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This guide provides information on how to use Benefitfocus eBilling. eBilling is an electronic invoice presentment 
and payment solution, securely hosted for you to efficiently manage and pay your invoices online. 

The chapters in this guide correspond to each of the tabs that appear in the main navigation bar on the left of each 
page of the eBilling application. See Working with the eBilling Home Page for additional information. 

 

Note: Some features in this document may not be available to you, based on software settings established for your 
company and or security driven features within the application. Please contact your account representative if you 
have questions about your access. 

This document may include the following icons to highlight additional information, warnings and suggestions: 
 

The document icon references external documentation that is useful to further understand the 
information being presented. 

 

 
The note icon provides additional or important information about special conditions, suggestions or 
actions that should be taken. 

 

 
     The risk icon is a warning, often cautioning against taking certain actions. 

The tip icon provides additional, more efficient instructions when completing a task. 

About This Guide 
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This chapter provides information on the basics of working with the eBilling application and includes information 
on logging into the application, working with the eBilling user interface and managing your account information. 

 
 

Getting Started with eBilling 

After receiving your eBilling user credentials, you can refer to the information in this section to familiarize yourself 
with the eBilling user interface and basic system features. 

 
Logging into eBilling 

Follow the steps below to log into eBilling. 

1. Go to the eBilling login page provided. 

2. Enter your Username and Password. 

3. Click Log In. 
 

If you forget your Username or Password, you can request to have your credentials reset using the links 
on the login page. 

 

 
 

The eBilling Home page displays. 

Chapter 1 

eBilling Basics 
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Depending on your group's configuration, you may login through your provider's page (SSO) rather than 
logging in directly as described above. In this case, you will still be directed to the eBilling Home page as 
shown above. 

 
If you login directly, the first time you login you will be prompted to update your password and security 
questions before proceeding. 

 
 
 

Working with the eBilling Home Page 

On the Home page, you can access a number of the major features of the eBilling application, including: 

• Making payments 

• Printing invoices 

• Viewing invoice details 
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Quickly navigate the eBilling application using the tabs on the navigation bar. 
 

 

Search for and view current invoices, adjustments and payment history on the Billing tab. 
 

 

Create, view and schedule reports on the Reports tab. 
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Set up payment accounts and manage user accounts on the Setup tab. 
 

 

The Home Page also includes additional sections for quick access to messages, payments, scheduled reports and 
users. 
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The Messages area displays important information and instructions. This may include system messages alerting 
you to any planned application downtime for maintenance or messages from your carrier. 

 

 

Quickly access payment history, pending payments and payment account information in the Payments area. 
 

 

View or create reports from the Scheduled Reports area. 
 

 

Create and manage eBilling user accounts in the Users area. 
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Updating Your Account Settings 

Update your user account settings to change your notification preferences, password and security questions. To 
update your user account, click the user profile menu in the upper right corner then select My Account. 

 

 

The My Account Settings page displays. 
 

 

Update your preferred email address, password and/or security questions as desired, then click Save. 

 
Asking and Reviewing Questions 

If enabled, the Ask a Question feature allows you to communicate securely with a carrier service representative 
within eBilling. 
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Asking a Question 

Follow the steps below to ask your carrier a question. 

1. Select the Ask a Question link from the user profile menu in the upper right corner of any page or from 
the Ask a Question section on the Home page. 

 

 
 

 

2. Select the I want to ask a new question button on the Questions page. 
 

 

3. Enter your question in the Question field and enter any other required information. 
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4. Click Submit at the end of the page. You are returned to the Questions page. Your question will be added 
to the list of questions. 

 

 

5. (Optional) Select Options for the question to Edit or Delete your question. If you delete a question, the 
carrier representative will no longer be able to see your question. 

 

Reviewing a Question Response 

Once the carrier responds, a Responses Available link will appear in the Ask a Question section of the Home page. 
To review the carrier representative response, follow the steps below. 

