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Introduction

Benefit Manager to enter Enrollment records

The instructions in this document detail the method to add, change, reinstate, or terminate Member(s) Enrollment
records via Benefit Manager.

Assumptions

The intent of this manual is as follows:
* To provide a general introduction to Benefit Manager.

* To provide instructions on entering enrollment records into Benefit Manager.

This manual assumes:

"  You have access to appropriate browsers such as Internet Explore (IE) and Mozilla Firefox on your
desktop. We recommend Microsoft Internet Explorer Version 5 or higher.

*  You have access to the Benefit Manager application on your desktop.
*  You have a valid username and password to access the Benefit Manager application.

*  You have appropriate permissions to add enrollment records into Benefit Manager.




Access Benefit Manager

The following section describes the method to access Benefit Manager via the Davis Vision website.

To access Benefit Manager:

1. Access DavisVision at www.davisvision.com and click the Clients link.

2. Enter the assigned Username and Password and click the K button.

Note: Contact Technical Support at 1-888-343-3460 for Username/Password or other Benefit Manager

assistance.

IMPORTANT

Upon first login, the Terms of Service and Agreement screen is displayed. Press the Accept button to proceed.
Decline button will disallow access to the Benefit Manager application.

After clicking the Accept button, the Benefit Manager home page is displayed.

Group Summary

Should Know
User Guide |

Group Home

For Benefit Managers

Davis Vision is pleased to provide our Clients
with Management Tools to enhance their
Benefit Users' experience with receiving vision
care benefits. Please explore the site to
examine many of our wonderful features.

Find a Provider

If you are searching for a provider within a Zip
Code range, please enter the Zip Code below
and we will show you all available providers in
that area.

Zip Code: |

Check Enroliment

Enter an ID for the member to check current
member or employee enrollment status.

ID: | =B

Change Enrollment

Davis Vision is proud to provide Benefit
Managers with the ability to add or edit
enroliment data, realtime on the web. If you
would like to add, change, or terminate a
member and/or dependent, click below.
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http://www.davisvision.com/

Using Benefit Manager

This section details the process to check, add, change, reinstate, or terminate Member(s) Enrollment records via
Benefit Manager.

@ Note: References to Member and Subsctiber are used interchangeably and refer to the main Policy holder.

Check Enrollment
'This section illustrates the method to check a Membet’s enrollment status:

1. Click the Check Enrollment link on the left menu bar.
2. Enter the Social Security Number (SSN) in the ID field and press m button.

A list of all enrollment information for the selected Member, including Dependent(s) covered, enrollment status
and downloadable benefit-specific forms, is displayed.
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Add an Enrollment record

This section illustrates the method to add new Member Enrollment records.

1. Click the Add/Change Enrollment link from the left navigation bar.

2. Press the click here link as displayed in the image below when entering new records.

Check Enrollmer+
f you are Adding/Changing Enrcllment for an EXISTING member. please enter their ID below Fl

byou are Adding a NEW member. please click hers

1D: =8

3. Utlize the appropriate Enrollment form to enter all the required (flll fields) and optional (blue fields).
Note: Refer to the Benefit Manager Field help screen in Benefit Manager.

e Change [nrollment_AddChange
If you wish to ADD, CHANGE, REINSTATE. or add COBRA coveraae for SubscriberDecendents. fields hiohlichted in iéhislcolor are
racred and thipglatieiosaigi DWISVISION
For more help pls FEENEFIT MANAGER SEE LIFE
Enroliment Help Screens
ABOUT ADOITION CHANGES REINSTATEMENT COBRA

Benefit Conract: 1P 1000000
Rider:

Reason: aBouT ACORON CHANGES  NATATEMENT ok

Effective Date (mmsanys —
Subscriber 1D: |

@ Note: All required fields must be completed to save changes; a prompt is displayed when a required field
is blank.

o  Benefit Contract will be auto-populated.
o Select Rider from drop-down menu.
o Seclect “Addition” from the Reason drop-down menu.
» Enter the date coverage begins in the Effective Date field.
« Enter the Member/Employee identification numbers:
O Subscriber ID: Enter the Member’s Social Security Number (SSN) when adding a new
member.
0 Alternate ID Number: Leave this field blank when adding a new Member.
O Social Security Number: Re-enter the Employee’s Social Security Number.

o Seclect Sex (Male or Female).

