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Dear Benefits Managers:

Welcome to Avésis and to the Benefits Manager portal, where you can manage every aspect of your company’s
vision insurance administration.

Our website was designed to be intuitive, but just in case you have questions about the many things you can do
from www.avesis.com, this manual has all the answers. It’s divided into two parts: Getting Started and Benefits
Manager Tools. In each section, you’ll learn how to do everything from setting security questions to terminating
members. Screen grabs show everything you'll see.

Benefits management with Avésis truly is a breeze.

Thank you for bringing our vision to your employees.




(eiiutgle]
Started

Sign Up for Online Billing

1. Navigate to https://www.avesis.com/Commercial/BenefitsManagers/index.aspx.

2. Scroll down to the following, and click Sign up to Manage Group.

Benefits Managers

Pravider Search

[ Sign up to Manage Group |
Eligibility Cnlime
Forms
Fad

3. Fillin the fields highlighted below:
a. Select the date that you would like to begin services.
b. Click Submit.

Carried [ Group Mumber; I I

Company Ham: | |

Wiy will B adminisiening Taae onking senices for your company

Last Name: |

Usier Kame [8 log in: |

Fmai |

Confiem Emait |

What micnth would v ke 1 begin willzing our online seivices? s ]

T T8 regntih y ou weoukd i o vy an ivoec e online |

MOTE: ¥ the ademinisiralon name entedd above does nol match that of
Rt Dl ACIT RS [FAIOF Sur Tl on B vl Avesss, v must vabdate
ik rege st bedone procesding.




Your request is then delivered to the Account Management Team. Please allow up to 72 hours for activation.
Within that time, your account manager will send an email similar to the one below:

Greetings!
GROUP MAME

I harve set your group up for web acoess. Your usemame and password ane as
foliors:

R il LKL
Passwond: XO000C

WWhien you bog into our site,

bittpsalfarw gsin comCommarngial/ Renelashiangge s findge aige, phaase
rErm e r (o 8T ypour security questions. This will slow you 1o re sl your psdwand
In the ewent that you get locked gut of your account or if you forget your password.
They can be found toward the top of the screen when you are logged inowith the
abad credentials. Plaase see below for an imags of the massage. If you should
Funée By GUESEETS onie you are logged in, please contact us ard we will Be mose
than happy te walk you throwgh the e,

i B il legped 10 ﬂ'
Flrgear - L los in il wpoaing qrentioen Ipe e aotoaed

w

Thank youl

4. Login at https://www.avesis.com/Commercial/BenefitsManagers/index.aspx.

Set Security Questions

Setting security questions will allow us to reset your password in the event that you forget it or are locked out of

your account.

1. Log into the benefits manager portal.

2. Find the green box at the top of the page, and click the Click Here link, which will take you to the Security

Questions page.

Now Viewing: , Web-Based

You have successfully logged in.

Please Click Here lo add security questions for your account.




3. Select your three questions and fill in their corresponding answers.

Security Questions

Please select and answer 3 security questions

|Select A Question. . wv|
|Answer 1 I
|Select A Question. . |
[Answer 2 |
[Select A Question, |
|Answ&r 3 ]

Set Security Questions

4. Click Set Security Questions. A popup message will thank you for setting them.
5. Click Continue to Dashboard.

Recover Lost Password

1. Navigate to https://www.avesis.com/Commercial/BenefitsManagers/index.aspx.

2. Click Forgot your Password, directly below the Login button.

Login

Forgot your Password?




3. Enter the username that is normally used to log into the benefits manager portal and the first and last names
of the web administrator.

Your Account Information

User name

First Hame

Last Mama

Locate Account )

4. Click Locate Account. You will then be directed to your security questions.

Your Security Questions

What is the name of the High Schoeod you graduated from?

What was the name of your first pet?

lin what city did you get maried?

Chick ANSWErs ﬂ
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5. Fill'in all three answers and click Check Answers.
6. Create a new password.

Passwords must be 8-20 characters, minimum 1 capital letter, minimum 1 number, and spacial
charactors arg not allowod

New Password
Confirm Password

Password strength
Password not entered

Add New Password o

a. Passwords must be between 8 and 20 characters and include at least one capital letter and
one number. Special characters are not allowed.

b. Fillin the new password and confirm it.

c. Click Add New Password.

