
Login to https://brokerportal.anthem.com/apps/ptb/login (Producer Toolbox)

Enter your Username and Password and click Login

On the top toolbar, select “Book of Business” then 
click on “Clients” to view your book of business
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You will see a list of your clients. Find the client you wish to run an audit on and select 

“Go to Employer Access” 

On the top toolbar, go to “Billing & Payments”, then select “Billing Activity”

Note:  If the Billing & Payment tab is missing, Anthem or your client will need to grant 
you access.  Reach out to the CW team for further guidance.
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Open the file that states, “Invoice Details (Excel)”. Once the file is downloaded. Upload the 
Excel file to Coverage Wizard!

Click on “View Invoice”
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Click on “Download” with File Type Excel
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