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Link to the Portal

REUrR e akle

O ConteEnts

The web portal provides employers with access to
their employees’ certificate information once
enrollment is completed and all of the certificates
have been issued.

You may access the portal by clicking on the
following URL: https://massmutual.ins-portal.com

For questions around access or policy information call
(844) 975-7522 (1-844-WRKPLACE) and Press 1 for
customer service.


https://massmutual.ins-portal.com/

Pl Contents

Registration Process [ i Contents ]

To access the portal for the first time, you must first register. If you have already registered proceed to page 8 for Log In instruction.

massmutual@work™

Financial readiness, readily availabla™

Register Log In Search

Customer Service-

I Customer Service « I

Insurance Forms 1
Contact Us LD II'I . ) . ,
9 1 Click the ‘Register
‘ link located in the
User ID .
top right of the page
Thiswilliprovide or under the User ID.
informaton for .
any. S:jU?Ei‘]QI‘JS;’ Register || Forgot User ID? | Forgot Password ?
youmay -have.

Next




P ECORtENLS

Registration Process (contd) [ Retlinio Table ]

During the registration process you will need to register the group policyholder
as an agency. Select ‘User Type’ as

massmutual@work™ | ‘Employer/Agency’.

Type in Group Name in
‘Agency Name’ field.

Register Now Type in 99-9999999 for

et In the ‘Agency Number’
—— field type_in ‘GRP’+ Group
Employer f Agency b Number (Ie GRP12345)

ool e If there are multiple
groups for an employer.

Registration must be

completed for each Group.

Click ‘Next’. Portal will
. validate registration data

= before proceeding to next
step.

Home Customer Service - Help -

* Government I/ SSN

* Agency Number

Next

.e Contact Us | Privacy | Terms
il MussMutuul © Massachusetts Mutual Life Insurance Company Springfield, MA 04111-0004




P ECORtENLS

RegIStI’atlon PI’OCGSS cont'd [ RELUMoN e ]

Once validation is completed in previous step you will be required to complete all required fields (x) on this screen.

Regieter  Login

massmutual @work™

Home Customer Service ~ Help =

Regreter Now Create User ID, Password and
personat formatn PT—— Security Questions
on  requie k) Password Requirements:
= — v - Must be at least 8 characters,
- - Must contain a mix of letters,
numbers and at least one
o e 5 special character
G et S - For password resets only, must
P . not have been used within the

* Security Guestion 3

last 5 passwords.

C Click ‘Submit’ to complete
1| * Please enter displayed security code R e g IStratI 0 n )
* Becurity Phrase "G...-——-——-;--
ErETETG ST
Previ ou4 Submit




P ECORtENLS

Registration Process contd [ =iiting) o Talbe ]

Once Registration is complete and you receive the Congratulations message, click Log In to access portal.

Massmulual EwWork ™

Hewnie Cumtosmner Service = Heldp =

Congratulations Registration is Complete

message,
1o access

=r MassMutual Contectly | Privacy | Terms

0 Mo schauetits Mutusd Lite Inscsrsncs Comparry Springfsdd §O D111 00001




LOg—ln Page Retirn e able

Pl Contents

Log-in to the portal following the steps below. Enter User ID.
Click ‘Next’.

massmutual@work™

Financial readiness, readily available™

Home Customer Service =
massmutual@work

Register Loglin Search

Enter Password.

Click ‘Log In’.

Home Customer Service

Login

) ) o Login &
Ifyoul forget your; I'Iw e

GE l( i you do not see the correcl image and caplion, please do nol
User b, click

L : ————RagisicimpForgot User D7 | ForqgLRassuomis J'.f \/9 u U" Ol g 9:’ yg U1 RISHEE SuE Yo are onh leglimate GIAS web portal
Ferget Userlband

iollow ihe sie 2 password, click
fellow the steps. Next Forgot Your

Password” and —

l-f\c-)JJ g‘)v Ii"rj‘e s‘:reps‘ Mclgm Your Password?




EmpIOyer HOme Page Retlrn toable

o Contents

The first screen you will see when entering the portal will be the “Search for Coverage” screen. You can access “Customer Service”
or “My Account” links on every screen within the tool.

Hover over
masqmutual @work” CuUSstomer. Senvice
Francafeadiness readily avasabla”™ or My Account to

_ Customer Service y My Account = access additional

Insurance Forms Agent's Business/Services My (Agent) Infarmation ||n kS_
Contact Us for Coverage AlingPayment Inquirg Personal Informatian
Infarce Business

Search for Coverage @  weu susiness appiicatons %

Search for Coverage by Praoduction Reparts. % niddiyyyy)
Search for Coverage I
Mame v =
* Last Name
Retneve
First Name

Show 10 v  onlries
Name i Date of Birth . Government I Street Address I City . State/Country . Zip Code

Showing 0 fo 0 of 0 entries Pravious Nl

* New Business Applications and Production Reports are not available in this portal.



Search for Coverage

[ REn o iakle:

P ECORtENLS

J

This screen provides the ability to search for coverage by owner name or certificate number.

massmutual@work™

Financial readiness, readily available™

My Workspace = Search for Coverage
Search Coverage

Search for Coverage by
| Mams Vl

* Last Name

First Name

MName pate of Birth

0 item

Date of Birth (mmJ/ddivyyy)

Retrieve

Gowvernment ID /
S5N

Street Address City

KENNETH BUCKHEISTER

State/Country

Log ¢

Zip Code

RECOGNITION CLIENT's Insurance

1 Click ‘Name’ to access
policy owner insurance
information.

Once search criteria is
entered, click ‘Retrieve’
to display below

results.

