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How to access eBenefits

_
Q ™ [ Login Contact us

-%ZS' Health and Wellness  Us:Auaaulad
1

2 Personal Customer

AlAiService

AIA Vikality
About AIA Vitality

Take charge of your health and enjoy exclusive rewards and benefits with us.

User guide and FAQ

@ Login

User ID
eBenefits
Password
Manage your corporate group policy from one platform . .
‘orgot passwort

A
“A
-
i A
This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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How to log in to your eBenefits:

1. Go to www.aia.co.th
2. Log in as Corporate Customers
3. Log in with your eBenefits username



http://www.aia.co.th/

How to Request eBenefits Account
for policyholders
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How to request eBenefits account for policyholders

Organizations holding AIA group insurance policies can apply for eBenefits account as the steps below:

1. PREPARE DOCUMENT

e Fill in the application form with authorized signature and corporate seal.
e Prepare a copy of company registration certificate or commercial registration certificate issued within the
past 6 months with authorized signature and corporate seal (if registered with corporate seal).

In caze thal Al cannot deliver exdocument

e  Email Title: “Request for opening eBenefits user account of XXX Company, policy number 0000xxxxxx.” ]
e  Email all documents to th.cs.admin@aia.com. e e e

N

. /
4'“ duthorized Representatives and Electronic Services Registration Form

Al Compery Limited by Corporale Solutions Departmant would §ke to inle you ¥ reqiter for he suthorized representsives o contact wip
A CUESS OUr EIBCTONK SeCes L0 make sure your dala are protected and only aulhorized representalives wil be able b access he

v acess 10 Ihe daka reganting group nsurance pulicy
renweal inkemation, daims repoels, announcaments and/or

LY R R—
T
Effactiv on

’

Authorized Rapresentative 1 hutharized

After submitting request by the email, you will get a reply email from th.eb.services@aia.com informing the details of your tois. 0k o
eBenefits account together with password within 7-14 business days.

If the policyholders forgets username and password or wish to change user’s information, please follow the same steps as
requesting a new account.

. . . , Download the application form here
This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.

All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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How to request eBenefits account for policyholders

After receiving an email request for eBenefits account, Group Insurance Team will create a user account and send
2 emails for username and password to the customer within 7-14 business days as follows:

1. User ID notification

Confirmation of User Registration - User ID Notification for company XXXX

° th.eb.services@aia.com

2. Password notification

Confirmation of User Registration - Password Notification for company XXXX

e th.eb.services@aiacom

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.




Learn about eBenefits




CORPORATE
SOLUTIONS

Whelus:NUSSvaoAns

Explore eBenefits

Both policy administrators and policyholders can manage information and group insurance members during the policy year regarding the topics below.

* C(Check policy benefits and information of members of a policy

& Policy Management .
* Manage the member of the policy

* Report employees’ entry and exit and check real time status
* Change information or review policy plan for employees

« eMember Movement

e (heck claims information

v Claim Monitor e Claims control

* Check premium hills

v eBill Download . .
* Download bills for group insurance

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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CS Transformation

/ POLICY - Check palicy information and manage policy members

@ / BILL - Monitor payment status and download bills

eBenefits

CLAIMS - Check claims history

J STATUS TRACKING - Monitor change status

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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How to view policy information

eBenefits > Policy

1. After entering eBenefits system, select Policy.

eBenefits

Policy Bills Claims

Welcome,

Bills Claims

2N HEALTHIER, LONGER, G
A | PN BETTERLIVES

Status tracking Form and Manual

Updated!
Contact AIA Go to Explore AIA About AIA
Call 1581 AIA.COM Follow Spurs @ AIA Advertising and Public Relations Media
181 Surawong Road, Bang Rak District, Get re about the AIA Group here. AIA Vitality Working with AIA
Bangkok 10500 AlA Financial Advisor Frequently Asked Questions
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e eBe nEﬁts Policy Bills Claims Ing BN @
Policy
olicy no. or policy holder name olicy status
‘ Q Input no. or name at least 4 characters ‘ Active I:I Terminated

olicy anniversary month

‘ All months

Y

Search result (2)

Policy no. ¥ Policy holder name %

COMPANY XXXX

Initial Policy

Status ¥ effective ¥ anniversary ¥ Action
date date
Active 25 Aug 2022 25 Aug View Manage

2. In Policy menu, you will find a Policy Search Tool and Policy List for your searching

as follows:

2.1 Search by policy number and policyholder’s name.

2.2 Search by policy’s anniversary month.
2.3 Search by policy status.
2.4 Click Search after the above setting.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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How to view policy information

eBenefits > Policy > Policy information Benefite e wn oo . @

{ Back

3. After getting your search result, click “View” to see policy information. Q
Policy information

o}, Download eDoc [Z Claim report

Policy holder name Policy ne. Status Sub office
eBeneﬁts Policy Bills  Claims Tng EN @ ¥ ¥ )
Active (
— COMPANY XXXX ‘ 100 - coffee company v ‘
Benefit information
POIJCV Initial effective date Policy anniversary date Membe
Policy no. 0000105132
25 Aug 2022 25 Aug 9
Policy no. or policy holder name Policy status Plan description wiinownanu
) ) - ) Contact person AlA contact for policy holder
Q Input no. or name at least 4 characters Active J Terminated Benefit Coverage
) Show details Show details
YEARLY RENEWABLE TERM LIFE
Policy anniversary month
; . DEATH BENEFIT (THE)
Alfmonths M ‘ @ peneftpmount e
- - PS YEARLY RENEWABLE TERM LIFE
Min Amount Unlimited benefit amount
Payment mode Change effective date
Search result (2) Annual 25 Aug 2022 Max Amount 2000
Remark
Initial Policy Planlbenefitlpremium details Acceptance of insurance coverage shall be subject to the terms and conditions specified in the Policy Contract. If
policy no. & Policy holder name % status & effective & anniversary & Action the benefit amount shown abave is *Others”, please refer to the Policy Contract for the benefit details.
.3 : s v s
date
Plan no. Plan description Coverage type Premium rates Benefit
COMPANY XXXX Active 25 Aug 2022 View Manage
002 wanviunnAu MEMBER ONLY Rate Table Show details

