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PROPRIETARY STATEMENT

The Georgia Technology Authority (GTA) Electronic Reporting System (E-Bill or
ViewDirect) is owned by the State of Georgia and operated by the State Health Benefit Plan
Division of Information Technology and the Georgia Technology Authority. Unauthorized
access is prohibited by the Georgia Computer Systems Protection Act (0.C.G.A. 16-9-90,
et seq.), as well as all applicable FEDERAL laws.

The Telecom, DataNet, and Miscellaneous Computer Services Billing information is
available on-line via the internet. This process is called Electronic Billing Process
(E-Billing) or State Health Benefit Plan (SHBP) ViewDirect; and is accessible according to
the information provided by the employing entity.

All information contained in this document is confidential proprietary information of the
State of Georgia, the Department of Community Health, and SHBP and must not be shared
with unauthorized users.



ViewDirect: TECHNICAL REQUIREMENTS / ACCESS AGREEMENT /
USER I.D. AND PASSWORD

Technical Requirements:
Assistance from your IT staff may be necessary in order for you to access this site and utilize
all features. Your IT staff should verify the following:

* Pop-up blockers are turned off

* Port 8443 is open

e Javais installed and enabled on your computer

 Security settings are correct to allow downloads from this site

SHBP ViewDirect Access Agreement:

Authorized employing entities may access various reports electronically for viewing, downloading,
and/or printing from the SHBP ViewDirect System by completing a SHBP ViewDirect Access
Agreement. This agreement gives access to the secure site where ViewDirect Reports are
housed; and grants access to only that specific employing entity as stated in the SHBP
ViewDirect Access Agreement.

SHBP ViewDirect Access Agreement(s) are available for printing at the DCH website,
www.dch.georgia.gov/shbp or by calling the SHBP Support Services Unit at 1-800-776-
9045. Complete SHBP ViewDirect Access Agreement(s) should be faxed to the attention of
Deborah Sheppard at 1-866-545-3161.

SHBP ViewDirect User I.D.’s and ViewDirect Passwords:

Once the SHBP ViewDirect Access Agreement has been received and verified by SHBP,
ViewDirect User I.D.’s and ViewDirect Passwords are assigned according to the agreement.
The SHBP ViewDirect System Administrator is responsible for the following:

e the assignment of ViewDirect User I.D.’s (Identifications)
e the assignment of ViewDirect Passwords
e theresetting of ViewDirect Passwords

All SHBP ViewDirect System Administrator request should be made via e-mail to Deborah
Sheppard at dshep@dch.ga.gov.

Each employing entity may be assigned up to three ViewDirect User I.D.'s and ViewDirect
Passwords; and are assigned to specific individuals within the employing entity’s location.
Each individual must sign an agreement that they will not allow anyone access to their
ViewDirect User I.D.’s and ViewDirect Password. The employing entity’s location manager
will also have to sign an agreement to immediately advise the Support Services Unit of
SHBP at 1-800-776-9045 or 404-651-6131 to terminate ViewDirect User 1.D.’s and ViewDirect
Passwords if an assigned user is no longer eligible to access the ViewDirect secure site.
A user ViewDirect Quick Reference Guide is available on the DCH website,
www.dch.georgia.qov/shbp.




ViewDirect LOG ON

Follow the below directions to log onto ViewDirect:

o Double click the Internet Explorer Icon on your desktop (Figure 1)

Double click
here on the
Internet
Explorer Icon

Figure 1 - Desktop Internet Explorer Icon

The Internet Browser Home screen will display.

« Enter http://ebill2.gagta.com in the address field of the Internet Browser screen
(Figure 2)
e Press the Enter key

JLH Intranet - Home - Microsoft

File Edit Miew Fawarites  Tools  Help

Q- O BEG|L

Address Field

Figure 2 - Internet Browser Address Field

Note:
The site address does not use www.



The Georgia Technology Authority (GTA) Electronic Reporting System (E-Bill) / ViewDirect Log
On Screen will display (Figure 3).
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Figure 3 - ViewDirect Log On Screen

o Enter your ViewDirect User ID in the SSG Info User I.D. field (Figure 4)
o Press the Tab key to move the cursor to the Password field
« Enter your initial ViewDirect Password in the Password field (Figure 4)
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Figure 4 - ViewDirect Log On Screen

Note:
The State Health Benefit Plan (SHBP) ViewDirect System Administrator is responsible for
the following:

e the assignment of ViewDirect User I.D.’s (Identifications)

e the assignment of ViewDirect Passwords

e theresetting of ViewDirect Passwords

All SHBP ViewDirect System Administrator request should be made via e-mail to Deborah
Sheppard at dshep@dch.ga.gov.




You will not be prompted to change your initial ViewDirect Password, but it must be
changed within 30 days of issue. To change your ViewDirect Password, follow the
instructions in the ViewDirect Password Change section on page 9.

o Press the Tab key to move the cursor to the Sign In field (Figure 5)
e Press the Enter key

Electronic
]l Reporting System ae e

Faswong

Sign In field

Figure 5 - ViewDirect Log On Screen

Note:

When using the Tab key to move your cursor to the Sign In field (Figure 5), the cursor will
not be displayed in that field prior to pressing the Enter key. You may also click inside the
Sign In field to complete this step.

A Security Alert pop up box will display (Figure 6). Stating, “You are about to view pages over a
secure connection. Any information you exchange with this site cannot be viewed by anyone else
on the Web” (Figure 6).

e Click the OK push button (Figure 6) to acknowledge the Security Alert (If you would
like to see additional information regarding the Security Alert, click the More Info push
button. If you do not wish to receive this Security Alert in the future, click inside the
check box in front of the “do not show this warning” statement.)

Security Alert §|

rl'o 'ou are about o view pages over a secure connection.
e

Any information pou exchange with thiz gite cannot be
vigwed by anyone elze on the Web.

[ In the future, do not show this warming

| Ok, | ’ tore Info

Figure 6 - Security Alert Pop Up Box



The DocumentDirect for the Internet screen will display (Figure 7). From this screen you may
view reports, print reports, download reports, and download files.
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Figure 7 - DocumentDirect for the Internet Screen



ViewDirect PASSWORD CHANGE

The initial ViewDirect Password, assigned by the System Administrator, must be changed to a
new password within 30 days of issue. ViewDirect Password changes may be made at anytime.
To prevent password expiration please place a reminder on your calendar every 30 days to
change your password (a scrolling message will appear on the log on screen advising the
required password change is due).

Follow the below directions to change your ViewDirect password:

Access the ViewDirect (GTA E-Bill) Log On Screen (Figure 8).

Electronic
Reporting System

i

Figure 8 - ViewDirect Log On Screen

« Enter your ViewDirect User ID in the SSG Info User I.D. field (Figure 9)
o Press the Tab key to move the cursor to the Password field
« Enter your ViewDirect Password in the Password field (Figure 9)
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Figure 9 - ViewDirect Log On Screen



Press the Tab key twice to move the cursor to the Change Password field

(Figure 10)
o Press the Enter key
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Figure 10 - ViewDirect Log On Screen

Note:
When using the Tab key to move your cursor to the Change Password field (Figure 10), the

cursor will not display in that field prior to pressing the Enter key. You may also click
inside the Change Password field to complete this step.

