
 
 

 

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.  

 

 

 

 

 

 



 
 

 

Step 2: Select the link to the Billing Details  

 

 

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

 



 
 

 

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. 

 

 

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

 

Step 2: Input the company information into the company search fields and then select 
Search.  



 
 

 

 

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

 

Step 4: You will be directed to the payment summary screen, click DOWNLOAD BILL.  

 



 
 

 

 

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.   



 
 

 

 

 

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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