4. On Policy Information Page, the following contents will be shown:

4.1 policyholder’s information, policy number, policy period, etc.
4.7 List of insurance plans.
4.3 To view coverage details of each plan, click Show Details.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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eBenefits > Policy > Policy information Benefite e s

{ Back

9. Click to download Premium Bills and View Claim Report 6.1
Member management Add new member
o Policy holder name Policy no. Sub office
i i i !, Download eDoc [# Claim report Manage member )
Policy information & & P g COMPANY 100X v ‘
Policy helder name Policy no. Status Sub office
COMPANY XXXX Active ‘ 100 - coffee company - ‘ Enquire/Edit Member Bulk add/Edit member Download member
As of Search criteria Search member
Initial effective date Policy anniversary date Member Dependent .
25 Aug 2022 25 Aug 9 0 ‘ 9 May 2025 ‘ Select A Enter name/surname/certificate no./employee no
Contact person AlA contact for policy holder Status Member type

Show details Show details - - - -
Active [} Terminated Employee [ | Spouse [ | Child [ | Parent Search

Total 9 members

o  YEARLY RENEWABLE TERM LIFE

Payment mode Change effective date Status Certno. § Employee no. § Name #§ Member type & Status § Action
Annual 25 Aug 2022 Active
Plan/benefit/premium details Employee Active Edit  Terminate
Plan no. Plan description Coverage type Premium rates Benefit . . o g
6.  Click Manage member to edit or manage policy members. The system will take
002 MEMBER ONLY Rate Table Show detals you to Member management page which consists of the following menus:

6.1 Click Add new member to add policy members.
6.2 Menu bar.
6.3 Member search filter.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system. 6.4 List of pO|ICy members.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.



How to view policy information

eBenefits > Policy > Policy information > Member management

/. Click on Members’ Name to view coverage details and personal data.

7.1 Member information details (the system will indicate last updated date).
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. . . 9 . .
/.2 Click to Terminate member or Edit member’s information. eBenefits  roioy ois cums o @
7.3 Details of members’ coverage —
Q: Back
ember info . .
< Back 1] Terminate [ Edit
Updated date: 8 May 2025 15:29
Member management Policy holder name Policy no. Sub office
Policy holder name Policy no. Sub office COMPANY XXXX
COMPANY XXXX 0000105132 ( Certificate no. Title First name Surname
v | N/A
Date of birth Gender Marital status
Enquire/Edit Member Bulk add/Edit member Download member 11 Nov 1995 Female Married
As of Search criteria Search member Nationality National/passport ID Mobile phone no. Benefit information
Thai N/A N/A
9 May 2025 ‘ ‘ Select v Enter name/surname/certificate no./employee no. Policy no.
Bank name Bank account no. »
status e N/A N/A Plan description STAFF
. o L L Benefit Coverage
Active [} Terminated Employee [ | Spouse [ ] Child [] Parent Employment date Plan Initial effective date
25 Aug 2022 001 - wdaviunnAu 25 Aug 2022 VEARLY RENEWABLE TERM LIFE
TOta‘ 9 members DEATH BENEFIT (THE)
Employee no. Department Job position
N/A N/A N/A Benefit Amount 200,000
Certno. & Name & Member type & Status & Action |y \
Employee no.1 _ ! )
Employee Active Edit  Terminate
YEARLY RENEWABLE TERM LIFE
Employee n0'2 Employee Active Edit  Terminate an .
— Plan no. Change effective date Status Show details
002 25 Aug 2022 Acti
Employee ﬂ0.3 Employee Active Edit  Terminate & ctive

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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How to view policy information

eBenefits > Policy > Policy information > Member management > Dependent info

Member info ] Terminate (% Edit @ Dependent info @ 10 Terminate % Edit J

Updated date: 14 Aug 2019 09:56 Updated date: 29 May 2018 22:08
Policy holde! e Policy Sub offi
Policy holder name Paolicy no. Sub office oleyeiernanm olerne Hb etiee
COMPANY XXXX
COMPANY XXXX
Certificate no. Membership ID
Certificate no Membership ID
080
Title First name Surname
Tite First name Surname N/A
N/A
Date of birth Gender Marital status
Date of birth Gender Marital status 27 Mar 2008 Female single
10 Mar 1964 Male Divarce ' Nationality National/passport ID
Thai N/A
Nationality National/passport ID Mobile phone na. Email
Thai N/A N/A N/A Under Member Plan Relationship
005 - DEPENDENT OF PLAN 4 Child
Bank name Bank account no.
N/A N/A
Employment date Plan Inital effective date CLINICAL
1 Feb 2010 A01-A01 20 Dec 2011 *
Plan no. Change effective date Status Show detail
. ow details
Emplayee no. Department Job position Salary (can't show info) 005 20 Dec 2011 Active —
N/A N/A .
HOSPITAL AND SURGICAL WITH NON-SURGICAL
* Plan no. Change effective date Status B
Dependent 005 20 Dec 2011 Active show details
oo
w
Name Relationship ——

Child

- ; 8. If the employer extends coverage to employee’s family, information of family members
will be displayed on the Member Information Page as well.

