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Accessing the Employer Portal

• Logging into the portal

• Logging off of the portal

Logging into the portal
1 To access the employer portal, go to https://er.myaresonline.com.

2 In the upper-left corner of the page, click Login.

3 In the Employer Login box, enter your Username (email) and Password, then select Log in.

https://er.myaresonline.com
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Logging off of the portal
1 In the upper-right corner of the page, click the More tools icon, and select Log off.
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Viewing employee records

• Looking up an employee’s record

Looking up an employee’s record
1 In the Employees tab, use the search function to locate an employee’s record based on the following 

categories:

▪ Last Name

▪ First Name

▪ SSN

▪ Class

▪ Group

▪ Status

▪ Aux ID

▪ Emp PIN

2 To view an employee’s record, select  or double-click the record.

Note: You can filter search results to include terminated employees.
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Requesting changes during Open
Enrollment

• Updating subscriber and dependent information

• Updating benefit plans

• Designating a Primary Care Physician (PCP)

• Submitting changes

• Viewing and printing an application

Updating subscriber and dependent 
information

1 After you open an employee’s record, on the Employee tab, select Proceed to Open Enrollment. 
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2 To update personal information about the Subscriber, select .

3 Enter changes, and select .
.

4 Review your changes, and select .

Note: If you already initiated an application for OE, this box shows Continue Open Enrollment.

Important: Social Security Numbers for the subscriber cannot be changed online.
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5 To update information about a dependent, use the following as a guide:

▪ To add a dependent, select .

Make sure you save after you enter your changes.

▪ To make changes on an existing dependent, identify the dependent, and select .

Make sure you save after you enter your changes.

▪ To remove an existing dependent, identify the dependent, and select .

Make sure you select Yes to the removal prompt to save your changes and No to disregard it.

Note: Recent changes are highlighted in yellow. A detailed view of the change history can be revealed by 

hovering over the  icon.

Tip: Alternatively, you can include or exclude benefits for a pre-existing dependent by selecting 

.

Note: For this purpose, a pre-existing dependent is defined as a dependent of a subscriber who already 
contains a record within ARES prior to the current Open Enrollment.
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6 Review your changes, and select .

Updating benefit plans
1 To modify plan selections, select .

2 From the Plan list, select a plan, and then click .

3 Review your changes, and select .
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Designating a Primary Care Physician (PCP)

1 For each subscriber and dependent, select  to update the PCP information.

Note: Recent changes are highlighted in yellow. A detailed view of the change history can be revealed by 

hovering over the  icon.

Note: This feature only prompts if enrolling in a United Health Care (UHC) HMO plan. VEBA is currently only 
accepting PCP designations for new subscribers and dependents or existing subscribers and dependents who 
are undergoing a plan change. For all other PCP designation changes, members must contact UHC at 
www.myuhc.com or 888-586-6365.

www.myuhc.com
www.myuhc.com
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2 Enter the PCP information, and select . 

Include the following:

▪ 10 Digit PCP ID

▪ Physicians Name

3 Review your changes, and select .

Submitting changes
► Review the application, and select .

Make sure you select Yes to the submission prompt to complete this process and No to leave the submission 
incomplete.

Note: Physician information is available on www.whyuhc.com/csveba/search-for-a-provider.com.

Important: Changes will not take effect until the application is processed. The typical time-frame is a few 
weeks after the end of open enrollment.

www.whyuhc.com/csveba/search-for-a-provider.com
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Viewing and printing an application

1 After you open an employee’s record, on the Employee tab, select View Open Enrollment Application.

2 To cancel an application, select  at the top of the screen, and click Return.

Make sure you save after you enter your changes.

3 To print an application, select  at the top of the screen.

Note: During Open Enrollment, you can view and print your application.



VEBAonline.com 
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