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

Enter your Username, then Password and click Login

Select “Client Billing” then Select “Group Search” 
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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
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Select “Client Billing” then Select “Current Bill” 

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



CoverageWizard.com
Rev. 01/24

Guardian - Access to Audit Report

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. 
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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” 

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