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Introduction 
 

Welcome to LifeSecure’s Worksite Program! This guide provides 
guidelines and information on generally accepted practices of paying and 
reconciling a monthly List Bill for your worksite group. 

 

 

 

 

List Bill 
Around the 16th of each month, LifeSecure will send your List Bill Contact/Administrator an email when 
your list bill is available and ready for viewing in the Administrative portal. 

 The List Bill provides the following information: 
• a detailed list of enrollees 
• the bill date 
• employee name 
• spouse name (if applicable) 
• employee ID  
• last four digits of the employee’s social security number (optional) 
• employee payroll deduction amounts, payroll frequency and/or the employer monthly contribution 

amount (if applicable) 
• number to call if you have any questions  
•  premium payment submission address 

 
LifeSecure has made enhancements to reconcile and make payments online in the worksite 
administrators portal.  

• Making changes or identifying interruptions can be made online to employee deductions. 
• You must reconcile billing online. 
• In making payments, you now have the opportunity to pay online via credit card  

(Visa or MasterCard) or EFT. 
• When submitting, remember, you have the option to electronically pay online or continue to mail 

your payment to LifeSecure.   

 
Reasons for changes to employee deductions may include voluntary or involuntary termination, unpaid 
time off, insufficient funds to payroll deductions, terminations due to death, etc. 
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Benefit Administrators Portal 
 
The LifeSecure Benefit Administrators Portal is your online tool to view, reconcile and pay your monthly 

list bill, assist with monitoring your group’s business and accessing resources. Your administrator can set 

up an on-line account to gain access to your portal. You will need the following information in order to set 

up your online account: 
• Group Number 
• Last 4 digits of the primary contact’s phone number 
• Group’s 5 digit zip code 

 After the account has been set up, you will have immediate access to your portal.  

 

Creating your online Account 

1. Go to the LifeSecure website: www.YourLifeSecure.com 
2. In the Secure Login drop down, in the upper right corner, select "Benefit Administrators" from the 

drop down: 
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3. Select “First-time user?” Click here to set-up your profile. 
 
 

 

 
4. To create your online account, please enter your group number, last four digits of the primary contact 

phone number, and your company’s five digit zip code. 
 
 
 
 

 

 
 
5. Next, create a user name, password, challenge question and answer. Then you will enter in that user 

name and password to log into the Benefit Administrators Portal. 
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6. For returning users, enter your User Name and Password  
 
 

 

 
7.	Your Workspace information will be displayed 	
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The menu on the top of the screen will allow you access to the following 
tools: 
 
Your Workspace – This is your status screen upon access (shown on previous page) 
Your Profile – Provides your company’s contact information and the ability to edit the profile.  The primary 
administrator has the authority to grant up to five additional administrators access to the portal. 

Your Account – This is the security information for the administer. It provides the ability to reset the 
username, password and security questions.  

Your Members – Identifies all individuals who have submitted an application to LifeSecure. This 
information includes the policy #, name, application or policy status, and a brief billing summary.  

Billing & Receivables – See section Online Billing & Receivables of this guide for a detailed description of 
the information that is available on-line, at your fingertips. 

§ Payment Methods Available:  credit card, electronic funds transfer (EFT) or check. 

PDF Library – A PDF library containing important information on all of LifeSecure’ s products 

Should you have questions or difficulty accessing your Portal, please contact LifeSecure at 
listbills@yourlifesecure.com or 810-220-4697.  
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Billing 
List Bills are generated around the 16th of each month (or next business day) for the following month.  An 
Email notification is sent to the Primary Benefit Administrator (as well as any additional authorized 
administrators) that the next month’s billing is available in the portal.  Payment for the billed month is 
expected to be received within 15 days of the last day of the billed month. 

Example: On January 16th, the List Bill for February’s payroll deductions will be generated and sent to the 
group. Payment would be expected to be received by March 14th.  
 

List Bill Enrollees 
Employees and Spouses – Long Term Care only 
Employees and their spouses will be shown separately on the List Bill. Premiums for an employee and 
spouse may also be shown separately or as a combined amount to show the total amount of the employee’s 
payroll deduction.  

An employee does not need to be approved for coverage in order for the spouse to have premiums paid 
through the employee’s payroll. If the spouse is receiving simplified underwriting the employee does need 
to apply. 

 

 
Employees and Spouses – 
Accident, Critical Illness & Hospital Recovery 
Employees that have a spouse and/or child rider will be shown as  

one line item on the list bill  
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Changes to the List Bill 

Addition/Removal of Policyholders from List Bill 
LifeSecure provides an option to reconcile your list bill online. Changes can be made	conveniently within 
your portal.  

