How to Utilize HawkSoft for Employee Benefits (Medical, Dental, Vision) – The Work Around

Although HawkSoft was not specifically designed for tracking employee benefits, there are still ways to enter the information in HawkSoft.   Documenting this information in HawkSoft allows employees to rapidly respond to questions and look up information easily.  It also allows you to run reports such as an expiration list on these policies.

The first step is to set up your employee benefits companies in the Policy/Company Setup area.  We recommend creating a separate company for medical, dental and vision (e.g. Anthem – Medical, Anthem – Dental, Anthem – Vision all set up as separate companies)  This allows you to create custom coverages for each line of business.  These coverages are prompts to enter policy specific information.    A sample of recommended coverages/prompts for medical, dental and vision are included in this document.  

Once the setup is completed, you can document all of this information on individual group benefit policies by adding a policy to the client and selecting a Policy Title of Medical, Dental or Vision and then completing the coverages prompts.  

The steps for setting this up are documented under the heading for Medical, but the steps will be the same for Dental and Vision, it's just a matter of adding different coverages.

Setting Up the Companies with Coverages/Prompts
Medical
1. Go to the gear button in the upper right corner of HawkSoft and select Policy/Company Setup.
2. Go to the Commercial/All Other tab.
3. Click the New button to add a new company.
4. In Unique Name, enter the name of the company followed by the word Medical (e.g. Anthem – Medical).  If Anthem also provided vision coverage, you would add a new company for that called Anthem – Vision.
5. On the Policy Info tab, enter the names of the programs using the Add button.  We recommend entering them each year.  Each year, you can add new plans and remove old plans (see example below)
2020 – Silver 1000
2020 – Silver 2000
2020 – Silver 3000
6. Place a check mark in Use Custom Policy Titles, then click the Add button and enter Medical as the Policy Title and click OK.
7. Under Term, click the Add button and enter 12 Months for the term and click OK.
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8. Go to the Lines of Business/Coverages tab.
9. Under the Lines of Business/Coverages, double-click on (Enter new item here).  This will open the Edit Coverages box and (Not Defined) is automatically highlighted.  
10. Place your cursor in the Description box and type the description of the coverage and click OK.
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11. Repeat this for the following items:
Employee Only
	Employee + Spouse
	Employee + Family
	Employee + Child(ren)
12. Click the Add LOBs button, place a check mark next to HEALTH and click OK.
13. Double-click on (Enter new item here).  This will open the Edit Coverages box and (Not Defined) is automatically highlighted.  
14. Place your cursor in the Description box and type the description of the coverage and click OK.
15. On the right-hand side of the screen, you can enter default amounts under either limits or deductibles by double-clicking on (Enter new item here).
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16. Continue to add the additional Medical specific coverages to the Health Line of Business.  This list is by no means exhaustive.  We recommend working with your staff to determine if additional fields are needed or if you feel some of these fields are unnecessary.  It's a good idea to review the list annually to make adjustments. 
	Health (HEALTH)
		Deductible
		Co-Insurance
		Out of Pocket
		Office Visit Copay
		Specialist Office Visit Copay
		RX
(List continued on next page)

		Employer Contribution
		Employer Contribution (Dependent)
		Benefit Waiting Period
		Pay Periods Per Year
		Minimum Eligibility Hours

Now that you know the steps, you can apply them to both Dental and Medical companies/coverages.

Dental
Policy Info
	Programs
		(List out each policy type)
	Checkmark “Use Custom Policy Titles”
		Add “Dental”
	Term
		Add 12 Months

Lines of Business/Coverages
	Policy Coverages/Fees/Taxes
		Employee Only
		Employee + Spouse
		Employee + Family
		Employee + Child(ren)
	Health (HEALTH)
		Deductible
		Max Benefit
		Preventative Services
		Basic Services
		Major Services
		Orthodontia
		Employer Contribution 
		Employer Contribution (Dependent)
		Benefit Waiting Period
		Pay Periods Per Year
		Minimum Eligibility Hours



Vision
Policy Info
	Programs
		(List out each policy type)
	Checkmark “Use Custom Policy Titles”
		Add “Vision”
	Term
		Add 12 Months

Lines of Business/Coverages
	Policy Coverages/Fees/Taxes
		Employee Only
		Employee + Spouse
		Employee + Family
		Employee + Child(ren)
	Health (HEALTH)
		Vision
		Exams/Lens/Frames Interval
		Exam, Test and Hardware
		Vision Exam Copay
		Lenses
		Frames
		Contacts
		Employer Contribution
		Employer Contribution (Dependent)
		Benefit Waiting Period
		Pay Periods Per Year
		Minimum Eligibility Hours


