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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 (O.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:

e Pop-up blockers are turned off

* Port 8443 is open

* Java is 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.qov/shbp or by calling the SHBP Payroll Location/Employer 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 requests should be made via e-mail to Deborah
Sheppard at dsheppard@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 sign an agreement to immediately advise Deborah Sheppard via email at
dsheppard@dch.ga.gov to terminate ViewDirect User I.D.’s and ViewDirect Passwords
when assigned users are no longer eligible to access the ViewDirect secure site.

To access an electronic version of the ViewDirect Quick Reference Guide, please visit the
DCH website at www.dch.georgia.gov/shbp.
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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 Favorites Tools  Help

Q- O BEG|L

Address Field

Figure 2 - Internet Browser Address Field

Note:
The site address does not use www.


http://ebill2.gagta.com/

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

e Enter your ViewDirect User ID in the SSG Info User I.D. field (Figure 4)
e 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 |.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 dsheppard@dch.ga.gov.
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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.

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

rio Yiou are about bo view pages over a gecure connection.
e

Any information you exchange with this site 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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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).
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Figure 8 - ViewDirect Log On Screen

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



Note:

Press the Tab key twice to move the cursor to the Change Password field
(Figure 10)
Press the Enter key
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Figure 10 - ViewDirect Log On Screen

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:

Enter ViewDirect ID in
the Recipient ID field
here

Current

passwaord:
V\

Mew password:

New Password field

Tm N

ord:

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 ID:

Current

password:

Enter your New
ViewDirect Password
in the New Password
field here

Mew password: ssesses

Confirm new

passwaord:

Submit Push Button

ssssses 4—— Re-enter your New

ViewDirect Password
in the Confirm New
Password field here

Figure 12a - GTA Electronic Reporting System Password Maintenance Screen
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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

e Click the Home field (Figure 13a)
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The ViewDirect Log On Screen will re-display (Figure 14).
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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 44 thru 46 of this
document.

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

B next 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
SHMSBILL list:
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Figure 15 - DocumentDirect for the Internet Screen (DocumentDirect Screen)

e Click the blue notepad @ in front of the SHMSBILL report name (Figure 16)

S Blue
BEINEPEF‘HLL THE Notepad ' 79 BEE FSED FOR PAYMENT PURFOSES)
siap [ located here - FROM BILLING

SHMSBILL  SHBP
B spprrerr  sHSBP PROOF BILLS (WOT T BE USED FOR PAYMENT PURPOSES)
B 3c0-5001 DESCRIPTOR FILE LISTING

Figure 16 - Blue Notepad (DocumentDirect Screen)
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The Process Summary screen for the most recently generated report from the SHMSBILL list will
display in a pop-up window (Figure 17).
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Figure 17 - SHMSBILL 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 Number of pages
version/date Section and Pat?e number
located here g-ein? d gg;;‘le;ygd located
isplaye
e eare. located here here
located here

7 ! )

| ¢ >
Eeport: SHMSEILL Wersior: foxz 27, 2009 &:19:56 P Sectioh: MEMEE Page 1of 1

Figure 17a - SHMSBILL Pop -Up Window Screen Information Bar
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The list of SHMSBILL 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.

Current
SHMSBILL
from list being
displayed (red
color) in the
pop-up window
located here

Note:
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Figure 18 - SHMSBILL Reports Available for View

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).

L5 SHATLMER SHEP MEMBER

B2 smze 1L

SHIP LISTS — FROM BILLTNG

SHEP LOCATION BILLS

B auy 27, 2000 8:10:56 PM Available
B memEE

Ei

13610

Figure 19 - SHMSBILL Reports Available for View (Aug 27, 2009)
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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.

Reports s [ g == e 2
navigation tool =—op| BHS 8, PIREGE «%I0X
e — oo v

bar located HZms ]
here B2 s LooRoUT KT 058

Fgor: SEMSERL Vs g 20, 2009 .03:5 B0 S TS0 P ldd

il S ® riznet

B2 speerr——mr T T T e

OE= a0

€ @ 8 @ rioret

Figure 20 — Report Navigation Tool Bar

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

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

BEes® PP bnaloi @X

Figure 20a - Report Navigation Tool Bar

|
Next Document
e Click the down arrow, the next document will display.

Previous Document B
e Click the up arrow, the previously viewed document will re-display.