Additions: 

If a policy is issued after the 15th of the month, the employee will be added to the following month’s List 
Bill. Payroll deductions should NOT begin for a policy UNTIL it is listed on the monthly List Bill.  

Please see the Effective Date Section for details. 

Removals: 

LifeSecure must be informed of individuals being removed from the List Bill when the monthly premium 
payment is submitted to LifeSecure during the online reconciliation. Once LifeSecure is informed of the 
removal, the policyholder will appear on the next billing with -0- due. The policyholder will be removed from 
the following List Bill statement and placed on Direct Billing. The policyholder will then have the option to 
change the payment mode and method. The employer may also email or call LifeSecure at 
listbills@yourlifesecure.com or 810-220-4697 to notify us of the removal.  

Requests may also be submitted to LifeSecure by your agent. If your agent will be processing the request 
on behalf of the employer, a signed request from the employer must be faxed to LifeSecure at 877-226-
7319. 
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Guaranteed Future Purchase Offers – applies to first & second 
generation Long Term Care policies only, issued prior to 2/01/2018 
Under the Guaranteed Future Purchase Offers (available only to policyholders who elected the Lifetime 
Benefit Option without the inflation rider), the policyholder will be offered the opportunity to increase their 
Benefit Bank every three years for their Long Term Care policy, without Underwriting. 

The employer should anticipate a possible increase in premium amount upon policy anniversary for those 
policies that include the guaranteed future purchase benefit.  

If a guaranteed future purchase offer is accepted by the policyholder and the employer has elected a: 
• Fixed payment contribution per policyholder, the additional premium due to the benefit acceptance 

is the responsibility of the policyholder and will be payroll deducted. 
• Core benefit package contribution based on defined benefit package paid by the employer, the 

additional premium due to the benefit acceptance is the responsibility of the policyholder and will be 
payroll deducted. 

• Percentage of premium contribution, the additional premium due to the benefit acceptance is the 
responsibility of both the employer and the policyholder. The additional premium required from the 
policyholder will be payroll deducted. 

 

 

 

 

 

 

 

 

Employer and Employee Contact Information 
Any change to the employer’s contact information (including administrator name and phone number) as 
indicated on the cover letter must be communicated to listbills@yourlifesecure.com or 810-220-4697. 

Any change to an employee’s contact information (including name and phone number) can be changed by the 
Policyholder in either the Policyholder Portal or by contacting Policyholder Support at 888-575-8246. 
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Effective Dates 
 

Common Effective Date 
Employer groups may establish a common effective date of not more than two months after the end of the 
enrollment period, or, as established during the employer group setup. For instance, if an enrollment period 
is from Jan. 1 through March 31, an effective date may be designated as early as May 1 or as late as June 
1 (but no later). This common effective date will apply to those who are eligible for List Bill inclusion for all 
LifeSecure products. Exception requests to the common effective date rules must be submitted through a 
Multi-life Sales Specialist for home office approval. The rating age will always be based on the date the 
application was signed. 

It is important to note that our Standard Effective Date Rule applies even for groups that select a Common 
Effective Date. 

For example, a group requests a 3/1 Common Effective Date, but applications are approved as the following 
examples indicate: 

Approval Date is 2/15. Effective Date is 3/1. 
Approval Date is 2/18. Effective Date is 4/1. 

  

Rolling Effective Date 
Groups that do not elect, or are not eligible for, a Common Effective Date will use the Rolling Effective Date 
Rule which follows our Standard Effective Date Rule. For example, a group selects Rolling Effective Date, 
so as applications are approved the following examples indicate: 

Approval Date is 2/15. Effective Date is 3/1. 
Approval Date is 2/18. Effective Date is 4/1. 
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Payments 
 

Now Available: More payment options with Credit Card, Electronic Fund Transfer (EFT) and by Check.  
Payments should be made to LifeSecure Insurance Company and remitted to the following address: 

 
LifeSecure Insurance Company 
16234 Collections Center Drive 

Chicago, IL 60693 
 

 

When submitting payment, either through credit card or Electronic Fund Transfer (EFT), the total premium 
due will automatically reflect any changes made during the reconciliation of the List Bill. If paying by check 
and the payment does not match the total premium due, the reasons for this variance must be included 
with the premium payment submission.   

 

One check should be written to encompass all policyholders on the List Bill, and should match the exact 
balance due on the invoice. If the check does not match the total premium due, reasons for this variance 
must be included with the premium payment submission. When submitting a payment option, a printable 
remittance statement should accompany your issued check: 

 

 

 

For security purposes, your online credit card and online EFT transactions will not be saved month to month. 

