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What's changing?

The PEBB benefits administrators, who currently work with Navia on FSA/DCAP

administration, will gain limited access to Navia's employer web portal starting July 23,
2024.

Through this portal, you will securely upload member forms to enroll, change status, or
terminate coverage.

Effective July 23, 2024 all payroll files and signed forms must be submitted through the
Navia Employer Portal.

bnavia



Azure Guest User Registration

What to do when you receive your guest account invitation:
1. Each guest user will receive an email like this to accept the guest invite

Wisdom, Kyle (HCA?1) invited you to access applications within their organization o =

Microsoft Invitations on behalf of Washington State Executive Branch Agencies <invites@micrazoft coms

to me *

© Please only act on this email if you trust the indnidual and organization represented below. In rare cases, indiiduals
may receive fraudulent imatations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution

Sender: Wisdom, Kyle (HCA1) (kyle wisdom2i@hca wa gov)

Organization: Washington State Executive Branch Agencias
Domain: StateofWA onmicrosoft com

This message was provided by the sender and is not from Microsoft Corporation

Message from
WK
. Wisdom, Kyle (HCA1):

Guest account for Washington State HCA for Nawa Application Access - Do
not attempt to use until Go Live on 7/9/2024

If you accept this invitation, you'll be sent to hitps /myapps microsoft com/

d Accept imvitation




Azure Guest User Registration

2. When the guest user clicks on “Accept
invitation” they will need to log-in to
their account or create one (i.e. request a
code to be sent to email and then enter
code)

This email notification will be sent on the
July 19t or 22nd,

@gmail.com

Permissions requested by:

@5 Washington State Executive Branch Agencies
# stateofwa.onmicrosoft.com

By accepting, you allow this organization to:
~~ Receive your profile data
v Collect and log your activity

~ Use your profile data and activity data

You should only accept if you trust Washington State Executi
Branch Agencies. Read Washington State Executive Branch
Agencies's privacy staternent. You can update these permissiglis at
https://myaccount.microsoft.com/erganizations.

Learn more

This resource is not shared by Microsoft.

Cancel Accept




Registration

To register on the Navia
Employer Portal, you must have
user access enabled both at
Navia and in Azure.

User access has already been
enabled as part of the initial go
live group.

To begin the registration
process, visit
pebb.naviabenefits.com and
click the Log In button in the
upper right corner.

On the next page, click on the
Benefits Admin Login button.

benefits we offer  enrollment  resource library  forms & documents  aboutus contactus Q) RUEERRE )]

by
WELCOME TO NAVIA

State of Washington employees (PEBB Program) guide to
a simple and amazing benefits experience

bnavia eee MENU

SecureAccess Wi ngton SSO Login
Log in via SAW by clicking t ton below:

Par Jin

Admin Login

Health Care Authority (HCA) Admin users click the button below

#m Lo in:

Benefits Admin Login

‘wwhavia

benefit solutions




Registration

After clicking on the Benefits Admin
Login button, you may be prompted
to enter your username (email
address) and password that was
created with the guest invite link
from HCA.

You will then be prompted to set up
Multifactor Authentication (MFA) on
your first login.

Follow the prompts to set up the
preferred MFA method; Microsoft
Authenticator is recommended.
However, the options in the second
screenshot are available to you if
you click the | want to set up a
different method at the bottom.

Keep your account secure

Microsoft Authenticator

é Start by getting the app
On your phene, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next".

want to set up a different method Skip setup

Choose a different method X

Which method would you like to use?

Choose a method

Authenticator app

Phone

‘wwhavia

benefit solutions




Registration

Click Next and follow the wizard
to finish setting up MFA.

After completing MFA, you will
be logged into the PEBB
Employer Portal Home page.

Keep your account secure

Start by oo
-~ Choose a different method
g Which method would you ke to O
Avthenticator app
Prone ||
Lot 1o 60 up 2 defierant mathod

2 Welcome,

WA State PEBB (SWA)

#* Plan Activity
Important Dates Plan Funding Activity

v All Years

navia

benefit solutions




Registration
Trou bIeShOOt| ng MFA/Azure error: Qynavia

Sign in

lSorry, but we're having trouble signing you in.

M FA/AZU re e rro r - CO nta Ct O &T fo r AADSTS50079: Due to a configuration change made by your administrator, or

because you moved to a new location, you must enroll in multi-factor

aSSiSta nce through HCA Suppo rt (SElect authentication to access '00000002-0000-0000-c000-000000000000".
the Benefits Administrator inquiry tile) or
call 1-800-700-1555.