1. Select the Responses Available link on the Home page. 
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You can also select the Ask a Question link from the user profile menu in the upper right corner of any 
page or from the Ask a Question section on the Home page. 

 

 

2. Read the response from the carrier representative. Responses will appear in bold font below the question 
in the Message Text column. 

 

 

3. (Optional) Select the Options button to Reply to the carrier representative or to Delete the question. 

 
Logging out of eBilling 

To log out of eBilling, click the user profile menu in the upper right corner, then select Logout. 
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Going Paperless 

If you prefer, you can choose to stop receiving paper invoices. After electing to go paperless, you must contact 
your carrier to re-establish paper billing. 

Follow the steps below to go paperless. 

1. On the Home page, click the Go Paperless link in the Stop Paper section. 
 

 

The Stop Paper Invoices page displays. 
 

 

2. Choose whether you would like to disable all your paper invoices or if you would like to select specific 
accounts to be paperless: 

a. Select Turn off paper invoices for all invoice levels to disable paper invoices for all accounts. 

b. Select Turn off paper invoices for the following invoices levels to enable a selection list of all accounts 
that are still receiving paper invoices. Place a check in the checkbox for each invoice grouping that 
should no longer receive paper invoices. 
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3. Click Save. The Home page displays a message indicating that you are participating in online billing. 
 

 

If you do not disable paper for all invoice levels, the option to Go paperless will remain available on the 
Home page. 
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By default, your current invoices are displayed on the Home page. You can view additional invoices and invoice 
information on the Billing tab, however, which also enables you to search for invoices, adjustments and view your 
payment history. 

 

 
 
 

Viewing Invoices 

The View Invoices page provides you with at-a-glance visibility into your invoices. On this page, you can search for 
invoices by an invoice status and/or an invoice level (if applicable). 

The list below provides a brief description of each invoice status: 

• Current invoices belong to the current coverage period 

• Prior invoices belong to a previous coverage period 

• Paid status is applied to all invoices to which payments have been applied 

• Obsolete status applies to all invoices that have been replaced with a re-billed invoice 

 
Searching by Invoice Level 

Invoice level may be used by groups who receive separate invoices for different groupings of members, such as per 
location or line of business. If a group is using invoice levels, an Invoice Level Search option will display at the top of 
the View Invoices page. Follow the steps below to conduct an invoice level search. 

1. Click the Billing tab on the navigation bar. 

The View Invoices page displays. The default display mode in the Invoice Level Search section is Current 
invoices. 

Chapter 2 

Billing 
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2. If there are multiple groups under one account, you can locate a specific group by entering the identifier 
in the invoice level field, shown here as Subgroup #. 

 

 

3. Click Submit. The search results display the available invoices for the entered invoice level for the 
currently selected status type. 

 

 

 
Viewing Consolidated and Sub-group Invoices 

Consolidated invoices contain multiple sub-group invoices rolled into an overall group invoice. Invoices are 
consolidated for convenience to display a summary of all the invoices for a particular billing period. Consolidated 
invoice records are identified by a plus symbol (+) adjacent to the invoice level name or number, as shown in the 
figure below. 
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Click the (+) symbol to view the consolidated/sub-group invoice information. In the figure below, the sub-group 
0001 is displayed in the Invoice Level identifier 789012345 / 0001  and the Subgroup # column. 

 

 

 
Modifying the Invoice List View 

The default view on the View Invoices page displays Your Current Invoices. You can easily modify the invoice list 
view on the View Invoices page by selecting to view a different period or category from the View drop-down box. 

 

 

You can display Current, Prior, Obsolete or Paid invoices. 
 

 

Click Submit. The modified view displays. 
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Viewing Invoice Details 

View the details of an invoice to access invoice summary information, including financial totals, charges, 
retroactivity, adjustments and additional fees or charges. You can view the details of a regular individual invoice or 
consolidated/sub-group invoices. When viewing a consolidated invoice, Consolidated Invoice View displays in the 
header as a reminder. 

 

To view the invoice details, click Options and select View Invoice for the invoice. 
 