The GTA Electronic Reporting System Password Maintenance screen will display (Figure 11).
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Figure 11 - GTA Electronic Reporting System Password Maintenance Screen
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Enter your ViewDirect User ID in the Recipient I.D. field (Figure 12)
Press the Tab key to move the cursor to the Current Password field (Figure 12)

Enter your Current ViewDirect Password (Figure 12)

Press the Tab key to move the cursor to the New Password field (Figure 12)

Electronic Reporting System

Password Maintenance

Recipient ID:

Current
password:

Mew password:

New Password field

2l

ord:

Enter ViewDirect ID in
the Recipient ID field
here

/

AN

Enter the Current
ViewDirect Password
in the Current
Password field here

Figure 12 - GTA Electronic Reporting System Password Maintenance Screen

Enter your New ViewDirect Password (Figure 12a)

Press the Tab key to move the cursor to the Confirm New Password field

(Figure 12a)

Enter your New ViewDirect Password again to confirm the new password

(Figure 12a)

Press the Tab key to move the cursor to the Submit push button (Figure 12a)
Press the Enter key (Figure 12a)

Electronic Reporting System

Password Maintenance

Recipient 1D

Current
passwaord:

Mew password: ssssess

Confirm new
passwaord:

Submit Push Button

Enter your New
ViewDirect Password
in the New Password
field here

4— Re-enter your New

ViewDirect Password
in the Confirm New
Password field here

Figure 12a - GTA Electronic Reporting System Password Maintenance Screen

11



A password change request confirmation will display (Figure 13). The message states:

“Your Password change request has been submitted. Your
new password will not be effective until the next business
day.”
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Figure 13 - Password Request Change Confirmation

o Click the Home field (Figure 13a)
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be effective untl the next business day.

0 =
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Figure 13a - Password Request Change Confirmation
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The ViewDirect Log On Screen will re-display (Figure 14).

Electronic
]l Reporting System aegeen

Faswong

Figure 14 - ViewDirect Log On Screen

Your new ViewDirect password will be effective the next business day. The system will
execute a batch job that will process nightly to complete the process of all requested password
changes. Your old ViewDirect password should be used on the date of the password

change. Please refer to page 5 for ViewDirect User ID and ViewDirect Password entry
instructions - Figures 3 and 4.

Please contact your System Administrator at SHBP for ViewDirect password change issues or to
reset your ViewDirect password.
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SELECTING AND VIEWING CURRENT REPORTS

Once the log on process for ViewDirect has been successfully completed, the DocumentDirect
for the Internet screen (DocumentDirect Screen) will automatically display (Figure 15). The
screen will list reports available on ViewDirect including a brief description of each. The
frequency at which the reports are generated may be found on pages 42 thru 44 of this
document.

For the purpose of this quick reference guide, we will focus on two reports:
1. MEMSBILL - this report displays a payroll location’s billing for a specific period
2. MEALLMBR - this report displays a payroll location’s membership listing for a specific
billing period

However, the exact steps are utilized when selecting and viewing other reports posted to
ViewDirect.

The most current/recent report may be quickly accessed by clicking on the blue notepad

Bnext to the report name. Additional reports (other than current reports) may be
collapsed on the reports list (Figure 15). To expand and view a list of additional reports,
follow the instructions in the Displaying Additional Reports section on page 21.

Follow the below directions to quickly view the most current/recent reports from the

MEMSBILL list:
S T TR T T =
3 pecumentiv : : HEE
|
Qﬁatk > € ﬂ ﬁ ' ) search *_‘.‘: Favortes {2} = j}i i‘s |
adress | ] hitps:febil?. gagta.com Jservistjdrint v B s ”i
y |
HQe
sscinto
Report
BB -woricrz  READ THIS: IF YOU CAN NOT PRINT FROM EBTELI2 WEB SERVER
Reports screen section BB uEaiver  MENS MEMBERSHIP LISTS - FROM BILLING
located here » BBuusprin  wmas zocarron BIITS

Oe= &)

é & S @ rrtemet

Figure 15 - DocumentDirect for the Internet Screen (DocumentDirect Screen)

o Click the blue notepad @ in front of the MEMSBILL report name (Figure 16)

B Blue
Report Notepad
BB -uof1 located here YOU CAN NOT BRINT FROM EBILL2 WEB SERVER
BB wgarr TP LISTS - FROM BILLING

BE SBILL  MEMS LOCATION BILLS

Figure 16 - Blue Notepad (DocumentDirect Screen)
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The Process Summary screen for the most recently generated report from the MEMSBILL list will
display in a pop-up window (Figure 17).

Qe -

B -norreez
B wrarrmEs
B mmmss o1,

B 13780

. . 20
Screen information o

bar located here >

=

EJEDi

&

EER?

) Search
) e

<\ Favorites £4)

Bl P Bl con @X

Click here to maximize,
minimize, or close the pop-
up window

& S

MEMEERSHIP ENROLLMENT MANAGEMENT SVYSTEM

Wersian: How 26,2007 10:03:01 PRE

PROCESS SUMMARY
FOR PROGRAM ME10Z501

FALM BECORDS READ--—--—--——————-————— jis
PENV RECORDS READ———-—————o—o o 40,
PLTV RECORDS READ———————-————————— 88,

PALM RECORDS

PENV RECORDS UPDATED--—--—---—-—=——-—= 40,

NOT USED

PERV :RECORDE MRITFEN-—orrrroorrrrmees

ADRIT RECORDS WRITTEN e e

SYTM RECORDS UPDATED-————————————————

TRLY BECORDE MRITFEN--crrrmmoeremmne e

643

o078

904

910

118

SORT RECORDS RELEASED———————————— 139,869
SORT RECORDS RETURNED-——————————————— 139,869
Sectiom: MEMEE Page 1of 1
5 @ Tntermet

MEMSBILL
Pop-Up
Window
located here

[l

&l I é & ternet

Figure 17 - MEMSBILL Pop -Up Window

To maximize the size of the pop-up window to display as full screen on your PC, click on the
box in the upper right hand corner (middle box) of the pop-up window (Figure 17). You may
also minimize and close the pop-up windows from this screen location. Click on the first box to
minimize the screen; and the last box to close the pop-up window.

The screen information bar is located at the bottom of the pop-up window (Figure 17). The
screen information bar will display the report name, report version (date), section of the
report currently displayed, and the number of the pages contained in the report including
the current page being displayed in the pop-up window (Figure 17a).

Report name
located here

|

” Feport: MERSEILL

@l Done

Report
version/date
located here

Wercion: How 26, 2007 10:03:01 IR

Section
being
displayed
located here

Number of pages
and page number
currently
displayed located
here

|

Section: MEMEE

'

Page 1ef 1 |

é % Internet

Figure 17a - MEMSBILL Pop -Up Window Screen Information Bar
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The list of MEMSBILL reports available for view (per payroll location number) are
displayed to the left of the pop-up window (Figure 18). The report currently being displayed
in the pop-up window will display in the color red.

Available ST aag
K MEMSBILL B S 3
e list to view in [ searh 5|7 Favories %) -EEFELEA 3
s oy . = L “l
= the pop-up
A R
= window ps:/lebill2.gagla.com: B443 - DocumeniDirect for the Internet - Microsoft Internet Explorer
| located here [ L L s 5 o R A :
— jBabi® PP BSE cEI@X A
RSHIP ENROLLMENT MANAGEMENT SYSTEM PROCESS SUMMARY ad
MEALTMER FOR PROGRAN ME102501
Current BB yeken
EERW. 26, 2
’ DLEM RECORD S REl) SR CEe 1,645
MEMSBILL Bivemee
from list belng F\ 610 PENV RECORDS READ-——————m——mm e 40,079
H E
dlsplayed (red %Egjg PLTV RECORDS READ————-—————————— 88,904
COIOr) n the / SISGED PALM RECORDS UPDATED-———————————————— 910
- i 13660
pop-up window Bl1s 0 PENV RECORDS DBDATED-—----------————— 40,118
located here i
% NOT USED- [a]
13700
%13710 PARV RECORDS WRITTEN---------———————e 910
Bli37zo
%13730 AUDIT RECORDS WRITTEN---—---—————————— 910
2137‘10 S¥TH RECORDS UPDATED————————————————— 2
13750
%13750 TRLYV RECORDS WRITTEN----—-----———————m S11
gla?7m S0RT RECORDS RELEASED-——————————————— 139,869
13780
%137QD SORT RECORDS RETURNED--—————-—————————— 139,863 &
Bl13s00 & >
Reprt: MEMSEBILL Werstan: How 26, 2007 10403:01 P38 Section: MEMEE Pigslorl
Blizs10
E=) -@7 5 @ meemet = b
=
@e= =7
a @ 8 ® et

Figure 18 - MEMSBILL Reports Available for View

Note:
More than one pop-up window may be displayed at the same time.

