
Login: https://www.aetna.com/producer/Home.do

Enter your Username and Password and click Login

Select “Enrollment and Billing”
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Aetna - Access to Audit Report

Select “Small Group” or “Middle Market” then “Access e.Business”



Under the company directory, find the company name and select “Billing”
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Click on down arrow, select “View Invoices”
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Under your current invoices, select the drop down “Options” and Select “Print Invoice”
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Under print options, change the file format to “CSV” and then select 
“PRINT” 
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Once you are directed to the “Completed Reports” section, click the “Refresh” button.
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Once the report Status is changed to COMPLETE, then hit the Drop Down 
“Options” and select “Download”. 

Aetna - Access to Audit Report

Open the file that states, “Export_Print_invoice (.CSV)”. Once the file is 
downloaded. Upload the file to Coverage Wizard!


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5

