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Reference Center 
Upgrades and Best 
Practices
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What’s happening?

Big Upgrades for Reference Center Management make for a Better Employee Experience

We’re excited to introduce powerful new features that make the Reference Center more dynamic and 
precise than ever before. These features are available in production now!

The Reference Center is a key component of our member experience–it houses important documentation 
for members, dependents, and other admins. Building off feedback from you, our clients, we’ve 
upgraded the Reference Center document tagging capability to drive a more seamless enrollment 
experience for members. 

This upgrade will help members get the correct documentation at the right time. 
Additionally, we’re using AI and machine learning to turn plan documents from the Reference Center into 
structured coverage details like deductibles, limits, and costs through our AI extraction tool for key areas of 
the system like decision support, plan details, and more. 
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New Reference Center File Configurations

How we’ll put these new features to use

• Visibility and Tags are now consolidated into one tab.1

• The Division(s) field allows you to select a Division for a document. When a 
Division is  selected, you can then tag the document to a subgroup and a 
plan associated with that subgroup. When a document is tagged at a 
subgroup and plan level, the document will display under useful documents 
(at the subgroup level) and the specific plan election card in the enrollment 
flow.2

• Tip: Tagging documents at a plan level is optional but highly 
recommended (and new with this rollout!)

• New Effective Date and Term Date fields have been added. Entering an 
Effective Date ensures the document appears on the right BAR. A Term Date 
allows admins to specify when a document should no longer be active in the 
enrollment flow.3

• A new checkbox (Use this document for AI processing in Decision 
Support) has been added to control whether the document will be available 
for AI Processing in the plan details under Company > Decision Support 
Tools.4 This is the first step in this process. When selected, this checkbox 
signifies that our AI can extract information from the document. 

• Custom Visibility Dates control access to documents outside of enrollment 
in the Reference Center. These dates determine when selected audiences 
can view the document.5
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AI Processing to Build Standardized Coverage Details

We’re using AI and machine learning to turn plan documents from the Reference Center into structured coverage details like 
deductibles, limits, and costs.

In doing so, we’ll expand coverage info beyond standard health plans, enabling tools like Sofia and plan comparison features 
to support employee self-service.

How client teams will use AI processing

• Once a document is tagged, dates are selected, and the Use this document for AI processing in Decision Support 
checkbox is selected in the Reference Center, it becomes available for AI processing. This will enable your client team to 
leverage our AI to turn documents into plan detail, decision support, and plan comparison information.

• Client teams can review the AI-Generated Text and adopt the generated text or edit it as needed. The plan details text that 
the client team reviews and saves will display in the plan detail in the enrollment flow. 

• Plan specific documentation works the best for AI processing. When the system has to pull out of a benefit guide it will not 
do as well as when it has specific plan documentation.

• Currently, we can use this tool for Medical, Dental, Vision, HSA Flex and Flex 2.

Make our AI work for you
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Visual of AI Extraction For reference only. Example of the client team’s 
process. Benefitsolver team will undertake this 

process.
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Updating the Plan Card

Pulling information in where it matters

Your client teams can add plan details and 
documents on the plan card. Seen in this screenshot, 
when documents are tagged at the plan level, they 
will offer up those documents on the plan card.

Additionally, once a document has been “extracted,” 
those plan details can be displayed directly on the 
card. To enable them to pull forward, your client 
team will simply check Plan Card Display within the 
Plan Detail/Decision Support setup. 

While this is not required, it is highly recommended 
to bring forward the best possible experience for 
members. 

Work with your client team to decide which 
details you want to bring forward.
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Moving 
Documents in 
the Reference 
Center
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Moving Documents in the Reference Center (1/2)

1. Select the document you want to move

2. Hover over the document and ‘grab’ it. Look for your mouse to 
change to the ‘cross hairs’ seen in the screenshot above.
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Moving Documents in the Reference Center (2/2)

3. Drag the document over to the folders on the left side 
of your screen. Drop the document in the folder of 
your choice by hovering your ‘cross hairs’ over the top 
of it and releasing.

4. You’ll see this pop up after you put a document in a new folder. 
If you moved your document into the correct folder, select yes.

5. Click into the folder you moved your document into to check that it is 
where you want it. In this example, we moved our document from 
Kaiser to Archive.
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What do I do now?

Action items + resources

To get the most out of the new enrollment upgrades, it’s 
critical to take advantage of these new behind-the-scenes 
features. 

When preparing for your upcoming AE:

• Review documentation in the Reference Center and add 
visibility dates. If it is a plan document, enable it to be 
leveraged for AI extraction. 

• Tag documents as applicable for the subgroup AND 
the plan.

• Ask your client team to use the new AI processing tool to 
extract key plan details from plan specific documentation. 
Enable key plan details for the plan cards.

Want more guidance on how to take 
advantage of these new features? 
Watch our recent Reference Center 
Best Practices training on demand.

https://events.businessolver.com/hub/events/12340bac-f92c-42e9-a4c8-436fd2c2301f/sessions/3f8ade76-0510-433a-aff4-714ba36eea80?_gl=1*1f44roq*_gcl_au*NDI4MTYxNzI4LjE3NTM5OTcwOTguMTQxNzQ1NzE0Ni4xNzU3NjA0MDY2LjE3NTc2MDQwNjY.*_ga*MTU5NTg3MDM5MS4xNzUzOTk3MDk4*_ga_RJ2HKDJCN0*czE3NTc2MDMwODgkbzI0JGcxJHQxNzU3NjIxNDc2JGo2MCRsMCRoNzM4Nzc1MjQx
https://events.businessolver.com/hub/events/12340bac-f92c-42e9-a4c8-436fd2c2301f/sessions/3f8ade76-0510-433a-aff4-714ba36eea80?_gl=1*1f44roq*_gcl_au*NDI4MTYxNzI4LjE3NTM5OTcwOTguMTQxNzQ1NzE0Ni4xNzU3NjA0MDY2LjE3NTc2MDQwNjY.*_ga*MTU5NTg3MDM5MS4xNzUzOTk3MDk4*_ga_RJ2HKDJCN0*czE3NTc2MDMwODgkbzI0JGcxJHQxNzU3NjIxNDc2JGo2MCRsMCRoNzM4Nzc1MjQx
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