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Pulling Guardian Billing Details reports

Guardian invoices are available in both row-based and column-based formats. While the
row-based format may require extensive manual manipulation for audit purposes, the
column-based format is easier to work with and requires considerably less adjustment.
Below are instructions to access both formats for Group Level and Agency Level access.

Group Level Access:

Step 1: Log into your Guardian Portal and Select View Details.

8 Guardian

Home Groupinformation Members Memberselfenroll Billing Reports&insights Forms& materials Claim status

Group ID Division ID

Welcome,

Thanks for partnering with Guardian.

Member benefits Billing

Total amount due:
$0.00

This group and division has been set up x
for automatic payments Get to kno your Guardian

/ Anytime account.

R — Sign up for a webinar for non-Account Service

Basic TermLife 26 employees covered

STD 26 employees covered

Voluntary
AD&D

6 employees covered

+2 more benefits

View details Management groups. Webinars are scheduled for

the last Wednesday of each month from 11:00 am
to 12:00 pm EST. Please include your group
number.
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Step 2: Select the link to the Billing Details
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8 Guardian’

Home Groupinformation Members Memberselfenroll Billing Reports&insights Forms& materials Claim status

New how-to video on billing and payment options

We've made it easier to retrieve your billing statements and make your
payments online, all to help you go paperless. W

@ Paperless billing eptiens

Welcome to your billing overview. Choose a common

action: /
Print my bill Advance notice of change Billing details

Payment history Recalculate bill

Step 3: Select the option to Download Itemized Excel of bill

8 Guardian

Current statement details

Home  Groupinformation Members Memberselfenroll Billing Reports&insights Forms& materials Claim status

< Return to billing overview & Print page

Billing statement for 10/01/2024 Print PDF of bill

D load itemized Excel of bill

Date generated on 09/13/2024

AEA =TT 4+ Show search options

Multiple item sort - Select -

‘ - Select - -

| - Select -

Sort by selecting the column heading. Select the member's name to view member information.

Results per page | 25 - |
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Step 4: Select the Excel format and then Select All for the items to be included in the
report. This will ensure that all items that might be needed are included without having to
generate additional reports for the same group and invoice month.

Home Groupinformation Members Member selfenroll Billing Reports&insights Forms& materials Claim status

Download current billing statement

To download your billing statement, follow the steps below. Select formats, download the whole bill in detail or select specific sections to isolate. Save
your preferences for future reference. Remember, if you save preferences, it will be for the currently displayed Group ID and Division ID. Each group needs
to save their own preferences. Thank you.

Select the file B
format Comma delimited file (CSV) ‘

Select default and selection columns you would like to view in the download of the billing statement. Once selected, they will display on the right column.

To add an item from the left to the exportable list on the right column, just select the toggle to be in the "on" state. To change the order, just hover over a
selection and use the up and down arrows to click and move the item up or down - or just drag and drop to adjust the order of what's first.

o

ISelecta]l Exportable list in order hierarchy

Member Name Member Name

Member Id MemberId

Premium Type Premium Type

Jelololille

Step 5: Two formats are available: ROW or COLUMN. Select desired format and then click
DOWNLOAD DATA EXPORT. The row-based report will list the dependent cost for certain
benefits on additional rows as shown in the image below and requires the cost to be sub-
totaled. The column-based report has the dependent cost in separate columns.
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To display Critical lliness Spouse, Critical lliness Child, Voluntary Term Life Spouse, Voluntary Term Life Child, Veluntary AD&D Spouse, or Veoluntary
ADAD Child in separate columns, please select the column option.

Choose format
for spouse and Row Column
children coverage

Select up to three sort options.

Sort by

| - Select- - | ‘ Ascending ‘ Descending ‘
| - Select- - | ‘ Ascending ‘ Descending ‘
| - Select- - | ‘ Ascending ‘ Descending ‘

@ Save these settings as preferences

X Return to statemaent details

Download data export

ROW-BASED

Voluntary Voluntary Voluntary Voluntary
Voluntary Voluntary AD&D Ltd Percent Ltd Percent Voluntary Voluntary Term Life
Premium Effective AD&D AD&D Family Benefit Benefit Term Life Term Life Family Total
4 'Member Name Member Id  Tvpe Employee ID Date Class Reason Location Premium Volume Indicator Premium  Volume Premium Volume Indicator Premium
24 Premium ' ooz $36.90
25 Premium | Bo01 $1.10 50000 Emp $26.00 5000 $57.50 50000 Emp $98.05
26 Premium ' hoo1 $16.82
27 Premium ' 002 $24.18
28 Premium ' o002 6.60 300000 Emp $30.10 11500 $64.80 300000 Emp $167.53
29 $2.20 100000 Sp $21.60 100000 Sp
30 22 10000 ch $2.62 10000 Ch
31 Premium D001 $12.49
32 Premium 0001 $2.20 100000 Emp $66.25 12500 $54.90 100000 Emp $155.60
33 Premium 0001 $15.70
M N o] P Q R & T u v W X A
Voluntary Voluntary Voluntary Voluntary Voluntary Voluntary Voluntary

Voluntary Ad&d Voluntary Voluntary Ad&d Voluntary Ltd Percent Ltd Percent Voluntary Voluntary Term Life Term Life Term Life

Adéd Spouse  Ad&d Child Ad&d Spouse  Ad&d Child Benefit Benefit Term Life TermLife Spouse  Spouse  Child
eflPremium Premium Premium Volume Volume Volume Premium  Volume Premium Volume  Premium Volume  Premium
£
9
5
8 $2.20 $0.22 100000 10000 $42.40 8000 $54.90 100000 $2.6.
1
0 $53.75 12500
1
0 $79.50 15000
7 $4.40 $2.20 $0.22 200000 100000 10000 $8.62 9583 $12.80 200000 $6.40 100000 $2.6.
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Agency Level Access

Step 1: Upon logging in, navigate to the Client Billing option and select group search from
the drop down.