0002 Group Whole Life
Insured Name Deanna

Owner Name RECOGNITION CLIENT
Status Lapsed

Effective Date
Coverage Amoun

Premium

Erom this page:
you Have options

to VIEW, certificate

detaulsiorn
pIling/payments.

| Would Like To ...

View Certific ate Details

View Biling/Payments

10



Certificate Billing/Payment Inquiry

Once a certificate is in force it will be searchable on the Billing/Payment Inquiry screen.

massmutual @work”
Fgncal raiiress, resdily avalable

My Account | BilingPayment Ingury

Billing/Payment Inquiry

Filter Billing/Payment By
Payor Mame v l

First Nams
Show' 10 v arlries
Certificate/Policy Number Name Date of Birth

3 010002 Lorena 02/05/1958
01000 Lorena ! 02/05/1958

Diate of Birth (mmiddiyyyy)

Retneve
Bill Type Frequency
Individual Thirteenthly
Individual Thirteenthly

ol

Billed to Date
06/08/2018

09/28/2018

Paid To Date

02117/2019

06/21/2019

Premium

P ECORtENLS

[ REUrn toraple: ]

Search by payor or
certificate/policy
number.

Click ‘Retrieve’ to
access policy owner

insurance information.

Click on “Certificate/
Policy Number’ to
access biling/payment
detalil.

11



My Insurance Page — Certificate Billing/Payments Detail | 20

o Contents

Billing and payment detail screen provides current billing information and displays payment history.

massmutual@work™ Florida Abbas ~ Search  Log Out
Financial readiness, readily available™

Billing/Payment Detail

Back to My Insurance

1o view insured

Certificate Number 000 3 : Current As Of Date 02/18/2017
INfermation or:

All currency values expressed in DOLLAR (US)
Payor Insured Name

contractinifermaton
Effective Date 01/18/2016 click this ink. B Last Statement [ast statement date on

Paid To Date 01/19/2016

Premium Notice () View Statement Cert|f|cate cahn also be
Statement Date  03/01/2019 .
viewed:
Billing/Payment Information
Bill To Date Payment Frequency
01M8/2020 Annual
Premium Payment Method
539.00 Coupon Book
Payment History
From Date (mm/ddiyyyy) 110172017 = Through Date (mmiddiyyyy)  10/04/2019 B Retrieve Paym entS in the h iStory
Show | 10 v  entries Q -
gnid are reflected inithe
Transaction Date I Date | Payment Method It F 1 nt Amount <
s i i et i Paid to date.
03/01/2018 DB/01/2018 List Bill Monthiy 21782
L]
[ X X ]

12



Inforce Business - Search by Group

[ RETUNMte Iable: ]

Pl Contents

Once a certificate has been billed for the initial premium, the certificate’s details will be displayed on the “Inforce Business”

screen regardless of status.

massmutual@work™

Fanancial readiness, readily available” T .
My Account | Inforce Business
Inforce Business
My Inforce Business
Search By
Group L 1 t Group(s)
ilter Inforce Business by
Al v Retrieve
Certificate/Policy Number
Customer Name
Status
Agent
Show | 10 ¥ |entries
Group Name 1 Group Number Certifig / . .
2 3 Certificate Information
(+) — g Status Premium
= ; Lapsed 57.00
Currency Payment Method
o DOLLAR (US) Group List Bill
s Application Date Group Name
0 04/01/2016 PENNSYLWVANIA UL GROUP
Effective Date Payment Frequency
D4i01/2016 Monthly
Paid To Date Last Payment Date
05/01/2016 04/05/2016

Log Out

Filter options available to
drill down to a specific
certificate or view full
group details.

Click “+’ for more
certificate detall.

Additional policy data
will display.

13



| Rettrnitoables
ofContents

Inforce Business - Search by Group onta)

Select Multiple Groups window will display.

Select Multiple Groups

1 Type into search value
box to quickly find that
selection.

Check box for groups to
include in search.

3 When completed click
‘Apply Filter’ to search
using those groups.




Inforce Business - Search by Group onta)

This screen will display specific groups requested after clicking Retrieve.

massmutual@work™
Financal readiness, rendly maisble

— = - Log Out

My Account * Inforce Busmess

Inforce Business

Search By

1 Click on ‘Retrieve’ to

Filter Inforce Business by

Inforce Business

v entres

Group Name i Group Numbe Certificate Policy Number Name Status Premium Paid To Date Agent
(1] - Active 24.00 0312018
Premium
Paying
[+ - Altive 4830 0812019
s 0 mamm | Pemu m
ying
[+] - Cash 9000 ONDN2010
Surmeng
[+ ] — - ol - Aclive 6250 O7M7/2018
Premium
Paying
Q == - Active 8 0740112018
BN Premiu m
Paying

obtain groups selected.

[

Retumn teiakle
Pl Contents

J

15



Glossary

REturn torliaple
P ECORtENLS

Active Awaiting Premium
Active Premium Paying
Cash Surrender

Declined

Issue — Not Paid

Inforce — Extended Term
Lapsed

Not Taken

Pending

Withdrawn

Application for coverage was accepted and initial premium is pending receipt.

Premiums are being collected for the certificate.

Certificate no longer inforce. Certificate owner chose to surrender the certificate.

Application for coverage was rejected.

New Business status meaning it has been issued but not settled and moved Inforce.

Inforce certificate with premiums no longer being paid. Coverage amount based on cash value.
Certificate is no longer inforce due to non-payment of premium.

Certificate owner decided to not accept the certificate.

Application has been entered into admin system.

Certificate owner has withdrawn request for coverage.
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