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Introduction

Objective

The At-a-glance document is designed to provide a high-level, visual orientation to the reporting
application’s screens and the features.

Audience
Employers and brokers with Select or Expanded customer reporting services.

Scope

The At-a-glance document contains a screen-by-screen snapshot of the eServices Customer Reporting
application. The principle features of each screen are numbered. The numbered features are named and
defined.

The At-a-glance document is not an instructional guide for running, saving, exporting reports, etc.—
although it may aide in these processes. The document does not explore reporting features in detail, nor
does it provide any information about reports available through the reporting system or the content of those
reports.

Other Resources
Other reference materials are available for topics not covered by this document including:

* Online Help
e eLearning tutorials
*  Quick Reference Cards

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 1
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Reports Home Screen

Employer eServices®

Reports Home Automated Reports Custom Reports Recent Reports Help & Training News Tools Logout
ECR.

Welcome Pat Person

Help & Training Resources

Maintenance Period: Mightly 10 p.m. - 7 a.m. (ET)
Phone: 1-800-651-5465

@ ¥ Claim Experience Report E-mail: CustRept_Help@uhc.com :

— Help with a Specific Report
e Managed Pharmacy Plan Performance r h ! .

Frequently Asked Questions
Clairm Expenses by Size of Payment Glossary of Terms

View, print
and export E

report_s ﬁ Health Care Cost Managerent Surnmar Online Tutorials
eServices Printable Reference Materials

Customer :
Raporing has E Mermbership by Month

created for Network Utilizati -
you, @_‘? R e Reporting News

Payrnents by Benefit Type 5/06/2005
%) payments by Month Follow Protocol to Login after Timeou
View additional reports created for you this month and all 5/2?/2@96 .
Haav rhbith Githin tha oast vaar. eServices Customer Reporting 2.0 Release hotes
S/20/2006
RII'I'I Custom Reports Check Number Correction
ol ‘\ = (O Financial (Data Current Through May 31, 2006) More News...
\ \
_‘\® I Claim Expenses by Size of Payvmenkt
| raes) @ Claim Lag Stu Reporting Tools
\ﬁf Detail Pg[ment %eatef?tréd MOdEe!'fmUE' Snzogment Fi[te:s . i
R : ; e ese filters make it easier to run reports on specific, predefine
;:'pzt:';‘ﬂt' Detail Payment - Non Confidential iportions of your organization. Learn how to create and use Group
brint your Large Loss Claim Payments Seament Filters
::;;?:_T:_ Payments by Benefit Type
B6 rmonths o Payments By Month Manage Your Report Templates
Hata, - - ) Save and adjust your custom report's parameters (e.g.,
B] Premium vs Claims - Paid ost current month of data) to quickly rerun reports you b
odified to better meet yvour reporting needs. Learn how to create

(3 managed Pharmacy (Data Current Through May 31, 2006} nd use templates

F (O Medical (Data Current Through May 31, 2006)

(O Membership (Data Current Trough May 31, 2006} Review and change your preferences o

Modify vour settings For exparting, printing and viewing your
icustom reports, Learn more about Preferences
Wiew All Report Types...

Recent Repor
-~ |\ Payments By Mont

View, modify View reports you created in the past 60 days...
br delete

reports you
treated in the @
bast 60 days,

1. Navigation Bar — This bar is the primary vehicle for getting from one portion of the site to another. It
appears at the top of almost every screen. See page 4.
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Reports Home Screen

2. View Automated Reports — This section provides access to the most recent set of system-generated

reports.

2a. Folder — This folder is dynamically updated to display the most recent delivery month of
automated reports. The link opens the Automated Reports screen (see p.5) for the specified
delivery month. The text in parenthesis indicates the scope of data used to produce reports in the
specified folder.

2b. Report — This link opens the specified report in a separate browser window.

2¢. Export — This button opens the File Download dialog box.

2d. View Additional Reports... — This link opens the Automated Reports screen (see p.5).

3. Run Custom Reports — This section provides a starting point for running custom reports.

3a. Report Category Folder — The folders in this section represent the four main categories of reports.
The text in parenthesis is dynamically updated to indicate the most current month of data available
to run reports in the specified category.