« Enter the Member/Employee Date of Birth in mm/dd/yyyy (month/date/year) format.

« Enter the Member/Employee Last Name (including any suffix, i.e., St., Jr., etc.).

« Enter the Member/Employee First Name.

« Enter the Member/Employee Address, City, State, Zip and Phone Number (if applicable) in
the appropriate fields.

o Language will default to “English”.
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Change Enrliment - A34Change \
Cropendents. Seies haghighted o this color] an

whisie apges e
-343- 460 1341
Benefit Contrf 135, bon

Benelif ConEace 107100000033 - Life C
Rideri CGO0000003 - DESAGH

required and
For mon halp pléase chck bevs or call 1438

pOAR v

o 3 2051
2061

Effective Date (evbdiyyry's theu | ey -
SubscriberiD] TI000438706 2091
Aliornai I Numiber: | 723000435706 2101

2
Soc. Sec. Number: 963696369 | (Sam Femalloo) Birth (s
Subscriber Last Nama: [ 2GHELS s §213L Initial
Addvess 1506 WHEATLY CT

Address 82 218L
T | MISKAYUNA sy 220U 230

O 2221

(10 mambers inchating Area Code] 223C

Language: | ENGLSH  » Z25L

2261

teaoc 47271

2290

LC' 230L

Dependen§231L

234l »

Bl Sagpoms (f aac o Pther  PeDomestic Pariner

o If there are no Dependents, proceed to Step 4 below.

For a family policy, complete the Dependent information section for each dependent:

o Select “Addition” from the Reason drop-down menu.

» Enter the Dependent’s First Name.

o Enter the Dependent's Last Name (Only if different from the Membet’s last name or
dependent has a suffix (Jr, 11, etc).

o Select the Dependent’s relationship from the drop-down menu in the Rel. column.

Relationship Code Description

Spouse

Child

Domestic Partner

Sponsored dependent (if applicable)

ol=|o|w

o Seclect Sex (Male or Female).

» Enter in Dependent’s Social Security Number (SSN) (if available).

« Enter the Dependent’s Date of Birth in mm/dd/yyyy (month/date/yeat) format.

o If a dependent is of student age (an age that Life Care Centers of America has determined as the
minimum Student age or is disabled, continue to the O/R (override) field:

0 Students - Select “S” from the O/R drop-down menu and enter the last date the Dependent
is expected to be a full-time student in the Eligible Thru Date field. This date may be the
end of each semester or the graduation date. If date of graduation is entered and the student
leaves school, your office will be responsible to notify Davis Vision to change the Eligible
Thru Date.

0 Disabled - Select “H” from the O/R drop-down menu. If the disability is temporary, enter
the last date the dependent is expected to be disabled in the Eligible Thru Date field. If
this is a permanent disability, enter “12/31/9999” in the Eligible Thru Date field.

» Enter the Dependent’s Effective date of coverage.

» Rider does not need to be adjusted, as Life Care Centers of America does not have a separate
Rider for Dependents.

»  Repeat the above steps until all Dependents have been added.
o Proceed to Step 4 below.

Page 8



4. Press Save Changes button to submit the Enrollment data to Davis Vision.

Note: Enrollment Benefit Manager requests will be completed within the same business day if received
ptior to 3:30PM EST.

Any requests received past 3:30PM EST will be processed the next business day.

@ Once the request has been processed, a secure email with confirmation number will be
automatically sent to the originator as confirmation of completion. If you would like to request that
a confirmation be sent on a daily, weekly or monthly basis instead of each time a request is
submitted, please contact your Davis Vision Account Representative.
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Modify Existing Enrollment record

This section illustrates the method to modify an existing Member Enrollment record for e.g.: changes to
address, date of birth, Dependent Social Security Number, and spelling corrections.

1. Click the Add/Change Enrollment link from the left navigation bat.

2. Enter the Social Secutity Number (SSN) in the ID field.
Thursday, January 28, 2010

If you are Addipg/ i ir D below. If
youarz AddrdPlease enter an ID for the Member.
ID: |

My Profile

zase call 1-888-343-2480

The Benefit Contract, Rider ID, and Member’s current information is displayed in the appropriate fields.

