
Login to your Ease Portal. 

Once logged in, Click on “Companies” and select the company you want 
to audit.

Once you are in the company’s profile, select “Benefits”.

Under the Carrier tab, only select the carrier you want to audit.  For this 
example, drop “Blue Shield of CA”
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Once carrier plans appear, hit the “checkbox” next to the name and select all 
the carrier plans
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Once the plans are selected, select “Reports” and “Enrollment Census” 
from the dropdown to create an enrollment report. 



Once you the “Enrollment Census” is selected the Dialogue box appears 
(Customize Report). Change the layout to “Vertical”, Include dependents 
“Yes” and employee status to “Active”, leave everything else blank.  Select 
“Generate” to run the report.
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Click on the company report to “Download”

Upload the .CSV file to Coverage Wizard!
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