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Serre Financial Website PHSP Demonstration 
 
This section of the guide is intended to be both a tutorial and reference in the navigation 
of the Serre Financial website (www.serre.ca) in specific regards to the Private Health 
Services Plan. 
 
 
 
Connect to Serre Financial Website 
 
To connect to the Serre Financial website, simply enter www.serre.ca into the web 
browser. All following demonstrations will assume connection to the website has been 
completed. 
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Add New PHSP Group 
 

• Select PHSP. 
 

 
 

• Select PHSP Setup Form. 
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• Fill in all applicable information that is available. Select Continue. 

 

 
 

• Verify Information. If correction required, select Go back, and make corrections 
on previous screen. If correct, select Ok!. 
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• This will automatically appear for approximately 4 seconds. 
 

 
 
 

• This screen will then appear. Simply close this screen to exit. 
 

 
 
 
• The information that has been entered is sent to Serre Financial PHSP 

administrators who will prepare the group set up and send the Welcome Package. 
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How to Log In 
 
 

• If you are the administrator of the plan, select Employer Login. If you are an 
employee, select Employee Login. 

 

 
 
 
 

• Enter your username and password (please note that both are case sensitive). 
Enter in the security code as it appears on your screen. Select Login. 
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• This welcome screen appears. The options you can choose below the Period 
Limit, Period Activity, and Current Balance depends on whether you are an 
administrator or an employee. The options for each are as follows: 

o Employee 
 Your Information (Employee Level) 
 Transaction History (Employee Level) 
 Submit Claim (Employee Level) 
 Logout Exit 

o Administrator 
 Your Information (Employee Level) 
 Transaction History (Employee Level) 
 Submit Claim (Employee Level) 
 Reports Sections (Company Level) 
 Manage Employees (Company Level) 
 Logout Exit 
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Your Information 
 

• After logging in (see How to Log In), select Your Information.  
 

 
 
• Whether logged in as an administrator or an employee, this screen displays all 

your current information at your employee level. To update any information, enter 
the information in the applicable field(s). Select Save Changes to update the 
information entered. 
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• The welcome screen then appears. Simply close this screen to exit. 
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Transaction History 
 
 

• After logging in (see How to Log In), select Transaction History. 
 

 
 
 
 
• This screen appears. It is simply allowing you to verify you are the correct 

individual (employee). Select Next. 
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• This screen displays all your transactions up to the latest approved receipt since 

being active with Serre Financial. To exit from the Transaction History window, 
select Return to Your Account Page 
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Submit Claim 
 

• After logging in (see How to Log In), select Submit Claim. 
 

 
 
 

• Fill in the fields, or choose the appropriate selection in the field regarding your 
claim and receipt. Select Add Claim. 
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• The claim details just entered are now displayed below the entry area, and the 
claim information fields have reset. To submit another claim, fill in the fields, or 
choose the appropriate selection in the field regarding your next claim and receipt. 
Select Add Claim. Continue doing this until all your claims have been entered. If 
all claims have been entered, proceed to the next step in this guide. 

 

 
 
 

• You will notice that a delete button becomes available for each claim detail 
entered after the first. If you have entered the claim in by mistake and should not 
be claimed, select Delete.  If you notice an error in the claim, simply select Delete 
and reenter the correct information. 
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• Once all claims have been entered, select Next. 
 

 
 
 
 
 

• The Claims Submission Preview screen appears. If an error is noted select Go 
Back and make the necessary corrections (follow from two steps previous). After 
reviewing your claims and all is correct, select Submit. 

 

 
 
 
 
 
 
 



MedAfford Private Health Services Plan  
Reference Guide 

Page 14 

 
• The Claims Ticket screen appears. Select Print This Page. 

 

 
 

• Your Claim Ticket appears. Select Print Page to print. Exit from this screen. 
Attach all receipts that were entered to the printed Claim Ticket Page. 
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Reports Section 
 

• After logging in (see How to Log In), select Reports Section. Note that you must 
be a company administrator to access the Reports Section. 

