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Introduction 
 

The purpose of this document is to support you in using Benefit Manager 

to manage enrollment information and add, change, reinstate, and 

terminate member records according to your Group’s needs. We intend to 

provide an introduction to the Benefit Manager interface and give you the 

tools you need to use the interface to perform your enrollment work 

quickly and securely. 

Depending upon your needs as a user, we assume you have sufficient 

security clearance to use Benefit Manager according to your Group’s 

needs. We also assume that you have access to the Benefit Manager 

application and that you have been given a valid user name and password 

to access the Benefit Manager application. We recommend you use 

Internet Explorer 9.0 or later to run Benefit Manager. You can also work 

with other browsers, however your results may vary 

We are using standard Windows terminology to familiarize you with the 

Benefit Manager interface, so if anything is unclear to you, please ask our 

friendly Client Manager team! 

If you have specific feedback about this user guide, please contact our 
Technical Writer, Nancy Lindsay. 

Let’s get started! 

mailto:nlindsay@hvhc.com
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Chapter 1: getting to know Benefit Manager 
 

This section explains how to access Benefit Manager using the Davis Vision 

web site and familiarizes you with the Benefit Manager application. When 

you have completed your work, you can logout to protect member security 

and ensure data integrity. If you have any trouble logging in or you need 

different permissions to use the Benefit Manager application, contact 

technical support at 1 (888) 343-3460. 

Note: If you need to change your access rights or some other aspect of 

your Benefit Manager experience, contact your Davis Vision Client 

Manager for assistance. 

 
Accessing Benefit Manager 

To access Benefit Manager: 
 

1. Access the Davis Vision web site at 

https://www.davisvision.com/client/ 

The client web site page displays. 

2. Look for the client sign in section.  

Note: This may display slightly differently for different groups,  

but the input fields are the same.  

 

 
 

https://www.davisvision.com/client/
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3. In the username field, enter your username and click tab. 

 

4. In the password field, enter your password and click submit. 

• If you cannot log into the web site the first time, contact Davis 

Vision support at 1(888) 343-3460. Explain to technical support 

who you are and the login credentials you have been given. 

• If you need to re-set your password, click the reset password 

link and follow the directions to receive a new password. You 

will need to enter a valid e-mail address to accomplish this task. 

• If your username and password are valid, the Benefit Manager 

home page displays as shown in the next figure. 

 

 

From this home page, you can access all of the Benefit Manager 
operations, including adding a new member, changing a member’s benefits, 
terminating or reinstating a member, finding a provider, checking the 
enrollment of a current member, and sending ID cards to current members.
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Understanding the enrollment transaction rules 
 

Before you get started, it is important to understand the enrollment 

transaction rules when adding new members, changing existing member 

records, terminating member records, and reinstating terminated 

members to prevent duplicate entries and ensure appropriate coverage. 

Duplicate records could mean that your group is  

double-billed unnecessarily. 

 

Changing the effective date or subscriber category  

for a current enrollment record 

When you need to change the effective date (date that benefits are set to 
begin) for a member or a family, due to a change in subscriber category 
(usually due to a location code change), follow this process: 

1. Make a note of the subscriber ID and/or social security numbers for 
the enrollment records you need to change. 

2. Follow the instructions for terminating the existing enrollment record 
as explained in Terminating an enrollment record. 

3. Follow the instructions for adding an enrollment record using the 
same subscriber ID/SSN information (if applicable) as explained in 
Adding an enrollment record using the new Effective Date and 
category code.  
After you submit this change, Benefit Manager creates a new 
Subscriber record with the same ID as before. 

 
Changing the subscriber’s member category  
(but not the contract or effective date)  

To change the subscriber’s member category but not the benefit contract 
or the effective date, follow the instructions in Modifying an existing 
enrollment record to change the member category only. Benefit Manager 
terminates the original record automatically and updates the member’s 
eligibilities with the new member category. 
 
Adding the first dependent(s) to a subscriber & spouse record 

When a subscriber and spouse have enrollment records and they add one 
or more dependents: 

1. Make a note of the subscriber’s member ID and social security 
number, if applicable. 



 

 
 

7 Davis Vision proprietary and confidential   

2. Terminate the subscriber and spouse enrollment record, following 
the instructions explained in Terminating an enrollment record. 
Make a note of the termination date. 

