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AvMed Employer e3 Web Enrollment User Guide

This guide highlights the steps for managing a group’s enrollment on the e3 web enroliment platform.

¢ View the group details, including group number and effective dates
e Add or remove subscribers and their dependents

o View member plan information

o Update member demographics

e Process life events

e Terminate members

e Make corrections

o Manage Open Enrollment

After logging into AveMed.org the

Employer Link

Employer Portal is displayed. AvMed
renx Opa Hows
=3 an‘ =

e Click on Managed Benefits
e Then click Enroll in Benefits

Employor Link

To Tom X Optima

HMO

@ Manage Bonofits ~

Enrolimont Mistory

i Paymonts and Billing v

© Account Settings v

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.



AvMed

AvMed Employer e3 Web Enrollment User Guide

The Home page for the Web Enrollment
Portal is displayed.

Click Group Details or Get Started to
view the group details.

AvMed -

Welcome

View and Manage your Group and Employees in one stop.

«« >

Group Details Page

To view or edit a group:

e Click the dropdown arrow under
the Action Header next to the
group’s hame

e Select View Group/Subgroup

Group

GROUP/SUBGROUP NAME TYPE CONTRACT START DATE

05/01/2021

Subgroug 05/01/2021

J%

CONTRACT END DATE

6/01/202

ACTIONS

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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The Group Demographics page is
displayed. You can:

1. Group Name and
group information
including group
number and Contract
dates

View group demographics
*Engage in enroliment tasks

*Approve transactions

o w0 D

*View enrollment insights

*  *These tasks are usually
only utilized when a group
allows members to
manage their enrollment

6. View group contacts,
including benefits
administration, billing, and
general contacts

7. View employee classes
8. View the members
9. Add a new subscriber

10. Actions - Modify existing
subscriber information by
clicking the Actions arrow
at the far right of the row

Acme group-MAIN [ 1]

Group Number Group Type

Group Demographics

Address

Enroliment Tasks ()

Enroliment Insights 9

Group Contact @

Benefit Administrator

MEMBER NAME

o Apprave All Transactions

PHONE NUMBER

NUMBER OF DAYS

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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Add Subscriber

To Add a new Subscriber:
¢ On the Group Details page scroll to the Members section (located at the very bottom of

the page).
In the Members section, click the Add e
Subscriber button. - -
Enter the required details about the —
subscriber. Required information e
includes: weaenane
o Demographic information:
first and last name, gender, H - ‘ :
birthdate, phone number, _ o
and address S [ C .

e Group class

¢ New hire start date

Click Create Subscriber button when o ; @ st
you are done entering the information. Mailing Adaress )

If the subscriber was successfully

created, a confirmation message will

dISp|ay CI'Ck Finish. Subscriber created correctly.

The site auto directs you to the

Member Details page. Joanna Gaines
¢ Click Start Open Enroliment, D OO
or G

e Click Current Enrollment if
the employer is not in the open Chip Gaines N
enrollment period 1 Getsreg e

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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Confirm that the information on the

Edit Member Demographics screen
is correct and click Next. e
Note: Once the information has been =
saved, you cannot edit the SSN or o
Effective Date. You must send an email : . s
request to e3_inquiries@sentara.com .
to have these fields changed. n
Mailing Address
To add the Subscriber’s dependents:
© ) ° [*]
1. Click the box next to “Do you want Sl ATt
to add dependents?” *If you don’t | | [T}
want to add dependents, skip to ——
step 4 by clicking Next. 72}
2. Provide the required
information.
e If different from the primary ——
subscriber, please type in the & v
address and select their
correspondence preference Address
from the dropdown menu -
(either ID Card Only or All
Correspondence). E—— -
e If the address is the same as ==
the primary subscriber, click ' ‘ (4]
the box by Address Same As e
Subscriber
3. Click Next.

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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Select the plan by selecting Add to
Cart ° e o

To remove a plan from the cart, hover Medicalian Slction ¢
over Add to Cart, and select Remove. '

2 Available Plans

Plus 1000/20%

~ Standout Features

SPECIALIST COVERAGE RIPTION DRUG COVER..  EME VERA
HOSPITAL STAY COVERAGE +  AddtoCant

SF Elite . Vantage 1000/25/30%

« Standout Features

AGE ety oo o
HOSPITAL STAY COVERAGE
+ AddioCart

If the member has elected to waive
coverage, click the box accepting the e e o
confirmation statement and click Next. esiarps

Medical Plan Selection

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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On the Summary page you will have
the opportunity to review the plan

selection.
e If you'd like to edit selections, I
click Edit at the top of the Selected Coverages

screen. Please note that =)

selecting this option will lead o A
you to the first election
opportunity.

Plans

e You may also click Previous to Dates of Coverages
return to the previous screen. ‘

]
e

After reviewing, click Enroll.

If all details have been updated
successfully, you will receive a
confirmation message on the next
screen.

All Details has been updated successfully.

Click Finish.

You are returned to the Member
Demographic page.