YEARLY RENEWABLE TERM LIFE

Plan no. Change effective date Status
Show details

B 2017 R 8.1 Details of dependents (the system will indicate last updated date).
8.2 Click to Terminate or Edit Member’s Information.
8.3 Details of dependents’ coverage.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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eMember Movement during the policy year

eBenefits > Policy

During the policy year, you can edit members’ information or report

employees’ entry and exit via eBenefits on your own throughout the policy year eBenefits  roiy sis  claims me B @
as follows: —
Policy
FRSEE = R S _—
Welcome, ‘ Qinputno.or name atfeast & characters ‘ Active () Terminated

Policy anniversary month

_ .

Search result (2)
Bills Claims
/ Initial Policy
li .3 licy hold v Status ¥ ffective ¥ i H Acti
& HEALTHIER, LONGER, @ Policy no. ¥ Policy holder name ¥ atus ¥ e ecdan:: H annwerds:g H ction

4 I P BETTER LlVES Status tracking  Form and Manual °
Updated! COMPANY XXXX Active 25 Aug 2022 25 Aug view Manage \

1. Enter eBenefits and select Policy
2. Search the desired policy.
3. Click Manage on the policy you want to edit.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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eMember Movement during the policy year

eBenefits > Policy > Member management

When you click Manage on the desired policy in Policy menu, the system will take you to Member Management Page

Member management

Policy holder name Policy no. Sub office
COMPANY XXXX o ‘
6 e ' Member Management Page consists of the following tools:
Enquire/edit Member Bulk add/Edit member Download member . . , . .

1. Click Add new member to notify new member’s entry into the policy one by one.

As of Search criteria Search member . . . J

— \‘ | ‘ f 2. Menu for Adding new multiple members via Excel file.

1 ay =] Select A" Enter name/surname/certificate no./employee no

‘ : 3. Menu for Downloading list of members.

e e - 4. Click Edit to edit current members’ information.

Active |_J Terminated Employee [ | Spouse [ | Child [ | Parent “ ) . .
5. Click Terminate to delete members from the policy.

Total 23 members

Certno. & Employee no. $ Name £ Member type § Status % Action

Employee no.1 Employee Active ° °

Edit Terminate

Emp|oyee no.2 Employee Active

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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Single addition

eBenefits > Policy > Member management > Add new members

Add new member

Palicy holder narme

o iR o VR After clicking Add new member, you can add new members to the palicy as follows:
G _ ] 1. Select branch/subsidiary that you want to add member information.

8 ) [ | (o | 2. Enter the information of the member you want to add and details of accompanied person/s
S o (if the employer extends the coverage).
= 8] [ s ne v | 3. Upload application documents such as Health Statement (CEB) / passport / work permit, etc.
| - |w -] * is the mandatory field. 4. Click to confirm truthful information, then click Submit.
S 5. After the information has been added, the system will display check mark.
[ v e - Click View status tracking to check proceeding status.

o, | | |_‘“" | - Click Back to member management to return to Member management Page.

) | N

DD/ Y'Y Sealec
Emplayes no. ¢ Depanment Jab pasition salary I certify that the information of policyholder and employees who apply for insurance, including the documents that | have sent through the e
r 1T 1T 1 ] system are exactly the same as the original documents.
Expected effective date *

[ oo =] Choose the expected effective date Clarnfo \ “

ract and A8 as the condition of a policy. We've received your request.
We'll process your request within 2 working days.

Request no.: 6671
Date: 13 May 2025

View status tracking

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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eBenefits > Policy > Member management > Add new members > Add dependents

o8
e

Mobile phone no. Email
| Mobile phane no. | | Email | 6
Employment date * Plan * Add new dependent
| DD/MMIYYYY | | Select v | fitle
ah
on Select
Employee no. * Department Job position Salary
Date of birth *
Employee no. Select v Job pesition Salary
| DD/MMAYYYY
Expected effective date *
Relationship *
|
Select
1 riod in
. Plan *
Q
g
Supporting document Checklist guide | Select
File format must be pdf, doc, docx, xls, xlsx, jpg, jpeg, png, csv (max 5 MB/file)
document uploaded yet Expected effective date *
| DO
+ Add document
Dependent
No dependent added yet

o

+ Add dependent

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.

[ + Add document ]

Supporting document Checklist guide

File format must be pdf, doc, docx, xls, xlsx, jpg, jpeg. png, csv (max 5 MB/file)

Fi name
| [[retmme
Gender *
I_]‘ | Select

Nationality *
v ‘ Select
v

.

Marital status *
v | | Select

National/passport ID *

v | | National/passport

Choose the expected effective date
’_’ as the condition of a policy.

All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.

In case the employer extends palicy coverage to the
employees’ spouses and children, there is a dependent
section on Add new member page where the member’s
spouse / children can be added on.

1. Click Add dependents.

2. Fill'in the details of accompanied persons.

3. Upload application documents such as Health
Statement (CEB)/passport/work permit, etc.

4, Click Confirm
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Required documents for addition

Dependent

In case of filling a bank account information without signing AlA Media Clearing Form

For Voluntary Group Insurance
v Copy of passbook front page v

Letter of Consent (from dependent/s)

For Voluntary Group Insurance v For children: Copy of Birth Certificate or House Registration indicating that the dependent is the
member’s child.

