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Introduction 

Apex Benefits Services is proud to introduce the all‐new 
Plan Central web portal for members. Our team of account 
managers, information technology professionals, and eligibility specialists 
worked together to provide you with an attractive, intuitive, and convenient 
way to manage your healthcare benefits. The new Plan Central was completely 
developed in‐house at Apex and all changes and enhancements will be handled 
by our internal Plan Central development specialists. 
 

The Plan Central Admin portal provides convenient, secure access to members 
plan information, including eligibility, claims history and authorizations.  

 

As with any online application, you will need to familiarize yourself with how 
the system has been designed, what features it includes, and how the features 
should be used. This guide will help you accomplish these tasks. 

 

 

 

 

 

 

 

   

Hurray! The new 
Plan Central is 
finally here! 
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Enhancements in the New Plan Central 
Along with a fresh look and feel, the new Plan Central features the following enhancements:  

• Coordination of Benefits (COB) status – Indicates whether Apex is primary or secondary. For members who 
have not returned the COB questionnaire, the status will display as WR. 

 

• Deductible Information – will display how much has been applied to the member’s in network or out of 
network deductible 

 
• Benefit Plan Type – displays the type of plan (PPO, POS, Medicare, etc) along with the plan number for fully 

insured commercial plans. If the plan is self funded the employer name appears as the plan name.  

  
• Expanded Plan Benefits – Benefits displayed mirror the schedule of benefits that is sent to the member when 

a member enrolls with the plan.  

 

• Change PCP – Members who are required to select a primary care physician can use this tool to pick a 
different doctor.  
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Accessing Plan Central  
Plan Central is accessible via https://plancentraldemo.Apex-Benefits.com.  

Plan Central Welcome Page 
The Plan Central Welcome page is shown below. First time users, including those who used the 
previous Plan Central application, will need to register.  
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Registration 
1. Click the Member Registration link to proceed.  

 

2. Complete the requested information and then click Next. 

3. Review and then click the check box to accept the Terms and Conditions; click Continue. 

4. Complete the requested information and then click Submit.  

 

5. The confirmation page will be displayed.  

 

6. Click the Enter Plan Central link to log in to the newly created account. 
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Log In 
To log in to your Plan Central account, enter your User Name and Password. The password is case sensitive. 
Then, click Login.  

 

Forgotten Password 
1. To retrieve a forgotten password, click the Forgot Password link.  

 

2. Enter your User Name and click Get Password. 

 

3. Next, provide the answer to your secret question. Then, click Get Password. 

 

4. An email will be automatically sent to the address you provided in your personal Plan Central profile.  
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My Profile 
Access the My Profile page to change your name, phone number, email address, or password. Hover over My Settings 
then click My Profile to view the profile.  

 

 

Passwords must be alphanumeric and between 8-12 characters in length.  
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Automatic Sign Out  
As a security measure, Plan Central automatically signs out any user who has not actively used the system for 
30 minutes. Plan Central will prompt the user to log back in to the system.  
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Processing Data Indicator 
When the application is processing data, such as search criteria, the “Loading” indicator will appear.  
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Printer­Friendly Version 

Click the printer icon located on the right side of the page to print the selected member’s eligibility information. 

 

Navigation  

Main Menu 
Plan Central is designed with a main menu that is always displayed near the top of the screen. Click a menu 
option for specific functions.  
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My Benefits 
Click on a members name to view additional information. Plan Central provides convenient, secure access to 
view claims history, authorization information and request an ID Card.  

 

Once the members name is selected, you can select individual tabs to view additional information. 
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Request an ID Card 
To request a new ID Card, click the My Benefits menu and then select Request an ID Card.  

 
The current membership for your contract will be displayed. Click the Request an ID Card button to request a 
new ID card; the card will be mailed to your current address within 5 business days.  

 
Plan Central will display a confirmation message.  
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My Claims 

Find and View Claims 
To view your personal claim information, click the My Claims menu and then select Find Claims.  

 

Enter or select the search criteria and then click Search. 

 

The results will display on the right. Click the desired row to view further details.  
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My Claims Cont’d.  
Click the desired tab to view claim information.  