 

The Invoice Details page displays. 
 

 

Invoice details and labels may vary depending on the settings established for your company. The 
following screens and descriptions are shown for sample purposes. 
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The buttons on the header of the Invoice Details pages enable you to quickly jump to pages to pay invoices, make 
invoice adjustments, print invoices and add members to invoices. Available options will depend on your group's 
configuration and your permissions. 

 

 

The Billing Totals tab provides a summary of total costs and adjustments since the last invoice, such as retroactive 
adjustments, any unpaid balance, premiums for the current coverage period and the total amount due. 

Click the Summary tab to view a breakdown of the types of plans available for each product and the members per 
plan for the current period, retroactive values, and combined. 
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Click the Current Premiums tab to view the roster of billed subscribers and additional subscriber information. This 
may include columns for information, such as subscriber SSN, name, product, coverage level and premiums. The 
table is searchable and sortable. If the subscribers have dependents or multiple plans, the expand/collapse all 
buttons can be used to show/hide subscriber details. 
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Click the Retroactivity tab to view the details of any retroactive adjustments that have been applied to the current 
invoice. 

 

 

The table may include columns for detail information, such as subscriber SSN, name, product, coverage level and 
adjusted premiums. The table is searchable and sortable. If the subscribers have dependents or multiple plans, the 
expand/collapse all buttons can be used to show/hide subscriber details. 
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Click the Adjustments tab to view current adjustments. This may include both new and previous subscriber 
premium amounts, as well as the reasons for differences. This information only displays if a user has selected to 
make adjustments or add a member to the invoice. 

 

 

To view the detailed information about an adjustment, click Options and select View Adjustment Details. Expand 
the subscriber details to display individual adjustments, if necessary. 

 

 

The Adjustment Details page is displayed enabling you to review the adjustment transaction details. 
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Click Back to return to the Adjustments tab. 

If you need to delete an invoice adjustment, click Options and select Delete Adjustment. 
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A confirmation message displays asking you to confirm the deletion. 
 

 

Click OK to delete the invoice adjustment. The Adjustments tab displays. 

Click the Manual AR tab to view the details of other adjustment activities to an invoice, such as manual accounts 
receivable adjustments, late fees, credits, etc. 

 

 

 
Sorting Invoices 

You can sort the invoice list and some invoice details using the sort function on any column to display the records 
in ascending or descending order. 



Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 27  

 

 

When selected the sort column is highlighted to easily identify the data on which you are sorting. Clicking on the 
top arrow sorts the invoice records in ascending order by the column content. 

 

 

Clicking on the bottom arrow sorts the invoice records in descending order by the column content. 
 

 

Click the column header name to remove the sort and display the default view. 
 

 

 
Advanced Sorting 

Some pages that display lists with information in multiple columns include an advanced sorting feature that 
enables you to sort data using multiple columns and save your results. 

1. Click the Advanced Sorting button. 
 

 

The Advanced Sorting window displays. 
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2. Select the criteria for the new sort order. 

3. Click View. 
 

 

After sorting the columns, an arrow displays in the column header to indicate whether the data is sorted in 
ascending or descending order. The column name also includes a number to indicate the sorting order. 

 

 

If you selected to subtotal the columns or include the grand total, the subtotal information will display within the 
results set. The grand total will display at the end of the results set. 
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Depending on your search results, the data may display on multiple pages. You can use the navigation control at 
the bottom of the page to navigate to additional pages to see the total amounts. 

 

 



Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 30  

When selecting your sort criteria, you can also click Save as sort template to create a template of a 
frequent sorting order to reuse in the future. 

 

 

Enter a name for the template and click Save. 
 

 

Your sort templates will then display in the Advanced Sorting window. To apply the sort criteria, click 
View for the applicable template. 

 

 

You can also click to Edit or Delete a sort template as necessary. 

 
After applying an advanced sort to a page, you can click the Reset Sort button on the page header to clear the 
selected criteria. 
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Searching for Invoices 

You can locate a specific invoice by conducting a search using the Search Invoices page. 