You will then be redirected.

Create Subgroups

When companies have large numbers of members, subgroups play an important role. They allow for separate
billing for different locations and for there to be multiple benefits managers maintaining the groups’ eligibility
updates.

If your organization has been implemented with subgroups, you will notice subtle differences in your benefits
management.
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Once you log in, you'll see the subgroup selection page, shown below, where you can select the subgroup that

you would like to view or modify.

Group Selection

Group Name:123-01-01 Latect
Apoie

Group Name:123-01-02 Select
dpls Sne 1

Group Name:123-01-03 Satact
Apgte

Group Name:123-01-04 Sotact
Apple

Give your subgroup any name you wish, using location, store number, or other identifying detail. After selecting
one subgroup, you will have the ability to view the current bill, see member information, or modify member

information within that subgroup.

To return to the subgroup selection page, click Group Select, as shown below. Then select the next subgroup
you’d like to view or modify.

Home » Group Select » Dashboard
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Manage Plan Members

Add a New Member

As new employees are hired or open enrollment attracts new vision plan members, it will be necessary to add
them to the Avesis eligibility database. This is the first option listed on the Electronic Billing and Eligibility menu.
The steps for adding a new member follow:

1. Select Manage Plan Members.
2. Select Add a New Member.

« ABOUT US PROVIDER SEARCH CONTACTUS  CAREERS

—_—
:%aves]s Programs Members  Providers

Home » Group Selection » Dashboard » Manage Employee Benefits

Manage Employee Benefits

Member Search  Finda Member from the Groups Below

Member iD First Name Last Name (Policy Hoider)

Locate Member 0

Select a Different GrV
| Add New Member | Reinstate a Member Member Roster Change a Member's Subgroup

3. Enter the member’s information, including effective date (date coverage will begin) and primary address.

Member Information Member's Primary Address

Please note an asterisk(*) nextto a field name denotes a mandatory data field

prefix Select A Prefix... ¥

— city L ]
waserame —

Country |UNITED STATES v
*Lastname L ]
st County [ ]
email L
State Select A State. . ¥
#none L

* Gender
Address2 L ]

* Emp Status

- Satus  [SelectAS@us. v
s —
Cobra Coverage?: o




4. If a member has dependents, enter the information for each, one at a time.
After selecting the Add Dependent button, you will be able to add another.
You must select Add Dependent before hitting Submit.
Select the dependent type from the drop-down menu.

a
b

C

d. Complete the dependent information form.

e. Select Add Dependent, and you will see the name you just entered in the box below it.
f.

Add another dependent, if necessary.

Dependent Information:

You MUST click on the Add Dependent button to add each dependent. Only click on the SUBMIT button after you have
added all Y dep Each dep added will show up in a grid below the add dependent button.

If no spouse or dependents are necessary for this member, please skip this portion of the form and just press the submit
button at the bottom of the page.

*Dependent Type: ISeIectA Dependent Type... ¥ || Dependent Address:

Address Same as member ll!' ' *Zip Code: | |
pre: | |
* First Name: | Country: | |
Middle Name: | County: | |
* Last Name: | *State: | |
Suffix: *Address 1: | |
" Gender Address 2 | |
* Date OFBirth: (mm/ddiyyyy) /7

Email: |

|| Add Dependent |I Cancel |

5. When finished adding dependents, select Submit.

Ginny Potler F oamiss
Albus Polter M 02005

4 Privet Drive
4 Privel Drive

Submit o -




6. Select Close or Add Another Member to continue.

Ginny Polier | oRgLnaE 4 iPrrawl Drve s 2107
Al Poler W DROLODDE 4 Prreel Divwd s 21T

bar (Hamy Potter) Added (Fetre coversge added
cosshlly |

Add Another Member

Edit an Existing Member/Dependent

Editing a member or dependent is required when some aspect of that member’s information has changed. It
could be for a new address or a name change, or the member may have changed coverage, or perhaps you are
correcting an error. Two options for editing an existing member or dependent follow:

Option 1
1. Select Manage Plan Members.