3. Utlize the appropriate Enrollment form to enter all the required (flll fields) and optional (blue fields).
Note: Refer to the Benefit Manager Field help screen in Benefit Manager.

Charge Cnrolment - Add/Change

1/ in 'this color arz

to ADD, CHANGE, REINSTATE. or add COBRA coverace far Subscribs fields
— —~ DAVISVISION
{click here[@seneriT MANAGER SEE LIFE
Enroilment Hilp Screens
ABOUT ADDITICH CHANGES REMSTATEMENT CoBRA

Benefli Conract: 10~ 1000000
Ridhier:

Note: All required fields must be completed to save changes; a prompt is displayed when a required field
is blank.

IMPORTANT

To ensure correct Eligibility, Billing, changes to the Employee’s Social Security number, Lawson Location Code,
Benefit’s Effective date or Dependent’s relationship code (if originally entered in error ), the original record must be
terminated before adding a new record. Refer to the Enrollment Transaction Rules for additional details.

o Select “Change” from the Reason drop-down menu.
» Enter the date coverage begins in the Effective Date field.

Note: Address changes are unable to be made in advance of actual move, for e.g.: if the Member
knows when & where they will be in July, the address changes must be made in the last
week of June.

o Update fields as needed for Member/Employee and Dependents (if applicable).
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4. Press Save Changes button to submit the Enrollment data to Davis Vision.

Note: Enrollment Benefit Manager requests will be completed within the same business day if received
prior to 3:30PM EST.

Any requests received past 3:30PM EST will be processed the next business day.

@ Once the request has been processed, a secure email with confirmation number will be
automatically sent to the otiginator as confirmation of completion. If you would like to request that
a confirmation be sent on a daily, weekly or monthly basis instead of each time a request is
submitted, please contact your Davis Vision Account Representative.
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Reinstate an Enrollment record

This applies to a Member coming back on the plan with no break in coverage, returning to the same location with
the same Dependents.

1. Click the Add/Change Enrollment link from the left navigation bar.

2. Enter the Social Secutity Number (SSN) in the ID field.

Thursday, January 28, 2010

‘Change Enroliment - Add/Change

Check Enrollment If you are Add

ing/! ir 1D below If
youare AddirdPlease enter an ID for the Member.
ID: | Go|

zaze call 1-853-342-2450

The Benefit Contract and Rider ID are automatically populated in the appropriate fields.
3. Sclect “Reinstate” on the Reason drop-down menu.

4. Enter the reinstatement date in the Effective Date field (should be the date following their
termination, for e.g.: if previously terminated on March 31+, enter effective date as April 1%).

If the policy is for family coverage and there have been no changes in Dependent status since the original
termination date, the Dependent information is still required.

5. Select “Change” from the Reason drop-down menu of Dependent information.

a.  Select the approptiate values from the drop-down menu to complete the Dependent information.

e be used:
Reason  FirstMame MI  LastMame Rel. Sex Dependent Birthdate O/R  Eligible  Effective Rider
(only if different)

SSN Imm/ddiyyyy} Code Thru Date Date
Changs  |w|} L] L= [ ™| || |[ ™| I || ¥
v LI [ [ ] I || || || v

6. Press Save Changes button to submit the Enrollment data to Davis Vision.

Note: All required fields must be completed to save changes; a prompt is displayed when a required field
is blank.
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Terminate an Enrollment record
This section illustrates the method to terminate Member Enrollment records.

‘ THE EvEcant aRvYAMNTA EX]

Welcome John Smith

———Charsn Eneolimant

1. Click the Terminate Enrollment link from the left navigation bar.

2. Utllize the Enrollment form to terminate the appropriate Contract, Member, Spouse or Dependent.
Note: Maximum of 10 records can be terminated at one time as long as the Benefit Contract is the same
for all records requested.

@ Note: All required fields must be completed to save changes; a prompt is displayed when a required field
is blank.

To terminate an entire family:

a.  Select the Contract radio button under the Terminate Type column to terminate the Member,
Spouse, and Dependent(s).

b. Enter the Member’s Social Security Number under the Subsctriber ID field.
c. Enter the Member’s name in the Subscriber Name field.

d. Enter the last date of active coverage in the Terminate Date field.
Note: Coverage will remain active until midnight of the day requested.

