How to pull a billing statement from eService:

1) Go to the “Billing and Payment” tab

2) Hit “Create Download” button

3) You’ll get a screen with a statement saying the download was requested

4) Simply click on another tab (i.e. Plan Info) and then immediately click back on “Billing and Payment” tab

5) Hit “Create Download” button again

6) Another screen will open saying the download is available.  Click THAT download button.

7) Open  your billing statement

a. I make the statement a little easier to view by

i. Deleting rows 1-3 (if applicable)

ii. Deleting column A

iii. Hi-lighting the three rows that are headings (age, month, ect) at the top of the screen.

iv. If there is voluntary coverage, it’s farther down the page.  I also hi-light those three rows with headings (age, month, etc).

8) Repeat for each division (if applicable)

Options for billing statements:

Within the “Billing and Payment” tab, you can click the left-side menu option that says “Billing and Payment History.”  That gets you to a listing of recent statements which you can also download. 

Pulling a PRELIMINARY Billing Statement:

1)  Go to the “Billing and Payment” tab

2) Click “Order Preliminary Bill” 

3) You’ll get a screen with a statement saying the download was requested

4) Simply click on another tab (i.e. Plan Info) and then immediately click back on “Billing and Payment” tab

5) Above the “Order Preliminary Bill” button, you’ll now see a link titled “view summary.”  Click on “view summary.”

6) That gives you a bare-bones summary.  Scroll down to the bottom of the screen and click “View Detailed Statement” button

7) You can enter an ID number or Name if you’re searching for a specific member.  Otherwise, click the arrow for “Detail Level” and change to “high”.  That will provide a very detailed look of up-to-the-minute additions/terms made.  (Remember it takes 24 hours for additions and terms to cycle, so and changes made today will not be seen until tomorrow.)