For spouse: Copy of Marriage Certificate

v' Copy of citizen card or passport (gither one) v
v" Letter of Consent (from member)

In case of system alert “Please attach Group Insurance Member Application Form with Health
Declaration (CEB Form)

In case of system alert “Please attach Group Insurance Member Application Form with Health
Declaration (CEB Form)
v" Group Insurance Member Application Form with Health Declaration (CEB) v" Group Insurance Member Application Form with Health Declaration

For Student Group Insurance In case the notification is more than 31 days late and the case is not a voluntary group insurance
(required effective date is over 31 days backwards from the transaction date)

v Group Life Insurance Application Form for Insured Person
v For children: Copy of Birth Certificate or House Registration indicating that the dependent is the
member’s child
v Copy of passport or work permit v" For spouse: Copy of Marriage Certificate
v Group Insurance Member Application Form with Health Declaration (CEB)

For Foreign Members

In case the natification is more than 31 days late and the case is not a voluntary group insurance
(required effective date is over 31 days backwards from the transaction date)

v Group Insurance Member Application Form with Health Declaration (CEB)

This manual or material was created only for informing the policyholders of AIA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or madification of any part of this document were prohibited.
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Single termination

eBenefits > Policy > Member management > Terminate member

When an employee resigns or is required to exit the policy, you can remove
that employee from the policy via Member Management menu as follows:

1. Search name of the member to be deleted.
2. Click Terminate Member on the name of the employee to be deleted.

Member management

Terminate member

Policy holder name Policy no.

Sub office Certificate no.

Member name

Reason to terminate * .
Last employment date (resigned) / Death date (Death) *

Death v

Policy holder name Policy no. Sub office
d
Enquire/Edit Member Bulk add/Edit member Download member
As of Search criteria Search member
13 May 2025 ‘ Select v Enter name/surname/certificate no./employee no.
Status Member type
Active ] Terminated Employee [ | Spouse [ | Child [ ] Parent
Total @ members
Certno. & Employee no. Name % Member type % Status ¥ Action
Employee no.1 Employee Active 0 .
Terminate
Emp|0yge nO.Q Employee Active

DIMM. B
p of the policy. €
itop o proceed with the dlaim
Tcertily that the information of policyholder and employees who apply for insurance, including the documents that
I have sent through the system are exactly the same as the original documents.
Terminate member
Policy holder name Policy no.
Sub office Certificate no,
Member name
Reason to terminate * Last employment date (resigned) / Death date (Death) *
Resign v /MM ]

| certify that the information of policyholder and employees whao apply for insurance, including the documents that
| have sent through the system are exactly the same as the original documents,

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.

All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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Notify member's exit or delete member in case of death.

- Check member details and choose exit reason.

- Indicate the effective date as the date of death.

- Select to confirm that the information is the same as the
original and click Submit.

** Notification of exit has no connection with claims **
Claims must be submitted as normal.

Notify member’s exit or delete member in case of

resignation.

- Check member details and choose exit reason.

- Indicate the effective date as the end date of
employment contract.

- Select to confirm that the information is the same as the
original and click Submit.

In case the is expanded coverage for dependents,
employee’s exit can be notified concurrently with that of
family membery/s.
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Single Change of Member’s Info

eBenefits > Policy > Member management > Edit member info

Edit member info

Palicy halder narme

On Member Management menu, you can edit current member's e s
information on your own as follows: S

a
&
1. Click Edit on the name of the selected employee.
T First name * Surname * N i
) [ | (oo | 2. Edit information you want to change.
Member management S ) S I S ) )
' 3. Upload supporting documents.
Policy hold Poli ) Sub offi Date of birth « Gender ¢ Marital status * Edited . . . N . .
I o — a— - 4. Click to confirm the information and click Submit.
o« ‘ 11 Now 1955 _| | Femae w | ‘ Divorce “ ‘
Natlonairty ¢ Meational{passpont 10
Enquire/Edit Member Bulk add/Edit member Download member | e - | Lk Senn " The info which has been edited will
Bank name ik aczount nc.
As of Search criteria Search member 7| be labeled with “ *Edited ". Remark:
Select w . .
13 May 2025 ‘ Select v Enter name/surname/certificate no./employee no. ° The bOX that ShOWS grey COIor means that Change |S nOt permltted'
R, oeerenere oo _ * The box that shows * means that information must be filled.
Status Member type i B e .| * The box that shows *Edited means that information has been edited
Active ] Terminated Employee [ | Spouse [ | Child [ ] Parent 20 éu“"c:. - Emgloyment date * r.;,.w . Inatial hectie date but S“” not C||Ck|ng Sme't
Total 9 members | 100- collee camp.. 7 | 25 hug 2022 | 001wy | 25 hug 2022 e The box that shows A Sign means Wamiﬂg.
Emplayes ri. Department Jabs pasicion salary
Certno. ¥ Employee no. § Name 3§ Member type & Status % Action — . L
Employee no.1 Employee Active Edit '_'L‘e B . e
Employee no.2 Employee Active pate = | PR TTP— 5] |
1
6 = ‘Supporting document Checklist guids
L File farmat must be pal, dot, doc, b, shis, jpg, jpeg, prg, csv Imax 5 MBI | certify that the information of policyholder and employees who apply for Insurance, Including the documents that | have sent through the
system are exactly the same as the original documents.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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Required documents for change of Member’s info

In case of editing Member’s info or Dependent’s info

Change name-surname
v' Copy of name-surname change certificate

v" Copy of citizen card or passport

Change nationality, gender, date of birth, citizen card number

v" Copy of citizen card or passport

Change marital status

v' Copy of marriage certificate or divorce certificate

Change bank account information

v' Copy of passhook front page

Change coverage plan

v' Change Request Form with corporate seal (if registered with corporate seal) and signing

In case of foreign member

v" Copy of passport or work permit

Change beneficiary

v" Fill in the change information in the report of change form (Excel file) and submit the request in the system under Bulk add/edit member menu

v' Change Request Form with corporate seal (if registered with corporate seal) and signing

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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How to do Bulk Member Movement via Excel file

eBenefits > Policy > Member management > Bulk add/Edit member

I.n addition to notifying member’s entry/exit and mformayon change on.e at .a Member management
time, you can manage several members at a single time by changing file - —

upload format as follows: v

Add member

Edit member info

1. On Member Management menu, select Bulk add/Edit member. e ember Pl sedfEdt member ponlondmerer Terminate member
2. Select sub office.
3. Select bulk action.