Once a bill list has been accessed for selection and viewing, the report will display the date and
time the report was posted, including the report status (Figure 19).

B@ MEMIEILL MEMS LOCATTION BILLE
B o 26, 2007 10:03:01 PM Available
B meveE
B 12610

Figure 19 - MEMSBILL Reports Available for View (Nov 26, 2007)
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NAVIGATING DISPLAYED REPORTS

You are now ready to navigate through the selected report. Best practice is to use the reports
navigation tool bar located at the top of the pop-up window to navigate within the selected
report(s) (Figure 20). You may also select the desired report for viewing by clicking on the
report located in the report list, located on the left of the report screen.

|3 posmenibivect foe the fnteemes - Wicrmosl Itespet Dopors_____________|..%X]
ir
Q-0 HEG P e @ -5 JH 3
- e jebrre - a
Reports
navigation tool SECERNTITE T3 hips:/iebili? pagla com: 8441 - Documansiireet for the intarnel - Microsall Internet Lxplarer T
bar located — BEcs® -2 4
here fere o
ﬂ'.J.r.-Irl 13610 ';u;

136 @
B raeso P o BOX 108

Figure 20 — Report Navigation Tool Bar

The report navigation tool bar (Figure 20a) includes the following most commonly used push
button functions:

FA hitps:/febill2.gagta.com:8443 - DocumentDirect for, the Internet - Microsoft Internet Explore

BEerB PP bnaRlon @X

Figure 20a - Report Navigation Tool Bar
I
i
Next Document

« Click the down arrow, the next document will display.

Previous Document ﬁ
« Click the up arrow, the previously viewed document will re-display.

L

Page Forward 'Etl
« Click the forward arrow, the next page of the current document will display.

Page Backward |§|
« Click the back arrow, the previous page of the current document will re-display.

Go To...@|

« Click the bulls eye push button to display a specific page(s)
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« A pop-up box will display with the total number of pages for the current displayed

document (Figure 21). Enter the page number you would like displayed in the page field
(Figure 21)

« Click the green check (Figure 21)

13610 — LOOKOUT MTN C3B

Enter desired Al [E HE@
page number 3
here —» T Page: |9 of 11

M

; Q20

1

1

1

1

é e Inkernet

Figure 21 - Go To... Pop-up Box

« The requested page number of the document will display in the bottom right hand corner
of the information bar (Figure 21a)

i| Report: MEMSEILL Wersion: How 26, 2007 10:02:01 PM Section: 12610

Figure 21a - Go To... Pop-up Box Information Bar T
Page number presently
displayed number here
|
#
- Find ... ¢
« Click the magnifying glass push button to initiate this search feature
« A pop-up box will display (Figure 22)
« Enter the word or phrase in the Find What field (Figure 22)

Click the box in front of the As Is (Case Sensitive) field if you want the search to be

case sensitive to your entry (complete document search) (Figure 22)

« Click the box in front of the Current Section Only field if your want your search to be
confined to the current displayed section of the document (Figure 22)

« Click the Up or Down Push Button in the Direction Field to determine the direction of
your search in the displayed document (Figure 22)

« Click the magnifying glass (Figure 22)

Enter desired
word or
phrase here

| 3 htips:#lebill2.gagta.com:B443 - Find - Microsoft Intern... [2 |[E=)a<| PN

Find What|

[as Is (Case Sensitive) Diirection
[ current Section Onty OUp @ Down

2 & Internet

TOCTODER T oo =3}

Figure 22 - Find... Pop-up Box

The first entry matching your search criteria will display.
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2
- Find Next ...
Note: Clicking on this icon goes to the next entry that matches the search or “Find” criteria

that was previously entered (Figure 22).

- Change View 69

« Click the glasses push button (change the view of the document in windows)

« A pop-up box will display (Figure 23)

« Click your selection in the Scale field using the scroll

« Click the push button in front of your selection in Fit field (you may also enter a number
in the % area) (Figure 23)

Scale and Fit

fields located Green arrow

here paper push
button

located here

Fit

B 1 e L=

s @ scale ta: [100 ke -

IE O Fit best without losing part of the document

I 2 Fit document to width of windowr =
_ot

Fit to b t of s
O Fi & height of windowr <@ =l

_ot

e EQ

] Done =y 4 Internet =

| OTHER 1 oo ol Ol ¥ARIOUS |

Figure 23 - Find... Pop-up Box
« Click the green arrow paper push button (Figure 23)

The view of the document will display in the window as specified.

Format Page L%-:l
« Click the pages with the black arrows push button
« A pop-up box will display with a choice of Format (Figure 24)
« Click the format choice in the Format field (Figure 24)
« Click the green arrow paper push button (Figure 24)

https:/febill2.gagta.co... E|@|PZ| Fs.

Format field
located here Fommat Green arrow
— et 2] < H push button
€1 T located here
=] FODF
~ |
1
@ z
E z
I £
S B Internet 1
T T T

Figure 24 - Find... Pop-up Box
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- Help (Online Help) g

Online help provided by the software vendor.

- Exit El
« Click the “red X" push button located on the report navigation tool bar

« All displayed report pop-up boxes will be closed; the reports screen will still display
(Figure 25)

J-sesesussersanassnsy

B
H

]

Figure 25 - Exit Reports

You may now select another report for viewing.
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DISPLAYING ADDITIONAL REPORTS

All reports (per payroll location) may not be displayed on the DocumentDirect screen. Additional

reports may be collapsed on the reports list using a blue arrow 'F . Follow the below
directions to display, view and select additional reports:

« Locate the blue arrow near the bottom of the report list using the scroll; Click the blue
arrow (Figure 26) to display the complete list of reports

Click the
blue arrow
located here

A

a 8 @

Figure 26 - Additional Reports

A list of additional reports will display (Figure 26a). The blue arrow will redisplay at the bottom of
the list when there are still additional reports to view.

] o s gagts core DM Yot e e ol g

X
&
5"!‘!."..’!‘"""""'""""'- o

&

|

Figure 26a - Additional Reports

[
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P
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Once the report list has been expanded by clicking on the blue arrow, the report list may be

collapsed.

« Click on the Minus Sign i} located to the right of the report date (Figure 27)

EI@ MEMZEILL MEMS LOCATION BILLE

Click the
Minus Sign
located here

- @B o 26, 2007 10:03:01 PM Availabls
@MEI“]BE
Blize10

Biizean
Biiacan
Bi13es0
Biizeen

Figure 27 - Expanded Report List

The report list will collapse into the report date and the minus sign will revert back to a

Plus Sign i (Figure 28).

= MEMSBILL  MEMS LOCATION BILLS

Plus Sign
located here /ﬁ@mv 26, 2007 10:03:01 PM Available

Figure 28 - Collapsed Report List
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SELECTING AND VIEWING AVAILABLE & RECALL REQUIRED REPORTS

Although the most current/recent report(s) may be selected and viewed quickly by clicking on the
blue note pad; a full list of reports may be displayed for selection and viewing. The full lists of

reports include Available and Recall Required reports. Current/Recent reports will list as
Available reports.