2. Inthe Member Search, search for the member you wish to edit (by one or all fields)

Member Search Find a Member from the Groups Below

Member ID First Name Last Name (Policy Holder)

Locate Member °

3. Select Locate Member.
4. Select Edit.

Member Search  Find a Member from the Groups Below

16019749 First Name Last Name (Policy Holder)

Locate Member o
Member ID Member Name

Term [JEdifl| ID Card | AddDep 16019749 Johnny Appleseed

10



5. Make changes to the member in the form.

Benefits Manager-Edit Member

Member Information
Prefix [select A prefix.. ¥ |
MemberlD (16019749
First Name (ohomy
Middle Name -
Last Name [Appleseed
Suffix [selectasufin.. 7|
Gender [male v
Birth Date [ooiss0
Marital Status [sekctastans. 7
Employee Status [FulTime 7|
Employment Status [Actve v
Ethnicity ( v
Language 1 2
Language 2 .

6. Select Save.

Phone 0000000000

. —

1




Option 2
1. Select Manage Plan Members.

2. Scroll through the list of members at the bottom to find the member you wish to edit.

Manage Employee Benefits

Member Search  Find a Member fom the Groups Below

MemberID. First Name. Last Name (Poicy Holder)

Locate Member o

Selecta Different Group

AddNewMember  Reinstste s Member | MemberRoster | Change aMember' Subgroup

View Selected o

Last Name First Name Effective Date D Number Cov.  IDCard
) Appleseed Johnny 10/01/2015 16019749 EMP  IDCard

Bueller Ferris 10/01/2015 16019754 EMP 1D Card
) Gruber Hans 10/01/2015 16019764 EMP  IDCard
) Hammond John 10/01/2015 16019755 EMP 1D Card
O Ketivich Sloan 10/01/2015 16019750 EMP  IDCard
O McClain John 10/01/2015 16019761 EMP 1D Card
O Quinn Harley 10/01/2015 16019760 EMP  IDCard

3. Select the check box next to the member’s name.

¥ Appleseed Johnny 10/01/2015 16019749 EMP ID Card
4. Select View Selected, located above the list of members.
—
)] Last Name First Name Effective Date  ID Number Cov. ID Card
Id Appleseed Johnny 10/01/2015 16019749 EMP ID Card

12




5. Select Edit.

Benefits Manager Selected Member List

After making changes, please reload or refresh page to see those changes.
Johnny Appleseed Member ID: 16019749

EDIT TERM ADD DEPENDENT

6. Make your changes.

Member ID 16019749

Prefix I:m:

First Name [Johnny

Middle Name [

Last Name [Appleseed

Suffix |W|

Gender I:F:I

Birth Date [10/01/1980 (MM/DD/YYYY)
Marital Status |:5elect Astatus.. v |
Employee Status |:Fu||'|'irm37":|

Ethnicity [ v
Language 1 |7"|

Language 2 I:i']

Employment Status |:A|:tive—':

13



7. Select Save.

Ethnicity [

Lenguage 1 ( v
Language 2 ( v

Employment Status [ Active v

Address 10324 S. Dolfield Road

Address 2 -

City [Owings Mills

State [mo v

2ip Pz

County [

ey (wmeosmares )

Phone (000) 000-0000

Email -
-—

Terminate an Existing Member/Dependent

When a member’s employment is terminated, or the member has decided to no longer participate in the vision
plan, you can remove him or her from the Avesis eligibility database. Termination of a cardholder will automatically
terminate the dependents attached to that cardholder, too. A member may also elect to no longer cover
dependents but keep individual coverage. The two options for terminating a member or a dependent follow:

Option 1

1. Select Manage Plan Members.

2. Inthe Member Search, search by one or all fields for the member you wish to term.

Member Search

Mamber 10

Find a Mamber from the Groups Bedow

Al

Locate Memibssr ﬂ

14
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3. Select Locate Member.

4. Select Term.

Member Search Find a Member from the Groups Below

Memoer 10 Albug Dumivedore
Member |D Member Name
| Edit 16019771 Albus Dumbledore

5. Complete the term screen with the termination date and reason.
The date entered will be the last date of coverage.

Benefits Manager

Terminate Member

s
Do

Termination s of

Term Reason TR Ended )

6. Select Terminate Member.

Benefits Manager

Terminate Member

Albus
L
Termination a3 of [pamizo1s
Term Reason [mployment Termed B

Tesminale kember

15



Option 2
1. Select Manage Plan Members.

