(@ %\ﬁ\z/g;gge Guardian - Access to Audit Report

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

» Enter your Username, then Password and click Login

S Guardian

Login

User ID

[ Enter your user ID ]

Forgot user ID?

Register

» Select “Client Billing” then Select “"Group Search”

ent groupinfo  Client eligibility Clientbiling Reports Claims status

Current bill

View billing statements

View payment history

Impanding cancellaticns
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https://brokerportal.anthem.com/apps/ptb/login

(@ %ﬁ;g;gge Guardian - Access to Audit Report

» Search for your client, either by adding in the “"Group ID"” or type in a few
letters of the client's name under "Company Name” and select Search

Client Billing

Company Search

@ Searching for a company with a future effective date? Search by group ID.
Please Note: If you don't know your group ID on current implementation, please contact your onboader. If having issues
with an active group, please contact customer service at 1-800-627-4200.

Group ID Division ID (Optional)

=) | J [ ]

OR

Company Name

=) | J

Type at least four characters

( Search )

» Select “Client Billing” then Select “Current Bill”

ent groupinfo  Client eligibility Client billing Reports

Group search

View billing statements

> Once the payment Summary page appears, Select “Download Bill”

Home Commissions Compensation Forms&materials Clientgroupinfo Clienteligibility Clientbiling Reports Claims status

Payment Summary Summary Information Advanced Notice of Change Bill Premium Detail
Payment Summary Printbill { Downloadbill )
S ——
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> Once the Download Billing Statement report appears. Change the File Type to
“Comma Delimited File”.

»  Then push all columns to the right “>>". The under sort by, use the first
drop down to select "Member Name” in "Ascending Order” and then
select “Member ID" in “"Ascending Order”

»  Select “"Continue” at the bottom to run the report.

Download Billing Statement

Group ID: 00522738 Division ID: 0000

Select the File Type: Oxcel ®Comma Delimited File

Select the order of the columns you would like to view the download of the billing statement. Move the column headings from the listing on the left to the right.

Default Columns: Display Columns:

-~ Member Name -~
Member Id

Premium Type

Basic Term Life Volume

Cancer Family Indicator

Cancer Premium

Dental Family Indicator

Dental Premium

Ltd Premium

Ltd Volume

Managed Dental Care Mdc Family Indi ™

Todisplay Critical lllness Spouse, Critical lllness Child, Voluntary Term Life Spouse, Voluntary Term Life Child, Voluntary AD&D Spouse, Voluntary AD&D Child in separate columns,
please select the Column option.

Critical lliness, Voluntary Term ©Row Ocolumn
Life and Voluntary AD&D
Download Layout:

Select up to three sort options.

SortBy:

@ember Name ) @scending O Descending
q@er Id )} @\scendingo Descending

{ Selecta Column vl OAscending o Descending

Save these preferences @
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»  The Download Billing Statement will appear, listing out the employees, plans
and cost. Scroll to the bottom of the page and select "Download”

Download Billing Statement

Managed
Dental Managed
Basic Care Dental Ve
Term Cancer Dental Mdc Care Vision Ac
Member Premium Life Family Cancer Family Dental Ltd Ltd Family Mdc Family Vision Fa
Name Memberld Type Volume Indicator Premium Indicator Premium Premium Volume Indicator Premium Indicator Premium I
20000
20000 Emp $35.11 $17.94 7800 Emp $7.88
] »
12 3 Next

o

» Open the file that states, "DownloadFile (1).csv”. Once the file is
downloaded. Upload the Excel file to Coverage Wizard!
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