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Agenda
1. Gear Up for OE

2. Benefit Guide Building Blocks

3. Helpful Tips for Working In Lytho (formerly inMotion) 

4. BenePortal Best Practices

5. Expectation Setting + Turnaround Times

6. More Food for Thought



WE ARE



Gear Up for OE!
IT’S TIME TO 



Hear ye, hear ye, it’s time for OE!
 WOOHOO!!! (insert sarcasm)

 Identify forthcoming changes while 
decisions are pending 

 Nail down timelines and deliverables before 
submitting requests

 Let’s have a conversation A.S.A.P. –
we’re in this together!

 New groups or major changes coming –
let’s set up a call

 Existing groups with minimal changes –
submit requests A.S.A.P.
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Things we can easily get ahead of

 Review last year’s materials with your clients and ask:
 Do we want to do that same as last year or do we need to change it up?

 Who will need to review/approve? Get all eyes on it as early as possible

 Submit preliminary edits to existing materials – plan year, plan designs, 
carrier/vendor names, contribution rates, minor text edits

 Reviewing BenePortal website content
 Be sure to thoroughly read through website content on EACH TAB

 Click on all document links to ensure they are current

 Begin compiling all documentation in folders, organized by tab, to send via .ZIP 
or Egnyte when ready
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Things that we need to allow time for

 New communications and redesigns

 Groups with multiple versions/employee classes

 Printing

 Translation

 Adding additional lines of coverages or services to communications 
(i.e. new sections in the guides, affecting layout and page order)

 Substantial edits or seemingly small edits that defy the laws of space
(i.e. adding text to a page that is already full)
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Building Blocks
BENEFITS GUIDE



The Anatomy of Any Communication

 Discovery + Analysis

 Content development

 Content flow

 Design 
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Discovery + Analysis

Be deliberate with messaging and focus on:

 WHO needs to know about this topic?

 WHAT do they need to know?

 WHEN does this go into effect?

 WHY should employees care about this? 

 WHERE can they go for more information? 
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Content Development

 Create an outline of the topics to include in your communication

 Review the flow of the topics with the client before drafting text

 Use the content library to compile general information by topic

 Less is More! Try not to over-complicate by over-explaining and avoid 
using insurance jargon. THINK: QUALITY OVER QUANTITY

 Employees want to know “WHAT’S IN IT FOR ME?” (WIIFM)

 Use bullets and tables when you can, they’re easier to scan on a page

 Place multiple plan options side-by-side whenever possible for easy 
comparison for readers
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Content is KING

 Identify important information about OE

 When does it start/end? 

 Is it an active/passive enrollment?

 Is there anything new or changing for employees?

 How do employees enroll and/or get more information?

 Are we aware of any client/employee pain points we can address?

 Under-utilized programs or services?

 Other data from utilization reports (claims, ER usage, Rx)

 Common questions from employees via Benefits MAC reporting, employee 
feedback to HR, surveys, committees, etc.
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Using the Content Library

 Easy to use and edit Word document

 Access via the wiki under “Tools & Resources”. 

 Always access the Content Library from the wiki –
please do not save it to your files to access later.  

 Feel free to customize the standardized content for 
your clients as needed. 

 Variable information such as plan year references, 
carrier/vendor names is [highlighted and bracketed].

 Do not share this document outside of CSB

13



Using the Content Library
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Excel Plan Grid Templates 
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 Medical/Rx

 Dental

 Vision

 Carrier Contacts

 Multi-Group Matrix



Managing Multiple Versions

 What is the same for all versions?

 What varies from one version to the next?

 Create an outline or matrix

 Finalize a 1st version before others

 Save time for all
 Less time proofing for Account Team and clients

 Less time editing for Communications Team

 More efficient for vendors (i.e. Translations)
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The Anatomy of OE Highlights

 OE start and end dates

 Is it an Active or Passive OE 
and what does this mean?

 What’s new or important 
for employees to know?

 What do we want 
employees to do next?
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The Anatomy of a Benefits Guide

 Cover 

 TOC and/or welcome letter

 Basic eligibility language (from client) 

 When to enroll and how 

 Overview of all benefits/services 

 Employee contributions 

 Resources, Contacts, Legal Notices
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GOAL: Make the Complex Simple
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Streamlining the Review Process 

 All proofs MUST be edited via Lytho

 Account Team is responsible for providing content and peer review

 Version control best practices:
 Avoid “piece meal” editing 

 Hold edits until client decisions are made and content is final (or close to)

 Share with all stakeholders (CSB Team & Client) before sending edits back to us

 View communication as a whole

 Considering the flow of content

 Leave design/layout to us and focus on content development
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Working in Lytho
HELPFUL TIPS FOR
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Navigating through inMotion
You will see My Requests 
when you first log in.

