
Login to https://account.kp.org/business/secure/ca/broker

Enter your User ID, then Password and click Login

Select “Book of Business” then Select “Client Overview” 
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https://account.kp.org/business/secure/ca/broker


Under your book of business, find the client you want to audit, select the drop
down “Choose One”
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Under the drop down “Choose One” then Select “Group Documents” 
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Once the under the Document Categories, select “Invoices”

A list of Invoices will appear, find the most current month, select 
“Download XLSX”

Note: Multiple XLXS could be available for one month, especially if your client has
Southern and Northern CA contracts.  If you see multiple bills, open the excel and
look under tab “Membership Details”, if no employees are listed, disregard that 
file and download the other XLSX for that month, it will include the membership. 
If you see membership on both files for the same month, you will need to 
combine the membership onto one report for the audit.  Reach out to CW for 
assistance if you have questions.

Open the file that states, “Invoice for Activity for (date) ”. Once the file is 
downloaded. Upload the Excel file to Coverage Wizard!
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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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