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From the Home screen, print invoices as PDFs or in Excel format. Select HTML format to view 
invoices in your web browser or print.

From the center of your home screen: 

› Select Print Invoice.

› Choose your formatting preference, the areas of the invoice you would like to print and select Print.

› The printed invoice will initially show as PENDING as the settings selected above are gathered for you.

› Select the Refresh Reports button and download your invoice from Options.

Left of the Screen
Buttons on left for easy access to 

invoice and payment history (Billing), 
reporting options (Reports) and 

payment account information (Setup).

Center of the Screen
Your current invoice is always shown 
in the center with buttons to Make 
a Payment or Print Invoice. Once 
you’ve paid your invoice, print the 

confirmation page for your records.

Right of the Screen
Find important messages from 

Blue Cross, quick links to payment 
history, pending payments,  

accounts and scheduled reports.
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Your Home Screen
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You can make a one-time payment or set up 
auto-draft for monthly recurring payments 
in eBilling

To make a one-time payment:
› Select the Make a Payment button from the 

Home page

› Select an existing bank account or create 
new account

› Choose make online payment under payment method

› Select the amount due and date of payment 

› Click the Payment Authorization checkbox and the 
Submit Payment button

› Please note, you cannot pay an amount due from multiple accounts.

To set up auto-draft for monthly recurring payments:
› Select the Create Payment Account button from the Payments tab on the left

› Enter your bank account information, click the Auto-Draft checkbox and save

› Your payment will automatically draft on the next invoice due date

Make a Payment

You can search in one place for all of the 
payments you have made.

› Select Payment History from the Payments icon to 
show the Payment History general search screen.

› Search for a specific payment by putting in 
search criteria or simply select Submit to return 
all payments.

› Sort columns to tailor your results on the Search 
Results page.

Review Payment History

eBilling Quick Tips 

RX07/17 © 2017 Benefitfocus.com, Inc. | Confidential and Proprietary   

Making a Payment 

Groups can pay invoices securely and simply throughout 
the eBilling application 

Payments are often made directly from the Home tab or 
when viewing the invoice details 

 Select the Make a Payment button from the 
Home page 

 Select the Pay Invoice button on the Invoice 
Details screen 

 
Follow the steps provided by the payment wizard: 

 Select the invoice to pay 

 Select an existing bank account or Create New 
Account 

 Select the amount due and date of payment 

 Click the Authorization checkbox and the Submit 
Payment button 

 To save time, enable the payment account for 
Auto-Draft 

 
 

Reviewing Payment History 

You can search for all of your payment transactions in 
one place 

 Select Payment History from the Billing icon to 
display the Payment History general search 
screen 

 Enter for a specific payment by entering in the 
search criteria or simply select Submit to return 
all payments 

 Sort columns to customize your results on the 
Search Results page 

 

 

 

 

 

 

 

 

 



eBilling Quick TipseBilling Quick Tips

You can create specific invoice or payment reports.

The Reports tab has three secondary tabs:
› The Create Reports tab displays all ready reports. Each report has search criteria and report 

format (PDF or CSV, for example). You can create a one-time report or schedule reports to run 
at specific times.

› The Completed Reports tab lists all the reports generated within the last seven days.

› The Scheduled Reports tab displays any reports set up to run for a specific start and end date. 
You can edit the reports or delete them from the scheduled run.

Creating reports that meet your need:
› Select Create from the Options button.

› Enter any filters or preferences for the report and 
select Next to show the Format tab.

› Enter the formatting options and press Submit.

› Your report is now generating and will be ready for 
you to download under the Options button.

Need additional technical or navigation support? Call 1 (855) 236-2885.

You can print invoices as PDFs, CSV (Excel) 
files or as an HTML format to view in your 
internet browser.

Like making payments, printing invoices is 
often done directly from the Home tab or when 
viewing the invoice details.

› Select the Print Invoice button from the Home page.

› Select invoice sections to include, indicate how to 
sort and subtotal if applicable.

› Once selections are made, click Print button.

› Your invoice is now generating and will be ready for 
you to download under the Options button.

Print Invoices
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Printing Invoices 

Groups can print invoices as PDFs, CVS (Excel) files or as 
an HTML format to view in their internet browser 

Similar to making payments, printing invoices are often 
made directly from the Home tab or when viewing the 
invoice details 

 Select the Print Invoice button from the Home 
page 

 Select the Print icon on the Invoice Details screen 

Follow the steps provided by the print invoice wizard: 

 Select the invoices to print 

 Select the formatting and sorting options and 
select Print 

 

 The invoice is now generating per specifications 
and will be available for download under the 
Options button 

 

 
 

 

 

 

Creating Reports 

Groups can generate information for specific invoice or 
payment reports 

The Reports tab contains three secondary tabs: 

 The Create Reports tab displays all available 
reports. Each report has search criteria and 
report format (PDF or CSV, for example). Groups 
can create a one-time report or schedule reports 
to run at specific time intervals. 

 The Completed Reports tab lists all the reports 
that have been generated within the last seven 
days. 

 The Scheduled Reports tab displays any reports 
that have been set up to run for a specific start 
and end date. Groups can edit the reports or 
delete them from the scheduled run. 

 

Customizing Reports: 

 Select Create from the Options button 

 Enter any filters or preferences for the report and 
select Next to display the Format tab. 

 Enter the formatting options and press Submit 

 The report is now generating per specifications 
and will be available for download under the 
Options button 

 

 

Create Reports