Member management

Select bulk action Download bulk template form

| Add member v | —

Add member Edit member infa Terminate mamber

Your file must contain only 1 action (add/edit/terminate per 1 file) to ensure all info is updated correctly.

Form Download bulk template form

&
Policy holder name Policy no. sub office No form added yet
( Form Download bulk template form
| i “
: File name Action
. +Add form Only one file can be added per one request. —>
Sample_eBenefits Addition Template.xlsx Delete
Enquire/Edit Member Bulk add/Edit member Download member Supporting document Checklist guide
|| 5 ‘ N ) - 7 + Add form
As of Search criteria Search member No document uplaaded yet
13 May 2025 &) ‘ ‘ select v ‘ Enter name/surname/certificate no./employee no -
)L +Add document
Status Member type

Active (7] Terminated Employee [ ] Spouse [_] Child [] Parent “

Total 23 members

I certify that the information of policyholder and employees who apply for insurance, including the dacuments that | have sent through the

060060
i

system are exactly the same as the original documents.

After selecting bulk action, click Download bulk template form.

Fill in the Form and click + Add Form to upload Form into the system.
Upload supporting documents.

7. Click to confirm truthful information and click Submit.

Certno. & Employee no. & Name & Member type & Status & Action

Emp|0yee nO.] Employee Active Edit  Terminate

Employee Active Edit Terminate

Employee no.2

o On B

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.



Example of Addition form SOLUTIONS
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o . Sl pra— 7 B lsp s x e
ustn elae SR SAETULNHLAN (g afleeAudinng A Snme Ly
wlaa wrned 2 REFPORT OF ADDITION PRRTY. YO JENLY S 3 AR
161 o e asunadh ngaome 10500 Brrafiandainnpeudididiung asdidaln i
Tnadver 0 2634 8838 sane 02638 7T sy
AlsCoTm e Sl e e
i et iar dai whuleadiats arduds
Mame of Policyholder
wa 4. Far Asaana, 3Ecn Enrmimst Foma 20 GSEEIR SmaEs wha han Sxn
Zantnuzay n yeur SRSy KhST B d3tE B SmEe AT 30 A 3 BEEnt
[ -
I Wan Aaton i notresnnn witn e il prad undet s S5
ssermia e Grus e et
i rnsmiinfliaguee® | slaasanuiituadh srefzanndn e ArnTmake e Bifia ) LH A ) Cufan e s Tagunans i waikat £ g el
iz d e Fufaridnd) Matiorality Amnuzl Fonitior Plan Eank Name Bark Azzeurt [TE Email Dependert Trme Bonchiciary
[ — Sk crfice na Pame o Memgsm Sex Marl St ¢ Emgleymaznt Date (20 ? ¥ Efectiz Dae whmas
oy Dz of B A0 _—
Cenfizain faih wwER | mEu i = Daa 1D Card | Paumeert M far facianar| u =N frn ©=Chid, P = Farcrt, 5 = Spoues u = fan Bzmzcin
Emeizmmans . Frunsms Sumame [wdi=r o M FiAD. M YiaD) CEyer Fevael 5= g o u Yo
e s . - » . - -
mnmng Tunsdindaansaziug nelaud ez 1!
: fFouEsmEy BT - s -
Nususaamslssdundamannng Furanu anadudisnnzany
Diae= of Fizpart futhorized Signamrs

Ver 10130301
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Example of Termination form

st 1alala drdn SIENIUNISBENAINNIUY
walele vmned 2 REPORT OF TERMINATION (gnudnasinsussnilseiFinnguraninmnas e o)
181 MULATIIA LIALNAEA NgaMWe 10500
nsdwr 0 2634 8se8 Tnsans 02638 7721 dopanfiiE - Ferwermmsiuganisinulislamme i u‘?!aﬂ'ﬂﬁﬂfi’u?ﬁu
AIACOTH uazAnsiy nﬁmiﬁ'ﬂ%ﬁmuﬂf:rfu'i'ejnq':lﬁm1nnw‘°nm"llmain
Feelssiunsiiaslid = HTH = =

eecammnston it oy oo e A o Caution when filling Termination Form
wndfensussal or at least the following day.The Group Privilege Card shouid be
Hame of Paiicyhalder retumed to Al in order to prevent the use of the card

il * Incorrect file type, attached file is not xIsx, xIs.

P T e *  Not indicate information on certification number, real name and surname,
T Mame of Member / Spous / Chid Reazen AfiFeTe - nedllEedia VISME
- Fee AN x:ainn.?esgnjz‘roz L:sle.mplomemdile-:tesigPDeithditE-Dth Rmam; )
D st e end date of employment contract/date of death and exit reasons of the
member.
* Repeated names of members on the uploaded file.
* Incorrect certification number: Please enter zero in front to make 10 digits.
* Incorrect certification number. Figures must not exceed 10 digits.
FHaI) lunsdliifnemsanusuasasatiasniias nadlavigreuiafdnlmasa
nsnudsdmsinlmintasssynnanensussal /luiisanaei aregasmneg ||IH|||||||”|I|||I” |I‘| |I| Tumem medugliimnasnny
) ) FCOO Date of Report Authorized Signature
[AIA - INTERNAL]
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saEnumMsilasunlag
REPORT OF CHANGE

usEn talawe anm

wlae niamed2

181 AULATIA LIALTFN AN 10500
Tnsdwi 0 2634 8888 Tnsans 0 2638 7721

AlACOTH

unndfansussal

CORPORATE
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(ArmusuaTAnTussilrsiuFianguresi AT A ARABALLTE N

oue o . PR .
femnlff 5 el Wesanie wseelmrind i ddmusacaid it

BaseandnngEerimdriim washuheindnl oS rmaduasn
P
e ndy

- s o P
. Fif s erndeafumelussasnarrs ssliiv e nsssns it

P s d =
Frkssfu waz e srfufssdisveta wandursude

Name of Palicyhalder MB. 1. For Addifians, attach Enraliment Forms and lict each smplayes who hes been
continuasly in your employ since the date of empioyment shown and s at present
werking ful-me and for full pay.