Follow the below directions to view and select Available and Recall Required reports:

Access the DocumentDirect screen (Figure 29).

. Click the plus sign Bnext to the report name (Figure 29)

Click the
Plus Sign
located here

Dem

Figure 29 - DocumentDirect Screen

The full list of Available and Recall Required reports will display (Figure 30).
The selected report will display in the color red on the report list. The report list will display
including reports that are Available (+) and archived in the system, indicating Recall Required (X).

D DocumentDirect tar (b baterrel - Micsmall internet Eaplares

Available
and Recall
Required
reports
located here

&

D @ vema

Figure 30 - Available & Recall Required Report List
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« Click the plus sign i next to the report date (Figure 31) to expand the report list for
selection and viewing

B Documentiirect for the Insernet - Micressft Internet Lxplorer (w3
Fie £ vew Favrtes Toh teb r

Quw QO HREAG Puws i @ - SELE B
et 8] g lobi. e com B ootk - N
B
Wiagore =
BUfi-worrce:  mman THrs: TP YOO CAN NOT BRINT FROM ESFIL) MER SERVER

H Bfyauirer s smERsNTR LISTS - FRON BIILING

Click the BRimonns s socarion a7

Plus Sign P B 2, 000
located here Biarae
W1se0
B1aeso
B136e0
13650
B1aceo
B13es0
B 13630
B 13ma0
B 13710
Wuimzo
B0
B 13740
[ FEEIN
[ FERT
W 13770
B1ame0
B 13m0
13800
[ FETETY

Q=" |

L] D @ reore

dable
Rabls

Figure 31 - Expanded Report List Screen

To display a Recall Required report from the list for viewing and selection, follow the below
directions:

« Click the “X” sign 8 next to the report date (Figure 32)

A Documensirect for the Internet - Microssdt Internet [xploror

Fie ESL Wew Faverbss Tooh Hel r
Qo - @ [ [ @G P Srreem @3- 555 LJE B
Aebieis | ] P TebBE gagka, com A liddrnk sarvistikdrk el = I
Hale
Bieport 3
BB -porichz  AEAD THIS: IF YOI CAN MOT PRINT FROW KETOL? NER SERVER
ERwpancunr ey semersns
_ o [ —————
Click the “X @Ry 26, 2007 1040
. @R 25,
Sign located >
here

Oe= ]

& 5 8 treemet

Figure 32 - Recall Required Selection
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A pop up box will display stating, ‘Recall request issued. Try again later.’

« Click the OK push button (Figure 33)

|.hu.g 24, 2007 10:32:46 PM RecallRaguirad
mJul 26, 2007 9:32:50 PM RecallRegquai
Brun 26, 2007 9:47:37 PM Recellreqe:[RlECE LTI RE TR
u]"lny 25, 2007 10:3Z2:46 PM RecallReq
E.kpr 26, 2007 10:49:40 PM RecallReq
mﬂar 27, 2007 9:21:55 PM RecallRegui
Brew 23, 2007 9:44:55 PM RecaliRequi
Eyar 26, 2007 10:18:49 PM RecallRage
Iln=c 22, 2006 10:02:51 PM RecellRequired

Click the OK
push button
located here

Figure 33 - Recall Required Pop-up Box

The system has begun the process of downloading the selected file for selection and viewing.

« Click the “X" sign I-.’next to the report date (Figure 34)

Click the “X”
Sign located
here

5|
Figure 34 - Report List

The Recall Required report list will display under the selected report date (Figure 35). You may
now select a report from the list for viewing.

Aug 24, 2007 10:32:46 PM RecallReguired
Buemee
B1z610
ERETED]
B13640
B13ss0
Bli3ceo
Bl13can
B13690
B 13700
Bl13710
Bl13720
B 13730
B 13740
B 13750
B13760
Bi3770
B137a0
B13790
B13000
Bl13s10

Figure 35 - Recall Required Report List
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LOCATING AND OPENING REPORTS FROM THE TOOL BAR

The three push buttons, located in the top left hand corner of the DocumentDirect screen
may be used to open areport, find specific report, or receive online help (Figure 36).

Push buttons il mlernel Explor ﬂﬂ?j!
located here o
\_iaa.l . PR AP - LB B
: ] bt leball? gt com B4 T ddrint et didrnt o F] bl “
=Rl ?)

Figure 36 - Push Buttons (DocumentDirect Screen)

By clicking on the below push button(s), you will be able to:
- Open (Open a Report) 'I-;_‘,ig

Select a report list, Click on the folder push button, then the first report on the report list
selected will display from the DocumentDirect screen.

- Locate (Find a Specific Report) Q‘
This item is very helpful to find a report faster than following the “drill down”

selection path using the blue arrow " . 'You may locate a report by Report ID from
the DocumentDirect screen as follows:

« Click on the plus sign ® next to the report name (Figure 37) to open the report list
(MEMSBILL has been used in this example )

.Repnrt
BE -por1cE: READ THIS: IF ¥oU CAN NOT PRINT FROM EBILLZ WEB SERVER
BE -por1cEa READ THIS: PROBLEMZ AND SOLUTIONT FOR EBILLZ WEB SERVER
FHE H#PASSWORD PASSWORD REPORT
FHE #IHEPCOM  IMPORTANT SHEP COMMUNICATIONS
BiSmEaTIMER  MEMS MEMBERSHIP IISTS - FROMN BILLING
B@MEMSBILL MEMNS LOCATTION BILLE
B@MEPRFBLL MEMS PROOF BILLS (T TQ BE USED FOR PAYMENT PURPOSES)
= 3 c0-mo01 DESCRTPTOR FILE LISTINGG

Figure 37 - ViewDirect Report List
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The expanded list of MEMSBILL Reports by date will display (Figure 38)

ﬁi@MEﬁLLMBR MEMS MEMEERSHTP LISTS - FROM BILLING
B@MEMSB ILL MEMS LOCATION BILLS
G@Oct 27, 2008 8:21:55 PM Availahble
i@Sep 26, 2008 8:48:07 PM Available
i@ﬂ.ug 26, 2008 9:32:47 PM Availahls
@Jul 253, 2008 8:47:43 PM Awvailable
®run 26, 2008 8:47:44 DM RecallReagquirsad
May 27, 2008 8:21:58 PM RecallReguired
Apr 25, 2008 8:47:44 PM RecellRequirsed
37 26, 2008 8:32:48 PM RecallReguired
i@]ﬁ‘eb 26, 2008 9:02:46 PM Awvailable
B 7an 25, 2008 8:49:47 PM RecallReguiread
Epec 26, 2007 9:03:0Z PM RecellRegquirsd
By Z6, 2007 10:03:01 PM RecallReguired
Eoct 25, 2007 10:17:5Z PM RecellRegquirsd
Sep Z6, 2007 10:17:54 PM RecallReguired
Aug 24, 2007 10:32:46 PM RecellRegquirsd
1 26, 2007 9:32:50 PM RecellRegquired
B run 26, 2007 9:47:37 PM RecallRegquired
May 25, 2007 10:3Z2:46 PM RecellRsaguirsd
Apr 26, 2007 10:49:49 PM RecallRegquired
BErar 27, 2007 9:21:55 PM RecellRegquirsed

¢

B@MEPRFBLL MEMS PROOF BILLS (NOT T BE DSED FOR PAYMENT PURPOSES)

WA o e wnn AERCosnTAMAD ETTE T TOmTAR

Figure 38 - Expanded MEMSBILL Report List (by date)

« Click the plus sign
date

next to the report date (Figure 39) to expand the report list for that

B@MEMSBILL MEMES LOCATION BILLE
i@om: Z7, 2008 §:21:53 PM Awailable
Buemoe
Bizs10
B13s30
Bl 13640
Bl 13650
Bl 13660
Bl 13680
B 13600
B 13700
B13710
B137z0
B 13730
B13740
B137s0
B 13760
B 13770
Bl13780
Bl13790
B 13800
Bl13e10

i@Sep 26, 2008 8:48:07 PM Availabls

R a0 76 2009 02237047 T Aerailabia

Figure 39 - Expanded Report List
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« Click on the Locate push button
(Figure 40, located in the top left hand corner of the screen)

Push buttons
located here

by

Qpe -

1 .ﬂ_]-‘Mps:f,':hl.’.ma.wn:%!,‘dirﬁmvkh‘d&u

Ij :. i, Sewch

* Favorkes 1)

v B Go »

Q@

Figure 40 - Push Buttons (DocumentDirect Screen)

The Locate pop-up box by Report ID will display (Figure 41) with pre-poeulated fields.