Follow the steps below to search for invoices. 

1. Click the Billing tab on the navigation bar. The View Invoices page displays. 

2. Click the Search Invoices tab. 
 

 

The General Search page displays. 
 

 

3. Enter the search criteria. 

4. Click Submit to display the search results. 
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5. To view the invoice details, click Options and select View Invoice. 
 

 

The Invoice Details page displays for the selected invoice. See Viewing Invoice Details for additional 
information. 

 
 

Viewing Invoice Adjustments 

Follow the steps below to view invoice adjustments. 

1. Click the Billing tab on the navigation bar. The View Invoices page displays. 

2. Click the Adjustments tab. 
 

 

The General Search page for Adjustments displays. 
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3. Enter the search criteria for the adjustment. 

4. Click Submit to display the search results. 
 

 

5. To view the adjustment details, click Options and select View Adjustments. 
 

 

The Adjustment Details page displays for the selected invoice. See Viewing Invoice Details for additional 
information. 
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Viewing Payment History 

Search for and view payment history to review specific information about payments made to invoices. 
 

      A received payment is only tied to an invoice in eBilling if the payment was submitted electronically. 

Follow the steps below to view payment history. 

1. Click the Billing tab on the navigation bar. The View Invoices page displays. 

2. Click the Payment History tab. 
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The General Search page for payments displays. 
 

 

3. Enter the search criteria. 

4. Click Submit to display the search results. 
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If necessary, you can use the Advanced Sorting feature to sort to the data using multiple columns. See  
Advanced Sorting for additional information. 

 
 
 

Managing and Printing Invoice Transactions 

From any tab of the Invoice Details page, you can manage invoice transactions including: 

• Paying invoices 

• Making invoice adjustments 

• Printing invoices 

• Adding members to invoices 

      Available options may vary depending upon your carrier's configurations. 

 
Making Online Invoice Payments 

Follow the steps below to make an online invoice payment. 

1. Initiate the invoice payment. 

eBilling provides three ways to initiate an invoice payment: 

• Click the Make a Payment button on the current invoice displayed on the Home page. 
 

 

• Click Options and select Pay Invoice on the invoice displayed on the View Invoices page (for both 
consolidated and non-consolidated invoices). 
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• Click the Pay invoice button on the Invoice Details page. 
 

 

2. (If applicable) Select Make online payment, then click Next. 
 

 

3. (If applicable) Select the payment account and click Next. If you need to edit the existing account or add a 
new one, see the Editing Payment Accounts on Invoice Payment section. 

 

 



Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 38  

If a default payment account has been selected, this step will be skipped. You can still update your 
account or create a new one by selecting change account on subsequent screens. See the Editing  
Payment Accounts on Invoice Payment section for more information. 

 
 

4. Select the payment amount in the Choose amount section. 

Payment options may include: 

• Edit Payment - This option allows you to enter a new payment amount. You be required to enter a 
reason for changing the payment amount. 

 

 
 

 

If you are paying a consolidated invoice, you will select the select invoices link. 
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You will have the option to select, deselect and edit individual invoices. 
 

 

• Pay as Billed - You will pay the amount as invoiced. If you are paying a consolidated invoice, you can 
select the select invoices link to select or deselect individual invoices. 

 

 

• Pay as Adjusted - If any adjustments have been made, such as adding a member, select this option to 
pay the adjusted amount. 

5. Enter a payment date and click Next. 
 

 

6. Review the payment information. If applicable, you can modify the payment in the Confirm Information 
section. 
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• Click the change account link to modify the payment account. See Editing Payment Accounts for 
additional details. 

• Click the edit payment amount or change payment date links to return to the Choose amount & date 
page from which you can modify the payment amount or date. 

• Click the Review invoice payment information details link to display a summary of the current 
payment information. 

 

 

7. (If applicable) Select the checkbox if you agree to the Payment Authorization statement. 

8. Click Submit Payment. The Payment Results page displays. 
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The Payment Results section also provides several additional features. 