59

Page Forward
o Click the forward arrow, the next page of the current document will display.

k

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

ke
Go To... @I

« 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 A € EE@
page number 3R
here —» T Page: |9 of 11

6

; VRN

1

]

]

1

é 0 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)

3

-
38 Export: SHMEEILL Version: foag 27, 2009 2:19:56 PRI Section: 13610 Dage Lof
38
=

Figure 21a - Go To... Pop-up Box Information Bar T

Page number presently
displayed number here

D
-Find .. >

o Click the magnifying glass push button to initiate this search feature

o A pop-up box will display (Figure 22)

o Enter the word or phrase in the Find What field (Figure 22)

e 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

f 2 hitps:#ebill2.gagta.com: 8443 - Find - Microsoft Intern... 2|75 B

Find What: ‘

[J &5 Is (Case Sensitive) Direction
[ Current Section Onty O Up @ Down e

2 & nternst

TOCTODER T 1 T

Figure 22 - Find... Pop-up Box

The first entry matching your search criteria will display.
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Jo
- 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 &9
« Click the glasses push button (change the view of the document in windows)
o 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
| Seale Fit Iﬂ i
B8 0% Sl | @ scate to: = -
ZE| 20095 O Fit best without lasing part of the dacument | (2D
IL| 30024 O Fit to width of wi =&
A400% D Fit o to height of window (== ] = gi
— |- o
Ex T
& oorne S @ 1eomer -0

| OTHER 1 oo ol Ol ¥ARIOUS |

Figure 23 - Find... Pop-up Box
e 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”E'E' [3.

Format field
located here Fosmat Green arrow
O1ttal .
— 2| < H  push button
gE T~ e located here

.
i 2

o
L Fr i R A

é 0 Internet

U U1 Ul

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

Online help provided by the software vendor.

- Exit E
« 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)

3 DocumentDirect for the Internet - Microsoft Internet Explorer [= |12 ][]

Pl Bl Wew Fwotss Tods reD
Qu - © @G P frroes @ 355 JE B
ks | ) et ebd2 gk com 8443 kbt fseritornt
HQe
BIETNELMER | MEAT MERDERSEIP LISTS - FRON BILLING
BBumspin s socarrow s
Esprnisen  sHme MEMEERSHTP LISTS - FROM ETLLING
Esmepmmy  sume nocarrow sIIZs
a0y 27, 2009 0:19:56 i Available
Bimee
B1ica0
Bzsao
Bise
B13es0
B13can
Biicao
B13eso
B13700

B30
B
By3730
B
B13rso
B13760
B3
B 13m0
By3700
D130
Busswo
&

&

]

8 ® rreme

Figure 25 - Exit Reports

You may now select another report for viewing.



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

A DocumentDirect for the Internet - Microsoft Infernet Explorer
Fle Edt Vew Fawrtss Took Hep

Qu -0 HEG P Soemis @ -5 L E B
akress ] it gagta com: 43t sende e v[@e s
)
BB MEALTiER  MES MEMBERSET? LISTS - FRON BTLLING
BBumessn s DocaTToN ETIES
BB\skaiver  SHEP MEMBERSET? IISTS - FRON BTLLING
BBlsmesmn  swpe socarTow BTIES
82505 27, 2009 8:19:56 ¥ Available
INEMBE
Bisen
B
Bisse
Bisesn
Bissn
Bisen
Bissmn
Bz
B
Bism
By
Bisre
Click the e
Bz

blue arrow B

located here B
\ Bz
Bisn

§

Oe= A
& 2 ® memat
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.

'3 DocumentDirect for the Internet - Microsaft Internet Explorer
Fle Edt Vew Favoites Tock Hep

Q- Q WA G Pt Jorens @ S-S FLIEH B
Adcrecs | ] bhtos:jjeblz. gacta.com: B 3iddnnt servietidd e v Do ™

Bae

W W 6

o= [

8 a S @ tnteret

Figure 26a - Additional Reports

21



Once the report list has been expanded by clicking on the blue arrow, the report list may be
collapsed.

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

F3 sparimer

Click the
Minus Sign
located here

SHEP MEMBERSHTP LISTSE — FROM ETILLIN
B@ SHMSEILL SHBP LOCATION BILLE

—> B0y 27, 2009 8:19:56 PM Available

B mEmEE
B1z610

=]

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 e (Figure 28).

Plus Sign

located here

BE SHMSEBEILL SHRP LOCATTON BATLLE

> @Raug 27, 2000 5:19:56 PM Availabie
B@ SHEPRFELL SHEP PROOF BILLS (DOT TQ BE USED FOR PAYMET
B2 360-n001

DESCRTPTOR FILE LISTING

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
located here

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

[y ————— -5 |
Fle Ed Wew Favodes Took  Hep »

[« « Y e Srremnns @3- JEH S
€] e e s st e v B
W
Desoreta
Beepocr
» Bl -yorrce: TNT FRC¥ EATLL2 WEB SERVER
gl [C CTEERE
BB ysmrecon 1
[C CISTAYER 02 EILLING
[CLEISRA
B 5sepreis e
BB s60-n001  pescrreros
Oe=

a 3 @ e

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).