 

 
 
 
 
For Employee Claim Activity Report 
 

• Choose the appropriate Period for Claim Activity (Benefit Year) and select Next 
directly underneath. 
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• The total period activity for each employee is displayed. Select Print This Page 
to print report. Select Return to Reporting to return to the reports screen. Select 
Return to Your Account Page to return to your welcome screen. If you wish to 
exit, simply close the window. 

 

 
 
 
For Account Activity Report 
 

• Choose the appropriate from and to dates, and select Next directly underneath. 
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• The Edit Dependant Submission Preview screen appears. If there is incorrect 
information, select Go Back and continue from the previous step. If the 
information is correct, select Submit. 

 

 
 
 
 
 

• This screen appears next. Select Return to Your Account Page to return to your 
welcome screen. Select Edit More Dependants to return to the Manage 
Employees screen. If you wish to exit, simply close the window. 
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 To Add Dependant 
 

•  Select Add Dependants. 
 

 
 

• The Add New Dependants screen appears. Enter the appropriate information and 
select Add Dependant. 
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• The dependant just entered is now displayed below the entry area, and the 

dependant information fields have reset. To add another dependant, fill in the 
fields, or choose the appropriate selection in the field regarding the dependant. 
Select Add Dependant. Continue doing this until all your dependants have been 
entered. If all dependants have been entered, select Preview. 

 

 
 
 
 
• If you would like to go back to the previous screen an step, select Go Back. If 

you have completed adding dependants, select Ok!. 
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• This screen appears next. Select Return to Your Account Page to return to your 
welcome screen. Select Add More Dependants to return to the Add More 
Dependants screen. If you wish to exit, simply close the window. 

 

 
 
 
 To Edit Employee Detail 
 

• To update or edit any employee information, enter the information in the 
applicable field(s). Select Submit once complete. 

 

 
 



MedAfford Private Health Services Plan  
Reference Guide 

Page 24 

 
 

• This screen appears next. Select Return to Your Account Page to return to your 
welcome screen. Select Edit Another Employee to return to the Manage 
Employee screen. If you wish to exit, simply close the window. 

 

 
 
 
 
To Add Employees 
 

• Choose the appropriate employee, and select Next directly underneath. 
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• Enter the employee information into the applicable fields. When complete, select 
Add Employee. 
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• The added employee will be displayed at the bottom of the screen and the Add 
New Employees screen fields will reset. To add another employee, select Add 
Employee. 
To edit an employee that has been added, select the corresponding edit. This will 
bring you to the previous screen and step.  
To delete an added employee, select the corresponding delete. If you select 
delete, you will be prompted with a pop up question asking “Are you are sure you 
want to delete this person?”.  Select OK if you wish to delete this person and the 
employee will be deleted returning you to the Add New Employees screen. Select 
Cancel if you do not wish to delete the employee and you will return to the below 
screen. 
If you have finished adding employees, select Submit. 
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• The following pop up window will appear asking if you are sure you want to add 
the employee(s). 
If you do not want to submit the employees, select Cancel. This will bring you 
back to the previous screen and step. 
If you do want to submit the employees, select OK. 

 

 
 
 
 
 

• This screen appears next. Select Print this Page if you wish to print. Select Your 
Account to return to your welcome screen. Select Continue Editing Employees 
to return to the Manage Employee screen. Select Add Another Employees to 
return Add New Employees screen. If you wish to exit, simply close the window. 
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Logout Exit 
 

• When in the Your Account, or welcome screen, select Reports Section. Note that 
you must be a company administrator to access the Reports Section. 

 

 
 

• This screen will appear next for approximately 4 seconds. 
 

 
 

• This screen will then automatically appear. 
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2009 PHSP Pricing for STRATA Benefits Consulting Inc. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




