
Login to your Employee Navigator Portal. 

Once logged in, select the drop down on “Pick a company” and select 
the company you want to audit.

Once you are in the company’s profile, select “Reports” on the top tool bar and
under Ad Hoc Reports, select “Row-Based Report”
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STEP 1: Create a Custom Report in Employee Navigator



Once you are in the custom report, Row-Based Report. We are going to start 
by selecting all the necessary fields under “Employee”, select the following 
“Profile & Personal” fields checked below:
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Continue to the next set of fields “Employment”  and select the fields 
checked below:
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Continue to the next set of fields “Address & Contacts” and then “Medical”  
and select the fields checked below:
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Continue to the next set of fields “Compensation” and then “Account 
Information”  and select the fields checked below:
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Once all your fields are selected, then go to the top right of the page and on 
under “Options”, under Dependents, select “Include Dependents” and under 
What to Exclude, select “Declined Enrollments”, “Ended Enrollments” and 
“Not enrolled”
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Now you have completed the fields for the Employee, you now need to select the 
fields for “Enrollment”.  Go back to the top, change it from employee and to 
“Enrollment”



The final step, is to select all fields under "Enrollment”, select the following 
fields below:
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You have now selected all the required fields for the Coverage Wizard audit 
report, and you now need to Save the Report.  Save the template, name your 
report as “Coverage Wizard Audit Report”. 

Click the green button “Save Template”
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Once the report template is saved, select “Reports” tab again, go under “Saved 
Report Templates” and select “Manage Saved Report Templates”
”
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Under “Manage Saved Report Templates”, select the star under favorites, you will 
have access to use that report for all clients under the Saved Report Template.



Now that you marked the Coverage Wizard audit report in your favorites, now you 
need to share the report so the rest of your team can access it. 

Select the 3 dots next to the report, select “Share” and select everyone from your 
team and they will have access to the report. 
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Login to your Employee Navigator Portal. 

Once logged in, select the drop down on “Pick a company” and select 
the company you want to audit.

Once you are in the company’s profile, select “Reports” on the top toolbar. 
Under “Saved Report Templates”, under “Favorites” select “Coverage 
Wizard Audit Reports”
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STEP 2:  Run and Save the CW audit report



Once you are in the report settings, under “Custom Filters” and “Carrier”, 
click show and only select one carrier you are going to audit.  

Note: For Coverage Wizard, you can only run one carrier at a time. Do not 
check off more then one carrier when you run the report.
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After you selected the carrier, you want to go back to the top of the page and 
select “View” and “Download”
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Open the AdHocReport and “Save As” rename as you see fit or as an example:
“XYZ Company- EE Nav report_ Carrier Name”

Upload the .CSV file to Coverage Wizard and you are ready to run an audit!
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