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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Member Details Page

The Member Details page will allow you to:
e View member plan information
e Order ID Cards
e Update member demographics
e Process life events
e Terminate members
¢ Make corrections

To view/edit Member Details
o Start on the Group Details page and scroll to the Members List at the bottom.

To view a member’s information, click
on the arrow at the far right of the row
under Actions and select Member
Details.

Members

03/15/1983

03/25/1987

05/07/2006

Ella Purnel I 07/01/2021

Rio Willsane 05/13/2021
Tommy Will 05/14/2021
Benefit Admin 05/10/1989

On the Member Details page, you can

Bob Robin o

view:
Pending Planse ste Pl
1 . Any pend|ng Changes that PLAN NAME PLANTYPE COVERAGE START DATE END DATE YOUR COST EMPLOYER COST WHO IS COVERED? ACTIONS
have been made o ' :
2. Pending plans ‘ B
3. Current plans/enroliment Current Plans ()
information
4. Demographic information . By '
5. Information about S
‘ 0
dependents Mambor Dotait
You can also update member details
from this page by clicking Update Maling addres
Member. !
Dependentse

DEPENDENT NAME 00 ADDRESS RELATIONSHIP GENDER

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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Update Member

The option to make any updates to member can be found on the Member Details page by
selecting the Update Member button.

The Update Member button allows you to:
e update member demographics
o perform life events
e process terminations and corrections

Start on the Group Details page and
scroll to the Members section at the
bottom.

Members

Shawn Wilson Sr. 03/15/1983

To view a member’s information, click on| | s

the arrow at the far right of the row = i

under Actions and select Member

Details. Tommy Will 05/14/2021

On the Member Details page, select ———

the Update Member button.
Current Plans
PLAN NAME PLAN TYPE COVERAGE START DATE END DATE YOUR COST EMPLOYER COST HSA CONTRIBUTIONS ACTIC

=

Demographics o T ———— “f

nber Details

After clicking the Update Member
button, a new window opens.

What would you like to do? What would you e
e Select Update Member [e e
e Click Next

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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The Edit Member Demographics
page displays. o

Editable member information is Edit Member Demogaphics:
featured in white blocks on the screen. ‘ -
Grayed out blocks of information are . R

not editable. ' v | [ oarsion — s | BT

Note: You cannot edit the SSN nor the
Effective Date. You must send an email Mailing Address
request to e3_inquiries@sentara.com

to have these fields changed. ' | p

Once you have completed your edits,
click Next.

Life Events

Life events updates are made on the Update Member button on the Member Details page. Updates
to Life Events will add or remove coverage for the member and/or their dependents, depending on
the event selected.

Examples of life events are:

e Birth
e Adoption
¢ Divorce

e Termination of all coverage

On the Member Demographics page
Click the Update Member button.

Sunshine Smith .

Current Plans

PLAN NAME PLAN TYPE COVERAGE START DATE ENDDATE YOURCOST EMPLOYER COST HSA CONTRIBUTIONS ACTIK

Demographics Prasediahts vy g

Member Details

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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After clicking the Update Member
button, a new window opens. °

What would you like to do?
e Select Life Event [e veeen |
e Click Next

Select the applicable Life Event from
the dropdown ———3

Enter the Date of the Event. —_—

=IOl

After the Life Event and
Event Date are entered; the Effective o
Date auto-populates. Click Next.

Life Event Changes

a

a

Review member information and make
edits as needed. Editable member gl e

information is featured in white blocks Eip G
on the screen. EAEMBHBEr DEmoRraphics

Note: You cannot edit the SSN or the e gy
Effective Date. You must send an email '
request to e3_inquiries@sentara.com
to have these fields changed.

Mailing Address

Once you have completed your edits,

click Next.

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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Review and update any relevant
dependent information and click Next.

o Select the desired plan
e Click Add to Cart.

Note: The member’s current plan
displays at the top above the other
available plans.

2 Available Plans

Current Plan: Plus Platinum 15/30 Direct

@ Pian Detal

phas
v Standout ﬁkr&s

v AddeditoCart

POS Platinum 15/30 Direct (OOA)
B Plan Detal
v Standout Features

ANNUAL DEDUCTIBLE

OUT-OF-POCKET LIMIT PRIMARY DOCTOR COVERAGE
Nor 54000/ S800

e If changes are needed, click
Edit.

¢ If the information and selections
are correct, click Enroll.

Summary

Selected Coverages

v Medical Coverage Selected

Plans

Medical Plar
Dependents Christina K Wiz, Sim

Dates of Coverages

Praviows

If all details have been updated
successfully, you will receive a
confirmation message on the next
screen. Click Finish.

You are returned to the Member
Demographic page.

©o—0—0—0—0—0—0—0

All Details has been updated successfully.

Finiah

If you need additional assistance or would like to schedule a 1:1 virtual training session to enhance your
understanding of the web enrollment tool, email the Sales Operations Training Team

at thelearninghub@sentara.com.

* The content in this guide, including products and member details, is intended for instructional use only and does not reflect real individuals or actual plans.
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