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You can narrow the report down by a variety of criteria including division, category, employee, or status by choosing the applicable fields.

Choose the type of benefit for which you want to see billing information.  If there are multiple plans, you can also choose individual plans.

                            You can choose specific plans to display.


You can narrow the report down by category.
You can choose to run the report for particular employees.  Generally, choose all employees.

                                                                                       The report will be separated according to the grouping you choose.  If you do not want the report subtotaled, remove everything except company.

If running the report in PDF format, you can choose how to break the report into pages.  A new page will be displayed for the selection you make in this box.

Fees Components fields are not enabled.  Leave as defaulted.
Self-Insured Components fields are not enabled.  Leave as defaulted.
Choose whether you want to see pre or post tax plans only.

You can narrow your report down by status.

Adjustments are not enabled. Change to No.

You can choose how you want employee names to be displayed.

Leave Billing Details set at benefits.

You can choose to include demographic information on the report.  All fields listed under Selected Columns will appear on the report.  Choose the fields you want on the report by using the arrows to add or remove fields. Hold down the shift or ctrl key on your keyboard to select multiple fields.

Always run this report in Preview mode.
