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Login Screen 

Visit myAYSonline.com, enter your username/password and sign in to the online employer center. 
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My Account 

The online employer center home screen will appear. To change your password and manage your profile, select My Account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Then select Change Your Password or Edit Your Profile. 
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1. To change your password: 
 

a. Select Change Your Password. 
b. A new screen will appear. Enter your current password, new 

password and confirm the new password. Password selection 
rules are listed on the right. 

c. Select Change Password. You’ll receive an email confirmation 
once the changes are made. 

 
 
 
 
 
 
 
 
 
 

2. To edit your profile: 
 

a. Select Edit Your Profile. 
b. A new screen will appear. Change your Name, Email, or Security 

Question and Answer as needed. 
c. Then click Submit. You’ll receive an email confirmation once the 

changes are made. 
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Admin 

From the home screen or top navigation bar, select Admin. 

Select Add User to add a new user or View All to view all users associated with your account. You can also search for a user. 
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Add Administrator User Accounts 
 

If you selected Add User, enter the new user’s 
information and permissions. 

 
 

Then fill out the information requested. 
1. Check the Active Account box. 
2. If the new user should have access to view invoices, 

select the Employer – Invoices box. 
3. If the new user should have access to online 

enrollment/eligibility maintenance, check the box for 
OEM. 

4. For groups with multiple subgroups, the account can 
be set up at the group level. This will allow access to 
any subgroups and can be done by checking the 
Active box in the group section. 

5. If the new user only requires access to certain 
subgroups, leave the Active box in the group section 
unchecked and then check the active boxes for any 
subgroup the user needs access to. 

6. Check the Admin box in the group or subgroup 
sections to allow the new user to set up additional 
online center accounts for the selected group or 
subgroup. 

7. Click Add at the bottom of the screen to save the new 
user and their permissions. 

8. An email will be sent to the email address entered with 
the user ID and a temporary password. 

9. To reset or edit a user’s permissions, select View All 
on the Staff Administration page. 
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View Users 
 

If you selected View All or searched for a user, a grid will populate on the bottom of the Staff Administration page and three 
options will appear to the right of your account: 

 
1. Reset Password 

a. If Reset Password is selected, a warning message will display. 
b. Click OK to finish the process. 

 
2. View Details 

a. If View Details is selected, the chosen user’s account information will display. 
 

3. Edit 
a. To update the chosen user’s information and roles, select Edit. 
b. For information on the roles or subgroups, see the previous page. 
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Eligibility Maintenance 

From the home screen or top navigation bar, select Eligibilty Maintenance. 

A new window will appear with five options listed to the left of the screen. Select Add Subscribers/Family, Add Dependents, 

 

Term Members, Change (a member’s information) or Log Out. 
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Add Subscriber/Family 
 

If you selected Add Subscriber/Family, enter the requested information. Make sure all the required fields marked with an 
asterisk (*) are filled out. When each page is complete, click Next to continue. On the final page, select Submit Changes. 
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A confirmation page will display with the member’s ID number and option to view and print a PDF of his/her health plan ID card. 



11   

Add Dependent 
 

If you selected Add Dependent, enter the requested information. Make sure all the required fields marked with an asterisk (*) 
are filled out. When each page is complete, click Next to continue. On the final page, select Submit Changes. 

 



 

A confirmation page will display with the dependent’s member ID number and option to view and print a PDF of his/her health 
plan ID card. 
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Termination of a Member 
 

If you selected Term Member, complete a search to locate the member (dependent or subscriber). Then enter in the 
Termination Date and choose the Termination Reason from the dropdown menu. When each page is complete, click Next to 
continue. On the final page, select Submit Changes. 
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Change a Member’s Information 
 

If you selected Change, edit the Subgroup, Class, Employee Demographic, Dependent Demographic and Coverage 
Selection information as needed. When each page is complete, click Next to continue. On the final page, select Submit 
Changes. Class changes are only available during open enrollment. 
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Member Search 

From the home page, select the Member Search tab. Then search for a member to see his/her specific group and subgroup 
plans as well as benefits, coverage and copay information. 
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Steps to Search for a Member 
 

1. Select Member Search. 
2. Fill out the requested information to search for a particular member. 
3. Then click Search. 
4. The results will open on a new page. 
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Select a Member 
 

If an employer wants to search for a subscriber only, enter the 9 digits plus the suffix 00. To search for a dependent only, 
enter the 9 digits plus the suffix (01, 02, etc.). To display the subscriber and all dependents underneath that subscriber, just 
enter the 9 digits. 