2. Scroll through the list of members at the bottom to find the member you wish to term.

Manage Employee Benefits

Member Search  Finda Member from the Groups Below

Member D FistName. Last Name (Poicy Hoider)

Locate Member o

Selecta Different Group

AddNewMember  ReinstateaMember | MemberRoster | Change s Members Subgroup.

View Selected o

O Last Name First Name Effective Date D Number Cov.  IDCard
[ Appleseed Johnny 10/01/2015 16019749 EMP D Card
(1 Bueller Ferris 10/01/2015 16019754 EMP D Card
1 Gruber Hans 10/01/2015 16019764 EMP D Card
0 Hammond John 10/01/2015 16019755 EMP D Card
[ Ketivich sloan 10/01/2015 16019750 EMP D Card
O McClain John 10/01/2015 16019761 EMP D Card
0 Quinn Harley 10/01/2015 16019760 EMP D Card

3. Select the check box next to the member’s name.

¥ Appleseed Johnny 10/01/2015 16019749 EMP ID Card
4. Select View Selected, located above the list of members.
—
] Last Name First Name Effective Date  ID Number Cov. ID Card
¥ Appleseed Johnny 10/01/2015 16019749 EMP ID Card

16




5. Select Term.

Benefits Manager Selected Member List

After making changes, please reload or refresh page to see those changes.
Johnny Appleseed Member ID: 16019749

EDIT TERM ADD DEPEMDENT

6. Enter termination information—the date and reason.

Johnny
Appleseed
16019749

Termination as of [10/28/2015 |

Term Reason |:Emplo\.vment Termed v |

Teminate Member

Close

7. Close the window.

Termination

Albus
Dumbledore
19771

I
,‘WIMMW

U]

Terminate Member

17



8. Select Manage Employee Benefits from the top menu to return to the dashboard.

~avesi

S

Benefits Manager Selected Member List

Programs

Home » Group Selection » Dashboard » Manage Employee Benefits » Member Selection

Reinstate a Terminated Member

If a former employee is re-hired, or a former member wishes to participate in the Avésis program again, it may be
necessary to reinstate the member’s status in the Avesis eligibility database. The process of reinstating a member

is as follows:

1. Select Manage Plan Members.

2. Select Reinstate a Member.

Manage Employee Benefits

Member Search

ey 10

Locate Member

Select a Diffesent Group

Fiesd & Masnksbi fromn tha Groups Balow

Frg Name

A M Waiamiaid Earritate 3 M Bt S G casp Tt indy

Liar Mo (Poicy o)

bhoamibied @t

18



3. Search for the member, and select Search.

Benefits Manager

e nons Vemibary thokd b reraleed I A Se0anachel s B ETEEE] L By

Reinstate Member
Search

R~ T e )
mh

4. Select Reinstate Member.

Please note: Members should be reinstated first, and dependents must be reinstated separately

Reinstate Member

Search

First Name |J0hnny Last Name Member 1D

Select Member ID Member Name DoB Term Date Relation
Reinstate Member 16019749 Johnny Appleseed 10/01/1980 10/31/2015 Self

5. Enter the new effective date and coverage code.

~Member Johnny Appleseed

Original Effective Date 10/1/2015

New Effective Date

temm/delfyyyy) L ]
Termination Date 10/31/2015
New Termination Date 12/31/9999

Cobra Coverage? (=]

~Coverage

Employee + 1 Dependent ¥

19
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Y -

6. Select Submit.

Manage Groups - Reinstate Member

~Member Johnny Appleseed N

Original Effective Date 10/1/2015

New Effective Date

(mm/dd/yyyy) 11302015
Termination Date 10/21/2015
New Termination Date 12/31/9999

Cobra Coverage? o

~Coverage N

Employee Only v

6. Select Close.

Manage Groups - Reinstate Member

~Member Johnny Appl d -

Original Effective Date 10/1/2015

New Effective Date

(mm/de/yyyy) 11302015
Termination Date 10/31/2015
New Termination Date 12/31/9999

Cobra Coverage? 5]

~Coverage >4

Employee Only v

Reinstatement succeeded

20



Add a New Dependent
Adding a new dependent allows you to attach a dependent to a cardholder already in the Avesis eligibility
database. Here are the steps for adding a new dependent:

1. Select Manage Plan Members.

2. Scroll through the list at the bottom to find the member.

Manage Employee Benefits

Member Search  FindaMemberirom the Groups Below

Member ID First Mame Last Name (Poicy Holder)