Please note: Due to policy changes, the total premium due on the List Bill is subject to change from month 
to month. Therefore, it is required to thoroughly reconcile the List Bill on a monthly basis. 
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Refunds & Overpayments 
If premiums are 100% employee-paid, any refunds of unearned premium will be paid directly to the 
policyholder.  

If any portion of premium is paid by the employer, all unearned premium will be returned to the employer. 
It is the employer’s responsibility to disperse the refund accordingly between the employee and employer. 

Overpayments for policyholders on the List Bill will be applied to the next premium payment.  Therefore, 
employers are urged to always send in premium payments per the payroll deduction amount for each 
employee as stated on the List Bill. 

 
 

Payroll Deductions  
Payroll deductions are the responsibility of the employer and their employees. The group is responsible to 
start and stop the employee's deductions. Therefore, it's important to review and reconcile your List Bill 
each month. 
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Unpaid List Bills 
 

List Bills are generated on the 16th day of each month (or next business day) for the following month.  

Payment for the billed month is expected to be received within 15 days of the last day of the billed month.  

Example: 

On January 16th, the List Bill for February’s payroll deductions will be generated and sent to the group. 
Payment would be expected to be received March 14th.  

If no payment has been received from the Group for premium owed on the List Bill, the following process 
will be followed: 

LifeSecure Guidelines for Delayed Payment 
• 45 Days Past Month End: Courtesy call (or email) will be made to the benefit administrator to advise 

that payment has not been received. 
• 60 Days Past Due: If no payment has been received, all policyholders on the List Bill will be changed 

to Direct Bill. Letters will be sent to the policyholders accordingly stating that all premium payments 
are now the employee’s responsibility. The Lapse period begins from the point the method changes 
from List Bill to Direct Bill. The initial Premium Due stated on the first Direct Bill sent to the 
policyholder will include the funds required that were not sent to LifeSecure from the employer, in 
addition to any funds to make the policy current. If the initial Direct Bill is paid in full by the employee, 
subsequent monthly Direct Bill premium amounts will only reflect the monthly amount due.  
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On-Line Billing & Receivables 
 

Billing & Receivables – Provides access to billing information for your group and its members.   
Select the “Billing & Receivables” tab. 
 

 
 
 
 

Billing & Receivables Summary – On the Billing & Receivables Summary screen, you will see a listing of 
each billing month.  The most recent list bill will appear first. Your Open Billing Cycles will display. Select 
the Billing Cycle you wish to view/pay by clicking on the Billing Cycle link or by clicking on the "Paper & 
Pencil" icon. 
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Reconcile Online - Your bill will display. You have the option to export into Excel or convert to a PDF. 
When you are ready to reconcile and submit payment, please click on “Process Payment”  
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If there are no adjustments and you want to pay as billed, please make sure the “Pay As Billed” radio 
button is set to “Yes” then click the “Pay Now” button. 
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If you have adjustments, please make sure the “Pay As Billed” field is set to “No” and click in the Payment 
Amount box to open and edit the employee's payment amount then select an Adjustment Reason. 
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For multiple employee changes, adjust the Payment Amount and select the Adjustment Reason and click 
"Save All" which will save all the changes on the page.  Then select “Pay Now” 
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Payments Options - Credit Card, Electronic Fund Transfer (EFT) or Check 
 

 
 
 
 
 
 
 
Credit Card Payment Option 
 
Please select the card type (Visa & MasterCard only), enter the credit card number and the expiration 
date.  Then click "Submit". 
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Electronic Fund Transfer (EFT) Payment Option 
 
Please select Checking or Savings, enter the account number and routing number.  Then click "Submit". 
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Check Payment Option 
 
Enter the Check Date and Check Number. The Check Notes Section should be used if more than one 
check will be submitted for the monthly billing.  Then click "Submit". 
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Submitting the payment  
 
After the payment information is entered and submitted, the system will ask "Are you sure", before the 
payment is processed.  Click "OK, if the payment information is correct; Click "No" if you need to go back 
and edit the payment. 
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List Bill Remittance Form - Required to be included with check. 
 
After the check payment information is confirmed, the following List Bill Remittance Form will generate.  
Please print a copy of the form and remit with the check. 
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Contact Information 
List Bill/Payroll Inquires  

• For questions pertaining to the List Bill, please contact LifeSecure at 810-220-4697 or 
listbills@yourlifesecure.com. 

• For any questions the employee may have about the insurance policy, please call Policyholder 
Support at 888-575-8246. 

• Mailing Address for Premium Payments: 
 

 
LifeSecure Insurance Company 
16234 Collections Center Drive 

Chicago, IL 60693 
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FAQs 
Q:  What is a List Bill? 
A:  List Bill is an on-line invoice specifying the amount due for each policyholder (from the policyholder 

and/or the employer) for a specific pay frequency.  