Available
and Recall
Required
reports
located here

3 DocumentDirect for the Internet - Microsoft Infernet Explorer

Qo= - [ @ @ P ferms @ 3- 5 i3
s [ Mo s com 0t e v Be

Fa e

Bseraro

epore
B -norrce:
BReasmucen  sas:

8 @ wena

|Te=
€

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

3 DocumentDirect for the Internet - Microsaft Internet Fxplorer &
B Edt Wew Faocss Toos Heb >
G- Q HEAG Lo e @ B-SHLE B

Fetos:fiebiz gagte.comesaddrntisersddrn: > EE

)
Sezcinto

Bz=pore
B2-poricer  Reap TEIS: IF YoU CAN NOT PRINT FROM EAIIIZ WES SERVER
BBsrassuomy  passworn RERORT
Egsmroon  DroRTANT SEBE COMUNICATIONS

. [ ——————————
Click the S
Plus Sign g 10, 2000

located here B2 15, 2008

Baug 15, 2000 3

Is

v

Bavg 17, 200 51 M RecallRequired
B220y 15, 2008 10:33:53 2M Available
B2360-m901  pescRIzToR I EISTING

Ce= [4]

Figure 31 - Expanded Report List Screen

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

e Click the “X” sign I-.*next to the report date (Figure 32)

Fle Edt Vew Fovortes Took Help

Q- ©Q HEG POnetd Soremis @ - 2= JEH 3

accress | ) hetps:ljebil2.gagts.com @H3jddrtsaridet ddint = ERES
2 oy

FUQ

Szsernto

Repore
BR-poricez  rEap TErS: Ir ¥OU CAN NOT PRINT FRON ESILIZ WES SERVER
BRseassucrn  rasswonn REFORT
BRssumecon  IHPORTANT SEBP COMMNICATIONS
BRuesrzver s MEsmsrsETe LISTS - FRON BITIING
BRuensers s TocaTIon s
Click the “X” BRsprerenn  sEEs sROOF BIZIS (T TO 35 USED FOR FAYMENT FURFOSES)
W35 20, 2009 9:20:45 M availsble
S|gn located ®25; 19, 2009 9:50:05 P Available
By 18, 2000 8:34:20 M RecallRequired
here Blzog 17, 2009 5:19:51 BM RecallRequired
@220y 14, 2009 10:33:53 BM Availeble
BR360-m001  sescareres Friz srSTING

v

Oe= [&]

& 5 ® reeme

Figure 32 - Recall Required Selection



A pop up box will display stating, ‘Recall request issued. Try again later.’

« Click the OK push button (Figure 33)

d@ SHPRFELL SHBP PROCF BILLS (WOT T BE USEDL FOR PAYMENT PURPOSES)

i@ﬁug 20, 2009 9:20:45 PM Awailable
i@ﬂ.ug 19, 2009 9:50:05 PM Awvailahbis
Aug 18, 2009 2:34:20 PM RecallRegui
Aug 17, 2009 9:19:51 PM RecallRequi
i@ﬁug 14, 2009 10:33:53 PM Availabl
B@MSD—HQDl DESCRTPTOR FILE LISTING

Microsoft Internet Explorer

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)

D P Jorvers @ 3-SR [JE B

] bt com 43 G vt

FWe

NoTIce2
BBl grassuono
BB gsiecon

[C LR

BBy
H wyn BB surremy osED #0R PAVIENT PURPOSES)
Click the “X e, s 5
Sign located o 108
here W 14, 200
[ PP —

[De=

EX

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.

Blaug 18, 2009 8:34:20 M RecallRequired
Blyzmes
Blizein
Blizesn
Bl13can
Blizeso
Blizen
Blizes0
Blizeon
Bl13700
Bliz7o
Bliz7z0
B30
Bl1z74a0
Blia7s0
Bliz7en
Bz
Bl13700
Bl1z700
Bl13s00
%13310

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 ' : ' ple - [O)X]}
located here &
'\i&s:i . x] (2] g - Sewch Favortes f‘ v S ' ‘ 1 'j‘
£ Pitps: Jebl2 gagts. com B4 Y Edrne jsanet {Sdrnt v a G0 »
QO

Figure 36 - Push Buttons (DocumentDirect Screen)

By clicking on the below push button(s), you will be able to:
- Open (Open a Report) I{g

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 areport by Report ID from
the DocumentDirect screen as follows:

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

-Repnrt
B -worrce: REAR THIS: IF ¥OU CAN NOT PRINT FROM EBILLZ WEE SERVER
iE HPASSWORD PASSWORD REPORT
3 {E #3IHBPCOM  IMPORTANT SHEP COMMUNICATIONS
BYSlMEALIMER  MEMS MEMBERSHIP LISTS - FROM BILLING
B2 mEMsE LT MEMS LOCATION BILLS
B2 sHarmER EHBP MEMBERSHIP LISTS - FROM BILLING
B2 smmsE 1L SHEP LOCATION BILLE
B2 snpprer EHBP PROOF BILLE (WOT TV BE DEED FOR PAYMENT PURPOSES)
B@EED—HQDI DESCRTPTOR FILE LISTIN

Figure 37 - ViewDirect Report List

26



The expanded list of SHMSBILL Reports by date will display (Figure 38)

ﬁllg SHALLMEER SHEP MEMEERSHIP LISTS - FROM BILLTINN
B@ SHMSEILL SHEP LOCATION BILLE
W20y 27, 2009 8:19:56 PM Available
B@ SHPEFELL SEHBP PROOF BILLE (WNOT TO BE IOSED FOR PAYMENT
E@EED—HQDI DESCRTPTOR FILE LISTTNG

Figure 38 - Expanded SHMSBILL Report List (by date)

.Lﬂg SHALLMEER SHBP MEMBERSHIFP LISTS -
B@ SHMSEBEILL SHBP LOCATION BILLE
@R aug 27, 2009 8:19:56 BM Available
BimEmeE
Blize10
Bl 13630
Bl13640
B 13650
Bl 13660
Bl 13es0
Bl13600
B 13700
B 13710
B 13720
Bl13730
B 13740
B 13750
B 13760
Bl13770
B 13780
B 13730
B 13z00
Bii3g10

« Click the plus sign
date

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

EI@ SHPRFELL SHEP PROOF BILLS (WOT ™

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

Ops- © X @B Lo 57rmes @ 3-273 B B

— L

the Internet - Microsoft Internet Explorer

Addeels | ] Pitps: feb2. gagta. com B4 N ddrnk fsar et ddrnk viBoe ks

H Qo

Figure 40 - Push Buttons (DocumentDirect Screen)

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

jenl
Although the Locate Pop-up Box offers the selection of two locate tabs (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)

73 DocumentDirect for the Internet - Microsoft Internet Explorer M@B\

Fle Edit View Favortes Tools  Help

Q- Q X @& oLt g Favrtes ) Q- ; SLE 3

Address @hltps:fﬂeb\\lz‘gagta.cum:E443/ddr\nt/sewlet/ddmt v| Go  Links ™
MEVEEE LT G Lod 2 https:Hebill2.gagta.com:B443 - Locate - Microsoft Internet Expl... |ZHEH2|
BB sparzuer  sur Mm [m] 5 Click the
BB smmems  sEsr 1o locate push
BB 2y 27, 2009 3:13
BMEMEE Document servet: S5GInfo v @j bUtton here
Biscw ReportID SHMSEILL
Bi3e30 @
Bigean Version ID: 127/08 8:19:56 PM
Bl13esn MDVYHMMSS &) (Erangle; 972000 2:5036 FM)
B13660 @
B0 Section ID. 18180
Bl13gan
Bl13700
B13710
B13720
B 1ora Poge o =
Bl13740 /
B13750 .
Bli3en Section ID
Bl137m0 field located
Bl1z7en here
B13700 . B @ trtermet
Bl 13800
Bl13s10
B@ SHPRFELL SHBP PROGF BILLS (NOT TO BE USED FOR PAYMENT PURPOSES) &
=y
Ce=
&] Done S @ Intermet

L L /2 3 Intemet Explore

Tistan S EE " [Ew

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.

B@ SHMSEILL SHBP LOCATS
B2 2uy 27, 2009 8:19:5¢

B1z100
B 18200
Bisz10
B1sz20
B 1s230
B 1240
B 15250
B 1zz60
B1ez70
B 1szs0
B 18290
B 15300
Bisa10
B 1s3z0
B1g330
B1g340
B1z350
B 18260
B 12370
B 1280

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

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

Download

push located
button here

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

BEe® PPIBcLE cohn @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).

Information Bar

r—* Did you notice the Information Bae?

lJ The Infcemation Bar aletts you when Intemat Exploess blocks a OK push

: pop-up window of Hle download that might not ba safe If & button
Web pags does not display propady, ook for the Information located here
Bat (e the lop of your browser)

/i

100 not show the: mezsage agan K .

Loam about the Infommalion Bac.

Figure 44 - Information Bar Pop-up Window

e 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 .ﬁﬂF“HTWm.TﬁHmrTHIMWWMHmmTFb Bl

\4
[ :‘, To help protect your security, Internet Explorer blocked this sibe from downloading files bo your computer. Cick here For options. .. x|

Figure 45 - Information Bar

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

Information
1 Bar options
located here

what's the Ris?