Locate Member 0

Select a Different Group

Add New Member Reinstate a Member Member Roster Change a Member's Subgroup

View Selected 0

o Last Name First Name Effective Date 1D Number Cov. ID Card
o Bueller Ferris 10/01/2015 16019754 EMP ID Card
=] Gruber Hans 10/01/2015 16019764 EMP ID Card
=] Hammond John 10/01/2015 16019755 EMP ID Card
o Ketivich Sloan 10/01/2015 16019750 EMP ID Card
o McClain John 10/01/2015 16019761 EMP ID Card
=] Quinn Harley 10/01/2015 16019760 EMP ID Card
=] Tester Test 10/01/2015 16023540 EMP ID Card
o ‘Wayne Bruce 10/01/2015 16019756 E1D ID Card

3. Select the check box next to the member’s name.

O Quinn Harley 10/01/2015 16019760 EMP
O Tester Test 10/01/2015 16023540 EMP
7] Wayne Bruce 10/01/2015 16019756 E1D

ID Card

ID Card

ID Card

21
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4. Select View Selected from above the list.

ki || ————

Lagt Mams Firgt Harmwe Effwctive Dute 1D Humbaer Covarage Code
Dumbledars Albus 10/01/2015 16019771 EMP
Granper Herrmaring 10/01/2015 16019767 EMP

¥ Potter Harry 10/08/2015 16019759 E1D

5. Select Add a Dependent.

Benefits Manager Selected Member List

Harry Pottesr Member ID: 16019759

Ginny Potter Spousa

6. Complete the form.

Add Dependent for Harry Potber Add Dependent for Harry Potter
2 <]
et D fieca Dane WS
Forra 1 & Pgin, | e et & Pt ]
P s ! A A =
—
okl W r—
L] gy I
Lic (===
St Slart A S i T
S [toct & taltn_ v
Doate of Birtss
Dt of e DAL
[t Faga et W
Falstoribe ==~
(L BT L D |
Genier [rase wl
Pt |
S ) :
[ "M— L
Lo i 4y membar = —— l
feddrrul LTy e ek =

22



7. Select Save.

8. Close the window.

Add Dependent for Bruce Wayne
Effective Date 1113012015
Prefix [ sef -
First Name [He| e
DEPENDENT ADDED SUCCESSFULLY
Dependent ( Tonors ); Added
Middle Name [
Last Name Derp
Suffix [Select ASuffir.. 7|
Date of Birth 03/04/2004
Relationship [Dependent ¥ |
Gender | Make 2}
phone (506) 895-7895
Email
Address same as member @

9. Select Manage Employee Benefits from the top menu to return

Home * Group ion » Dashboard » Manage Employee Benefits » Member Selection

Benefits Manager Selected Member List

After making changes, please reload or refresh page to see those changes.
Bruce Wayne MemberID: 16019756

EDIT TERM ADD DEFENDENT

23
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Change a Member’s Subgroup
1. Select Manage Plan Members.
2. Select Change a Member’s Subgroup.

Manage Employee Benefits

Member Search  Fed s Memss bom he Grougs Bes

kg R e L Aawra (Pl Hose )
Srke 1ot !
it W gt Bgarveiste b Mermdar Bkt Sk Grmap Tomisct ik Ik e

Effective Date 1D Hombar Coverape Code
Dummbledons Al 100172015 18015771 Esp
Granger Harmaineg 10017I00% TEQT5TET Eap
Malfery Draco LR Erieg i 1019 TER Elp
Poktsr Harry 101 200E TE015TES FAM

3. Search for a member.

Change a Member's Subgroup
Saarck

[T Lot B [ [

4. Select Search.
5. Select Change Subgroup.

Change a Member's Subgroup

Search

FirstName  (Bruce LastName [ Member ID

Member ID Member Name DoB Current Group
16019756 Bruce Wayne 10/01/1965 123-01-01

24



6. Select a New Subgroup from the dropdown menu.

Change a Member's Subgroup

Member ID 16019756

Full Name [Bruce Wayne:

Current Group ID 230101

Current Group Name (Apple

New Group 1230101 v
2301

New Effective Date 1230101
123-01-02
123-01-03

Cobra Coverage? 20101

EEZTN

Benefits Manager

7. Select Submit.

View or Print Member Roster

1.