{
Although the Locate Pop-up Box offers the selection of two locate tabs

B
(Report ID and

Topic), the system default is to display the Report ID Tab. The Topic Tab is the secondary tab
in the pop-up box and is not utilized in the application.

« Enter the five digit payroll location number related to the report you want to locate
in the Section ID field (all other pre-populated fields should not be changed) (Figure 41)
« Click the locate push button (located on the right side of the pop-up box) (Figure 41)

Qe

B memseILL
i@ oot 27
EMEMBE
Bliz610
Bl13630
Bl12640
B 13650
Bl13660
Bl13630
Bl12600
B 13700
Bliz710
Bl137z0
Bliz2730
B 13740
Bl 12750
Bl 13760
Bliz2770
B 13780
Bl1z730
Bl 13800
Bliza10

| D

B

|

2 https:/febill2.gagta.com: 8443 - Locate - Microsoft Internet Expl... |Z||E|rg|

Click the
locate push
button here

Documernt servert:
Report ID:

WVersion [D:
(MDY HLMMES A)

Section ID:

Page:

Section ID
field located
here

[MEMSBILL

[10/27,08 B:21 55 PM |

(Exatple: 11/7/08 9:24:49 AN

© © £,

_|18180

0

éj Done

S & Internet

@2 5ep 26, 2008 8:48:07 PM Availabls

Figure 41 - Locate Pop-up Box
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The report will display in red at the top of the report list (Figure 42) according to criteria entered in

the Locate Pop-up Box.

NE?

i@Oct 27, 2008 8:21:55 PM Availahlis

Bia190
B1sz00
Bisz10
Biazz0
Biaza0
B1sza0
B1z250
Biszeo
Biaz70
B1aza0
B1sza0
B 12300
Bis310
B 1a3z0
B1s230
B 12340
B1s3so
EREEL)
Biaz70
B1s2s0

G@Sep 26, 2008 8:48:07 PM Available
Al

Figure 42 - Expanded Report List after Locate by Report ID

- Help (Online Help) @

Provided by software vendor.
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DOWNLOADING REPORTS

Pop-up blockers must be turned off to download reports in ViewDirect.

Once areport has been selected and displayed for viewing, follow the ‘Best Practice’
directions below to Download the report:

L

Click the Download push button Iﬁ located on the navigation tool bar of the
displayed report (Figure 43)

Download

push located
button here

FA https:/lebill?.papta.com: 8443 - DocumentDirect for the Internet - Microsoft Internet Exploré

BEcx® PPIBnRB ok @X

Figure 43 - Navigation Tool Bar

Note:
Internet Explorer may block pop-up windows or file downloads that might not be safe.

When this occurs, an Information Bar pop-up window will display asking, ‘Did you notice
the Information Bar? (Figure 44).

Infarmation Bar

Dl pou notice the Informatson Bas?
Thes Irdesssastion Biar slsilt pou whar [ndarmet Eiaploest blseks & OK push

oL wansiiow of Hie dovnland thst megil ol b sae N & button
‘wiah page doat nol display propedy, keok: bor e Indoimaton located here
B [romas the top of pous bioweer]

i

[C] o meot: thvows thie mezza0m again K E

Lieasr sbout the Information Bar

Figure 44 - Information Bar Pop-up Window

Click the OK push button (You may also place a check in the field prompting ‘Do not
show this message again.’; Figure 44)



The Information Bar (located at the top of the browser) will display a message stating, ‘To help
protect your security, Internet Explorer blocked this site from downloading files to your computer.
Click here for Options..." (Figure 45). To unblock the Internet Explorer site:

e Click on ‘Click here for options...” on the Information Bar (Figure 45)

Click here for
options...
located here

i ps:/febilll, gagta.com: B443 - DocumeniDirect for the Inlernel - Microsaft Inlernet Explor 3
3_-" To heslp protect vour security, Inbernet Explorer blocked this skte from downloading files bo your computer. Click hers For options. .. x|

Figure 45 - Information Bar

An options box will display on the Information Box (Figure 46).

fr computer. Click hare for opti

s Information
; ; i
whﬂ I
'ﬂ._-"-] | 9 E ¢ the Risk <<= Bar options
Infartation Bar Hel r located here
“HENT MANAGEMENT SYSTEN

TROLIST

Figure 46 - Information Bar Options Box

The Information Bar Options (Figure 46a) are:

Option Description
Download File... Unblocks Internet
Explorer to allow the
downloading of files
What's the Risk? Explains the risk of
downloading files to
Internet Explorer
Information Bar Help Provides answers to
frequently asked

questions
Figure 46a - Information Bar Options

e Click on ‘Download File..." on the Information Bar (Figure 46)
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The Download pop-up box will display (Figure 47).

o Click the desired push button related to the pages you want to download in the
Pages Field (Figure 47)

The Pages field descriptions are as follows:

« All will download all of the reports (Figure 47)

 Current Section will download all pages of the report that is displayed on
the screen

* Current Page will download the page displayed on the screen (system
default)

* From x to x will download the specific pages that are selected (from and
to) (Figure 47)

2 htips: Hebill2.gagta.com: 8443 - Dewnload - Mie... [= |[E][K)

E2GInfo: MEALLMER (Hov 26 2007 103237 PM) 13410

Pages field
located here [~

Pages  (an

(0 Cumrent Section

& Cumrent Page

O From To
Specaly the daba thal you wand bo download,
@ Al dsta

Q& &

Duwnilued ap: | Tl %
O Selected duta
Dewalosd as:| CEY %

Select the poliry containing s group of dats
selection nes

Palicy: | MEALLMER
Croup: MEALLMER

[#] Comgress inito ZIF archive fommat

Change File Btensne | 1T

€l 5 8 weemer

Figure 47 - Download Pop-up Box

o Click the Selected data push button in the ‘Specify the data that you want to
download’ field (Figure 48)

3 https: HebllI2. gagta.com:8443 - Download - Mic... [= |[E][5]

F30Info. MEALLMER (D1 17, 2008 9.21.41 FM) 13610

Pages Al
O Cumrent Section

& Current Page

Selected data
push button

O From: [Ta

Specily Uy dala thal you wanl Lo dowrlosd.

located here e L v}
* Download up: | Text % @

) Fatwctnd data 0

Dewndond s | OV
Seloct the policy containing & group of data
selaction rues

Pesicy: MEALLMER
Group. MEALLMER

[FlComprasa irto ZIP archivs fomnat

Change File Extonsion: | C5Y

] none S @ invernar

Figure 48 - Download Pop-up Box
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Best Practice:
Listed below are the '‘Specify the data that you want to download’ field Best Practice(s):

e The system default is All data (Figure 49). It is ‘Best Practice’ not to select the All
data push button when downloading a report. It is ‘Best Practice’ to select the
Select Data push button when downloading a report.

e The system default is Text formatting in the Download as: drop down box. ltis
‘Best Practice’ to leave the selection as ‘Text’, unless otherwise indicated in your
specific selection from the ViewDirect Report Descriptions table (pages 42 through
44). To make another selection, click the arrow on the drop down box (Figure 44).