3. Add a new family record, including the subscriber, the spouse, and 
any new dependents. Set the effective date for the day after the 
termination date you entered in the previous step. Use the 
instructions in Adding an enrollment record to complete  
the process.  

  
Removing a spouse from a family record 
 

To remove a Spouse from a family enrollment record: 
1. Make a note of the subscriber’s member ID and social security 

number, if applicable. 
2. Terminate the family enrollment record, following the instructions 

explained in Terminating an enrollment record. Enter the spouses 
last day of coverage in the termination date field. 

3. Add a new family record, including the subscriber and any 
remaining dependents. Set the effective date for the day after the 
termination date you entered in the previous step. Use the 
instructions in Adding an enrollment record to complete  
the process.  

  
Changing from family to employee only coverage within a benefit period 
 
To terminate a family record and add the employee only coverage: 

1. Make a note of the subscriber’s member ID and social security 
number, if applicable. 

2. Terminate the family enrollment record, following the instructions 
explained in Terminating an enrollment record. Enter the last day of 
coverage in the termination date field. 

3. Add a new subscriber only record, setting the effective date for the 
day after the termination date you entered in the previous step. 
Use the instructions in Adding an enrollment record to complete  
the process. 
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Getting help on a specific page 
 

On each of the Change Enrollment entry pages, there is a link called click 

here that provides specific help for the fields on that page.  

If you click this link, a page like this, displays: 

 

 

 

Logging out of Benefit Manager 
 

When you have completed your Benefit Manager tasks, log out to prevent 

unauthorized access. To log out of Benefit Manager, click the logout 

button in the upper right corner. 
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Chapter 2: Using Benefit Manager 
 

This section explains how to use Benefit Manager to check a member’s 

enrollment information, add a new member, edit a member’s enrollment 

information, reinstate a terminated member record, and terminate a 

member’s benefits. Not all features may be available to all users, so some 

of these features may not be available to you. Your permissions determine 

the type of access you have to Benefit Manager. 

Note: All of the member information shown in this user guide is made up. 

We use fake names, IDs, and addresses to make it easier to see how the 

application works. 

Important: If you need more access to do your job than you have, please 

contact 1 (888) 343-3460 and ask that your permissions be changed. If 

your group has a separate phone number for support (indicated in your 

version of the Benefit Manager interface), use that phone number instead. 

 

Finding a provider for a member 
 

If you direct members to providers, you can use Benefit Manager to 

perform that type of provider search: 

1. Follow the instructions in Logging into the Benefit Manager to 
access the Benefit Manager application. 

2. From the Benefit Manager home page, locate the find a  
provider box. 
 

 

3. In the zip code field, enter the zip code the member gives you and 
click go to display the results.  
Note: If your find a provider box contains a provider list, choose the 
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appropriate provider list for the member you are working with. If 
you do not choose a provider list, all providers in the selected zip 
code display. 

4. When you have completed your entries and selections,  
click go.  

 

 
 

From this page you can change the search radius to restrict the number of 

records that display or choose other search options and click search now 

to get different results. 

 

If you selected a provider list, you can switch to another provider list using 

the select provider list drop-down. 
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If you enter a provider name in the provider or business name field, you 

can search for a specific practitioner using this page. 

At the bottom of this page, there is a key that describes the icons we use 
in this screen. 
 

 

 

Checking a member’s enrollment information 
 

You can check a member’s enrollment information from the Benefit Manager 

application, if you have the appropriate permissions. You might have to do 

this if a member calls to request more information about their benefits. You 

can also order member ID cards from the enrollment status page. 

To check a member’s enrollment benefits: 

1. Follow the instructions in Accessing Benefit Manager to access the 
Benefit Manager application. 

2. From the Benefit Manager home page, locate the check  
enrollment box.  
 

 
 

3. In the ID field, enter the member’s alternate ID or social security 
number and click go if more than one record matched the record ID 
you entered, a selection list, displays.  
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4. Review the list of options and choose the select button for the 
active record. The member enrollment status  
information displays.  
 

 

5. From this page, you can order member ID cards by clicking the 
order member ID cards link. The member ID cards popup  
box display. 
 