Claim Details Tab 

 

EOB (Explanation of Benefits) Tab 

 

Claim Service Tab 
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My Claims 

Explanation of Benefits 
Members receive an Explanation of Benefits, or EOB, after a claim has been received by Apex, indicating the 
benefits and charges covered or not covered by the Plan. A paper copy of the EOB is mailed to the member; 
however, members can view the EOB via Plan Central.  

Please note: In order to view and/or download an EOB, Adobe Reader software must be installed on 
your computer. You can download this software for free via the link found on the 
Explanation of Benefits page.   

1. Click the My Claims menu and then select Explanation of Benefits 

 

2. Next, enter search criteria. You may also click Search to view all available EOB’s.  

3. Select the record you wish to review. The following prompt will be displayed: 

 

4. Click Open to view the EOB in PDF format. The EOB will display in a separate window. (As an 
alternative, you may click Save to save the file to your computer.) 
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My Authorizations 
If you are receiving care that requires prior authorization, you can view the status of the request by clicking the 
My Authorizations menu. 

 

Viewing Authorizations 
Enter search criteria (or leave the fields blank to perform an open-ended search) and then click Search. 

 

Results will be displayed to the right of the search fields. Hovering the mouse over the rows will display basic 
information about the authorized service(s).  

 

 

 

 

 

 

Click on the desired row to view detailed information.  

Auth Detail Tab 
The Auth Detail tab displays additional details on the authorization, such as the type of service authorized, the 
location the service in which the service was performed, and the explanation code.  
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Auth Info Tab 
The Auth Info Tab displays the authorization number and type, as well as the requesting provider information.  

 

Shared Access  
Plan Central users can chose to share data regarding claims, authorizations, and deductibles with family 
members. Because we are committed to protecting our members’ privacy, contract holders must grant access 
to their spouse and dependents. Although you will be able to access Plan Central health information for 
dependents under the age of 18, your spouse and dependents over the age of 18 must grant your access to 
his or her information. Likewise, you can choose to grant your spouse and/or dependents access to your 
information, or keep it private.  

Share Your Plan Central Access 
To share your Plan Central access, click the My Settings menu and choose Manage My Access.  

 

From the Share my Access tab, select the type of information which is (claims, authorizations, deductibles) you 
would like to share with your spouse and/or dependents. In the example below, the contract holder has chosen 
to share his claims, authorization, and deductible information with his spouse, as indicated by the checkboxes 
and the spouse’s name in the drop-down field. The contract holder can also choose to share dependent 
information with the spouse, provided the dependent is under 18. 

 

Click Update when finished; a confirmation message will be displayed. The spouse will be able to access the 
contract holder’s selected information the next time she logs in to Plan Central.  
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Shared Access Cont’d. 
Contract holders may view Plan Central data for their spouse and/or dependents over the age of 18, but only 
after the spouse and/or dependents grant access to the contract holder. Therefore, the spouse and/or 
dependent are required to register for a Plan Central member account and then proceed to the Share My 
Access screen. Once there, the spouse and/or dependent should refer to the instructions on p. 25 

After access has been granted, the contract holder can log back in to Plan Central to view the selected 
spouse/dependent information. 

Viewing Information for Dependents under Age 18 
To view claims for your dependent under the age of 18:  

1. From the My Settings menu, select Manage My Access.  

2. The My Access tab will appear and list the current spouse/dependents on your plan. Select the items 
you wish to view.  

 

3. Click the Update button. You will receive a message “Update Successful” on the bottom left of the 
screen notifying you the update has been made.  

4. Log out of Plan Central and then log back in using your own login ID and password to view dependent 
information.  

5. You will now be able to view the claims for your dependent.  
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Find a Doctor or Hospital  
The Find a Doctor or Hospital tool allows you to search for doctors, hospitals and other medical facilities.  

From the Plan Central Home page, click Find a Doctor or Hospital. The search will be launched in a separate 
window.  

 

Select the correct link to search for providers in your network. 
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Provider Directory Search 
Select and/or enter criteria for your search and then click Continue. 
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Network Selection 
Select or enter the required network information and then click Search.  

 

The search results will be displayed.  
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Contacting Apex 
Click the Contact Us link, which is always available at the bottom of the page.  

 

The Customer Service phone number will be displayed.  
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Logging Out 
To exit Plan Central, click the Log Out link. The session will be terminated and the Welcome page will be 
displayed.  

 

 