• You can print this screen to generate a hard copy or save a PDF of the payment for your records. 

• Click Review invoice payment information details to display a summary of the current invoice details. 
 

 

9. Click Return to Home. 

 
Editing Payment Accounts on Invoice Payments 

When editing payment accounts on invoices, you can update the existing account or create a new account. 
 

Editing an Existing Account on an Invoice Payment 

Follow these steps to edit an existing account on an invoice payment. 

1. Initiate an invoice payment. See Making Online Invoice Payments for additional information. 
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2. (If applicable) Select Make online payment, then click Next. 
 

 

3. Select the I'd like to use option, then select the edit account info link. 
 

 

If a default payment account has been set, this step will be skipped. You can select change account from 
the Choose amount and date page to access the Choose payment account page, if needed. 

 

 
 

The Edit Payment Account page displays. 
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4. Edit the account information as necessary. You can modify the Account Type, Account Options and Invoice 
Restrictions, if applicable. If you have more than one billing group, you can select which group's invoices 
can be paid with the account under the Invoice Restrictions tab. 
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5. Click Save. 
 

Creating a New Account on an Invoice Payment 

Follow the steps below to create a new account on an invoice payment. 

1. Initiate an invoice payment. See Making Online Invoice Payments for additional information. 

2. (If applicable) Select Make online payment, then click Next. 
 

 

3. Select the Create New Account option and then click Next. 
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If a default payment account has been set, this step will be skipped. You can select change account from 
the Choose amount and date page to access the Choose payment account page, if needed. 

 

 

 
4. (If applicable) Select the type of payment account you will be creating, i.e. banking or credit card, then 

click Submit. 
 

 

5. Enter the required account information. Required fields are indicated by an asterisk (*). Navigate to 
additional tabs, if necessary. 

The I wish to keep my payment account information on file for future use checkbox is selected by default. 
Deselect this option if you do not want to store the account information for future payments. 
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6. Click Save. The Invoice Information displays the new account. 

 
 
Printing Payment Stubs for Mailing Payments 

Follow the steps below to print payment stubs for mailing payments. 

1. Initiate the invoice payment. See Making Online Invoice Payments for additional information. 

2. (If applicable) Select Print payment stub to send in the mail on the Choose payment method page and click 
Next. 
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The Print the payment stub page is displayed. If you are paying a consolidated bill, you may select the 
individual invoices to be included in the payment. 

 

 

3. Click Next. A PDF of the payment stub is generated. 
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4. Print the payment stub and submit to the address on the invoice. 

 
Printing Invoices 

Print invoices to PDF by completing the steps below. 

1. Select the invoice(s) to print. 

2. Use one of the following three options to print the selected invoice(s): 

• Click the Print Invoices button on the current invoice displayed on the Home page. 
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• Click Options and select Print Invoice on the invoice displayed on the View Invoices page (for both 
consolidated and non-consolidated invoices). 

 

 

• Click the Print invoice button on the Invoice Details page. 
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3. The complete invoice details will print to PDF and open in a new window. 
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If enabled, you can select the format (PDF, CSV or HTML) and which invoice sections to print before 
printing. 

 
 

 

Requesting a Rebill 

Customer initiated re-billing enables a primary contact to view and generate an updated invoice (rebill) that 
captures Benefitfocus eEnrollment™ changes processed after the original prepared date of the invoice. 

To be eligible for re-billing, customer invoices must meet the following criteria: 

• Invoice(s) do not include HMO plans 

• The customer must have an active eEnrollment account 

• The primary contact must have access and permission to request re-bills 

• The customer must have an active status 

Rebills for the current month can only occur up to five days prior to the next invoice month. The rebill 
will be completed within four business days of the request. 

 

 
Follow the steps below to request a rebill. 

1. View an invoice. See Viewing Invoices for additional information. 

2. On the Invoice Details page, click Request a Rebill. 
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The Request a Rebill window displays. 
 