Global Search

Create & Monitor Requests

Complete Reviews

See Shared Reports

Notifications

Personal Settings



Creating a 
Request
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1. Navigate to the Requests tab

2. Select Add Request

3. Name your request
(Client Name + Description)

4. Select the best form for 
your request needs

5. Fill out the form in detail —
inputs are saved automatically! 

6. Submit the request

https://guide-ignite.inmotionnow.com/help/requests
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Request Forms
Here is where you will select the 
type of communication you 
need using our custom request 
forms. Each form includes 
important information at the top 
of the screen, such as 
turnaround times. 

NOTE: Due dates are restricted 
by standard turnaround times.



When in doubt…
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Access the Quick Reference Sheet 
via the Communications Wiki > 
Resources > inMotion User Guides

 Each form listed in numerical order

 Descriptions of each form 
and when it should be used

 Minimum turnaround times for 
1st draft, based on request type



When Submitting New Requests

 Name all requests as follows: Client Name + Short Description 
(“CSB OE Guide”)

 Include all content needed to get started

 Be as accurate as possible with timing

 Remember: Project Due Dates/Draft Deadlines are not the same

 Provide as much direction as possible
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LET’S PLAY A GAME
WHAT’S NOT RIGHT HERE?
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Expectation Setting
+ TURNAROUND TIMES



You Can Pick 2…

• Quality Work + Cheap Cost =
Need more time

• Quality Work + Short Timeframe =
Need more money (cost goes up)

 Short Timeframe + Cheap Cost =
Quality suffers
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Standard Services + Minimum Timing
 New Benefits Guide: 10 business days

 Existing Guide edits: 3-5 business days

 BenePortal: 30 days build/1-2 bus. days 
edits

 Benefit Statements: 30 days 

 Flyers, Posters, etc.: 3-5 business days

 Edits to existing project: 24 hours

 Translations: 7-10 business days

 Printing: 3-5 business days

 Mailings: Add 1-3 days to print timing
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BenePortal
UPDATES + TIPS



BenePortal Updates + Tips

 Make content valuable and engaging

 Extend the shelf life of your 
content - don’t include plan years 
on pages if you don’t have to!

 Request “Open Enrollment” tab 
to review when it is not live:
 Download Benefits guides/materials

 View OE presentations

 Enrollment website (if applicable)

 ALERT US WHEN TO POST/TAKE DOWN!
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Please do not 

attach multiple 

documents for 

BenePortal sites 

to your Lytho

request

37



Pro Tip! Use Egnyte

38

You can also 

attach a .ZIP file to 

your Lytho request, 

with files organized 

by topic.



Naming Your Documents for BenePortal

 Label all files exactly how
you want them to appear 
on BenePortal. 

 Keep file names short and 
easy to understand

 Try to be consistent in your 
naming conventions
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Food for Thought
A BIT MORE



Know Our Standard Offerings

 Benefits Guides (OE Highlight, New Hire Benefits Guides)

 Forms & Affidavits

 CSB Value Added Services

 Topic-Specific Communications

 BenePortal Websites with Multi-Portal option

 Multi-channel campaign direction

 Wellness Communications (monthly/quarter standard templates)

 Total Rewards Statements
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Understand What is “Out-of-Scope”

 Custom design/branding – we offer a variety of standard templates we 
can customize with colors and imagery to suit any client

 Electronic or fillable forms

 Multiple BenePortal Websites with custom URLs for various EE classes 

 Copywriting – we have various resources to gather content, but do not 
have a writer on staff

 Custom wellness newsletters – we have a plethora of resources for 
content such as HealthyLearn and Zywave which we use to populate 
standard newsletter templates

 RUSH turnaround times – let’s all do our best to be PROACTIVE.
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Get Us Involved A.S.A.P. if…

 What the client is asking for is not standard or if you’re not quite sure 
 IT’S OK TO SAY “we’ll get back to you”! 

 We promise to offer a creative solution that works for all parties

 There are any complexities we should be aware of 

 CSB is in jeopardy with the client for any reason 
(especially prior to making promises we can’t keep)

 You foresee any challenges, such as time constraints or multiple 
stakeholders involved in the review process, potential logistical 
nightmares, anything that might keep you up at night
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Final Tips for Success
 Bookmark and use the Wikis on BenePedia

and available resources

 Don’t forget to bookmark Lytho IN CHROME
and keep it open while you work

 Save final communications in ImageRight
(don’t forget to save client logos too!)

 Send final guides to the Benefits MAC team 

 Reach out for assistance – ANY TIME!
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LEVERAGE WHAT

We Already Have
(LET’S NOT RECREATING THE WHEEL)
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Getting Out of the Newsletter Business…
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Getting Out of the Newsletter Business…
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HELP US COME UP WITH THE NEXT BEST

Creative Solution
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Getting Out of the Newsletter Business…

 New QUARTERLY NEWSLETTER

 Published online via flipbook link

 Coming to your inbox 10/15/22
 1/15/23

 4/15/23

 7/15/23

 And so on…

 Customizable email template 
to send to your contacts
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https://issuu.com/csbcommunications/docs/whole_body_wellness_2723de3648aec3?fr=sZjIwOTMyNzYzOTM


Thank you!
creativesolutions@connerstrong.com
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