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Introduction 
 
Your people, experience and plan sustainability come first. 
You and your plan members are at the centre of every interaction – from the moment you join 
us and throughout your journey with us. We take the time to get to know you and your business 
so that we can serve you better, with a local and personal touch. 
When you work with Saskatchewan Blue Cross, you’ll have experts helping you design a group 
benefits plan that fits your unique needs with flexibility, affordability and convenience at its 
core. You can feel confident knowing you’ve partnered with a leading provider of employee 
benefit solutions, committed to innovation, transparency and ensuring you make the most of 
your investment into your people’s health and wellness. 

• Dedicated support and resources for plan administrators. Connect with a dedicated, 
local team of experts with more than 30 years of service excellence when you have 
questions or need support. 

• A personal and connected digital experience. Administering Saskatchewan Blue Cross 
benefits to your employees can be done in minutes—all through your own online portal. 

• Training and resources designed to make your job easier. Plan administrators have 
access to resources to help you build employee awareness and get plan members 
started, including training guides and toolkits. 

• Leading benefit plan management. At Saskatchewan Blue Cross, we help you control 
and optimize benefit plan costs through technology, expertise, drug plan management, 
and extended health coverage cost controls to make sure you get the most out of your 
investment. 

• A people-first approach to disability. Through personalized service and open 
communication, we work collaboratively to ensure the best possible outcome for plan 
members and plan sponsors. 

 
 
For us, it’s personal 
Outstanding person-to-person service, secure online self-service solutions, and a friendly, local 

Client Experience Centre are at the heart of how we serve you. 

For more than 75 years, Saskatchewan Blue Cross has been recognized as an organization that 

delivers with people at the heart of every interaction. We believe in a personalized, thoughtful, 

and highly responsive experience. Each step with us is infused with customized care. With full-

service offices located in both Saskatoon and Regina, we offer face-to-face service that many of 

our clients use and their employees appreciate. 
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Logging-In 
 

Visit www.sk.bluecross.ca and click LOGIN found within the navy toolbar. Select Plan 

Administrator Portal from the dropdown menu.  

 

Or use the direct link here: https://portal.sk.bluecross.ca/GAP/ 

The Plan Administrator Portal will open in a new window. 

 

http://www.sk.bluecross.ca/
https://portal.sk.bluecross.ca/GAP/


 

 

First Time Users 

Once your access has been granted you will receive an email from Saskatchewan Blue Cross 

letting you know that your account is ready. Follow the link and password creation instruction to 

get started!   

Returning Users 

Simply enter your Email and Password, along the left side of the screen and click Log In.  

Forgot your Password? Click the Forgot your Password link, enter in your email address and 

click Change Password. A secure email will be sent with instructions on how to set a new 

password. 

 

 

  



 

 

Main Navigation & Landing Page 
The Plan Administrator Portal is designed to support the day-to-day administration of the 

benefits plan. Plan Administrators will be welcomed to their user-friendly, interactive site. 

 

 

Notification Centre 

Notifications, Announcements and Alerts can be viewed and acknowledged here. Plan 

Administrators will also receive email notices when there is activity or action required in the 

Plan Administrator Portal.  

 

  



 

 

Quick Links 

Quick Links are shortcuts that give Plan Administrators direct access to frequently used 

resources. 

 

 

  



 

 

My Account 
The My Account section is where Plan Administrators can easily view and update portal 

account details and change your password.  

  

 

User Management 

This feature is available to designated Plan Administrators. It allows users to manage other plan 

administrator accounts, within your organization, in near-real time. Plan Administrators with 

User Management access are able to: 

• Edit Existing Plan Administrator Accounts 

• Add New Plan Administrator Accounts 

• Remove Plan Administrator Accounts 

• Password Reset for Existing Plan Administrator Accounts 

 

 



 

 

Enrolment 
Member Search 

This powerful search tool helps quickly locate members within your plan. Use the blue check 

box to include or exclude canceled or future effective dated members.  

 

Results can be viewed or exported. Member details can be viewed by selecting the Member’s ID. 

 

  



 

 

Eligibility Changes 

A variety of transactions can be managed within the Member Detail area. Plan Administrators, 

with edit permissions, can transfer, terminate, add or remove family members, update salary 

and occupation, add, remove or change benefits, update beneficiaries and more.  

 

  



 

 

New Member 

Adding a new member is a streamlined experience, guided by required fields, tooltips and clear 

instructions. Plan Administrators have the ability to preview the New Member prior to 

submitting the transaction.  

 



 

 

 



 

 

 

 

 

 

  



 

 

Action Log 

Search tool to allow users to view or export a complete record of transactions processed on the 

Plan Administrator Portal, including those that are in progress or completed.  

 

Plan Administrators can filter Action Types or search all. 

 

  



 

 

Search Results are returned on the screen or can be downloaded in excel. 

 

If a transaction is in progress, Plan Administrators can return to the transaction from the Action 

Log. 

  



 

 

Billing 
The Billing can be found under the Reports & Billings tab. Users can search by Policy, Division 

and Coverage Period. 

 

Users will receive a Notification and email when new billings are available.  

 

  



 

 

Each Bill is available in both CVS and PDF.  

 

The PDF version will contain the following sections: 

• Statement of Account 

 

 



 

 

 

 
 

• Benefit Information Summary 

 

 

  



 

 

 

• Billing Revision 

 

 
 

• Billing Detail by Employee 

 

 

  



 

 

The CVS version is an Excel spreadsheet data file 

 

 

Reporting 
Our powerful reporting features give Plan Administrators access to comprehensive, real-time 

data. Each report has intuitive parameters that provide flexibility while providing a streamlined 

report generation process. Each report is available in PDF or Excel.  



 

 

 

 

If generating in PDF, a preview of the report can be seen before downloading the report. If 

generating in Excel, choose the download button to view and save the report. 

Select report parameters (for example Division and Subdivision) will pre-populate based on the 

set-up of the group. ‘Policy’ will also display as ‘Billing Group’ or ‘Roll’ on applicable reports. 

 

 

 

 

 

 



 

 

Documents 
Find a Document 

 

Upload a Document 

 
 



 

 

Contact Us 
Thank you for continuing to entrust us with your business! If you have any questions, please 

reach out to your Service Representative. 



 

 

 