Q:  When is the List Bill notification sent to the employer?  
A:  The List Bill is generated on the 16th day of every month (or next business day) for the upcoming billing 

month. The Benefit Administrator(s) will receive an email when the list bill is available and ready for 
viewing.  The Benefit Administrator will then be able to retrieve the list bill by logging into the Benefit 
Administrators Portal. 

Q:  Who receives a copy of the List Bill? 
A:  The Benefit Administrator(s) is notified via email when the list bill is available and ready for viewing.  

Q:  When should employers begin to take payroll deductions? 
A:  Payroll deductions should not begin until the employer receives the List Bill. 

Q:  If a Worksite Group is set up as List Bill, do all applicants have to be on the statement? 
A:  All employees and spouses will be on the List Bill.  

Q: How can the employer indicate changes to the List Bill? 
A:  The employer must reconcile the List Bill in the portal. Once reconciled, the List Bill is ready for payment 

submission.  

Q:  When will a recently approved policyholder be added to the List Bill? 
A:  Applicants issued before the 16th of every month will appear on the next List Bill statement. Any 

applicants issued on or after the 16th of the month, will be listed on the following month’s List Bill 
statement. 

 For example: 
 Applicant issued 4/1 – appears on List Bill with a bill date of 5/1. 

Applicant issued 4/16 – appears on List Bill with a bill date of 6/1. 
 
Q. Can I the employer make payments online? 
A. Yes, in 3 ways: payments can be made via credit card (Visa or MasterCard) or electronic fund transfer 
(EFT) or check.  

Q:   What is the procedure for List Bills that are not paid in full? 
A:  List Bills must be reconciled in the portal before payment is submitted documenting any changes during 

the month. 

Q:  Will I receive notices in the mail concerning delinquent billing? 
A:  No. However, you may receive an email or phone call from LifeSecure.  

Q:  Who should be contacted for issues regarding the List Bill? 
A:  For questions about the List Bill, the employer should contact LifeSecure at 810-220-4697 or 

listbills@yourlifesecure.com.  

Q:  How do I change the email address to which list bill notifications are sent to? 
A:  Contact LifeSecure at 810-220-4697 or listbills@yourlifesecure.com. 
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List Bill Samples 
 

A. Sample of List Bill Notification Email 

B. 100% Voluntary (No Employer Contribution)  

C. Partial Employer Contribution for Employees and No 
Contribution for Spouses 

D. 100% Employer Contribution Groups For Employees with No 
Contribution for Spouses 

E. 100% Employer Contribution 

F. Multiple Products 
 
 
 
 
 
 
 
 
 
 

	  



 28	

A – Sample of List Bill Notification Email  
	
	

	

	

Greetings Brian Snow; 

There have been changes to your bill since the last billing cycle. Please log into your portal to 
view the changes. 

To view your most recent list bill please,  

• Go to the LifeSecure website 
• Enter your User Name and Password and click the "Log In" button 
• Select the "Billing & Receivables" tab and select the desired billing cycle 

In the portal you will find a list bill providing the per payroll deduction amount for the employees 
listed. The deduction amount may be for the employee, his/her spouse, or both. There may be an 
employer monthly contribution listed, if applicable. The bill can be exported to Excel or converted 
to a PDF. 

You can now retrieve, reconcile and pay your bill online - all in one convenient location! 

Please click on this link for a brief training video regarding LifeSecure’s new online billing 
reconciliation and payment options. 

Available payment options: 

• Credit Card (MasterCard or Visa) 
• EFT 
• Check - mail to: 

 
LifeSecure Insurance Company 
16234 Collections Center Drive 
Chicago, IL 60693  

You must reconcile your billing each month in your portal to ensure that the correct and 
appropriate payment is submitted/applied for each employee. 

Prompt payment by the end of the billing cycle is expected and appreciated. 

Should you have any questions or need further assistance with your list bill, we welcome you to 
contact us at listbills@yourlifesecure.com or 810-220-4697. 

Thank you for your business! 
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B – 100% Voluntary (No Employer Contribution) 
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C – Partial Employer Contribution  
      for Employees and No Contribution for Spouses 
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D – 100% Employer Contribution Groups  
         For Employees with No Contribution for Spouses 
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E – 100% Employer Contribution 
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F – Multiple Products 
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About LifeSecure 
LifeSecure Insurance Company was founded in 2006 as a Michigan-based insurance 
company, which quickly expanded to a national presence. LifeSecure is dedicated to providing 
a different kind of insurance experience to help create a better future for our customers. 
	
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For questions contact our list bill department at 

810.220.4697 or email at listbills@yourlifesecure.com. 
 