 

6. In the number of cards box, select the number of ID cards the 
member needs and click submit. The ID cards are printed and 
shipped out the next business day.  
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Adding an enrollment record 
 

When you add a new employee, you can add an enrollment record using 

Benefit Manager to ensure we can provide them with vision benefits. 

To add a new member to your group’s enrollment record:  

1. Follow the instructions in Accessing Benefit Manager to access  
the Benefit Manager application. 

2. Follow the instructions in Checking a member’s enrollment 
information to ensure that the member’s record does not  
already exist. 

3. From the Benefit Manager home page, locate the  
change enrollment box. 

 
 

4. Click the add/change button to display the add/change options. 

 

5. Click the click here link to display the select group page. 
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6. Click the select group/subgroup drop-down list and select the 
appropriate group/subgroup option for the new member. Then, click 
go to display the add/change contract and subscriber options. 
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Note: The fields highlighted in red are required and must be 
completed to save the page. The fields highlighted in blue are 
optional. If you need help completing these fields,  
click the click here link to get more information. 
 

7. Complete the fields in these sections with the information you have 
about the contract and the subscriber. Use the tab key to move 
from field to field. Most of these fields are self-explanatory. 

• Rider 

Select the appropriate rider ID for this member, as specified by 
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your internal process. 
Note: This option may not be required for every contract. If 
you do not see a Rider field, continue to the next field instead. 

• Reason  
Addition is already entered for you, based on your previous 
selection. 

Note: You can only change this entry by returning to the 
previous page. 

• Subscriber effective date 

Enter the date the Subscriber's benefits are scheduled  
to begin. 

■ Subscriber ID/alternate ID/social security number 

Enter the appropriate ID number in each field. If your company 
does not enter SSNs into Employee records,  
leave the social security no. field blank. The subscriber ID  
is required. 

• Gender 

Select male or female as appropriate. 

• Date of birth 

Enter the subscriber's birth date. 

• Subscriber Last Name, First Name, Initial 

Enter the member's last name (including suffix, if applicable) 
and first name carefully. The middle initial is optional, but really 
useful for common names. 

• Address, address2, city, state/province, ZIP/postal code 

Enter the member's address in the fields provided. 

• Phone number 

Enter this information if you have it. 

• Language 

Enter this information if you have it. This defaults 
to English. 

8. Scroll down to the next section to add the dependent information 
and to complete the process. The dependent information  
fields display. 
Note: If you do not need to enter dependents for this subscriber, 
skip to step 10. 
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Note: The fields highlighted in red are required and must be completed to save the page. The fields 

highlighted in blue are optional. 

The dependent options that display on your page may be slightly different from these. The rider column 

option depends upon the benefit contract associated with these members. Check these options carefully 

before you save them. 
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9. Complete one row of fields for each dependent associated with 
the subscriber. Use the tab key to move from field to field. Most 
of these fields are self-explanatory. 

• Reason 

Select addition for these entries. 

• First name, middle initial, last name 

Enter the appropriate information for each dependent,  
in age order. The middle initial is optional and the last name 
entry is only required if the dependent's last name is different 
from the subscriber's. 

• Rel (relationship code) 

Select the appropriate relationship code for each dependent: 
 

Code Description 

S Spouse 

C Child 

O Other 

P Domestic partner 

 
• Gender 

Select F for female or M for male. 

• Dependent SSN 

This field is not required. 

• Birthdate 

Enter the birthdate in month, date, year order using this format: 
MM/DD/YYYY. 

• 0/R (override code) 

Use this field to indicate whether the dependent is a student or 
is handicapped. 

Note: If the dependent is a student and you know the date of 

expiration of their benefits, enter that expiration date in the  

next field. 

• Eligible thru date 

If this member's benefits have an expiration date (as dictated 

by the contract rules) enter the expiration date in this field using 

this format: MM/DD/YYYY. 

This might apply to students or adult children who may age out 
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of the benefits according to the contract. 
Note: For members who are permanently disabled, enter the 
date 12/31/9999. 

• Effective date 

Enter the date that the dependent's benefits begin. 

■ Rider 

Select the appropriate rider for the dependent, if applicable. 

Note: This field may be pre-set or may not display at all. 

10. For some contracts, there is also a category entry required.  

Enter the appropriate member category in this field. 

