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Frequently asked questions
We’ve created this Q&A to make it easy for you to learn how you can conveniently and securely manage 
your employees’ Blue Shield medical plan benefits online.

employer connection

General

Q: What is Employer Connection?

A:  Employer Connection is Blue Shield’s Web-based plan 
administration tool that enables employer groups (and their 
designated brokers) to securely manage their employees’ 
Blue Shield medical plan benefits online. This tool is provided 
at no extra charge.

Q: What can I do with Employer Connection?

A: Once registered, you can securely log in 24/7 to:

	 •	 	View	medical	plan	benefit	details,	such	as	deductible	
and copayment amounts

	 •	 	Add	or	terminate	medical	plan	coverage	for	your	
employees and their dependents

	 •	 	Update	member	information,	such	as	address,	phone,	 
or email address

	 •	 	View	eligibility	details	for	your	employees	enrolled	in	 
a Blue Shield medical plan

	 •	 	Create	and	manage	additional	users	for	your	Employer	
Connection account

	 •	 	Designate	different	levels	of	access	rights	for	your	
Employer Connection users

	 •	 	Pay	your	bill	online	(Small	Groups	2-50	only)

Registration

Q:  How do I register for Employer Connection?

A:	 	Visit	blueshieldca.com/employer and click the Register 
Now link to get started. After entering your information 
online, you will receive an e-mail from Employer 
Connection within five business days with a secure link to 
activate your account. For your security, this link is valid 
for only seven calendar days from the date of the e-mail. 
If more than seven days have elapsed, you will need to 
contact your Blue Shield customer service team to request 
that a new activation email be sent.  

Q: What if I don’t receive my activation email?

A:  First, check your Spam box for an email from Employer 
Connection	with	the	subject	line	“TIME	SENSITIVE:	Register	
for Employer Connection now”. If you still cannot locate 
the email, contact your Blue Shield customer service team 
to request that a new activation email be sent. 

Q:  What information do I need to register for  
Employer Connection?

A:  Once you click the link to register, you need to complete 
the registration process in a single session, which takes 
approximately	five	minutes.	During	the	registration	
process, you will need to have your 6-digit group number, 
which can be found on the first page of your bill and is 
often	preceded	by	“000.”

Q:  The link I received is not allowing me to register. What 
should I do?

A:	 	First,	confirm	that	you	are	the	primary	Group	Online	
Administrator	(GOA),	as	communicated	to	your	Blue	Shield	
Sales	Representative.	Please	note	that	your	primary	GOA	
is the person in your organization to receive the original 
registration e-mail. For security purposes, this e-mail 
can not be forwarded to anyone else to complete the 
registration process, as the activation link was securely 
and uniquely generated by Blue Shield for your primary 
GOA.	If	you	still	need	further	assistance,	please	contact	
your Blue Shield customer service team. 

Q:  After registration, where do I go to log in to Employer 
Connection?

A:  Simply visit blueshieldca.com/employer and you will find 
the log in box on the upper right side of the page. 
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Create and Manage Users

Q:  What administration rights do I have as the primary 
Group Online Administrator (GOA)?

A:	 	As	the	GOA,	you	automatically	have	the	highest	tier	of	
administration rights, which includes the ability to:

	 •	 	Fully	view	and	manage	the	account	without	restrictions

	 •	 	Add	new	users,	such	as	other	HR	administrators	or	 
your broker

	 •	 	Establish	different	levels	of	access	for	different	users

	 •	 	Have	unrestricted	access	that	never	expires,	so	long	
as you remain employed by your organization as the 
designated	GOA

Q: How do I add new users? 

A:  Once logged in, select Manage Users from the Settings 
tab, and then Add User. For the user type, you will want  
to select Employer from the drop-down menu if adding 
an	HR	administrator	from	your	organization,	or	Broker/
Consultant if adding a broker and/or their staff. Continue 
following the on-screen instructions to complete adding 
the user.

Q: What types of user rights can I grant to others?

A:  Access can be granted at the group billing unit level. There 
are three types of user rights that can be granted:

  View: By default, all users are automatically allowed to 
view eligibility and benefits for the group billing units that 
you select.

  Maintenance: You can also authorize “Maintenance” 
rights, which allows the user to add, update, and terminate 
members for the group billing units youselect.

  Manage Users: Finally, you can give users the ability to 
create other users, such as allowing your broker to grant 
access to their staff for the group billing units you select.

Q:  How and when does an account user’s rights expire?

A:	 	If	you	are	the	primary	GOA	for	your	organization,	your	
access never expires, so long as you remain employed by 
your	organization	as	the	primary	GOA.	If	the	designated	
primary	GOA	ever	needs	to	be	changed	for	your	
organization,	this	must	beperformed	by	Blue	Shield.	Please	
contact	your	usual	Blue	Shield	Sales	Representative.

	 	If	you	are	any	other	type	of	user	besides	the	primary	GOA,	
your user rights will expire one year after registration. 
However,	your	user	rights	may	be	renewed	annually	by	
the	group’s	primary	GOA.	If	the	group’s	broker	of	record	
changes, or you remove your broker’s access rights, all the 
broker’s staff’s rights will also be removed.

Manage your account 

Q:  Can I still use Employer Connection if our organization 
already uses a third-party administrator (TPA) or an HRIS 
system (like PeopleSoft or ADP) to electronically submit 
our member enrollment and maintenance transactions?

A:  Absolutely. You can still use the site to view your member 
roster and member eligibility details, as displayed in 
our Blue Shield source. system. This can be very useful 
for comparing your system of record. However, we 
strongly recommend that you continue to submit your 
member transactions (enrollments, updates, terminations) 
electronically via your current system, as this will continue 
to be your system of record. You should make updates 
via Employer Connection on an emergency basis only, as 
these updates will not automatically sync with your system 
of record. If you choose to submit a member enrollment or 
maintenance transaction via Employer Connection, you 
need to be sure to also make the same change to your 
system of record prior to your next electronic submission  
or your data will become out of sync.

Q:  Can I view and manage Blue Shield specialty plans 
online, such as dental, vision, and life insurance?

A:  No. You can currently only manage enrollment in your 
Blue Shield medical plans with this tool.

  For assistance with your Blue Shield specialty plans, please 
call the following Customer Service numbers:

	 Dental	Plan	Customer	Service:	(888) 702-4171

	 Vision	Plan	Customer	Service:	(877) 601-9083

  Life Insurance Customer Service: contact your usual 
customer service agent

Q: Can I pay my Blue Shield invoice online?

A:	 	Yes.	However,	this	functionality	is	currently	only	available	
for	Small	Groups	(2-50).	

Q:  Can Employer Connection be used to process COBRA  
or Cal-COBRA enrollments?

A: No.

Q:  Can I see former employees on COBRA or Cal-COBRA?

A:	 	If	you	can	not	see	members	of	your	COBRA	billing	units,	
you may need to click the Company drop-down menu 
at the upper right of the page and select the company 
named	“COBRA”	to	view	these	members.	However,	data	
related	to	Cal-COBRA	is	not	available	for	display.

Q:  Will my employees have access to Employer 
Connection?

A:	 	No.	This	site	can	be	used	only	by	your	GOA	or	by	the	other	
HR	administrators	and	brokers	to	whom	your	organization	
has granted user rights. Your employees and their 
dependents with Blue Shield coverage can view their 
benefits on our member portal website by visiting the “I’m 
a Member” section on the blueshieldca.com home page.

Q:  How often is data on Employer Connection updated?

A:	 	Data	in	Employer	Connection	is	updated	nightly.