Information Bar Hilp

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

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

e 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)

A hitps:/febill2.gagta.com: 8443 - Download - Mic... [= |[8[]

330Info; SHALLMER (Aug 27,2009 £49.25 FM) 13610

Pages field 4 N
located here [~ [Fuges Oan v
O Current Section
@ Current Page ]
OFron To

Specify the data that you want to download,
@ All dats

Dovnload as:| TBXU ¥

O Selected data

QoK

Download as:| CSY ¥

Select the policy containing a group of data
selection rales

0 Palicy: | SHALLMER v
Group: SHALLMER.

[l Compress inta ZIP archive format
Change File Extension: | TXT

&) pone S @ Internet S
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)

A https://ebill2.gagta.com: 8443 - Download - Mic... %]

S30Info: SHALLMBR (Aug 27, 2009 84925 PLT) 13610

Pages  Oan
O Current Section
Selected data © Cusrent Page
push button O From o
located here
Specify the data that you want to download

O Al data

DA | Downloades | Text v

OO

@ Selected data

Dewnload as: | CSY (¥

Select the policy rontaining s grovp of data
selaction rules

Paticy: | SHALLMBR v
Group: SHALLMER

Compress into ZIF archive format

Change Fils Extencion: | CSY

&] Done 2 @ mtemet

Figure 48 - Download Pop-up Box

32



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). Itis ‘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 44 through
46). To make another selection, click the arrow on the drop down box (Figure 44).

Specify the data thel you want to downdosd
(= Al data

Download as; | Text  |%

(L Selected data L
Diownlosd as PDF

LI ] SN O LU S

ek

Figure 49 - Download Pop-up Box

Best Practice:

The system default is ‘CSV’ displayed in the associated Download as: drop down box
(Figure 50). Itis ‘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.

Download as:| Text %
O Zelected data

Download as: | G5V ¥

Select the po
selection rale

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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e 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)

SHCHG2SP
SHCHG2ST
ch 7 Favertes _{SHclidt - i 5
msncmnrm b e
SHCLROFTRZ
\ SHOCWALID
= \SHOAS WML
s SHOATRMS
S90tato: HASHTATHNS DISPM 13610
SHDEVSTA N-R
SHDEVSTA N
Fages SHDEWSTA Q2
{SHDEVSTA U
SHDEVSTA ¥
4sHDEVSTA
AsHOEVUTE
U SHEOEUPD
SHERSPAY
Speaify h SHERFINT Powrdosd h°
Ol g SHEUDES L
SHEUDES? @
. BrewetdSHIAIMPC
SHLWOPME
| ©Belecta SHWE HMER [?]
B SHWMPDFRF
Dot eHMSEILY
1“ Select LSHMSEIL fproup of data
. selecSISHMSBILL -
§
POIICy drop ::“ Pp-Folicy: SHALLMER =
down box arrow . Oroup: SHALLMER:
located here § =
[FlCemprans mio ZIF seluve foma
Chassge Fila Etensian: C5V
€] o S B invwrt

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

example)
t 2} htps:/lebill2.gagta.com:B443 - Download - Mic...
B30Info: SHALLMER (Aug 27, 2009 84925 PR 13610 A0
Pages (DAl
T
(O Cugrent Section
(& Current Page
Ofom o[l ] o
o
3 the data thal L to download, o
pecify the data that you want Lo downloas B H
O 4l data -
Dorwatosd as[Tod_9] @ [
Policy drop @ Selected data @ E
e
down box \ Dirwnload as he
|Ocated hel’e Select the policy containing a group of data jic
\ selection rules. C
b o
1 Folicy: | SHALLMBR 3 -
Group: SHALLMER HC
e
iod
[ ctompress into ZIP archive format =
Change Fils Extension
1t
&] Dane 2 @ Internet

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). Itis
‘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 archive format

Change File Extension: Cay

Figure 53 - Download Pop-up Box

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

: ) https://ebill2.gagta.com: 8443 - Download - Mic...

S530Info; SHALLMER (Aug 27, 2000 8:49:25 PM) 13610 2
Pages Qall
T
(O Cugrent Section Create pUSh
(3 Cugrent Page button
O Fron To ;/ located here
Spevify the data that you want to dowsload @A/ (<
i
O Al data Hd
<
Download as:| T8xt % b
@ Selected data 0 [
HC
Diawnlaad as:| G5V ¥ i<

Select the poliey containing a group of data
selection nifes.