2. ¥an Addition i nat reportad within the sligiblity pericd under your policy,
n Evidence of Inaumliity fo [ = foem st be e AAs
azproal befors Group Insurance @ granted.
s | R S e il alffeata ——
sy e ARAEMETH|  eany el Ee H B =
wyerdswiinay Reazon of Changs Change
I Group Insurance Na. Sub office na. Date of Changs W
Fnduft
Cerifcae’ Fu | feu | Ban =n il Feernarks
Employment No. D M | YiaDs From ™

s L _ . _
snmue lunsdindasnisaruduasesasisaaiilos nedilaudneszuiuFdnluaia
- .
nzanudedauidmay Mlausnfanssynansiasnsuosss

/1u§’ymm9ﬂwﬁ’uﬁ'ﬂ‘swm§mﬁg
Ver. 20130301 Date of Report

[AIA — INTERNAL]

| |IH||||||||||| I|| I" |I|| I| U

—
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How to download Member List

eBenefits > Policy > Member management > Download Member
You can download policy member’s information in Excel file as in the steps below:

Member management
Member management

Policy holder name Policy no. sub office Policy holder name Policy no. Sub office
( coffee company 0000105132 g
100 - USxxxxuoan wasiawa Aa v ‘ ‘ 100 - coffee company v ‘
Enquire/Edit Member Bulk add/Edit member ° Download member
Enquire/Edit Member Bulk add/Edit member Download member
As of Search criteria Search member
13 May 2025 |55 ‘ ‘ Select v / Enter name/surname/certificate no./employee ne. As of

Status Member type ‘ 13 May 2025 ‘

Active [] Terminated Employee [ ] Spouse [ ] Child [] Parent “

Total 23 members

Status

Member type
e ‘:‘ pependent

Click Download Member Information menu.

Select branch/sub office you want to download information.

Select period of the information.

Select member category: coverage still valid or terminated.

Select policy member category: employee or spouse/child.

Click Download to download file.

- If download is successful, the system will show “Download Complete.”

[] Terminated
certno. & Employee no. & Name & Member type & status & Action

Employee no.1 Employee Active

m
e
-
®
3

m

Emp|0yee n02 Employee Active Edit  Terminate

o~ o1 B oo =

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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Example of Member List File

Member Listing

As At

Report Date:

Client:

Sub Office:

Paolicy:

Department:

Bill Mode of Payment.  Annual

Mote: The member information shown above is solely based on the actual member census submitted by Policyholder.

e YEARLY RENEWABLE TERM LIFE ACCIDENTAL DEATH AND DISABELEMENT (CON
Membership ID p }‘ Date of Birth | Age overag UwiSts Product Coverag UwiSts Product
e Type Status e T}tpe Status

Member Male Mamied 11 Nov 1985 28 o002 DNL‘r’ 1 May 2025 2,00000 A Terminated 002 DNLY 1 May 202 200.000.00 A Terminsted
r r MEMBER r MEMBER

Member Female Married 11 Nov 1985 28 002 ONLY 25 Aug 2022 2,00000 A Active 002 oMLY 25 Aug 2022 200,000.00 A Adtive
r r MEMEER r MEMBEHR

Member Female Married 11 Nov 1985 2 002 ONLY 25 Aug 2022 2.000.00 A Active 002 ONLY 25 Aug 2022 200.000.00 A Adtive
r L MEMBEEH r MEMBEHR

Member Female Mamied 11 Nov 1985 28 o002 OMLY 25 Aug 2022 2,00000 A Active ooz ONLY 25 Aug 2022 200.000.00 A Active
r r MEMBER r MEMBER

Member Male Married 11 Nov 1985 28 002 ONLY 25 Aug 2022 2,00000 A Active 002 oMLY 25 Aug 2022 200,000.00 A Adtive
r r MEMEER r MEMBEHR

Member Male Married 11 Nov 1985 2 002 ONLY 25 Aug 2022 2.000.00 A Active 002 ONLY 25 Aug 2022 200.000.00 A Adtive
r L MEMBEEH r MEMBEHR

Member Male Mamied 11 Nov 1985 28 o002 OMLY 25 Aug 2022 2,00000 A Active ooz ONLY 25 Aug 2022 200.000.00 A Active
r r MEMBER r MEMBER

Member Female Married 11 Mov 1995 29 002 OMLY 25 Aug 2022 2,00000 A Active 002 ONLY 25 Aug 2022 200,000.00 A Active
r r MEMEER r MEMBEHR

Member Female Married 11 Nov 1985 2 002 ONLY 25 Aug 2022 2.000.00 A Active 002 ONLY 25 Aug 2022 200.000.00 A Adtive
r r MEMEER r MEMBER

Member Female Mamied 11 Nov 1985 28 o002 OMLY 25 Aug 2022 2,00000 A Active ooz ONLY 25 Aug 2022 200.000.00 A Active

A - Approved

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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eMember Movement Status Tracking

eBenefits > Status tracking

, , Status tracking will consist of 2 menus:
After requesting entry/exit/change of employees or document

download, you can track proceeding status in eBenefits system as 1. Member request menu is used for tracking change situation.
follows: 2. Download task menu is used for tracking file download situation.