11. In the special instructions field, enter any information that may 

be relevant to this enrollment record that is not captured in one of 

these fields. 

12. When you have completed your entries, check them over to 
ensure they are correct and click save changes. 
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Important Benefit Manager processing information 

 

When you complete a Benefit Manager request before 3:30 p.m. 

(eastern time) on a business day, it becomes effective the same day.  

When you complete Benefit Manager requests after this time or on a 

weekend or holiday, Davis Vision processes the changes on the next 

business day. 

Benefit Manager sends a confirmation e-mail each time you submit a 

change through the interface. If you would prefer to receive fewer e-mails, 

Davis Vision can group these messages on a daily, weekly, or monthly 

basis. Contact your Davis Vision account representative to set up  

this change. 

Adding a dependent to an existing enrollment record 
 

As subscribers add new members to their families you can to add these 

members to the enrollment record to ensure we provide them with vision 

benefits. This section explains how to add a dependent to an existing 

family enrollment record. 

Important note: See Understanding the enrollment transaction rules for 

detailed instructions about rules that affect changes to existing enrollment 

records. Changes to family records have specific caveats that could 

cause billing issues. 

To add a new dependent to an existing family enrollment record: 

1. Follow the instructions in Accessing Benefit Manager to access  
the Benefit Manager application. 

2. From the Benefit Manager home page, locate the change 
enrollment box. 
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3. Click the add/change button to display the add/change options. 
 

 
 

4. Depending upon the information you know, enter the member ID 

or the subscriber's name in the fields provided and click the 

appropriate go button. 

Note: We use the member ID because fewer records are likely to 

come up. If more than one member matches your entries, a 

selection box displays allowing you to choose the correct member. 

 
If no other members match the criteria you entered, the member 
enrollment record displays. 

5. Scroll down to the dependent section and go to the first  
available line. 

Note: The instructions for completing the fields in this section are 

described in Adding an enrollment record. 

6. Complete one row of fields for each new dependent associated 
with the subscriber. Use the tab key to move from field to field. 
Most of these fields are self-explanatory. 
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Note: The fields highlighted in red are required and must be completed to save the page. The fields 

highlighted in blue are optional. 

The dependent options that display on your page may be slightly different from these. The rider column 

option depends upon the benefit contract associated with these members. Check these options carefully 

before you save them. 
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• Reason 

Select change for this entry. 

• First name, middle initial, last name 

Enter the appropriate information for each dependent,  
in age order. The middle initial is optional and the last name 
entry is only required if the dependent's last name is different 
from the subscriber's. 

• Rel (relationship code) 

Select the appropriate relationship code for each dependent: 
 

Code Description 

S Spouse 

C Child 
O Other 
P Domestic partner 

 
• Gender 

Select F for female or M for male. 

• Dependent SSN 

Enter this information if you know it. This field is not required. 

• Birthdate 

Enter the dependents birthdate in this format: MM/DD/YYYY. 

• 0/R (override code) 

Use this field to indicate whether the dependent is a student or 
is handicapped. 

Note: If the dependent is a student and you know the date of 

expiration of student benefits, enter that expiration date of the 

student’s eligibility, in the next field, if known. 

• Eligible thru date 

If this member's benefits have an expiration date (as dictated by 

the contract rules) enter the date in this field using this format: 

MM/DD/YYYY. 

This might apply to students or adult children who may age out of 

the benefits according to the contract. 
Note: For members with permanent disabilities, enter the date 
12/31/9999. 

• Effective date 

Enter the date that the dependent's benefits begin. 
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■ Rider 

Select the appropriate rider for the dependent, if applicable. 

Note: This field may be pre-set or may not display at all. 

7. In the special instructions field, enter any information that may 

be relevant to this enrollment record that is not captured in one of 

these fields. 

8. When you have completed your entries, check them over to 
ensure they are correct and click save changes to submit  
your entries. 

Note: See Important Benefit Manager processing information for 
more information. 
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Changing an existing enrollment record 
 

Sometimes, when employees change locations, move, or change jobs, we 

need to update their enrollment record to reflect this change. This section 

explains how to change the enrollment information for an  

existing member. 

Very important: If you need to change the member category or effective 

date on a member’s enrollment record, or you are moving to or from a 

family record, see Understanding the enrollment transaction rules to 

avoid major problems and duplicate eligibilities! 

