How to find your Primary Care Physician (PCP) in ESS Open Enrollment
Enter the Open Enrollment application through ESS.  
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Click all the “SELF” check boxes (no matter what, because the waiver resides here) and those for the dependents you would like to be covered for Medical, Dental and Vision insurance accordingly.  

Click Next.
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Once you come to the Health plan options (as shown above), the Mutual of Omaha HMO Plan and POS Plan requires that a Primary Care Physician (PCP) to be designated.  If one is not designated by the employee, Mutual of Omaha will choose one for the employee.  The next screen will ask the employee to designate a PCP.

Click on the FAMILY MUTUAL HMO HEALTH INS option and click Next.
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The flashlight (or Visual Assist Icon [image: image4.bmp]) appears in the PCP Number field in the grid, indicating that a searchable list of codes to entered into this field is available.  The PCP Number is a 3-DIGIT NUMBER internally assigned by NIS.  Click the Visual Assist Icon.
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This grid provides a list of PCPs in the Mutual of Omaha Provider Network.

The down arrow next to Records 1-10 indicates that there are more options available.  It does not indicate how many of these options are in this grid.  Employees could click this arrow multiple times to see the complete list of options in the grid (this could take a long time).

The Query By Example (QBE) line of fields above the column titles allows employees to search for a specific entry in that column.

Type LINCOLN* (in ALL CAPS, and followed by an asterisk) in the QBE line to narrow the list to Mutual of Omaha PCPs in Lincoln only.  You could also search by the physician’s name by entering “Smith*” (in Title Case, and followed by an asterisk).
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Click Find.
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The down arrow next to Records 1-10 again does not indicate how many total options are in this grid.

Click on the down arrow to see 10 more options in the grid.
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Click the radio button next to 328, Michael Germer, MD to chose him as the employee’s PCP.
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Click Select.
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PCPs can be entered into this grid either by clicking on the Visual Assist Icon to see the available options OR by entering the PCP Number in the field if it is already known.

Type 328 into the PCP Number field.
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Click Next to continue with your Dental, Vision, Life Insurance and Flexible Spending Elections.
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