1. Select Status tracking Status tracking

eBenefits Policy  Bills  Claims ho | EN @ E Member request ® | g Download task

Request date from To Search criteria Search request
L\Nelcv?me' | 14 Apr 2025 | ‘ 13 May 20258 ‘ ( Select N Enter request no., policy holde
astlogin: 8 May 2025 15:uzias L J L J L
Status
Quicklinks Require infosdocument Wait for approval On process Rejected by AlA Rejected by policy holder

. Expired Completed with condition Completed
@ “
Bills Claims

/ * Total 36 requests
& HEALTHIER, LONGER, @
BETTER LIVES Request - Regues Lot .
Status 2 H Policy holder name % Type & H B Requesto  Action
4 I P Status tracking |Form and Manual v no. M M M date ¥ updated ¥

Updated!

Terminate -

@® Wait for approval 6670 Bulk 13 May 2025 13 May 2025 View
u iew

O 6671 Add - 13 May 2025 13 May 2025 Vi
n process a a iew
P Individual y y —
On process 6669 Edit - 13 May 2025 13 May 2025 View
P Individual y y —

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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eMember Movement Status Tracking

eBenefits > Status tracking

Status tracking ® The red dot notifies the update of eMember Movement. J
et request® %I/,,,,/Domm After requesting entry/exit/change employees, you can track current proceeding

status from Member request menu as follows :

Total 36 requests

Status & Request Request Last

Policy holder name § Type % Requesto  Action

Request date from To Search criteria Search request
¢ ‘ 14 Apr 2025 ‘ ‘ 13 May 2025 ‘ \ Select v ‘ Enter request no., policy holde 1 ! Select Member request
2. Select request date
Require infofdocument Wait for approval On process Rejected by AlA Rejected by policy holder 3' Select prOCeedlng Status you Want tO CheCk.
Expired Completed with condition Completed 4' C“Ck Search
m 5. The list of the requests will appear.
6.  Click View to see more details.
no. date ¥ updated ¥
Wait for approval 6670 'gzrlr;inate ) 13 May 2025 13 May 2025 Vlﬂ
Add - . |
on process 65671 Individual 13 May 2025 13 May 2025 View
Edit - .
on process 6668 Individual 13 May 2025 13 May 2025 View

When will the red spot appear?

Request sender will see this red spot which will appear when the status is changing
such pending approval / require more information / in process / expire

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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eBenefits > Status tracking

Q Status tracking no. 6657 | e wrenmanier Status tracking details
Request status Request no. Request date On Status Tacking Details Page, you will see the following information:
On process 6657 8 May 2025
Policy holder name Policy no. sub offiee 1. Numbers that follow xxx are for reference to the specific request.
2. Status history will show the progress of the request which will be
6 , sorted from the most recent down.
Status history .
O Soatu o Action date remarks 3. The detail of the movement based on the type of movement,
Add/Terminate/Change.
On process 8 May 2025 15:26 See more
Submitted request 8 May 2025 15:26
Form
T
Bulk action type File name
Add

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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The Definition of the Status

“

o Require info/document AlA requests additional documents or information.
Wait for approval Awaiting approval from the policyholders.
On process AlA is processing the requests.

o Rejected by AlIA Request rejected by AlA.

o Rejected by policyholders Request rejected by policyholders.
Expired Request has expired and needs to be resubmitted.

Some members need to attach additional documents or need more information if the upload was

Q Completed with condition . .
successful only for some members using an Excel file.

Q Completed AIA has successfully processed the changes.

This manual or material was created only for informing the policyholdes of AIA Thailand Corporate Solution about the usage of eBenefits system. Complete with conditions - Request sender must submit additional
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited. requeStS for failure cases.
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How to track download status

eBenefits > Download track

Status tracking

_— o G I Once documents are downloaded, created documents will be saved in Download
ember reques ownloa as ) )
member. You can check download status and click download again as follows:
otal 2 tasks
d 1. Select Download task to view all downloaded documents.
Status Task no. Task name Task description Action 2 The ||St Of the Created dOCumentS and the deta”S W|” bB ShOWﬂ aS fO”OWS.
. Status is used to view download status.
Policy e  Task name is used to view download type.
Sub office code : 100 . . . ! . .
Ready for Download Vember Listing As of date : 8 May 2025 S . Task description bar is used to view details of downloaded information.
dovnload neluce dependent informaton :Ne «  Action bar is used to re-download created files.
File format : New format
Policy
Sub office code : 100
zsjjn);&:rrzl Download Member Listing ﬁwscilfdiatdi;}inﬂ:itzSwzfirmation :No DoLload

Include terminated record : Yes
File format : New format

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
All rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited.
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eMember Movement Approval

eBenefits > Status tracking

If the agents/brokers make changes on behalf of the policyholders and send an approval request to HR or an authorized signatory, the policyholders
registered with eBenefits will receive an email notification of the policy changes. They can review and approve the requests by following these steps:

eBenefits Policy Bills Claims o v @ [ toout

eBenefits 867: Request for approval Add new member of

Welcome,

eﬂ th.eb.services@aia.com

To

Bills Claims

Please see the information as below. @ HEALTH|ER, LONGER, @
Request No / Case ID  : 867 4 I P BETTER LIVES

%% Translate message to: English Never translate from: Thai Translation preferences
a 9 g P

Status tracking |Form and Manual
Update:

!