3b. Report Link — This link opens the Prompt screen (see p.8) for the specified report.

3c. Report Icon — This image indicates the report contains a single section of output (see p.11).

3d. Compound Report Icon — This image indicates the report contains two or more sections of output
(see p.12).

3e. Show/Hide — This icon alternately shows/hides the reports in a specified Report Category folder.
The contents of the Financial folder are shown by default.

3f. View All Report Types — This link opens the Custom Reports screen (see p.6).

4. Recent Reports — This section provides direct access to the two most recent custom reports.
4a. Report Name — This link opens the Results screen (see p.11) for the specified report.
4b. View Reports... — This link opens the Recent Reports screen (see p.20).

5. Help & Training Resource — This section contains various means of getting help with the reporting
application, including links to online reference materials and tutorials.

6. Reporting News — This section contains links to the most recent data and reporting alert messages, as
well as a link to an archive of past articles.

7. Reporting Tools — This section of the screen contains links to three key utilities:
e Create a Group Segment Filter (see p.22)
» Manage Report Templates (see p.25)
»  Set Preferences (see p.26)

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 3
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Navigation Bar

Employer eServices®

ER | s 5T 2 . . .
® O O © OBEORORO]

1. Reports Home — This link opens the reporting application’s default home page. See page 3.

2. Automated Reports — This link opens the screen from which access your system-generated reports.
See page 5.

3. Custom Reports — This link opens the screen from which you start the process of running a report.
See page 6.

4. Recent Reports — This link opens the screen from which you access reports created during the last 60
days. See page 20.

5. Help & Training — This link opens Online Help in a separate browser window. See page 27.
6. News — This link opens the Reporting News Archives in a separate browser window.

7. Tools — This link opens the screen from which you can create a Group Segment Filter (see p.22),
access your report templates (see p.25), and modify your preferences (see p.26).

8. Logout — This link terminates the reporting session.

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 4
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Automated Reports Screen

Employer eServices®

Reports Home Automated Report Custom ':'...nu':-i.; F it Reports Help & Training News '!_|||:
Automated Reports > ABC Company ;

These folders contain the reports eServices Customer Reporting has run for you. To view these reports, select the

appropriate folder [Jthen use one of the following 2 options:

Click a report's name to open the report as a docurnent suitable for viewing or printing.

Click E to open a report as a Microsoft Excel spreadsheet,
Click the Help link to learn more about the reports,

:onﬁdenﬁd—@ Foljder
April 2006 |reports contain results through 3.!’31;’200£I

Clairn Experience Report ABC Company 000123456 1004 4/19/2006 9:39:17 AM Report 121 KB

o

Managed Pharmacy Plan Performance ABC Company 000123456 1DD4I 472172006 5:49:14 AM Report 2,876 KB

Claim Expenses by Size of Payment ABC Company Inc 000123456 1004 4222006 9:19:09 AM Report 1,179 KB

Help ‘: o Care Cost Management Surnrnary ABC Company Inc 000123456 1004 4/23/2006 5:54:08 AM Report 5,189 KB

Help @ Membership by Month ABC Company Inc 000123456 1004 4f/24/2006 9:18:04 AM Report 1,669 KB
Help 10 twork Utilization ABC Company Inc 000123456 1004 4/25/2006 7:39:32 PM Report 5,659 KB
Help @ Payments by Benefit Type ABC Company Inc 000123456 1004 4f/27/2006 2:03:31 PM Report 1,854 KB
Help @ Payrents by Month ABC Company Inc 000123456 1004 4/28/2006 1:21:26 AM Report 7,160 KB

Help (] January 2006 (reports contain results through 12/31/2005) Folder

Help 3 October 2005 (reports contain results through 9/30/2005) Folder

Help .__l July 2005 (reports contain results through &/30/2005) Folder

1. Onscreen Help — This text summarizes the steps needed to view, export, and get more help with
automated reports.

2. Delivery Month Folders — These folders contain automated reports delivered during the specified
month. The contents of the most recent folder is displayed automatically. A folder is only generated for
months in which automated reports are delivered.

3. Confidential Reports Folder — This folder contains reports with protected health information (PHI).
The confidential reports are sorted into a separate set Delivery Month Folders within this folder.

