>. 

Password to complete the settings change Please enter the correct password. 

If the new password does not meet the 
password requirement then highlight the 
password field 

Password does not follow password rules. It must be 
at least ten characters long and contain at least one 
of the following:  
o An uppercase letter 
o A lowercase letter 
o A number 
o One of the following symbols:   ( # $ ! % ^ @ & * ) 
= + -  

If the values entered in “New Password” and 
“Confirm New Password” does not match 

New Password and Confirm New Password fields do 
not match. 

Fatal error 
Something went wrong, but we can help. Please 
contact customer service using the number on the 
back of your ID Card. 

Incorrect email format Please enter a valid email address, for example: 
abc@xyz.com 

If the values entered in “New Email ID” and 
“Confirm New Email ID” does not match 

New Email ID and Confirm New Email ID fields do 
not match 

If the user does not enter values for First 
Name, Middle Name, Last Name, Phone 
Number, Phone Number Type, Address 1 
and Address 2  

You will need to enter at least one of the following: 
First Name, Middle Name, Last Name, Phone 
Number, Phone Number Type or Address. 

incorrect phone format Please enter a valid phone number (exclude dashes 
and parentheses) 

Incorrect zip code Please enter a valid zip code. 
User does not agree to required 
declarations 

You will not be able to continue until you agree to 
the HIPAA statement below. 

Incorrect date format Please enter the date in this format: MM/DD/YYYY 

If for a given search parameters, no data is 
available 

Sorry, we can't find any information. Please try again 
using different search terms.  

if the application is unable to upload a 
document 

We can't upload your file. Please make sure it is a 
<file types> and try again.  

Incorrect fax number format Please enter a valid fax number (exclude dashes and 
parentheses). 
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Scenario Error Message 

Incorrect username and / or password You entered an invalid username or password  

Invalid or incorrect information provided 
while recovering username or password  

Please check your login information and try again. 

If the page is under maintenance  This page is currently down for maintenance. We will 
be back soon.  

Invalid or incorrect information provided 
during the registration process 

Please check your login information and try again. 

 

 