Select Manage Plan Members.

Select Member Roster.

Active Members: Select Exclude Inactive Members. (Inactive members include future-dated active

members or currently termed members.)

Member Roster for Apple

Exclude Inactive Members ° j

123-01-01 16019749 Johnny Appleseed
123-01-01 16019754 Ferris Bueller
123-01-01 16019756 Rachel Dawes
123-01-01 16019756

Tom Ford

inactive

active

active

inactive

10/01/1980

09/01/2015

10/0111966

03/04/2004

Benefits Managers

ID Card:

ID Card

ID Card

25
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4. Select the Excel icon to export to Excel.

Benefits Managers

Member Roster for Apple

= h
Exclude Inactive Members °

ID Card:

1230101 16019749 Johnny Appleseed inactive 10/01/1980 nia
123-01-01 16019754 Ferris Bueller active 09/01/2015 ID Card
123-01-01 16019756 Rachel Dawes active 10/011966 ID Card
123-01-01 16019756 Tom Ford inactive 03/04/2004 nia

View Member Benefits

As a benefits manager, you will be able to view your employees’ benefits. Once you have logged into your
account, click on View Member Benefits on the home page.

& -
View Member Benefits »
Gl an in-cepth ok & the plan design coverages offered
B5 pan of your growp's vislon cang package

To view an active member’s eligibility:
1. Enter the member’s date of birth and either the member’s ID or the member’s full name.

Member 1D Date of Birth o oo v
Full Hame: Date of Birth pear oo
| [ - |

26



a. When using the member’s ID number, enter the information as shown.

Member 1D Date of Birth @ oo v
16019730 1001/2000 |

b. To select by member’s full name, enter the information as shown.

Full Hame Date of Birth mearood o

John | [Doe | 10/01/2000 |

2. Click Search Now, and you’ll see the screen below.

John Doe

View Detail

DO 10172000
Member Mo 16019730

Sufife

Plan ID:9T6-Advantage Enhanced

3. Click on View Detail to view this member’s benefits. You will then be able to view the following
information: member’s relationship to the employee, employer group, line of business, plan number, and
effective date.

Benefits

Relatonship Sall

Group Apple Sits 2

LoB Viskon

Flan Mumbser 87

Flan Hame STE-Advaniage Enhanced
Effective Date A0H2016 12:00:00 AM

27
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Ry Z —=

You may also view any other members on this plan by selecting View Members on this Plan, which will then
prompt some options.

Vievr Members on this Plan

Select John Doe Self
Select Jane Doe Spouse
Select John Smith Child

4. Click Select to view the member of your choice. The member’s profile will then appear.

Jane Doe

View Detail

DOB: 10/0172001

Member Mot 16019730

Suffior

Flan ID:976-Advantage Enhanced

5. Search for another member by clicking on View Another Member, and you will be taken back to the
original screen.

Vievs Another Member

28



Perform Other Management Tasks

COBRA

Our COBRA tool is in progress.

Print ID Cards

Our ID card printing tool is in progress.

Download a Vision Claim Form

Members who receive out-of-network care (from a non-participating provider) must file a claim form. The member
is responsible for payment in full to the provider at the time of the visit and should complete the Out-of-Network
Vision Claim form soon after services have been rendered. It must be mailed, along with a receipt from the

provider, to:

Avesis

Vision Claims Department
P.O. Box 7777
Phoenix, AZ 85011-7777

To download the form, follow the instructions below.

1.

Select Forms on the right side of the dashboard.

Provider Search
Forms

FAQ

29



2. Select Download Form.

Avesis Out-of-Network Claim Form

Wagmbrs Ade Soily DESpafriie Fol TG & Gim F they deciid viieh Clie Senaces Bom § pedvided Thid iRl dumently
partripaling in the Avess network. Al poind of senvice, the member woulkd be responiibie for making parymend.in-Sell of 3
charges 1o the pon-Avesis [eovider. Aflersards, 10 receive reimbursemen] ep 1o the plan specified scheduie of
abcrwances. members md 8 ot the allached em and mad § aiong wilh thew edeiphs i

Avesis Thind Party Adminssrators, inc
YWiion Claares Departmen]

PO Bax TT77

Praoens, AZ S5011-T7T7
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