To modify the enrollment record of an existing subscriber or dependent: 

1. Follow the instructions in Accessing Benefit Manager to access  
the Benefit Manager application. 

2. From the Benefit Manager home page, locate the change 
enrollment box. 
 

 
 

3. Click the add/change button to display the add/change options. 
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Here, you can use either the member ID or the subscriber’s name 
to search for the existing member’s record. 
 

4. Depending upon the information you know, enter the member ID or 
the subscriber's name in the fields provided and click the appropriate 
go button. 
Note: We use the member ID because fewer records are likely to 
come up. If more than one member matches your entries, a 
selection box displays allowing you to choose the correct member. 
If no other members match the criteria you entered, the member 
enrollment record displays. 
 

 
 
Note: The fields highlighted in red are required and must be 
completed to save the page. The fields highlighted in blue  
are optional. 

 

5. In the reason field, select change. 

6. In the change effective date field, enter the date this information 
should change in the system. 

7. Type over or re-select entries that have changed in the member's 
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or dependent's enrollment record. 
Note: When you change a member’s category field, it can affect 
billing cycles and other important system records. When you make 
this type of change, make sure you enter the effective date of the 
change in the category effective date field. This ensures that the 
member’s eligibility and billing records are processed correctly. 

8. In the special instructions section, you can leave a note that 

explains the change you made. 

9. Click the save changes button to submit your changes.  

Note: See Important Benefit Manager processing information for 

more information.  

 

Terminating an enrollment record 
 

You can terminate a Member’s enrollment record using the instructions in 

this section. We do not remove termed enrollment records from the system, 

they just do not display in Benefit Manager when you terminate them. 

To terminate the enrollment record of an existing subscriber or dependent: 

1. Follow the instructions in Accessing Benefit Manager to access  
the Benefit Manager application. 

2. From the Benefit Manager home page, locate the change 
enrollment box. 
 

 
 

3. Click the terminate button to display the change enrollment – 
terminate options.  
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4. Depending upon the information you know, enter the member ID or 
the subscriber’s name in the fields provided and click the appropriate 
go button.  
If more than one record matches your criteria, the change enrollment 
– terminate list displays. 
 

 

5. Click the select button for the record you want to terminate. 

If no other members match the criteria you entered, the member 
termination record displays. 
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Note: The fields highlighted in red are required and must be 
completed to save the page. The fields highlighted in blue  
are optional. 

6. In the check to terminate column, place a check mark to the left of 
the member being terminated or, if all of the members on this 
enrollment record should be terminated, click the check mark 
indicating entire family. 

7. In the termination date field you selected, enter the termination 
date in MM/DD/YYYY format. 

8. In the comments field, enter any applicable comments. 

9. When you are ready, click save changes to submit the termination 
record. A confirmation message displays. 
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Note: If you terminated the benefits of an individual, this prompt 
confirms the name of that person instead. If the selection is valid, 
continue to the next step. If it is not, click cancel and make  
another selection. 

10. Click ok to continue.  
Note: See Important Benefit Manager processing information for 
more about when your changes will be processed.
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Reinstating a terminated enrollment record 
 

When an enrollment record is terminated, we do not delete it from the 

system, in case a member returns to the employer and the member needs 

to be reinstated. When you reinstate an enrollment record, you re- 

establish the record with the original effective date, rather than add a whole 

new record. To accomplish this, the member must be returning to the same 

location and with the same dependents. Using this feature saves time. 

However, reinstating a member’s enrollment record is a matter of policy for 

your group, so you should follow your group’s rules about using  

this feature. 

 

This process is largely the same as the Modifying an existing enrollment 

record section. In these instructions, we cover the differences in depth. 

To reinstate a terminated member: 

1. Follow the instructions in Accessing Benefit Manager to log into  
the Benefit Manager application. 
Note: It may be useful to look up the member’s enrollment record 
using the instructions in Checking a member’s enrollment 
information. This way you can find the member ID, ensuring that 
your records can be reinstated. 

2. From the Benefit Manager home page, locate the change 
enrollment box. 
 

 
 

3. Click the add/change button to display the add/change options. 
The member search options display. 

4. In the fields provided, enter the member search information you 
know and click go. The Change enrollment – add/change options 



 
 
 

 
 

32 Davis Vision proprietary and confidential   

page displays.  