 

3. Select the invoice(s) to rebill and then click Request Rebill. 
 

Before submitting a rebill request, verify that you have completed all of your membership changes 
within eEnrollment. 

 

 
The rebill request is submitted and the Rebill Request Summary tab displays. 
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You can check the status of rebill invoices on the Rebill Request Summary tab of the Invoice Details page. 
The following list provides brief explanation of rebill statuses. 

• Approved status indicates that your rebill request submitted successfully. Recalculated invoice(s) 
should be available within four business days from the date of your request. 

• A red exclamation point indicates that the rebill request is denied and displays a message indicating 
the reason for denial of the request. 

 

 

Reasons a rebill can be denied include: 

• A completed payment has been made against the invoice. 

• A rebill for the invoice has already been requested. Contact the billing department on the invoice 
to ask questions or get additional information. 

• The rebill request was submitted too close to the date of the next scheduled invoice (within five 
days). 

• A system error indicates that eBilling is experiencing an issue. Try to submit the rebill request 
again later. 

After the re-billed invoice generates, the invoice number displayed on the Invoice Details is updated to include the 
word "Rebill." 

 

     Upon termination, the option to request a rebill is no longer available. 

 
Making Invoice Adjustments 

Depending on your group's configurations, you may be able to make adjustments to your invoice to reflect changes 
since your last billing cycle. You can access adjustments from the Invoice Details page. Adjustments typically   
display on the following month's invoice as either a credit or a debit. 

Follow the steps below to make an invoice adjustment. 

1. View an invoice. See Viewing Invoices for additional information. 

2. On the Invoice Details page, click Make Adjustments. 
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You can also click Make Adjustments on the current invoice displayed on the Home page. If your group 
utilizes consolidated billing, select Make Consolidated Adjustments on the consolidated bill or select 
Show Individual Invoices, then select Make Adjustments. 

 

 
 

A message displays describing the adjustment process. 
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If you do not wish to receive this message in the future, select Do not show me this again and click 
Continue. The Current Premiums tab displays listing current members and their premiums. 

 

 

3. Click Options for a subscriber in the Details section and select Make Adjustment. (You may need to expand 
a subscriber record or select Make/View Adjustments first.) 
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The Request Adjustment page displays. 
 

 

4. (If applicable) Select the subscriber and plan to be adjusted and select Next. 

5. Select the type of adjustment to be made from the Please select the type of adjustment you would like to 
make drop-down box and click Next. 

 

 

6. Select the change reason from the Please select the reason for this adjustment drop-down box and click 
Next. 

 

 

7. Enter the required information such as New Premium Amount and Effective Date of Change, then click 
Next. 
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   If applicable, click Note Dependent  and enter the required dependent information. 

 

 
The Request Adjustment summary displays. 
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8. Review the adjustment information and click Save. 

The Current Premiums tab displays. A green check mark indicates that an adjustment has been made to 
the current charges on the invoice. 
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You can generate invoice and payment reports on the Reports tab. The Reports tab includes three sub tabs: 

• The Create Reports tab displays all available reports. Selecting Create for a report will present filter criteria 
and format options for the report. You can create a one-time report or schedule reports to run at specific 
time intervals. 

• The Completed Reports tab displays all the reports generated within a specified number of days as 
established for your company. 

• The Scheduled Reports tab displays all reports scheduled to run on a specific start and end date. You can 
edit or delete reports from the schedule as necessary. 

 
 

Managing Reports 

You can create and schedule invoice and payment reports on the Create Reports tab. 

 
Creating a Report 

Follow these steps to create a report. 

1. Click the Reports tab on the navigation bar. The Create Reports page displays. Reports are categorized as 
Invoice Reports or Payment Reports. 

 

 

2. Click Options and select Create for the report to be generated. 

Chapter 3 

Reports 
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The Create a Report page displays. 
 

 

3. Enter the report parameters and click Next. The Report Format page displays. 
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4. Enter or select the formatting options, including the Report Format (CSV, PDF or HTML) and the sorting 
options. 