Rp*c;_":_..' the dais thet o vt to downiosd #
=1 All data -
fi
Downdosd as. | TExt (¥ '@
Q. 4 (]
) Seleclad data HTHIL @

Downdoed a5 POF

LIy SRR PRI S i

Figure 49 - Download Pop-up Box

Best Practice:

The system default is ‘CSV’ displayed in the associated Download as: drop down box
(Figure 50). It is ‘Best Practice’ to have ‘CSV’ remain as the selection in this drop down
box. To make another selection, click the arrow on the drop down box.

Dewnlosd as: | Text % L,
(= Selected data @

Diownload as: [ CSV ¥

Belect the pob C3Y £ & group af data
selection mlt

Figure 50 - Download Pop-up Box

The policy abbreviations listed in the ‘Policy’ drop down box are configured to the export
method of the ViewDirect Report. Please refer to pages 44 through 46 for ViewDirect
Report Descriptions and required policy/export methods.
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o Click the Policy (export method) drop down box arrow located under ‘Select the
policy containing a group of data rules’ (Figure 51) to display available Policies (use
the scroll bar for additional displays)

. Frien downi] A “~ [oer. Chck: hare For optiors....
MECHG2SP

) & |EjmecrsasT X
MECLROFTP1
MECLRDFTP2
MEMBER|MEDASTAT MANAGEMENT SYSTEN
MEDASWNL .
a LR MEDATRIMS
MEDERTRM
MEDEVLITC
S50 1nfa: MEMEEOEUPD (8 1102:89 PAD 13610
MEGRFERR
MEGRFINT
Pages  dMEGRFUPD
MEGUIDES
MEKAIMPC
MELWOPMB
MEMEHMBR
MEMSEIL2
MEMSBIL3
Specify thiMEMSEBILL download. L
@& MEMSPERG
SIS MEMSPLIN
i DownldMEMSR330
Policy drop - ELEREiE
down box arrow O SeectoMEOEROLL

MEPALMC
located here N DomnldyEpa Mo2

[N

\A Select MEPALMCS group of data
selectigMEPALMCY o

Policy: MEALLMBR b

Group: MEALLMER

“ramnress into ZIP archive format

Figure 51 - Download Pop-up Box

Note:
Please refer to the ViewDirect Report Descriptions table (pages 44 through 46) to
determine the appropriate Policy (Export Method) and formatting per report.

e Click MEALLMBR from the Policy drop down box (Figure 52) located under ‘Select
the policy containing a group of data rules’ (MEALLMBR has been used in this
example)

2 hitps:/febill2.gagta.com: 8443 - Download - Mic... (2 |[E][X]

S50Info: MEALLMER (Oct 27, 2002 9:21.41 FM) 13610

Pages QAL
O Current Section
® Current Page

OFronc l:h'o l:l

Specify the data that you want to downlnad
O Al data

Policy drop Downloset as @
down box @ Selected data e

located here N Dowaload a3
Select the policy containing a group of data
selection rules.

Poliey:| MEALLMER v

Group: MEALLMER

Compress into ZIP archive format

Change File Extension

&) Dane S @ Intemmet

Figure 52 - Download Pop-up Box
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Best Practice:

The system default is the selection of ‘Compress into ZIP archive format’ (Figure 53). It is

‘Best Practice’ not to change this system default.

The ‘Change File Extension’ box (Figure 53) is driven by the ‘Download as’ selection
(Figure 50).

[#]Compress into ZIP aschive format

Change Fils Extension: AT

Figure 53 - Download Pop-up Box

« Click the Create push button located on the right hand side of the pop-up box
(Figure 54)

A& https:/lebill2.gagta.com:B443 - Dawnload - ic... [T |[B](X]

BEGInfo: MEALLMER (Oet 27, 2008 92141 PMD) 13610

Pages Qall
O Cusrent Section
@ Curent Page Create push
O From To button
/ located here
Specify the data that you want to download
O All data

1Y
(& &1
Deownload as:| Text %
@ Felected data e
Download as: | CSY ¥

Select the poliey containing a group of data
selection rules

Foticy: | MEALLMER v
Croup: MEALLMER.

Compress into ZIF archive format

Change File Extension: | ©5Y

@'] Done S @ mkernet

Figure 54 - Download Pop-up Box

Note:
To download an Excel Spread Sheet format, select ‘Selected Data’ push button; the

Download as field should display CSV (Figure 54).
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The File Download screen will display (Figure 55) asking, ‘Do you want to open or save this file?

e Click the Open push button (Figure 55)

ot S TR LT T S TR LT T

ArEE EaEE Ty

File Download

Do you want to open or save this file?

Open push
button
located here

Name: dndB7of622316026345204.8p

Type: ‘WinZip File, 1,30 KB
From:  sbilZ,gagta,com

[_Open |[ save |[ Concsl |

‘whis s from the Inbemet can be usehul, soene fles can polentially
Tt poul commpuber, 1T pou di nol st the souice, do nol apen of

arve thiz file. whal's e vtk

Figure 55 - File Download Pop-up Box

Best Practice:
It is ‘Best Practice’ to Open the downloaded file for viewing before saving the file. This

practice enables you to make sure you are downloading the correct data. You may also
choose to save the file by pressing the ‘Save’ push button if you are certain you have the

correct data.
The WinZip screen will display with a listing of downloaded file(s) (Figure 56). To open

the downloaded data file:

e Click on the downloaded file name (Figure 56)

] WinZip - dndB 79162231 80283d5204(1].zip
Fle Amord Vew kbi Cptens Heb

RV DeeEGR

Ve ekt Womd  VewSte
Tpe Mokt S Rai Packed Path

™ o ] Etewt Ererygt
o
1) Faged. ot Pt Dooument SO0 1:11 M a0 MW LA

/

Downloaded
file name
located here

Total | Fle, (48 [ 1=18]
T 4 Irtemet Exphorer » | G Document] - Moo W Sl . "

Figure 56 - WinZip Screen

Selected 0 Fles, 0 bytes

1 Snagh
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Note:
WinZip must be loaded on the computer to download or open the downloaded data.
Follow the instructions loaded on WinZip for unzipping files on your computer system.

Pop-up Blockers must be turned off to download reports. Please consult your IT staff if
adjustments are needed to your internet tools/security settings regarding your download
being blocked.

A WinZip pop-up box will display (Figure 57) asking, ‘Do you want to open this file?

o Click the Open push button (Figure 57)

Open push
button located
here

Do pou want o open thiz file?

li_‘h] Mama: PAGED.CSY
x Type:  Microsoft Office Excel Comna ] Wishuees File

Open | | Coancnt |

[+] Adermps 5tk balote opening this lype of e

Wihide fles from the Indemet can be usehd, some fles can pobentially
hatmn yout compates. |f you do not inust the source, do not open this

fle. What's e sk ?

Figure 57- WinZip Pop-up Box

Note:

If the pop-up blocker is turned opn, click on the message on the tool-bar and ‘download
file’. The download pop-up box will need to be changed again if an excel format is
required.
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The file data will open in the requested format; Excel was the format requested in this example
(Figure 58).