Troubleshooting details
If you contact your administrator, send this info to them.
Copy info to clipboard

Request Id: 35ca6f71-7bdb-4d4f-a3c8-f0e8c7d70400

Correlation Id: 97b02843-76ab-40bf-b0b6-371b42e84dd7

Timestamp: 2024-06-19T21:49:097

Message: AADSTS50079: Due to a configuration change made by your administrater, or
because you moved to a new location, you must enroll in multi-factor authentication to access
'00000002-0000-0000-c000-000000000000",

Flag sign-in errors for review: Enable flagging
If you plan on getting help for this problem, enable flagging and try to reproduce the error
within 20 minutes. Flagged events make diagnostics available and are raised to admin attention.

Navia error:

[ it i

Na\."a error - Contact Navia for Unknown user. Please have your employer contact Navia Benefits and reference error code 32245518.
assistance at

ESTeam4@naviabenefits.com

- JHENE


mailto:ESTeam4@naviabenefits.com

Form Submission

The Navia employer portal will now serve as a secure repository for submitting employee FSA/DCAP forms to
enroll, change, or end enrollment.

Moving to this secure, online platform ensures successful form submission. No need to worry about
failed/incomplete faxes - leading to member’s enrollments not being entered timely.

Employers should use the portal for all forms submissions both during annual open enrollment and throughout
the plan year.

Employers no longer need to email, fax, or mail employee’s forms to Navia.

There will be no change to the process by which these forms are completed, collected, or signed. The only
change is how you send the forms to Navia.



Upload Instructions

How to securely upload both payroll contribution reports and employee forms on the Employer portal-

1. Once logged in, click on Data Management located in the menu on the left-hand side of the page and select
Send File.

/ bnavia
& Chelsea

A Notifications ‘

Home

Plan Management

Data Management

Resources

Account Setup

2. Add your file or document to the Drag and Drop File Here section of the page or use the Find File on
Computer button to browse for it.



Upload Instructions

3. Inthe File Description field, select Enrollment Change in Status, or Termination form from the dropdown
menu. (Leave the File Recipient file blank. Notes is optional.)

Sally

Notifications

Send Us a File

Back to Main Menu

To best protect your employees' information, use our secure portal to transmit documents via e

Pending Eligibility and
Deductions

One file per submission. Accepted file size and types.

I File Description (required) I

Eligibility and Deduction Enrollment, Change in Status, or Termination form -

History
o S ’ Enrollment, Change in Status, or Termination form
uture bility 2 '_l
DJE(;II:CUO‘I%; e drag & drop or choose file FSA, HRA, HSA, or Commuter Data file/sprea eet
Carrier Notifications COBRA file
Other

Send File
NDT Document

Receive File




Upload Instructions

4. Click Send to upload the file directly to the Navia system for processing.

5. Once your file/form is successfully sent, you will see a green message appear in the upper right corner of
the portal and you will receive a confirmation email from notification@naviabenefits.com

File Uploaded
&/ File sent successfully
e B i i Repl & Reply All F d
notification@naviabenefits.com ) Reply ) Reply 7 Forwar
To @ Chelsea Allen Mon 6/6/2022 8:51 AM

Dear Chelsea,

Your file Dept meeting notes 2.15.22_ PNG has been successfully uploaded and transmitted to Mavia Benefit
Solutions. Please contact our employer services team with any follow-up questions via email at
employerservices@naviabenefits.com, or by phone at 425-452-3488,

Thank you,
The Mavia Team


mailto:notification@naviabenefits.com

When will registration go live?
e July 9th, 2024.

Can you have more than one user per employer?
* Yes, but we request no more than three.

How do | set up access for a new user or remove

access?

* Reach out to both Navia and HCA to have a user
added or removed. For Navia, please email
ESTeam4@NaviaBenefits.com. For HCA, please
send a secure message through HCA Support or
call 1-800-700-1555

Can you send multiple forms at the same time?
* You can attach multiple files at once up to the
maximum file size allowed (10 MB).

Will employees still be able to enroll on Navia
website during open enroliment?
* Yes.

Employer Portal FAQ

What are the other file types in the drop menu on the

Send a File page?

* They are file types used by non-PEBB employers.
The only file type PEBB will use when uploading files
is “Enrollment, Change in Status or Termination
forms”.

Will the PEBB billing still be handled by HCA?

* Yes. Navia and HCA will be in communication for
employee enrollments, changes and terminations so
HCA knows what to bill for.

Can BAs see employees’ basic enroliment information

in the portal?

* No. This is being looked at for a future enhancement
but is not currently available.



Navia Contact Info

Your dedicated team of Account Managers are available to help you
Monday through Friday between 7 a.m. and 5 p.m. PST.

(425) 452-3488 ESTeam4@naviabenefits.com

Navia
benefit solutions
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