Requestor
Request Type : Add new member
Type : Individual

Requested date time : 27-Feb-25 16:39
Action Update Date Time :

Status : Wait for approval . : . )
Link e s R s ey 1. The policyholders will receive an approval request email from
Y th.eb.services@aia.com. The email subject will include the request number,
type of transaction, and company name.
2. The email will consist of the request number, requester, Request type,
Requested date, status, and a link to access eBenéfits.
3. Click the link to access eBenefits and log in.
4. Once logged into eBenefits, go to Status tracking.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
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eMember Movement Approval

eBenefits > Status tracking > Waiting for approval

Status tracking

< Back
Member request. Download task Status tracking NOo. 6670 sk cerminare memser

L ° Request status Request no. Request date
Request date from To Search criteria Search request Wait for approval 6670 13 May 2025
‘ 14 Apr 2025 ‘ ‘ 13 May 2025 ‘ ‘ Select v Enter request no., policy holde Policy holder name Policy no. Sub office
Status
|—-‘ Reguire infosdocu Wait for appr’oval |—-‘ On process |-—-| Re]ected b)i AlA |—-‘ Rejected by pollcy holder o This is only f?r termmatmg membership of the policy. Claim submission is still required to process
— — — — to proceed with the claim in other channels.
[] Expired [} Completed with condition [ | Completed

@ Status history
6 m o N e e

Wait for approval Wissuta 13 May 2025 11:11 See more
Total 1 requests
Submitted request Wissuta 13 May 2025 11:11
Request . Request Last .
a a - a - a
Status % no. 3 Policy holder name # Type & date ¥ updated ¥ Requesto  Action
Form
& _ _
Terminate - . Bulk action type File name
Wait for approval 6670 Bulk 13 May 2025 13 May 2025 View
Terminate eBenefits_Terminate_Template.xIsx

0. Select Member request. @ | e ]

6. Select Wait for approval status in the filter section.

/. Click Search.

8. Click View at the request that you would like to see the detail.

9. The system will take you to the page displaying details of the requested changes in order to verify the information.
10. Click Reject or Approve based on the accuracy of the information.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system. . . .
Al rights reserved by law. All public dissemination, reproduction, or modification of any part of this document were prohibited. The approval requests will expire in
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How to check Payment Status and Download eBill

eBenefits > Bills

You can check premium payment status and download bills from Bills menu as 2. Select company and branch/suboffice you want to view premium information.
follows: 3. Select more information that you want to search.
4, Select hill status.
1. Select Bills ,
0. Click Search
eBeneﬁtS Policy Bills  Claims ne EN @ -
eBeneﬁts Policy Bills Claims Tne EN @
Welgome, -

n: & May 2025 15wziaa .
; ills
. . olicy holder Sub office

| | | v
arch criteria Search member/certificate no.
5 Claims Select ' ‘ Enter name/surname/certificate no
EIE.?.::EE ILE|5’ELSO NGER' @ @ Duration criteria Policy year Bills date from To
4 I P St‘“”s "“k'"g Form and Manual [ A period of v ‘ Select 2 May 2024 ‘ 21 May 2025 ‘I
alls condition
O i O Outstanding |

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
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eBenefits > Bills

Examples for demonstrating premium details and downloading eBlll ot
QI -
Tadusada.
. . Current - . -
Bill period Bill number Product Total billed Paid outstanding Bill issue Bill paid Mem.ber eBill -l
amount amount date date details .
amount
Details 15,055.00 15,055.00 0.00 22 Nov 2024 30 Nov: Details Download T AR S
TN PR LE
Expand v/ ......_........ s _ 100
.~ B
Total 15,055.00 15,055.00 0.00 m Uy
18 et tenien [SETSN .
)& wompte by on wom PR — W e
) Total billed Paid y CUTENt il issue Bill paid Member ) i R e,
Bill number Product amount amount ° ts;::;:% date date details esill > ——if S i
i e e
i ' LTI
Detail 3,055.00 000 22 Nov2024 30 Nov 2024 Details :
YEARLY RENEWABLE TERM LIFE 1,650.00 1,650.00 0.00
ACCIDENTAL DEATH AND
DISABLEMENT (CON)}) 1,350.00 1,350.00 0.00 . . . . . . o
*  When clicking eBill Download, you will receive Zip file.
TOTAL AND PERMANENT DISABILITY 170.00 170.00 0.00 a E a
* The file will consist of BillReport_0000120801_202405A000...
SIMPLIFIED HOSPITAL AND SURGICAL 11,885.00 11,885.00 0.00 . . ] .
o ° Bill document file. B33 PremiumStatementDetail_0000130...
ollapse A

* Excel file showing premium details of each member.
 eBill will appear for download after Group Insurance Team has verified
all attached documents.
* Payment status can be checked from item Paid amount and Current
outstanding amount.

Click Expand to view the details of the coverage and premium.

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
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Form and Manual

eBenefits > Form and Manual

User can dowanload the user manuals and all supporting documents from Form and Manual menu as in thw steps below.
1. Select Form and Manual

2. Select the types of the manuals or documents that users would like to download.

3. Click on the file that users would like to download.

eBeneﬂtS Policy Bills Claims Tng EN @ Form and Man ual-
User guide and Form eMember Movement guide Others menu guide
Welcome,
. . REQUEST ACCESS TO EBENEFITS
Quicklinks B

How to request eBenefits account

@ How to reset password
Claims

Bills

2SN HEALTHIER, LONGER, @
QPN BETTERLVES [l il

Authorized representatives and electronic service registration form (KYC)

GROUP INSURANCE MEMBER MANUAL

Group insurance employee benefits handbook

AlA+

AlA+ application manual for Group insurance members

This manual or material was created only for informing the policyholdes of AlA Thailand Corporate Solution about the usage of eBenefits system.
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