AvMed

AvMed Agent Portal Invoice Guide

Purpose

This guide provides step-by-step instructions for brokers to access the AvMed Agent Portal,
select a group, view outstanding invoices, and submit payments through the Wells Fargo Online
Payment Center.

Login to the Agent Web Portal
1. Go to www.AvMed.org

Select Sign In

Select Agents

Enter your username and password
Complete Microsoft Authenticator verification

a0 n

You will be directed to the secure AvMed Agent Portal homepage.

Navigate to the Invoices Page

1. From the main navigation menu, select Invoices & Overdue.
2. Select Pay Monthly Invoices

Important: The Wells Fargo Online Payment Center opens in a separate browser tab or
window. If the page does not open, verify that pop-ups are enabled for the AvMed Agent Portal.
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Selecting a Group

On the Pay My Bills page, select the appropriate Reference Number from the dropdown
menu. If you have access to multiple groups, choose the group you want to manage. After a
selection is made, the Wells Fargo Online Payment Center will display the invoices, balance
due, and payment information associated with that group.

Tip: Always verify the selected Reference Number and Group Name before proceeding
with payment to ensure invoices are applied to the correct account.

To Select a Group:
1. Locate the Reference Number dropdown.
2. Select the dropdown arrow to view available groups.

3. Choose the group you wish to manage.
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Understanding the Pay My Bills Page

After selecting a group, the Pay My Bills page will display invoice information associated with
the selected account.

The page includes the following fields:

Field Description

Reference Number The account or group selected for invoice payment.
Group Name The employer group associated with the invoice.
Invoice Number The unique invoice identifier.

Invoice Due Date The date payment is due.

Invoice Amount The amount billed on the invoice.

Outstanding Balance = The amount currently owed.
Payment Status Indicates whether an invoice is unpaid, pending, or paid.

Selected Payment Total The running total of invoices selected for payment.
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* Required Fields

Pay My Bills

UNPAID AND PARTIALLY PAID v HISTORY

7‘ Invoice Date Due Date

0O e 5
O sems  asaos
d 4 10/1/2024

v O 04 1010024

2004-2025 Welis Fargo. All Rights Reserved

Invoice Number

9067186

9067105

ContactUs Privacy Policy Terms of Service Logou

Home

Pay My Bills Recurring Payments

&% MESSAGES

how Account Groupins n

Amount Due  Payment Amount Payment Code

(8 PAYMENT SUMMARY

11,769.06 E
$0.00
594344 =
= * Payment Method © Add
119,863.85 20 R
*Pay Date
[::]

ONE -TIME payments confirmed before 8PM ET
will be posted today. ONE-TIME payments
confirmed after 8PM ET will be posted
tomorrow. A fee for payments returned for
Insufficient Fundz will be appropriated.

[ETTTI  Continue to Payment

Selecting Invoices for Payment

On the Pay My Bills page, you have the following filter options to select which invoices you want
to view under the Unpaid and Partially Paid menu:

o All - Displays all invoices

e Unpaid - Displays unpaid invoices only

o Partially Paid - Displays invoices with a remaining balance

¢ Unpaid and Partially Paid - Displays invoices requiring payment

¢ Paid in Full - Displays invoices that have been fully paid
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Home Pay My Bills Recurring Payments

* Required Fields

Pay My Bl —
y y &= MESSAGES \ ew

UNPAID AND PARTIALLY PAID v HISTORY Show Account Grou
- —
ALt ® Invoice Number Amount Due  Payment Amount Payment Code
UNPAID

PARTIALLY PAID

25

6.728.86 6,728.86 B

UNPAID AND PARTIALLY PAID -
PAID IN FULL () PAYMENT SUMMARY
=7 sroreves orzrzuls s 1 : 59.0 [ o i
J
D 5,943.44 943,44 o}
o * Payment Method © Add
» D 9067105 2 f
*Pay Date
4117202 ®

ONE -TIME psyments confirmed before 8PM ET
will be posted today. ONE-TIME payments
confirmed after 8PM ET will be posted
tomorrow. A fee for payments returned for
Insufficient Funds will be appropriated.

Cancel inue to Payment
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1. From the displayed list, select the checkbox next to each invoice you want to manage.
2. Enter payment amounts in the Payment Amount Field.

Tip: You can select multiple invoices at one time if paying in bulk.