4. Period End Date — This dates indicates scope of data used to produce reports in the specified folder.
5. Report - This link opens the results of the specified report.

6. Created Date — The date shown in this column indicate the point in time an automated report was
produced.

7. Type — This column indicates if the item in a specified row is a folder or a report.
8. Total Size — The KB (kilobyte) amounts in this column indicate a report’s file size.
9. Export - This icon converts the specified report into a downloadable .xls (Excel) file.

10. Help — These links open Online Help (see p.27) for automated reports.

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 5
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Custom Reports Screen — Folder Level

Employer eServices®
IReEnrts Home > ECR > Custom Reportsl—@

Select the type of report you want to run by selecting a report category. The category folder will open displaying
all reports available in that category.

Click the Help link to view mare information about a report category.

é) Financial Managed Pharmacy

Help | Help
Medical Membership
Help Help

1. Breadcrumb Trail — The links in the breadcrumb trail provide a path of hyperlinks to previous
screens.

2. Display Style — These icons toggle the screen between displaying content in an icon [shown] or list
format.

Onscreen Help — This text summarize the process of selecting a report category.

4. Report Category Folders — These icons/links open the specified report category (see p.7). Each
folder contains reports with a similar business purpose.

v2.1 S/E © 2006 UnitedHealth Group®, Inc.
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Custom Reports Screen — Report Level

Employer eServices®

. D lome RAutomated Reports [ b Re L DO lp ning lews nls |'_-_||'|'|ii!
Reports Home = ECR > Custom Reports > Financial ; E N

Select the report you want to run. You will be prompted to enter the criteria for your report including specific
dates, your group segment filter or customer segment number and other optional parameters for the report.

Click the report name to produce the report with online editing tools.

Click the Export link to produce this report as an Excel, CSY or HTML document.

Click the PDF link to produce this report as an Adobe PDF document suitable for printing.
Click the Help link toyjew more information about a report.

N

-~ Claim Expenses by Size of .~ Claim Lag Study

“- | Payment ¢ L
Help Identifies the time lapse between the date a
Provides counts of claimants and total claim o service was incurred and the date the claim
payments within incremental, fixed dollar W3 Qrocessed,

ranges. Export  POE

Export  PDE —@

Detail Payment .~ Detail Payment - Non

Help -~ =\ Confidential

Provides check transaction information For 3 Help

payments of A‘SO_and 5C5L-100 c!a“"?s_' Each Provides check transaction information for
transaction contains confidential, individually payments of claims for all Funding
identifiable health information For the arrangements. No individually identifiable
subscriber and claimant associated with the health information is visible on this report.
claim,

Q@

Export POF Expart  PDF

- Largeloss Claim Payments .~ Payments by Benefit Type

o Heb 2 Help

Provides a detailed profile of each claimank for EE Distributes reimbursement amounts based
a specific number of top claimants or above a - upon services offered under a health plan
chosen dollar threshold level. ort  PDE
Export  PDF I_@;I

- Payments By Month . Premium vs Claims - Paid
Distributes reimbursement amounts based on = Provides a monthly comparison between the
the month they are booked to the financial " booked claim expenses and the billed premium.
accounting system Export
Export PDE

1. Onscreen Help — This text summarize the steps for selecting and running a report.

2. Report — These icons/links open the prompt screen for the specified report. The report contains a
single section of output (see p.11). Results are displayed in an online format.

3. Compound Report — These icons/links open the prompt screen for the specified report. The report
contains multiple sections of output (see p.12). Results are displayed in an online format.

4. Description — This text explains the business purpose of the specified report.

5. Quick Export — The Export links open the prompt screen for the specified report or compound report.
Results are converted into .xls, .csv, .htm, or .txt file format. The formats are suitable for viewing in
Microsoft Excel. See page 19.

6. Quick PDF — The PDF links open the prompt screen for the specified report. Results are converted
into a .pdf file. PDF files are suitable for viewing in Adobe Reader.