T Change Enroiment . Terminate
I you wish to terminate SubscriberDependents, fiekds highlighted in [ERIFREOISH are required
For move help please click heeg or call 1.898-343-3460
Benefit Contract Information
Banafit P
Contraze:
SubscriberDependent Information
Terminate T
Type ber D Subscriber Name  Dependent Hame Date Comments
e gt

To terminate Subsctiber/Spouse/Dependents only:
a.  Select the appropriate radio button under the Terminate Type column.
b. Enter the Member’s Social Security Number under the Subscriber ID field.

c. Enter the Member’s name in the Subscriber Name field,
Or
Enter the Spouse/Dependents’ name in the Dependent Name field.

d. Enter the last date of active coverage in the Terminate Date field.
Note: Coverage will remain active until midnight of the day requested.

3. Press Save Changes button to submit the Enrollment data to Davis Vision.
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Add COBRA Coverage

This applies to adding COBRA Coverage to Member’s enrollment records.
1. Term the active record using the instructions under Terminate an Enrollment record section on page 13.
2. Click the Add/Change Enrollment link from the left navigation bar.
3. Enter the Social Security Number (SSN) in the ID field.

Thursday, January 28, 2010 ‘Change Enroliment - Add/Change

Check Enrollment If you are Addigg!

ir 1D below If
youare AddirdPlease enter an ID for the Member.
ID: | Go|

zaze call 1-853-342-2450

Enter the first date COBRA begins in the Effective Date field.

Follow the same steps as detailed under Add an Enrollment record section on page 7.

Select the appropriate COBRA specific LC1 Code from the LC1 drop-down menu.

Enter “COBRA” in the Comments section.

® N ;B

Press Save Changes button to submit the Enrollment data to Davis Vision.
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Enrollment Transaction Rules

Refer to the following enrollment rules to accurately process Enrollment records.

Check Enrollment Status

Before performing any enrollment transactions, refer to the Check Enrollment section on page 6.

Using Social Security Number (SSN)

Changing an Effective Date (on an entire family record, individual Member Category such

as Location Code)

When changing an effective date on an entire family record or individual Member Category:

o First, term the original Member record as detailed under Terminate an Enrollment record section
on page 13.

o Then, create a new add request using SSN for the Member ID and the new effective date. Refer
to instructions under Add an Enrollment record section on page 7.

A new member record will be created using the same Davis Vision ID.

Changing Member Categories (same contract, same eftective date)

When changing the member categories under the same contract and same effective date, leave the
DavisVision ID in the Member ID box. A new member record will be created using the same
DavisVision 1D and the original record will be automatically termed.

Changing other Member information

When changing other elements on a Member record, for e.g.: address, phone number, etc, leave the
DavisVision ID in the Member ID box.

The system will update the existing record.
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Separate Enrollment transactions

This applies to enrollment addition/changes/terminations that must be performed as separate transactions.

o Active Employee and Spouse on file, add a new Dependent on June 30, 2010.
Under this scenario, 2 separate enrollment transactions will need to be performed.
o Terminate the Employee and Spouse on file as of 6/30/2010.
o Add the Family (with Dependent) as a new hire effective 7/1/2010.

o  Employee, Spouse, Dependents on file, remove Spouse as of August 1st, 2010.
Under this scenario, 2 separate enrollment transactions will need to be performed.
o Terminate the family effective as of 7/31/2010.
o Add the family (without the Spouse) effective as of 8/1/2010.

o Active Employee on file since 1/1/2010, change location effective 7/1/2010.
o Terminate the Employee as of 6/30/2010.
o Add the Employee effective 7/1/2010, with the new location code.
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Logout of Benefit Manager

Log out at any time during your session by clicking on the Logout button located in the top right of your
screen.

Benefit Home

Logout

Group Home

Welcome ‘» i ihaitn

Wednesday, July 14, 2010

Check Enrollment For Benefit Managers Check Enrollment

1c \ision is pleased to provide our Clients Enter an ID for the member to check current
& their member or employee enrollment status.

The Benefit Management Logout screen will be displayed upon successfully logging out of Benefit Manager.

THE EYEES A S&PRDY ANT AGE

Wednesday, July 14, 2010 Benefit Management Logout

Thank you for visiting the Davis Vision Benefit Manager web site.

Return to the Benfit Mansger Sie
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