—r
Home Pay My Bills Recurring Payments
—
* kequirea riewes
Pay My Bills —
= MESSAGES .
UNPAID AND PARTIALLY PAID v HISTORY Znow Srcount Grovaings. Lepons Access your member 1D card, be -
‘*] Invoice Date Due Date Invoice Number Amount Due  Payment Amount Payment Code
B 0 2025 354 6 5
(2] PAYMENT SUMMARY
O  smnos 6/1/2025 9874282 111.769.06 =
- 0 Dice $0.00
Remove A
O 024 10/1/2024 067186 5.943.44 e
= * Payment Method © Add
v [ 9mnoas 10/1/2024 9067108 119,863.85 2,000.00 =R
- oy Pay Date
2026 =}
'ONE -TIME payments confirmed before 8PM ET
will be posted today. ONE-TIME payments
confirmed after 8PM ET will be posted
tomorrow. A fee for payments returned for
Insufficient Fundz will be appropriated.
2004-2025 Wells Fargo. All Rights Reserved.| ContactUs Privacy Policy Terms of Service Logout
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Payment Details
Before submitting payments:

o Verify the invoice numbers

o Confirm the total amount due

e Ensure you selected the correct client or group
If changes are needed:

e Uncheck invoices you do not want to include

o Select additional invoices if required

T TESEC I EI P SEATaT SO DI GORTT 5 1
Home Pay My Bills Recurring Payments
—
* Required Fields
Home
_ = MESSAGES
SR el o (‘ & ur member 2nef -:i i
4 Invoices 2 st
Reference Number e ERjjabi Mathod O s
Amount Due *Pay Date ‘E, RECURRING PAYMENTS w‘r
. 4/ m
$126,441.36 i
Reference Number 00147-COBRA
AN VARGHESE
]
Fj’l-h l 7—.77;: mber 00244-COBRA il o PayAll
2004-2025 Wells Fargo. All Rights Reserved.| ContactUs PrivacyPolicy Termsof Service Logout
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Submitting Payment

1. After selecting the desired invoices, click Pay or Continue (button label may vary).
2. Review the payment summary screen.

3. Confirm the payment details.
4

Select Submit Payment.

Home Pay My Bills Recurring Payments

* Required Fields

Pay My Bills Advanced Search
PLEASE ENTER DESCRIPTION
My

= MESSAGES &

UNPAID AND PARTIALLY PAID v HISTORY

D Invoice Date Due Date Invoice Number

5/3/2025

Cancel QoK

Coverage Period 06/01/2025 TO 06/30/2025 [E) PAYMENT SUMMARY
1 Invoice $6,728.86
(] smnos 6/1/2025 9874282 111.769.06 B2 * Poymt Mathed o

[:J 9/5/2024 10/1/2024 9067186 5.043.44 5,943.44 R *Pay Date
4/1/2026 =]
[:] 9/5/2024 10/1/2024 9067108 119.863.85 2,000.00 3 ONE -TIME payments confirmed before 8PM ET
will be posted today. ONE-TIME payments
confirmed after 8PM ET will be posted

tomorrow. A fee for payments returned for
Insufficient Funds will be appropriated.

[ETITNN  Continue to Payment

2004-2025 Wells Fargo. All Rights Reserved.| ContactUs Privacy Palicy
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After payment is submitted:

o A confirmation message appears on screen

e Paid invoices may no longer appear as outstanding
It is recommended that you:

e Save or print the confirmation

e Take note of the confirmation number for your records

Hame Pay My Bills Recurring Payments I L7 MABLA R

Pay My Bills

UMPAID AHD PARTIALLY PAID »  HISTORY By derourd Grousingy Expart Earvinn Hutaith Plaess Bas you cmsed 24
batin Dote D Dt el M Abara Dt Paysssen devsioart  Puyessit G i1 Socior vl phive S vidn, mherres
L
[ Fe
G b Pl D PR RN SUMMARY
[TRETH
* Byt Methad & a2
* Py Biete
[ -]

el Tl parymsent comifrmand before B0 ET
Tl ot Pyt e e Hame Parymaer Dore Tl vt Amsran ST - —
canlemrssd sftor BPH IT will b pasring
tormorree. A few for prpmests netuered for
Pl g Pt med] Bt e el

{orra bn Pepment

When finished, you can close the Wells Fargo Online Payment Center tab and return to the
AvMed Agent Portal.
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