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Instructions for Online Account Access & Claims Entry 
 
 

To access your account online, please go to www.eBeneAdmin.com 

 
 
 
 

Go to “Select Your Role” and choose “Employee”  
 
 

Select “Account Login” 

 
 
 

Click on the link located under the “Employee Login” area 

  
 
 

For your INITIAL log in: USER ID = Social Security number and PIN = the last four digits of your SSN 
 
 

You have now reached the Welcome page for eBenefits online system 

 
 
 

Please enter your “User ID” & “PIN” and click on “Enter” 
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After your initial log in you will be prompted to create an account 

  
 
 

You have now reached our Online System’s Home Page 

   
 
 

Online Inquiry 

 

Type your new User Name 
Type your new Password 
Type your new Password again, to confirm 
Type the Email Address you’d prefer notices be sent to 
Type a Security Question 
Type the Security Question’s Answer 
Click on Create User 

You choose from: 
 

Inquiry  
Processed Claims 
Claims Submitted 

Payments 
Balances 

 
Claims Entry 
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Select the Claim Number to view more detail 

 
 
 

 
 
 

 
 
 

Click Select to view more detail on a Payment 
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You will be able to Enter New or Edit Saved Claims 
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You must complete the Claim Information Box & each claim MUST be entered separately  
1. Service From & To Date – this should normally be the same date 

a. This will be the date services were rendered (date of your appointment, etc.) 
b. For prescriptions this will be the “Fill Date” 

2. Plan – select the desired benefit & year that your claim should be processed in 
a. Unless your plan has a grace period the date(s) of service should always fall during your current 

plan year 
3. Claim Amount – this is how much you are responsible for after insurance (if applicable) & how much 

you wish to have reimbursed back to you  
4. Claimant – list the eligible family member (under this plan) that incurred this expense 
5. Provider – this can be left blank or you may list the name of the provider or location of the purchase 

 
Once your claim box is completed, select Save Claim ~ you will then see your claim in the 
Claims Awaiting Submission – there you may Edit or Delete any claims not submitted 

 
 
Complete the Claim Information Box for each claim you wish to submit. When you are finished 
review the Claims Awaiting Submission to confirm all data is correct.  
 

To send your online claim submissions to eBenefits, select  
 

You will be required select the Claims Substantiation Method for which your documentation 
will be submitted (Mail, Fax, or Email), and you will be required to enter your account  

User Name and Password  
 

 
 

You may Select Submit Claims to finalize your submission or Return to Claim Entry to go back 
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The Submitted Claims screen will appear 

 

 
 
 

This page MUST be printed & sent along with your documentation before 
your claim can be processed. Claims are unable to be processed until all 
information is received. Once all data is received that will determine the 

reimbursement processing date for your claim. 
 
 
 

If you select  you will receive a copy of the Submitted Claims web page 
sent to the email address you entered when you created your account 
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You may now go back to the Inquiry Menu and Select Claims Submitted to view your 

unprocessed claims submission 

 
 
 

Select the Claim Number to view more detail 
 

 
 
 
 
 

Any questions should be directed to your HR department or by contacting eBenefits  
Customer Service department: customerservice@eBeneAdmin.com or 1-800-494-6804  