B3 Microsoft Excel - PAGED

IE_] Ele Edt VMiew Insert Format  Tools Data  Window  Help Type aquestion farhelp '« o B X
B EHRSIGRTE SR A8 s 8] R[S
; Al B U EE=H 8 % 0 %
i e 0 ) iy | A,y ) ] ¥4 Repl
K11 -

A ] B b ] [ E [ F ] G [ H [k ] =
1 Member |0 Earliest_EFDT Effective_ DT Option | Type Location_Sort_Key Sex
2 | 2/1/2007 24172007 \UHC HMO SINGLE 10000 FEMALE
55 71142008 7/1/2006 UHC HMO SINGLE 10000 MALE
| 4 | 7142000 71172004 UHC HMO SINGLE 10000 FEMALE
| 5 | 1172005 1472005 UHC HMO SINGLE 10000 FEMALE
B | 1172005 1A72006 UHC HMO SINGLE 10000 FEMALE
7| 77142000 1472007 UHC HMO SINGLE 10000 FEMALE
8 | 77142000 3/1/2006 UHC HMO SINGLE 10000 FEMALE
Lk 6/1/2008 6/1/2008 UHC HMO SINGLE 10000 FEMALE
10| 5/1/2008 5/1/2008 UHC HMO SINGLE 10000 MALE
L1 11/1/2004 2/1/2005 UHC HMO SINGLE 10000 FEMALE I -I
112 | 1172008 142008 UHC HMO SINGLE 10000 FEMALE
113 | 7/1/2000 1A72006 UHC HMO SINGLE 10000 MALE
14 | 124172007 12172007 UHC HMO SINGLE 10000 FEMALE
15| 77142000 71172004 UHC HMO SINGLE 10000 MALE
16 | 8/1/2008 B8/1/2008 UHC HMO SINGLE 10000 FEMALE
17 | 7/1/2008 7/1/2008 UHC HMO SINGLE 10000 FEMALE
18 | 7#1/2000 74172005 UHC HMO SINGLE 10000 FEMALE
19| 37142002 77172003 UHC HMO SINGLE 10000 FEMALE
| 20| 6/1/2004 1472008 UHC HMO SINGLE 10000 FEMALE
21 71142008 71172008 UHC HMO SINGLE 10000 FEMALE
|22 | 5/1/2008 5/1/2006 UHC HMO SINGLE 10000 FEMALE
23| 77172000 1472008 UHC HMO SINGLE 10000 FEMALE
24 | 8/1/2001 1472007 UHC HMO SINGLE 10000 FEMALE
25 | 77142000 142008 UHC HMO SINGLE 10000 FEMALE
|26 | 7#1/2000 74172005 UHC HMO SINGLE 10000 FEMALE
|27 | 7/1/2000 5/1/2008 UHC HMO SINGLE 10000 FEMALE
| 28 | 1172007 1472007 UHC HMO SINGLE 10000 FEMALE
|29 | 6/1/2008 6/1/2008 UHC HMO SINGLE 10000 MALE
| 30 [MORRIS 74172000 7/1/2003 UHC HMO SINGLE 10000 FEMALE ~
W 4 » M)\PAGED/ |« >

iDrawr L | Adtoshapes= N\ W [ O A 4 2 8] (& (G- 2 A-=

Ready

Note:

Figure 58- Microsoft Excel Downloaded Screen

The member’s full name, Member ID and Date of Birth (DOB) are not displayed in Figure 58
to remain in compliance with HIPAA guidelines.
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Once you have verified the correct file has been downloaded, you may save the document.

Click on File located on the Task Bar (Figure 59); the options listed under File will
display

teofl Excel - PAGED

File (Options)
located here >

VLR i | ) e (e . B

i -|B 7o EEEH S %Y

P . ; ;

e S CEwT =
| Print Previsw :

11 o | T T ] |
Earliest_EFOT Effactes DT Option  Typ
202007 2012007 UHC HMO Sit
2006 TH/A006 UHC HMO =
12000 TA2004 UHC HWT

Figure 59 - Microsoft Excel Downloaded Screen

You may now select the File option of Save or Save As, to save the document in the desired
location.
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PRINTING REPORTS

Once areport has been selected and displayed for viewing, follow the below directions to
Print the report to alocal desktop printer or local LAN printer:

. Click the Print push button (:"'_'1 located on the navigation tool bar of the
displayed report (Figure 60)

Print push
4 button
A https:ffebill?.gagta.com: 8443 - DocumentDirect for, the: Irlde=ICIEICINN Internet Explore

BEc® PP nbE ek X

Figure 60 - Print Push Button

The report to print pop-up box will display (Figure 61).

A hitps: Hebill2.gagta.com: 8443 - Print - Mi... [2|[8)[K)

B3GInfo: MEALLMEBR (Mov 26, 2007 1032:37 PM) 13610

Pages O a1
O Cusrent Section Print Set-up
/ @ Cusrent Page located here

O From: | To |l /

Drocument print options:
(% Fitbest

(O Actual size - upper left i}:j

Include presentation elements ]U

Pages field
located here V\

2 @0

Page Set-up
located here

@'] é ' Internet
Figure 61 - Report to Print Pop-up Box

« Click your selection in Pages field - depending on what is necessary to print

« ALL will print all pages for the selected report

 Current Section will print all pages of the report that is displayed on the
screen

« Current Page will print the page displayed on the screen

« From x to x will print specific pages that are selected (from and to)

Make any necessary adjustments to the Print Set-up and Page Set-up by clicking on the
associated push buttons (Figure 61). Reports should be printed as Landscape in order to print on
one page.
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Once you have completed all necessary selections on the report to print pop-up box...

o Click the print push button at the bottom of the report to print screen (Figure 62)

3 https:/lebill2.gagta.com:8443 - Print - i... [= |[B][X]

53GInfo: MEALLMER (Wov 26, 2007 10:32:37 P) 13610

Pages O a1
O Current Section
@ Current Page

Omon/t |1t |

Document print options:

@ Fitbest

O Actual sizs - upper lsf i}j
Print push Include presentation elements 5
button located \
here. 500

&) S @ Internet

Figure 62 - Report to Print Pop-up Box

The print confirmation pop-up window will display, confirming the completion of the print job
requested (Figure 63).

X hitps:iebill2 papta com:B443 - Now Printing... - Microseft Internet. .. E|@E|

Server | S5GIRk

Report. | MEALLMBR

Versson IN-&Z&W 10:32:37 PM [20071126223237]

Section: | MEMBE

R Prnting 11
E— @

£l tne S B intemet
Figure 63 - Print Confirmation Pop-up Window

The requested print job is now ready to be retrieved from the appropriate printer.

Note:

Pop-up Blockers must be turned off to print reports. For additional instructions regarding
the installation of “Print Manager” or if you cannot print from the ViewDirect Web server,
please refer to the print information listed under Reports/Notice2 on the Document Direct
for the Internet Screen (Figure 7 on page 8).
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QUICK PRINT REPORTS

The Quick Print function will print from the previous settings requested through the Print push
button located on the reports navigation tool bar.

Follow the below directions to Quick Print the report to a local desktop printer or local
LAN printer:

| 5%

. Click the Quick Print push button LEQ located on the navigation tool bar of
the displayed report (Figure 64)

Quick Print
push button
{ located here

Figure 64 - Quick Print push Button

The print confirmation pop-up window will display, confirming the completion of the print job
requested (Figure 65).

3 Witps:4iebill?. gagla.com: 8447 - Now Printing... - Micresoft Interner... [ |[5)5)

Server | S5G1xin

Riport | MEALLMBR

Version I Now 26, 2007 10:32:37 PM [20071126223237)

Section: | MEMBE

page [0 Puinking 11
= @

&) oone D & e

Figure 65 - Print Confirmation Pop-up Window

The requested print job is now ready to be retrieved from the appropriate printer.