 

Then select the 
member’s ID to view 

their information. 

XXXXXX 
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View Contact Information 
 

Select Contact Info to view the member’s basic contact information. 
 
 

Select Contact Info 
to view the member’s 

information. 
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View Member ID Cards 
 

Select View ID Card to see or request a member’s health plan ID card. 
 

 
Click View ID Card to view 

or print the member’s 
health plan ID card. 
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Then follow these steps: 
 

1. Perform a member search and select View ID Card. 
2. Select a Transmission Type (the method you wish to view or receive a health plan ID card): 

a. View Card in PDF 
b. Order Physical Cards 
c. Email 

3. The member will auto populate. 
4. Select an Effective Date. 
5. Then click Submit. 

 



 

Member Benefits 

From the home page, select the Member Benefits tab and then conduct a member search. 
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Enter the Member ID and click Search. Once the search is complete, the screen below will appear. 
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The member’s ID number 
is hyperlinked. Click on it 
to view copay information 

as well as a grid that 
displays the member's 

current benefits. See the 
next page. 



 

Employer View of a Member’s Copay Information and Current Benefits 
 

Select Member ID to view the member’s information, current benefits and copay amounts. 
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Medical Copay 

To view a member’s copay information, perform a member search. Go back to the home page and select Member Search. Then 
select Category View or List View. 
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Category View: 
 

1. Enter the As of Date. 
2. Click Search. 
3. Choose Display by category. 
4. All categories can be expanded to display more information. Select the arrow next to the category to expand the field. 
5. Check the box next to See All to view additional benefits. 

 
List View: 

 
1. Enter the As of Date. 
2. Click Search. 
3. Choose Display by list. 

 



 

Member Pharmacy Copays 

From the home page, select the Member Pharmacy Copays tab and then conduct a member search. 
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Steps to Search for a Member 
 

1. Select Member Search. 
2. Enter the member’s information. Required fields are listed to the right. 
3. Then click Search. 
4. Results will open on a new page. 

 

 
 
 

 27 



 

Search Results 
 

A new screen will appear. Select the Member ID number to view his/her pharmacy copays. 
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The Member ID 
number is hyperlinked. 

Click on it to view 
pharmacy copays. 



 

View Pharmacy Copays 
 

Once you select the member’s number, a page will display with his/her pharmacy copays (preferred generic, preferred brand and 
non-preferred medications) based on the As of Date entered. 
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Summary of Benefits and Coverage 

From the home page, select the Summary of Benefits and Coverage tab and follow the steps on the next page. 
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View the Summary of Benefits of Coverage by subgroup. 

Follow these steps: 

1. Select the Subgroup. 
2. Choose As of Date. 
3. Then click Submit. 

 
 
 

A new window will display: 
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Membership Roster 

From the home page, select the Membership Roster tab and then perform a member search. You can access your members 
individually or collectively. 

 

 
 
 
 
 
 
 
 

Using the roster function, you have the option to view the member’s class, coverage type and benefit description. You can also 
download a spreadsheet (per a specific member or all members). 
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To view a specific member’s information: 
 

1. Enter Member ID. 
2. Select a Group Name and Subgroup. 
3. Then click Search. 



 

4. A new window will appear with the following information. Select the Member ID number to display his/her copay 
information and current benefits. 

To view the entire membership roster, select Group Name and Subgroup and the click Search. Keep in mind, some files may 
be large depending on the group. 

 
Select Downloading Spreadsheet. Downloading the roster spreadsheet is the same for both an entire group roster and/or an 
individual member. The spreadsheet is in Excel format. If you select only one member, only that member will display. If you leave 
the Member Number field blank, the entire subgroup will be listed on the spreadsheet. 
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The Member ID number is hyperlinked. 

