Worksite List
Billing Portal




Getting started




You'll need to register if you are logging in
for the first time.

Start by visiting nglltc.com and selecting
Manage Worksite Billing.

Enter the Worksite Group Number, the zip
code of the employer address and the
Registration Code that was sent to you in a
letter from the NGL LTC Admin Office.

% NGL

Registering continued on the next page.


http://www.nglltc.com/

Confirm that you are accessing the correct

group and verify your email to receive an Once you receive the authentication code
authentication code for multi-factor (pictured below), enter it into the
authentication (MFA). Authentication Code box and select Validate.

? NGL Registering continued on the next page.



Once the email address is authenticated, complete the
registration process by entering your first and last name,
create a password and agree to the terms and conditions.

% NGL

Password requirements are the following:

Once registration is completed, the
following will be displayed:

8-20 characters

At least 1 uppercase
At least 1 lowercase
At least 1 number

At least 1 special character

No spaces
Must not contain 3 consecutive letters from
either the email or the first or last name.



When you log in to the Worksite List Billing Complete the multi-factor authentication to log
Portal, use the email address and password in.

created during registration.

% NGL



Using the portal




Once you have logged in, you will be taken to the Policy
info screen. Here is a breakdown of that page.

%Z NGL

F.

Worksite Group Name/Group Number
Account Settings — provides access to the following:
0 Account Profile — Review account access information/add a cell phone number to
the account
O Account settings — Add/modify or delete an electronic payment method.
Policy Info — Lists the policies currently appearing on the list bill.
Bills — View current and past bills and make payments online.

Payment History — View the payment history of the worksite group.

Premium Splits — This optional screen can be utilized in Split Premium circumstances where

the employer wishes to track the amount of premium being paid separately by the employee.

G. Frequently Asked Questions (FAQ).



To add your mobile number to the multi-factor options, Add your mobile number and select Verify to receive a
access your Account Profile, select the| & - |icon and text with the verification number.
select + Add Mobile Number.

\

Once you’ve added your mobile number, you will be able
to select email, text message or phone call for multi-
factor authentication when logging in.

% NGL



To add a bank account to pay list bills by Electronic
Payment Method (EFT), access the Account Settings from
the| & - |dropdown and select +Add Payment Info.

Once selected, the Payment Information screen will
appear.

Complete the form. The Signature section will add
electronic signatures to the payment form. SelectAdd— |
Payment Method to finish the process.

? NGL Adding payment information continued on the next page..



The payment method will now appear in Account
Settings. If you have multiple accounts, you can
designate a default by selecting Make Default. Remove

an account by selecting Delete.

You can download the electronically signed EFT form by
clicking the + button. By clicking that button, an email
with a link to the signed form will be sent to the email on
file.

% NGL
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You can find a list of the policies that currently

appear on the list bill for the group on this screen.

® Will appear next to any insured who has
been identified as an employee of the company.
Hovering over this icon will provide this
information.

% NGL
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You can access both the current and previous list bills
in this screen. If you set up payment information, you

can make an EFT payment for the current list bill that
is due.

The possible status for a list bill is:
NEW — Newly added list bill (current).

PROCESSING — Online payment has been requested to
pay this list bill.

UNPAID - Payment not received and now added to a
newer list bill.

COMPLETED — The requested online payment has
been completed.

% NGL

The button will be enabled for the most recent list bill
awaiting payment. By selecting this option, you will be taken
to the Worksite Payment screen (found on next page).

The BB button also directs to the Worksite Detail screen
containing a list of policies that are being billed on the selected
list bill. The most recent list bill as well as previous list bills will
be viewable.

Bills screen continued on the next page. 13



From the Worksite Payment screen, you can:

- Review the cases being billed on the selected list bill.

« Export the list bill to an Excel view

« Initiate a one-time EFT to pay the premium due
(Payment information must have previously been
added).

% NGL

Bills screen continued on the next page.
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If needed, you can remove a policy from the list bill
payment and reduce the amount being paid. Under the
Payment Selection column, uncheck the box next tothe ——

desired policy number and enter a reason for the

exclusion.

The information related to your selected method will
appear below the list bill.

Once you’ve selected the policies you want to pay, select
the desired account and Submit to request the payment
be made for the amount indicated.

% NGL
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On the Payment History screen, you can view premium
payments that have either been requested or that had
been previously processed. The statuses for the list bill
payments are Processing or Completed.

% NGL
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The Premium Splits screen is used to track the amount of each payment that is made on behalf of the employer and
on behalf of the employee.

This information will appear when viewing a list bill on the Bills screen and will also be included on the Excel version
of the list bill.

This can be entered either as one of the following:
Split % — enter the percentage of the payment that the employer is paying.
Split S — enter the dollar amount of the premium payment that the employer is paying.

Note: Use of the Premium Split tab does not affect the amount of the list bill payment the employer will be paying. Instead, it is a
tool the employer can utilize to keep track of the amount of each list bill payment being paid by the employee.

% NGL s



This completes the list bill
process!

Contact our team with questions.

Phone: 888.505.2332

Z NGL.

For employer use only. Not for distribution to the general public. Insurance coverage provided by National
Guardian Life Insurance Company (NGL), Madison, Wis. National Guardian Life Insurance Company is not
affiliated with the Guardian Life Insurance Company of America, a/k/a The Guardian or Guardian Life.
5517 10/25.
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