
Log in to https://login.guardianlife.com/
Enter your Username, then Password, and click Login.

Select “Client Billing,” then select “Group Search.”
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Search for your client by entering the “Group ID” or typing a few letters of 
the client’s name under “Company Name,” then click Search.
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Select “Client Billing,” then select “Overview.”

Once the Payment Summary page appears, select “Download Bill.”

Once the Payment Summary page appears, select “Download Itemized Excel of Bill.”
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Once the Download Billing Statement report appears, change the File Type to 
“Comma Delimited File (CSV)” and check “Select All” for fields.

Verify all settings below, then click Continue.

Set the format to “Row,” sort by “Member Name” and “Member ID” 
(both Ascending), then download the report and upload it to Coverage 
Wizard.
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