 

Because this scenario describes the on-demand report generation process, do not select the Run this 
report on a regular schedule option. See Scheduling Reports for additional information. 

 

 
5. Click Submit. The Completed Reports page displays. 

 

 

The report Status will display as PENDING or RUNNING while generating the results. Depending on the  
size and complexity of the report, it may take a few minutes to generate the results. You can click Refresh 
Reports to refresh the page and display the current status. When the report is complete the Status will 
display as COMPLETE. 
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6. Click Options and select Download to download a copy of the report. 
 

 

The report output downloads and displays. 
 

 

 
Viewing Reports 

You can view the status of reports and download for up to a specified number of days as determined by your 
company after the report is generated. Reports are automatically deleted after the specified number of days. The 
number of days is indicated below the table on the Completed Reports and Scheduled Reports tab. 
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To view reports, complete the following steps. 
1. Click the Reports tab in the main navigation bar. 
2. Click the Completed Reports tab. 

The Completed Reports page displays. 

 

3. View the status of your reports. 
4. Click Options, then select Download. 

 

 

 
Scheduling a Report 

In addition to creating on-demand reports, you can also schedule reports to run at a regular interval. For example, 
once a week or once a month. You can create a schedule for any of the reports available to you. 

If another scheduled report runs during the specified time period for a scheduled report, eBilling creates another 
instance of the report rather than replacing the previously-generated report. 

The process for scheduling a report is almost identical to the process of creating an on-demand report, but a 
scheduled report includes some additional parameters. See Creating a Report for additional information. 

To schedule a report, select the Run this report on a regular schedule option on the Report Format page. 
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You can then enter the scheduling parameters to indicate how frequently you would like to run the report. The 
default value for the Run report every drop-down box is Day. You must enter a Report Name when setting up a 
report schedule. 

If daily is the selected frequency, you can also specify how frequently you want the report to recur. 
 

 

When scheduling the report weekly, you can specify which days of the week the report generates. 
 

 

When scheduling the report monthly, you can specify which day of the month the report generates. 
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Click Submit. The Create Reports page displays a confirmation. 
 

 

To view scheduled reports, click the Scheduled Reports tab. 
 

 

The Scheduled Reports page displays. 
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The scheduled report displays a Status of Pending until the report generates. The status will then update to 
Complete. After viewing a report, the status updates to Viewed. View 

the status of scheduled reports and edit or delete as necessary. 

 
 

Sharing a Scheduled Report 

You can copy recurring report criteria to other users. Reports can only be copied to users who have rights to the 
specific report being shared and users who have rights to the groups on the report. Once the report criteria has 
been shared, the user who receives the criteria will see the shared information under the Scheduled Reports tab. 

1. .Create a Scheduled Report. See the Scheduling a Report section for more information 

2. Select Copy from the Options button for the report you want to share on the Scheduled Reports tab. 
 

 

3. Enter the last name of the user with whom you are sharing the report, then click Search. 
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4. Select the user(s) from the list. 
 

 

5. Click Copy. 
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You can create and edit payment account data, review payment accounts and audit account history, and manage 
user accounts on the Setup tab. Available options are dependent on the configurations set for your company and 
your account permissions. 

 
 

Creating and Editing Payment Accounts 

 
Creating a Payment Account 

Payment accounts store banking or credit card account information for making invoice payments. You can create 
multiple payment accounts as needed and select different accounts when making invoice payments. See Editing  
Payment Accounts on Invoices for additional information. 

Follow the steps below to create a payment account. 

1. Click the Setup tab on the navigation bar. The Payment Accounts page displays. 
 

 

2. Click the Create Payment Account button. 
 

 

3. (If applicable) Select the account type, i.e. banking or credit card, then click Submit. 

Chapter 4 

Setup 
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4. Enter the required account information. 
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5. Select the Make this my default payment account option in the Account Options section, if you want this 
account to be the default payment account. 

6. (If applicable) Select Only I can view/edit/use this account for payment option if you want to limit the 
access and use of this payment account to only you. 