Note:
Pop-up Blockers must be turned off to print reports.
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ViewDirect LOG OUT

Follow the below directions to log out of the ViewDirect system:

Once all report pop-up windows have been closed, the DocumentDirect for the Internet screen
will remain displayed (Figure 66).

. Click the Exit “X" in the upper right hand corner of the screen (Figure 60)

e — it >
Q-0 BEG Pr e @3- 5 o3

e e —— s :
The Exit “X”

r—g— 8 is located
here

|

€ Y T

Figure 66 - DocumentDirect Screen

The ViewDirect Log On screen will redisplay (Figure 67).

. Click the Exit “X" in the upper right hand corner of the screen (Figure 67)

g oGP 80 RD ige - The Exit “X”
g‘[‘A = is located

Electronic here

Reporting SBystem

Figure 67 - ViewDirect Log On Screen

The ViewDirect session will disconnect, redisplaying your computer desktop application or the
last application displayed on your system.
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VIEWDIRECT REPORT DESCRIPTIONS

Report Name Frequency Content
FBXLQ As needed | Open Enrollment report available only for Employers
Flex Open participating in the SPA Flexible Benefits Program.
Enrollment
Report
FBXNH As needed | New Hire Enrollment activity report available for employers
Flex New Hire participating in SPA Flexible Benefits Program.
Enrollment
Report
FLFBXBFD Monthly Monthly billing for employers participating in SPA Flexible
Flex Billing Benefits Program on manual billing.
Report
MEALLMBR Monthly Monthly report generated in conjunction with the monthly SHBP
billing listing all members and their coverage selections for the
(Also at end | month.
Membership of OE) Report is also generated after the close of Open Enroliment.
Lists — From The report generated at this time will list all changes made
Billing during open enroliment except for discontinuations.
Download to Excel format using export method (policy):
MEALLMBR.
MECHG2ST Daily Generated daily. Lists employees that will possibly be changed
to single coverage tier as no dependents are listed or because
MEMS Change of failure to provide approved dependent eligibility
to Single- documentation in a timely manner.
Possible Download to Excel format using export method (policy):
Changes MECHG2ST.

MEDATRMS Daily Generated Daily. Lists employees having dependents for which
dependent verification documentation has been requested, but
approved documentation has not yet been received by SHBP.

MEMS Coverage for these dependents is subject to being rescinded if

Dependents documentation is not received in a timely manner.

Not Verified Download to Excel format using export method (policy):

Report MEDATRMS.
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Report Name Frequency Content
MEDEVUTC Daily Generated daily. Lists employees having dependents for which
the dependent’s coverage has been rescinded due to failure to
provide the proper dependent verification documentation within
MEMS DEV the time specified.
Termination Download to Excel format using export method (policy):
Report MEDEVUTC.
MEFMLABL Monthly Generated monthly at the time Direct Pay bills are generated.
MEMS FMLA Report list employees on Family Medical Leave for which the
Bills- Detall $5.00 administrative fee is payable by the payroll location.
MELWOPMB Daily Generated daily. This is a list of employees SHBP shows on
LWOP. Report includes: Option/Type of coverage, LWOP type,
MEMS Projected Begin Date and Projected End Date.
Members in Download to Excel format using export method (policy):
LWOP MELWOPMB.
Locations
MEMSBILL Monthly | Generated Monthly. SHBP Billing.
Download report 360-H141 (Current & retroactive
Transaction list) to Excel format using export method
MEMS (policy) MEMSBILL. This export method (policy) includes
Location Bills premium Changes'
Download report 360-H141 (Current & retroactive
Transaction List) to Excel format using export method
(policy): MEMSBIL2. This export method (policy) does not
include premium changes. Download report 360-H142
(Reported Membership Totals) to Excel format using export
method (policy): MEMSBIL3.
MEPRFBLL Daily Generated Daily. SHBP Proof Bill.
Download report 360-H141 (Current & retroactive
Transaction list) to Excel format using export method
MEMS (policy) MEPRFBLL. This export method (policy) includes
L0C3t|'39|f|‘ Proof premium changes. Download report 360-H141 (Current &
ills

retroactive Transaction List) to Excel format using export
method (policy): MEPRFBL2. This export method (policy)
does not include premium changes. Download report 360-
H142 (Reported Membership Totals) to Excel format using
export method (policy): MEPRFBL3.
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Report Name Frequency Content
MESHBPIN Monthly Monthly report generated in conjunction with the monthly SHBP
billing. Provides same coverage information as MEALLMBR but
MEMS SHBP includes discontinuations and premium information. This report
Cov Employees is also generated after the close of Open Enroliment. The
and Disc report will show all changes made during Open Enrollment
Interface including discontinuations.
Download to Excel format using export method (policy):
MESHBPXL.
Download to Text Format using export method (policy):
MESHBPIN.
MEXXXXXR Monthly Generated Monthly upon receipt of payroll deduction
information. “XXXXX" represents each location's SHBP payroll
MEMS Payroll location number. This is a detail report showing all
Deduction discrepancies found when comparing information in the Payroll
Compare Detalil deduction file with enroliment information contained in MEMS.
MEXXXXXS Monthly Generated Monthly upon receipt of payroll deduction
information. “XXXXX” represents each location’s SHBP payroll
MEMS Payroll location number. This is a summary file which can be
Deduction downloaded into Excel format. See below instructions on
Compare downloading this report.
Interface File
MEWBNCFM Daily Generated Daily during Open Enrollment period. Lists currently
enrolled SHBP members who have not accessed the Open
MEMS Open Enrollment Web site to make Open Enrollment elections and
Enrollment respond to surcharge questions. Final report generated each
Unconfirmed year at the end of the Open Enrollment period.
Covered Download to Excel format using export method (policy):
Employees MEWBNCFM.
ME523961 Annually Generated annually prior to the beginning of the Open
Enrollment period. Provides a listing of all employees who
MEMS Web currently have SHBP coverage and those provided by the
Availability employers as being eligible to enroll for SHBP coverage during
Cross Open Enroliment. Contains employee’s name, SSN and DOB.
Reference Report can be accessed to check above info if employee is
Report experiencing problems logging in on Open Enroliment Web site.

Download to Excel format using export method (policy):
ME523961.
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DOWNLOADING COMPARE FILE(S) TO EXCEL FORMAT

Follow the instructions below to download Compare File(s) to Excel Format:

(Throughout these instructions “ XXXXX" represents your SHBP payroll location number.)

Go to ViewDirect

Select MEXXXXXS

Select/open the report for the month you want to work with

Click on the “download” icon on the toolbar at top of the page
Download window “pop up” box will appear

It will default to the radio button for “current page” selected. Change to “all”
Leave everything else in this window as it is

Click on “create” button. (Top button of three buttons to the right in this window)
When next window appears, choose “save”

(When next window appears- watch where you are saving document)
Change file name to: XXXXX.zip

Leave “type” as winzipfile

Save

Choose “Open”

Choose “I agree”

Open “archive.txt” file. Should have “readable” test file

Go to “File”

“Save as”

(Again watch where you are saving this file)

Change name to “XXXXX.txt"

Leave everything else as is

Save

Next Steps:

Open Excel

Go to “file”

Open

Locate your document — will probably need to change file type to “all files”
Select your compare file

Text import window will appear

Change “original data type” to “delimited”

Select “next”

Change “delimiters” from “tab” to “semicolon”

Select “next”

Change “column data format” to text

Under “Data Preview” select all columns. (First column will be highlighted. Hold shift key and
go to last column. Click on this column should select all of them.)

« Select “finish”

« Should now be in Excel format for you to adjust column widths and save
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