; Poticy: | SHALLWMBR & L
Group: SHALLMER HC

sied

HIC

[“lctompress into ZIP archive fosmat e

Change Fils Extension: | C5Y

] Dane 2 @ Internet

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 zave this file?

Open push
button
located here

Name: dndB7of622316026345204. 5p

Type: WinZip Fike, 1,30 KB
From:  ebdZ,gagta,com

[ _Open |[ Save |[ Cones |

whils files fram the Inbemet can be wsehul, some fles can potentially
Tt youn commpuber, 1T pou di nol st the souce, do nol apen of
e this e M'hat's the righ?

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)

&5 WinZip - dn09393221723022379f05[1].zip
File Actions View Jobs Options  Help

RSt @ddedddd
O By ¥ J & B @ CFE
Hew Open  Favorites Add Extract  Encrypt view  Checkout  Wizard  View Style

Hame Type Modified Sie| Ratio  Packed | Path

EShfpanen.csv Microsoft Office Excel Comma Separat...  9/2/2009 1:48 PM 7,399 7% 1,693

Downloaded
file name
located here

Tokal 1 fl, BB 900

Selected 0 files, 0 bytes

Figure 56 - WinZip Screen
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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?

e Click the Open push button (Figure 57)

Open push
button located
here

Do you want to open this file?

%] Name: PAGED.CSY
’ Type: Microsoft Office Excel Comma atad Values Fle

[V7] Adways ask bafoee opaning this type of fle

‘Whide fles from the Intemet can be useful. some fles can potentially
hatm your computes. If pou do not trust the source, do not open this

file. What's the risk?

Figure 57- WinZip Pop-up Box
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The file data will open in the requested format; Excel was the format requested in this example

(Figure 58).

I Microsoft Excel - PAGEQ MEIE
I‘—E File Edt ‘iew Insert Format Tools Data  Window Help Type a question forhelp = @ X
NEHASE A TE & B P90 83 e el
; il - B IO ] 8 % o0 % v&véva
i Wt | w R | ] I} H
[ v A
A B | C | D [ E | F G [ H KT LM R

Mame  Mermber ID Earliest EFOT Effective DT Option  Type

2172007 2172007 UHC HMO SINGLE
11/1/2008) 114172008 UHC HMO SINGLE
11142008 14172005 UHC HMO SINGLE
14172009 14172009 UHC HMO SINGLE
1/1£2005 14172006 UHC HWO SINGLE
7172000 3/1/2008 UHC HMO SINGLE
B5/1/2008 6/1/2008 UHC HMO SINGLE
5172008 5/1/2008 UHC HMO SINGLE
14142008 14172008 UHC HMO SINGLE
71/2000 14172006 UHC HMO SINGLE

12108007 12
104172007 1/

#2007 | UHC HMO SINGLE
#2003 UHC HMO SINGLE

211/2008 21172008 UHC HMO SINGLE
7172008 71172008 UHC HMO SINGLE
71/2000 71172006 UHC HMO SINGLE
31/2002 71172003 UHC HMO SINGLE
7172000 21172009 UHC HMO SINGLE
6/1/2004 14172006 UHC HWO SINGLE
71/2008 74172008 UHC HMO SINGLE
51/2006 5/1/2006 UHC HMO SINGLE
8/1/2001 14172007 UHC HWO SINGLE
7172000 14172008 UHC HMO SINGLE
7172000 71172005 UHC HMO SINGLE
7172000 5/1/2008 UHC HMO SINGLE
14142007 14172007 UHC HMO SINGLE
7172000 14172009 UHC HMO SINGLE

1AL s
7172000 )
0712008 10¢

#2008 UHC HMO SINGLE
#2003 UHC HMO SINGLE
£2008 | UHC HMO SINGLE

P 1 T T e e e e —

M 4 » H\PAGED
irawr g | Auoshapese N\ N DO M 4l i 8l [ (&2 A=

Location_Sort_Key | Sex
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 MALE
10000 FEMALE
10000 MALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 FEMALE
10000 MALE
10000 FEMALE
1DDDT FEMALE

<

caap

DOB

¥

Figure 58- Microsoft Excel Downloaded Screen

Note:

The member’s full name, Member ID and Date of Birth (DOB) are not displayed in Figure 58

to remain in compliance with HIPAA guid

elines.
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Once you have verified the correct file has been downloaded, you may save the document.

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

File (Options)

located here \

1 Microsoft Excel - PAGED

)

Eile | Edit Wiew Insert  Formi

i |ml save Chrl4+5 3 B i
EM Save As,., - | B
:_.] Page Zetup,.,

4. Prink Presview
=i Print... Ctrl+P

Properties Earlie

,-|-|LAJM—'~
.

