AvMed Employver Portal - Paying Invoices

Purpose

This guide provides step-by-step instructions for employers to view, select, and pay invoices
using the Employer Web Portal.

Login to the Employer Web Portal

1. Go to www.AvMed.org
Select Log In/Register
Select Employer

Enter your username and password
Complete the Microsoft Authenticator verification
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You will be directed to the secure AvMed Employer Portal homepage.
Navigate to the Invoices Page

1. From the main navigation menu, select Payment and Billing.

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 Employer
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.
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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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:

e All - Displays all invoices

¢ Unpaid - Displays unpaid invoices only

o Partially Paid - Displays invoices with a remaining balance

o Unpaid and Partially Paid - Displays invoices requiring payment

e Paid in Full - Displays invoices that have been fully paid
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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.
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Reviewing Payment Details
Before submitting payment:

o Verify the invoice numbers

o Confirm the total amount due

o 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
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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.
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Select Submit Payment.
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Payment Confirmation
After payment is submitted:

¢ Aconfirmation message appears on screen

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