7. (If applicable) Select the Invoice Restrictions tab, if you would like to restrict the account to only be used 
for specific invoices, such as for a particular billing group. 

 

 

8. Click Save. The account information is saved and a confirmation displays. 
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Click Return to Payment Accounts or Return Home to continue. 

 
Editing a Payment Account 

Follow the steps below to edit a payment account. 

1. Click the Setup tab in the main navigation bar. 

2. Click Options and select View/Edit Account for the account to be edited on the Payment Accounts page. 
 

 

The Edit Payment Account page displays. 
 

 

3. Edit the account information as necessary. See Creating a Payment Account for additional information. 
 

If this account is already being used to process payments, you can only change certain information, such 
as account type. 

 

 
4. Click Save. A confirmation displays. 
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5. Click Return to Payment Accounts to continue. 

 
Reviewing Payment Account History 

eBilling maintains an audit history on all payment accounts. If your eBilling user account is configured with the 
appropriate permissions, you can view the audit history of any payment account. 

The audit history information includes the login ID of the person to a make change to the account, as well as the 
date and time of any changes. 

Follow the steps below to view account history for a payment account. 

1. Click Options and select View/Edit Account for the account on the Payment Accounts page. 

The Edit Payment Account page displays. See Editing a Payment Account for additional information. 
 

 

2. Click History. The Account History window displays. 
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If applicable, click Advanced Search to search for a specific transaction. Click Reset Search to remove the 
search criteria. 

 

 

3. Click View for a transaction to view the details. 
 

 

The Account History details display. A green check mark indicates items that were updated for the 
transaction. 



Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 76  

 

 

Click view changes resulting from this update to see details about any invoice level restriction changes 
associated with the transaction. 

 

 

Click Back to return to the previous window. 
 

 
 
 

Managing User Accounts 

You can manage user accounts through the Setup – User Accounts tab.  Note, you can only add and view users with 
the same or lower permission level as you. 
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Creating a User Account 

1. Click Setup in the main navigation bar, then select the User Account tab in the secondary navigation. 

2. Click the Create User Account button. 
 

 

3. Enter the requested information on each of the tabs for the user account: Name, Login, Security, System, 
Restrictions and Emails. Required fields are indicated with an asterisk (*). Click Next after completing each 
tab. 

 

 

• Name tab - Enter the user's demographics on this tab. If the user will receive emails, as configured on 
the Emails tab, be sure to enter a valid email address for the user. 
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• Login tab - Click the help icon for Username and Password to view the username and password 
requirements. Ensure the Enable Login checkbox is selected to allow the user to log into the system. 

4. Select Save once all tabs are complete. You will receive a confirmation message. 
 

 

 
Editing a User Account 

To update a user's account information, complete the following steps. 

1. Click Setup in the main navigation bar, then select the User Account tab in the secondary navigation. 

2. Search for the user account using any of the search fields. Click Submit. To search for all users, select 
Submit without entering any criteria in the search fields. 

 

 

3. Select Options, then Edit User Account for the account to be updated on the Search Results page. 
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4. Navigate to any of the tabs that you need to update. 

5. Select Save after making your changes. 

 
Cloning a User Account 

You can copy information from one user account to another to quickly add new users to the system. This is 
particularly useful if you need to create several users with the same permission sets. 

1. Click Setup in the main navigation bar, then select the User Account tab in the secondary navigation. 

2. Search for the user account using any of the search fields. Click Submit. To search for all users, select 
Submit without entering any criteria in the search fields. 

 

 

3. Select Options, then Clone User Account on the Search Results page for the account to be cloned. 
 

 

4. Enter the unique demographic information for the new user on the Name tab, then click Next. 



Copyright 2017 Benefitfocus.com, Inc. | Confidential and Proprietary 80  

 

 

5. Enter the Username and Password for the new user. 

6. Update any additional information that should be updated on the remaining tabs. (Information is copied 
from the previous user.) 

7. Click Save. You will receive a confirmation message. 