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 a local desktop printer or local LAN printer:

. Click the Print push button @ located on the navigation tool bar of the
displayed report (Figure 60)

Print push
4 button
A hitps:flebill2.gagta.com: 8443 - DocumentDirect for, the: Ir el R I Internet Explore

BECE PP BabB ek @X

Figure 60 - Print Push Button

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

3 hitps: lebill2.gagia.com: 8443 - Print - Mi... [T B[]
330TInfo: SHALLMBR (Aug 27, 2009 2:49:25 FM) 13610
Pages (O All
O Current Seetion
© Current Pege Print Set-up
O From Tn located here
Document print options: J
/ ® Fitbest _
O Actual size - upper left ﬂ;‘j
Pages field . =
Inchade presentation elements
located here = \
@\ (7] Page Set-up
located here
ﬁj Dane é 0 Inkernet

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...

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

S30Info: SHALLMER (Aug 27, 2000 2:4%:25 M) 13610

Pages O At
O Current Section
@ Current Page

Ofemfi 1o
Document print options:
(%) Fitbest
() Actual size - upper left ﬁ}j
Print push Inchude presertation elements ]|—_L|

button located

here. \(;
2 @ @

A https:/iebill2.gagta.com:B443 - Print - Mi... (=] : (%]

@Dune é ‘ Inkernet

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).

Seever | S5

Repori | SHALLMBR

Versees | Ag 27, 2009 B:49:25 PM [20090827204925)

Bl ==

Section: | 13610

Page I 1 Prsiliig: (|

ER

2] Done S B et

SN Wi hiebill? pagta.com:B441 - Mew Printing... - Microssit Internet... [C 5]

TER

FULGE
FPE

258-DE-820T 15-01-08 i1-0i-08 UHEC ™

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:

. Click the Quick Print push button L&
the displayed report (Figure 64)

located on the navigation tool bar of

Quick Print

push button
[ located here
EA https:/febill2.gagta.com:B443 - DocumentDirect for the Inter n=e "

BEeE PP Iﬁaﬂmieﬂ

Figure 64 - Quick Print push Button

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

Micrazsdi Internet, .. EEE

A Bt pazliebillY pagta com: B443 - Hew Printing. ..

.'. Servar |sm
it Brport | SHALLMBR
L |
l Feriin I“H.WIM:HFHMM|
o Section: | 13610
TER
Pags: I! Pasilg: i
B
& .
ER} FPE
& xre S B et

258-D6-8207 1i-01-08 11-01-08 UBC ™

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)

Q- © ) @0 s Srraens @ (3- 1 3 3
e | ) Petpcfob2 g comesf A sorviat e Qe s>
=X i g
Wt i MRS T TN i a The Exit “X
ERmeussiL  HEMS LOCATION BIELS .
BBlamuomn  sime remERsay LTS - PROR BTG is located
here
B
W12630
Bi3ea0
By
B1z6e0

Biise10
¥

BB oo sane cocarron sriss

Oe=
L] a S © et

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)

The Exit “X”
is located
here

Ebiling User 1.0.

Pazavers

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

SHALLMBR Monthly Monthly report generated in conjunction with the monthly
SHBP bhilling listing all members and their coverage selections

(Also at end | for the 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 enrollment except for discontinuations.
Download to Excel format using export method (policy):
SHALLMBR.
SHCHG2ST Daily Generated daily. Lists employees possibly having
inappropriate tier as no dependents are currently covered.
SHBP Possible Discrepancy may be due to employee’s failure to provide
Tier/Covered approved dependent eligibility documentation in a timely
Dependent manner. Payroll location should investigate to determine if

Discrepancies appropriate to submit form to change tier.

Download to Excel format using export method (policy):
SHCHG2ST.

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

SHBP received by SHBP. Coverage for these dependents is subject
Dependents Not to being rescinded if documentation is not received in a timely
Verified Report manner.

Download to Excel format using export method (policy):
SHDATRMS.

SHDEVUTC 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

SHBP DEV documentation within the time specified.

Termination Download to Excel format using export method (policy):

Report SHDEVUTC.

SHMISSSN Monthly Generated monthly; on the last day of the month. Lists
covered members and their dependents for which no Social

SHBP Missing Security Number (SSN) has been provided for the dependent
Dependent SSN in the State Health Benefit System.

Download to Excel format using export method (policy):
SHMISSSN.
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Report Name

Frequency

Content

SHMSBILL

SHBP Location
Bills

Monthly

Generated Monthly. SHBP Billing.

Download report 360-H141 (Current & retroactive
Transaction list) to Excel format using export method
(policy) SHMSBILL. This export method (policy) includes
premium changes.