 

 
 
Note: The fields highlighted in red are required and must be 
completed to save the page. The fields highlighted in blue  
are optional. 
 

5. From the drop-down lists provided, select the appropriate benefit 
contract and rider, if different from the current entries.  

6. In the reason drop-down list, the following options display: 
Reinstate (no break in coverage) 
Select this option to re-add the member and link them to their 
original benefits. Then continue to step 7. 
Reinstate (with break in coverage) 
Select this option to re-add the member but do not link them to their 
original benefits. Then, continue to step 7.  

7. Continue based on your reason field selection: 

• If you selected Reinstate (no break in coverage), the following 
popup box displays: 
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i. To reinstate with no break in coverage, select the 
Prevent this page from creating additional dialogs 
check box and click ok. 
or 

ii. To change your selection, click the x in the top right 
corner and return to step 6. 

• If you selected Reinstate (with break in coverage), the 
following popup box displays: 
 

 

i. To reinstate with no break in coverage, select the 
Prevent this page from creating additional dialogs 
check box and click ok. 
or 

ii. To change your selection, click the x in the top right 
corner and return to step 6. 

8. In the remaining change enrollment page fields, enter any new 
information required to complete the enrollment record, including 
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any dependent field changes needed. 
Note: Make sure the reason column for the Dependent record 
contains change. 

9. When you are ready, click save changes to submit the record.  

A confirmation message displays. 

10. Click ok to continue. 
 

Adding COBRA Coverage to a member's record 
 

Adding COBRA coverage to a member's record requires that you term 
the original member record first. Then, you can add the COBRA benefit 
to the member's record. 

To add COBRA coverage to an existing member's enrollment record: 

1. Follow the instructions in Accessing Benefit Manager to log into 

the Benefit Manager application. 

2. From the Benefit Manager home page, locate the change 
enrollment box. 

3. Follow the instructions in Terminating an enrollment record to 

terminate the member's active enrollment record and make a note 

of their member ID. 

4. Return to the member home page and click the add/change 

button to display the add/change search options. The member 

search options display. 

5. In the member ID field provided, enter the member ID information 
and click go. 

The Change enrollment - add/change options page displays. 

6. From the benefit contract drop-down list, select the COBRA 
contract from the list. 

7. From the rider drop-down list, select the appropriate rider ID,  
if applicable. 

8. In the effective date field, enter the first date that the COBRA 

contract is in effect for this enrollment record. 

9. Use the instructions in Adding an enrollment record to complete 

this Member's COBRA record. 
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Note: There may be a member category entry for this 
employment type, but that depends upon the Benefit Contract for 
your group. Also, in the special instructions section,  
add "COBRA". 

10. When you have completed your entries, click save changes to 
submit them.
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Benefit Manager terminology 
 

Use this list and definitions to learn more about how we use  
a specific word.  

 
 

Term Definition 

Dependent Spouse, domestic partner, child or other member who 
receives benefits under a contract but who is not  
a subscriber 

Member A generic term that refers to both subscribers  
and dependents 

Member category Member categories further distinguish members with the 
same benefit contract that have different benefits. 
Examples of these categories are location code and 
employment status (active, retired, COBRA, etc.) 

Subscriber Policy holder employee who receives vision benefits as 
part of their employment agreement. These words are 
used interchangeably in this document.  
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	The purpose of this document is to support you in using Benefit Manager to manage enrollment information and add, change, reinstate, and terminate member records according to your Group’s needs. We intend to provide an introduction to the Benefit Mana...
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	Changing an existing enrollment record
	Sometimes, when employees change locations, move, or change jobs, we need to update their enrollment record to reflect this change. This section explains how to change the enrollment information for an  existing member.

	Terminating an enrollment record
	You can terminate a Member’s enrollment record using the instructions in this section. We do not remove termed enrollment records from the system, they just do not display in Benefit Manager when you terminate them.

	Reinstating a terminated enrollment record
	When an enrollment record is terminated, we do not delete it from the system, in case a member returns to the employer and the member needs to be reinstated. When you reinstate an enrollment record, you re- establish the record with the original effec...
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