Assign Organization Representatives
QuickStart Guide

CompHub offers a Self Service to manage organization reps: from Insurer Designee to Healthcare subscriber.
You can find this utility under Start New Action>Administrative>Assign Org. Representatives

(Bl Select the Type of Organization (e.g. Insurer ,Employer, Healthcare Provider) using the
dropdown and click Next.

Start New Action cd X

Organization

Type: [ Please select M

Next

Click the magnifying glass icon to search for the proper organization,
the table will display the active reps. Click Next to proceed.
Start New Action eu X

Organization

Type: Insurer Insurer: AM C O INSURANCE COMPAN Q4 £l 7o add a new user (i.e. not registered to CompHub), check the New User checkbox.
If the user exists in CompHub click the magnifying glass to begin a search.
v Insurer Representatives

Name Email Phone Assignment /

ART HEBBELER ahebbeler@wcc state. md.us 123-456-7890 Designee

DOUGLAS ELLIS Douglas Ellis@wcc.invalid 123-456-7890 Designee Assign User... i X

THOMAS LATIN Thomas latin@wcc.invalid 123-456-7890 Delegate
New User: User: [ Q

PRAWESH GHIMIRE prawesh.ghimire@wcc.invahd Designee




ASS ign 0 rga n iza t i on Re p resen ta t ives * New User Entry form: Once the new user's information is
added they will receive a notification from CompHub.

Adding Representatives (New User)

H N
Assign User... an X
New User: (V] User:
v |dentity
First Name: [ Middle Name: Last Name: [ Suffix: Please select. . v
Date of Birth: [MMIddfyyyy Gender: Unspecified T Marital Status: Please select. . T 8SN: 2

v Contact Information

Email: [ .| Phone: . Ext.

Address

Address Type: Please select... T Country: us T
Line 1: [ State: MD T
Line 2: County: [Please select... v
Line 3: Postal Code: [

City: [

w

/
> 4l Click 'Reset’ to start
the form over.




Assign Organization Representatives
Adding Representatives (Existing User)

Ml Search for a user using the fields provided, once the system has
returned results click the proper row.

/

Search Criteria

Last Name:
First Name:

Primary Email Address:

v Please select an item
Last Name
Formrester
Jones
Davis
Brown
Zombie

Jalagam

First Name

James

Darlene

Catherine

Todd

Rob

Dhanvantari

rA
]
X

Email
jforrester@wcc.invalid
djones@wcc.invalid
Ryenumula@wecc.state. md.us
todd brown@wcc.invalid
rob.zombie@wcc.invalid

djalagam@wcc.state. md.us

CompHub displays the new user details, confirm accuracy and click Submit in the bottom right hand corner of the page.

New Assignment
First Name: James
Email: jforrester@wec.invalid

Phone:

Middle Name:

Address:

Last Name: Forrester

01 GENERAL DELIVERY BALTIMORE MD 21203-0000




Assign Organization Representatives
Revoking a User

Revoking a user is a quick task to complete, simply check the revoke checkbox for the user you
would like to remove as a representative and submit the form.

Check the Revoke checkbox to remove the user listed in the row.

Name \ Email Phone Revoke
DWIGHT SCHRUTE dwight.schrute@comphub.invalid |.‘._¢J
MOXY PROXY moxy.proxy@wcc.invalid

New Assignment

Click Submit in the bottom right hand corner of the form as with other processes
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