Download report 360-H141 (Current & retroactive
Transaction List) to Excel format using export method
(policy): SHMSBIL2. This export method (policy) does not
include premium changes. Download report 360-H142
(Reported Membership Totals) to Excel format using
export method (policy): SHMSBIL3.

SHOEUPDT

SHBP Covered
Employee &
Discontinuation
Interface (Open
Enroliment)

Annually

Generated annually after the Open Enroliment period has
closed. This report will show all changes made during Open
Enroliment utilizing the SHBP Open Enrollment Web Site
including premium changes. Provides a listing of employees
who elected coverage or employees who discontinued
coverage; including the employee’s name, SSN, address and
telephone number.

Download to Text format using export method (policy):
SHOEUPDT

Download to Excel format using export method (policy):
SHOEUPXL

SHPDBILL

SHBP Direct
Bills

Monthly

Generated Monthly. SHBP Direct Billing.

Download report 360-H141 (Current & retroactive
Transaction list) to Excel format using export method
(policy) SHPDBILL. This export method (policy) includes
premium changes.

Download report 360-H141 (Current & retroactive
Transaction List) to Excel format using export method
(policy): SHPDBIL2. This export method (policy) does not
include premium changes. Download report 360-H142
(Reported Membership Totals) to Excel format using
export method (policy): SHPDBIL3.

SHPRFBLL

SHBP Location
Proof Bills

Daily

Generated Daily. SHBP Proof Bill.

Download report 360-H141 (Current & retroactive
Transaction list) to Excel format using export method
(policy) SHPRFBLL. This export method (policy) includes
premium changes. Download report 360-H141 (Current &
retroactive Transaction List) to Excel format using export
method (policy): SHPRFBL2. This export method (policy)
does not include premium changes. Download report 360-
H142 (Reported Membership Totals) to Excel format using
export method (policy): SHPRFBL3.
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Report Name Frequency Content
SHPRFDBL Daily Generated Daily. SHBP Proof Direct Bills.
Download report 360-H141 (Current & retroactive
SHBP Proof Transaction list) to Excel format using export method
Direct Bills (policy) SHPRFDBL. This export method (policy) includes
premium changes. Download report 360-H141 (Current &
retroactive Transaction List) to Excel format using export
method (policy): SHPRFDB2. This export method (policy)
does not include premium changes. Download report 360-
H142 (Reported Membership Totals) to Excel format using
export method (policy): SHPRFDBS3.
SHSHBPIN Monthly Monthly report generated in conjunction with the monthly
SHBP billing. Provides same coverage information as
SHBP Cov SHALLMBR but includes discontinuations and premium
Employees and information. This report is also generated after the close of
Disc Interface Open Enrolliment. The report will show all changes made
during Open Enrollment including discontinuations.
Download to Excel format using export method (policy):
SHSHBPXL.
Download to Text format using export method (policy):
SHSHBPIN.
SHTTP654 Weekly Generated weekly (every Friday night). This detailed report list
possible duplicate records.
SHBP Possible (Friday
Duplicate nights)
Records
SHXXXXXR Monthly Generated Monthly upon receipt of payroll deduction
information. “XXXXX” represents each location’s SHBP payroll
SHBP Payroll location number. This is a detail report showing all
Deduction discrepancies found when comparing information in the Payroll
Compare Detail deduction file with enrollment information contained in the
SHBP eligibility system.
SHXXXXXS Monthly Generated Monthly upon receipt of payroll deduction
information. “XXXXX” represents each location’s SHBP payroll
SHBP 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
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Report Name Frequency Content
SHWBNCFM Daily Generated Daily during Open Enrollment period. Lists
currently enrolled SHBP members who have not accessed the
SHBP Open Open Enroliment Web site to make Open Enroliment elections
Enrollment and respond to surcharge questions. Final report generated
Unconfirmed each year at the end of the Open Enrollment period.
Covered Download to Excel format using export method (policy):
Employees SHWBNCFM.
SHWELLNM Weekly Generated weekly (UnitedHealthcare (UHC) members
updated monthly). Lists Cigna and UHC members enrolled in
SHBP Wellness the Wellness Plan Options who have not met the requirements
Promise Not Met of the Wellness Promise.
Download to Excel format using export method (policy):
SHWELLNM.
SH523961 Annually Generated annually prior to the beginning of the Open
Enroliment period. Provides a listing of all employees who
SHBP Web currently have SHBP coverage and those provided by the
Availability employers as being eligible to enroll for SHBP coverage during
Cross Reference Open Enrollment. Contains employee’s name, SSN and DOB.
Report Report can be accessed to check above info if employee is

experiencing problems logging in on Open Enroliment Web
site.

Download to Excel format using export method (policy):
SH523961.
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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 SHXXXXXS

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
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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

USER NOTES
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