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Overview

Wouldn’t it be great if you could 
generate a quick summary of a 
few select plans and their features 
for your small business prospects 
on the fly?
Now you can! The EmployeeElect 
Plan Comparison Tool allows you 
to compare up to 3 EmployeeElect 
plans side-by-side.

And…you can download it to your 
computer or laptop.
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Overview: Key Components & Functions

Features Quick Start 
Instructions

Plan Option 
Drop-Down 
Menus

Close Option Boxes
(collapses the line item 
for 'More Features' 
customization)

Benefit 
Display Area

Personalization 
Fields
(in this area, 
enter your 
name/agency 
name and the 
Group's name 
you are 
presenting to)

Navigation      
Buttons
or Tabs
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Download & Save

Save directly to your computer

Right-click on link

Select Save Target As

Save the Comparison Tool to
your desktop or desired folder

TechTip: If you do not rename the Comparison 
Tool when you save it to your computer, 
downloads of future versions to the same location 
will simply replace the outdated file.
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Download & Save: The Details

• Saving the Comparison Tool directly to your computer 
(as illustrated in the previous slide) ensures that you are 
pulling accurate content from the master data source.

• If you choose to launch and use the tool from the Agent 
website, be aware that when you are prompted to save, 
any plan selections and formatting options you choose will 
be retained for your next session.

The tool does not reset to the defaults upon closing

• If you have specific plans that you find yourself presenting 
repeatedly, make your plan selections and select Save As 
from the FILE menu.

Name your selections with descriptions that will be easy
for you to find quickly at a later time
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Security Levels & Macros

Upon launching (opening) the 
Comparison Tool, you may get 
a pop-up window warning you 
about unsafe Macros...
The Macros in this workbook 
are safe to enable.

>>> Select Enable Macros

Important: Macros must be enabled to fully utilize the tool’s built-in navigation.
The Macros in the Comparison Tool are embedded in the Excel workbook and intended 
only to simplify navigation throughout the tool.
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Security Levels & Macros: The Details

• Click OK and close the 
Comparison Tool (not Excel)

• Go to the Tools menu and select 
Macros > Security…

• Change the security level from 
High to Medium

• Reopen the Comparison Tool

You may also receive a warning message that your Security Level is too high, 
and you will have to manually change your Security Level
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Core Features vs. More Features
Core Features
• Are the top-level features as presented in the benefit matrix of the 

printed Summary(ies) of Features

• Can be formatted to print ALL features or In-Network Only features

More Features include:
• Both Core and Additional features, as presented in the same 

printed brochures

• Can be formatted to print ALL features or In-Network Only 
features

• Can also be formatted to close (hide) specific features you do 
not wish to present to your small business owner(s)



Small Group EmployeeElect Plan Comparison Tool

Compare Plan Options

Select from 1-3 plans
• Click on the Drop-Down 

menus to select your plan 
option(s) 

• If you only want to display 
2 plans for comparison, 
simply leave the 3rd plan 
option as it is

Compare up to 3 EmployeeElect 
plans and their features side-by-side



Small Group EmployeeElect Plan Comparison Tool

Format All Rows vs. In-Network Only

Both the Core Features and More Features 
tabs give you the option to format a comparison 
for ALL features presented within the tab or for 
IN-NETWORK ONLY features, which collapses all 
rows with out-of-network features

HINT: These formatting buttons are programmed to auto-adjust 
the row height to ensure that all of the content within a cell is 
viewable before you print your comparison summary. 

Be sure to select your plan(s) for comparison prior to selecting a 
formatting option or you may have unsatisfactory print results.
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Additional Formats: More Features Tab

The More Features tab offers more 
flexibility to your formatting options. 

In addition to being able to hide all 
out-of-network features by clicking 
on the IN-NETWORK ONLY button, 
you can close (hide) any row with 
an     button.

HINT: Once you have closed a feature row, the 
“undo” function does not work. 

To re-expand the row, you have to click on either 
the FORMAT ALL ROWS or IN-NETWORK 
ONLY buttons to auto-adjust the row height.
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Print & Preview Options

4 easy ways to print:
1. Simply select the Print navigation button

2. Click on the Printer button on your toolbar

3. Press Crtl+P on your keyboard to open the print dialog box 

4. Select Print from the FILE menu

2 simple ways to preview:

1. Click on the Print Preview button on your toolbar

2. Select the Print Preview from the FILE menu
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Footnotes, Exclusions & Limitations

• Footnote references are denoted by brackets [ ] following 
the text they define

• The Footnotes, Exclusions and Limitations print as the 
first two pages of your comparison summaries to comply 
with Blue Cross Association legal regulations

• The Footnotes, Exclusions and Limitations are hidden 
from your view within the Comparison Tool to allow you to 
focus on the plans you want to compare and to simplify 
your user experience
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Updates & Revision Cycles
The EmployeeElect Plan Comparison Tool source data will be updated 
in conjunction with any revisions made to the printed versions of the 
You Choose brochure or any of the Summary of Features brochures.

• Generally, our printed sales materials are reviewed and/or revised 
on a 6-month print cycle.

• Occasionally, there is a need to update materials during an off-cycle 
due to regulatory changes, rate or benefit changes, etc.

• Check the Agent Web site periodically for alerts to upgrade your 
Comparison Tool.

Reminder: If you do not rename the Comparison Tool when 
you save it to your computer, downloads of future versions to 
the same location will simply replace the outdated file.
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Help & Support

• The Comparison Tool has a Troubleshooting Guide section listing 
the most common issues identified during testing. Click on

• Microsoft Excel has a Help Menu

• Agent Support is available to assist you: (800) 678-4466

• If you still have questions, contact your Regional Sales Manager


	Small Group �EmployeeElect�Plan Comparison Tool
	Getting Started contents
	Overview
	Overview: Key Components & Functions
	Download & Save
	Download & Save: The Details
	Security Levels & Macros
	Security Levels & Macros: The Details
	Core Features vs. More Features
	Compare Plan Options
	Format All Rows vs. In-Network Only
	Additional Formats: More Features Tab
	Print & Preview Options
	Footnotes, Exclusions & Limitations
	Updates & Revision Cycles
	Help & Support