Click on it to view pharmacy copays. 
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Plan Documents 

To access a member’s plan documents, go back to the homepage and perform a Member Search. 

Select the member’s ID number and then select plan documents online. 
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1. The member field will display the member’s name. 
2. Select the As Of Date. 
3. Then click Submit. 
4. The customized document will display on a new screen. 

 



 

View Invoices 

From the homepage, select the View Invoices tab. 
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Enter the requested information to view the invoices for your company per subgroup. 
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1. Select Subgroup from the drop down. 
 

2. Then Select Invoices and a series of dates will populate. Select a date. 
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3. Select an Invoice Format (PDF or a comma-separated values (CSV) Excel file). We recommend PDF format because 
it’s easier to read. Both can be saved, attached to an email, or printed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select View Invoice and the invoice(s) will appear. 
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Billing and Payment History 

From the homepage, select the Billing and Payment History tab. 

Select Group Billing Information or Group Payment Information. You can view your subgroup’s billing and payment 
information for the past 6 months. If the billed amount is zero, it will not display on the grids. 
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Select Group Billing Information 
 

If you chose Select Group Billing Information: 
 

1. Use the Select a group dropdown to select your group. 
2. Then use the Select a subgroup dropdown to choose your subgroup. 
3. Enter From/To Date (cannot be greater than six months). 
4. Click Search. 
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Select Group Payment Information 
 

If you chose Select Group Payment Information: 
 

1. Use the Select a group dropdown to select your group. 
2. Than use the Select a subgroup dropdown to choose your subgroup. 
3. Enter From/To Date (cannot be greater than six months). 
4. Click Search. 
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Pay Premium 

From the homepage, select the Pay Premium tab. If you only have one subgroup, you will automatically be directed to the payment page. 
You will be able to setup a single payment or auto payment using your checking, debit or credit card account. Please contact your Group 
Services Rep for credit card limitations. At this time we do not take Discover credit cards. If you have more than one subgroup, you will 
directed to another screen to select a subgroup (see next page). 
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Choose one Subgroup:  
 

After clicking Pay Premium on the homepage, you will be directed to this page. Select the desired Subgroup and click 
Continue to be directed to the payment screen to make your payment.  
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Payment Options Screen:  
 

To proceed, select the desired payment option. You will be able to setup a single payment or auto payment using your 
checking, debit or credit card account. Please contact your Group Services rep for credit card limitations. At this time, we do not 
take Discover credit cards. You can also update your communication preferences, review your payment history and account 
activity. 
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Autopay Setup:  
 
 

To proceed, select the Setup automatic payments button.  
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Autopay Setup Continued:  

 
Select the day of the month you want the payment to draft. Click Next. 
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Autopay Setup Continued:  
 

 
Select the either Credit or Debit Card or E-Check (ACH)  
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Autopay Setup Continued:  
 

Scroll down and select either Email or Phone. Enter the email address or cell phone number for your payment related 
notifications. 
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Autopay Setup Continued:  
 

Scroll down and check the box under Review payment terms agreement.  
 

 
 
 

 
The Terms and Conditions will open. 
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Autopay Setup Continued:  
 
Scroll all the way down and click Agree.  
 

 
 

 
The Terms and Conditions box will close and bring you back to the Autopay screen. Click Next. 
 

 
 
Note: Please note that you must scroll all the way to the bottom of the Terms and Conditions to be able to click Agree 
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Autopay Setup Continued:  
 
When the payment method box opens, enter your payment information. Then click Confirm payment button. 
Optional: You can click the box to save the payment information for future use. 
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Autopay Setup Confirmation:  
 
The confirmation screen displays. On the confirmation page, you are able to Print, Email or Text the confirmation. 
Note: If text and/or email was selected for notification preferences, those will have already been sent. 
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Autopay Setup Confirmation – Email Notification Example:  
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Autopay Setup Confirmation – Text Notification Example:  
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Thank you for reading and using this guide. We hope you have found it informative and useful. 
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