Completing the Policy on a Client Screen
1. Add the policy as you would any new policy selecting Health as the type of policy.
2. On the General Policy Information page, select the company, program, enter the effective and expiration date.
3. Under Lines of Business, select HEALTH.
4. In the Policy Title, select Medical, Dental or Vision as appropriate.  This is what will define the type of policy on the client main screen.
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5. Go to the Policy Coverages/Fees/Taxes tab, enter the cost of Employee Only, Employee + Spouse, Employee + Family, Employee + Child(ren)
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6. Go to the Health Coverages tab (if this is not visible, you did not select HEALTH as the line of business on the General Policy Info tab.
7. Enter the amounts/data for each field in either the limits or deductible fields depending on your agency preference.  It can be selected from the drop-down list if you entered it in the Policy/Company Info or typed in manually. 
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8. Click Finish to save and exit.

Adding the information in this way, allows you to see all of it at a glance directly from the Client Screen by clicking on the Policy and then clicking on the Coverages tab.
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image6.png
Health (HEALTH)

e—

8120 -
8150~

Deductibles
Deductibles
Deductibles
Deductibles
Deductibles
Deductibles
Deductibles
Deductibles
Deductibles
Deductibles
Deductibles

Premium

Premivm

Premivm

Premivm

Premivm

Premivm

Premivm

Premivm

Premivm

Premivm

Premivm





image7.png
@ Clent Management System - [A Neque Nullam PC]

(A) HAWKSOFT

Q0 O S 100606 o,

2902200208228 .9

s I e -
CustID: 00000232 ® Masked  Index: Name  Linkto Client = File Encryption ID: 00000000 (5] Open in New Window
COMMON T.
2
e
My Doc. @)
e
Acquire /... Mailing Ap #966-1688 Bibendum Ave
Address Atlanta, GA 13468

Company A Neque Nullam PC Client Type Customer (Commercial Life/Heatth)
Flowers, Silas Status Active
Producer DAN CSR BEN

e

RECENT
et
P
e
o
=

Acosta, Ma...

1,000
Consectetu...
a T. 81/20
Aguirre, Pa... 8150
EEXAMPL.. 75
125
HELP
10/25/50
Trining Gu.. 75%
Training Vid... Employer Contribution (Dependent) 50%
HawkSoft C.. Benefit Wiaiting Period FOMA 60 days
CarerDow... 20
IANS xch... =~
Chat Support
suportten, PO Cowrmgesees/Taes
Contact Ha... 62345
HawkSoft C... Employee + Spouse 1,24000
Employee + Family 1,600.00
254000

Total $0.00





image1.png
New Carrier [Commercial / All Other]

Genera Settings > Edt
[use Custom Poicy Tites

Edt
Add
Remove

NAIC List
Eat
add
Remove
Polcy Eorms
Eat
Payee [FomalName =
Remove
Polcy Snapshot Override Tem
Edt
add
Setting is managed in General Configuation > e





image2.png
Edit Coverage

Coverage [ (ot Defined)

15 Year Term (HSLF1)

30 Year Term (HSLF3)

| Abuse and Molestation Excusion (XABLI)

| Actidental Death and Dismemberment (ADD)
| Accidental Death Benefit (DB)

| Accountants Professional Liabity (ACCPL)
| Accounts Receivable (ACCTS)

| Accounts Receivable in Transit (ARINT)

Employee Only





image3.png
New Carrier [Commercial / All Other]

Limits  Deductibles

A [tmits
100/500/1,500
(Enter new item here)
Deductibles
(Enter new item here)

(Enter newitem here)
Health (HEALTH)

Setaspefault| | Dekte





image4.png
‘Open nNew Window

Vs v agentcose v| sorce v
Account &
Term [12Months. v Stats tew SgdDate (07012020
Effectve Date 07042020+ StatusDate 0704200 Biling Type v
EvpratonDate 0702021 Inception Date [07/01/2020 PaymentPlan v
Quoted Premium 0.00
‘Appication Type |Health Lounch Merket Appetite
tnes of Busness [ e of Business Policy Form
L3 HEAUTH Health -
Select Line of Business. Form
polcy Tite [vedcal v
Back Next Fish Cancel





image5.png
Limits Deductibles  Premium Al
‘Employee Only 62345 © Deductibles ~  Premium
Employee + Spouse 124000 * Deductivles ~  Premium
Employee + Family 160000~ Deductibles ©  Premium
Employee + Child(ren) 25000 Premium