Broker,Login
Home Commissions Compensation Forms& materials Clientgroupinfo Client eligibility Client bi\li‘% Reports  Claims status
Current bill
View billing statements
View payment history

welcome’ Impending cancellations

Thanks for partnering with Guardian.

Your commission payment

Total YTD September 2024
Paid Commission Paid Commission

$41,511.96 $4,364.76

View details

Step 2: Input the company information into the company search fields and then select
Search.
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Home Commissi Comy tion Forms & materials Clientgroupinfo  Client eligibility Clientbilling Reports Claims status

Client Billing

Company Search

@ Searching fora company with
Please Note:  you don't
with an active group, plea

Search by group ID.
implementation, please contact your onboader. I having issuss
t 1-800-627-4200.

Group ID Division ID (Optional)

OR

Company Name

[ ) b

Type at least four characters

Step 3: Alist of billing statements will reflect, select the hyperlink to the due date of the bill
that you wish to audit.

Group ID Division ID

8 Print page

Billing statements

Your billing statements are listed below. Please select the due date or division ID to view.

To view billing statements for all divisions you have access to, select “all divisions” in the Division ID selector at the top of the page.

For more information on bill details, click on the due date or the division ID.

Sort by selecting the column heading.

Due Date Division ID H] Division Name Total

10/01/2024

Step 4: You will be directed to the payment summary screen, click DOWNLOAD BILL.
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8 Guardian 2
Heme C i Cemp: tion Forms & materials Client groupinfo  Client eligibility  Client billing Reports Claims status
Payment Summary Summary Information Advanced Notice of Change Mﬁ
Payment Summary

Due Date: 10/01/2024

Payment Information

Payment Recelved (08/30/2024) $-1,346.50  Toview recent payments goto Miew Payment

History section

Step 5: On the download billing statement screen the file type should be set to excel, move
all the default columns to the display columns box by selecting the double carats (>>).
Choose the export option of Row or Column and then click CONTINUE.

Please note Navigator clients using this report to audit should use the Column option to
alleviate possible extensive manipulation prior to auditing.
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Select the File Type: I ® Excel | Ccomma Delimited File

Select the order of the columns you would like to view the download of the billing stats

Move the column headings from the listing on the left to the right.
Default Columns:
Baslc Term Life Premium

A
Basic Term Life Volume
Vision Premium
Voluntary Adéd Premium
v

Vision Family Indicator
Voluntary Ad&d Volume

Vluntary Ad&d Family Indicator
Voluntary Tenm Life Premium
Voluntary Tenm Life Volume
Voluntary Tenm Life Family Indicator
Total Premium

Dental Family Indicator
Dental Premium [
Member Id

Todisplay Critical lliness Spouse, Critical liness Child, Violuntary Term Life ‘oluntary Term Life Child, Voluntary AD&D Spouse, Voluntary AD&D Child in separate columns,
please select the Column option.

Critical lliness, Voluntary Term  ® Row OCalurmn
Life and Voluntary AD&D
Download Layout:

Select up to three sort options.

Sort By:

[ Mermber Narme v| ® pscending ) Descending
Member Id v| O ascending ) Descending

l Select a Column v| O ascending ) Descending

o

o 0 D

Step 6: The system will bring up the report on the screen, click DOWNLOAD in the lower
right corner to download your excel report.
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8 Guardian :

Home Commissions Compensation Forms &materials Client groupinfo  Client eligibility  Client billing  Reports  Claims status

Download Billing Statement

Basic Basic

Term Term Dental Vision Volumtary  Volun
Fremium  Member Effective Life Life L Diental Foumily Wision Al Aectled
Type Hame Member Id Date Class  Resson  Location  Premiom  Volume  Indicator  Premium  Indicator  Premium Premiom Volun
Premium 21196 Gl0OD EmpfSp §T0.61  EmpfSp 116,44
Presmsum 31627 B300D  EmpiCh 310481 Emp 39.76
Preraum $1196 El0O3 Emp $34.79 Emp 8376
Prasmium 31372 TO000
Pradiim $1196 E1DOD Emp $3479 Emp $3.76
Premium Emp 3479 Emp .76 §7.50 25!
Premmaum $10.00 51000 Emp/Sp $70E1 Emp 5.7
Prasnium 51764 50000 Fam 514573 Fam $26.53
Prasrium STE40  40O0DT Emp $34.78 Emp 59.76 $6.00 B0
Prrisriim Ermip $34.79 Emp $9.76 $4 50 15
4 >

=8 Doata\/alidation Platform



	Pulling Guardian Billing Details reports
	Group Level Access:
	Agency Level Access


