TIPS and Guidelines: Avesis Standard Excel Format

· All fields need to be in text format. 
· All members should have their own line

· With the subscriber appearing first 

· Dependents to fall directly underneath the subscriber
· Record Type- this should list one of the following descriptions, can not have both and is limited to 2 characters. 
· CH
· This should be placed in this field for cardholder only
· DP
· This should be placed in this filed if a dependent only 
· Action code is not required if we are using to audit, meaning what is received on the excel is the most recent and will override what’s current in our system otherwise use the following guideline.
· Blank = Add New

· 01 = Term Existing

· 02 = Change Existing 

· 03 = Reinstate Existing
· Carrier Number

· XXXXX
· Group Number

· XXXX
· Group Name

· ‘ Group Name ‘ 
· Plan Number

· XXXXXXX
· Member_Number

· This is always the subscribers SSN 

· Listed for each dependent attached to that subscriber

· Always is 9 digits (make sure fields are text format to account for the beginning 0’s)

· ID_Suffix – should be 2 characters, make sure fields are in text format to account for the beginning 0’s) no limit on dependents should be in sequential order, subscriber is always 01 and spouse is always 02
· 01 = subscriber

· 02 = spouse

· 03 = 1st child

· 04 = 2nd child 

· 05 = 3rd child etc. 
· SSN

· Always be 9 digits, make sure in text format to account for beginning 0’s

· Should not include dashes

· ie: 111223333

· Coverage code – should only be one of the following depending on the groups tier level, these are the codes that should be listed for a 2-tier rate structure:
· EE
= employee only
· FAM 
= employee + 2 or more dependents
These are the codes that should be listed for a 3-tier rate structure:
· EE
= employee only
· DEP      = employee + 1 dependent
· FAM 
= employee + 2 or more dependents
These are the codes that should be listed for a 4-tier rate structure:
· EE
= employee only
· DEP      = employee + spouse

· CHD     = employee + child(ren)
· FAM 
= employee + 2 or more dependents
· Last Name 

· Do not include apostrophes

· First Name

· Do not include apostrophes

· Middle Initial

· This is the initial only and requires only 1 character

· Do not include punctuation
· Address_1

· Must be present on all members including dependents
· Address_2

· Can be used for PO Box or Apt #’s

· If present on subscriber must be present on dependents

· City

· Must be present on all members including dependents

· State

· Must be present on all members including dependents
· Zip Code

· Only include the first 5 digits of the members zip code 
· Gender – requires only 1 of the following characters

· M  = male

· F   = female

· Birth date – must be in one of the following formats

· MMddyyyy
· MM/dd/yyyy
· Effective Date – this is the members benefit start date and must be in one of the following formats 

· MMddyyyy
· MM/dd/yyyy
· Term Date – This is the members benefit end date, if you include a term date you must also include the members benefit start date in the previous field as well, and must be in one of the following formats. 

· MMddyyyy
· MM/dd/yyyy
· Subgroup ID – This is only mandatory if the group is set up in the Avesis system with subgroups and you were supplied with this information.

· Characters vary 
· 01
‘subgroup name’
· Cobra_Indicated – This field is not mandatory and would only require the following character if the member should be considered a cobra member

· Y   = yes the member should be marked Cobra

· Cobra_Reason – This field is not mandatory but is available should the group decide to use for cobra documentation 
· Cobra_Effective_Date – Members cobra benefit start date (currently should be repeated in the effective date field as well) and should follow one of the following formats 
· MMddyyyy
· MM/dd/yyyy
· Cobra_Terminiation_Date – Members Cobra end date (currently should be repeated in the term date field as well) and should follow one of the following formats
· MMddyyyy
· MM/dd/yyyy