7. Help — These links open Online Help (see p.27) for the specified report.

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 7
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Employer eServices® |

Reports Home Automated Reports Custom Reports Recent Reports
| Begeets Mo > ECR > Qustom Begerts > Enaocil > Payments By Month
STEP 1: SELECT A CUSTOMER SEGMENT NUMBER OR GROUP SEGMENT FILTER * (Required)
o (e, policy)
Segment Number (Le., polcy) typically containg inf
Avalabie kst or use the Search field to locate & polcy. Help
Search for:
[ Qrma

Avslsbie: Selected:

- == 0N ===
020
OO0
(o000

020000003
{ooooooa1s
(000000108

loocooo 1t x)
1-30 0 944457 b W

< 5 Rkanads

for a of's Full chaimart To select a policy, sing

OR Select a Group Segment Filter
A Group Segment Fiter containg information for & subget of &
This cption allows only ot selection.

Search for:

The fiters b

y's chaimant

Avalabie: Selected:
e PR

CER Filter
Geo Fiter

Savgle Fiter ~
Samgle Group Segment Filter

-«

1-5ofS

Help & Training News

a b
4h moemva separate process. Halp

Tools Logout

|»

by douible-clck it from the

STEP 2: SELECT A DATE TYPE " (Required)

Service dates ndcste when senvices were rendered (Le., & s was indurred).

Sotourting system. You'll select the actual dates (yeorsimonths) after you chck CONTINUL. Ml
This option allows only ore selection.

€ Service Dates

€ Bock Dates

€ Service snd Book Dates

SELECT ADVANCED OPTIONS

are
of your repont (.9, show rents f

‘or “active” eergloyees ooly).

Shiom Advaried Optices
RENAME YOUR REPOR
I you would ke to rename type & new name into the text Field below, and then dick the Rename Report button.
Payments by Morth Rensme Report | —
Chck CONTINUE

Coetiowe |

) s (5 )

B0k dates ndcate whin daim payments e ertered o the financyl

I, These steps let you add more detalds 8o your report (6.9, show the datrbution of renuts by “gender”) andfor narrow the fotus

1. Required Steps — These items set the conditions necessary to run the report. All reports require you to
select the population and time period you want to investigate. Some reports require you to set

additional parameters.

v2.1 S/E © 2006 UnitedHealth Group®, Inc.
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2. Advanced Options — This button displays any optional steps onscreen. Optional steps let you add
more details to your report, limit the report to a more defined subset of the population, or both.

3. Rename field — This field contains the report’s name. The field is editable.
4. Rename button — This button implements any name change entered into the Rename field.

5. Continue — This button processes all the conditions established on this screen. If the conditions to
process the report are all satisfied, the report’s results are generated; otherwise, another set of prompts
are displayed to satisfy the remaining conditions.

6. Cancel — This button terminates the report request.

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 9
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Processing Screen

Employer eServices®

Home Automat

Reports Home = ECR > Custom Reports > Financial > Payments By Month

Your request is processing... Please Wait.,

Report name: Payments By Month
Current status: Running Report

@—Report description: Distributes reimbursement amounts based on the month they
are booked ko the financial accounting system

Please wait or choose one of the Following actions:

= Check status again
= Goto the Recent Reports Page while this report continues to rocess.—@

@— »  Show report details

Cancel

®

1. Name - This is the name of the report for which results are currently being processed.

2. Status Message — This message indicates the reports current position within the overall processing
cycle.

3. Description — This text provides a brief definition of the report’s business purpose.

4. Check Status Again — This link updates the report’s status. The status automatically updates
approximately every 5 seconds.

5. Go to Recent Reports — This link opens the Recent Reports screen (see p.20). The Recent Reports
screen provides access to reports submitted within the past 60 days. Selecting this link does not
interfere with the report currently being processed.

6. Show Report Details — This link opens the Report Details screen. The Report Details screen outlines
the conditions for the report request. Selecting this link does not interfere with the report currently
being processed.

7. Cancel this Request — This link terminates the report request.

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 10
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Results Screen — Reports

File = View v Data ¥ Format = T Last update: 6/12{2006 2:56:51 PM
g a~rp o a[=] s [ 0ks| ]2 3 s [BOE BB w
PAGE-BY: none T 6 ) — % x

Datarows: 7 Data columns: 5

Bioogf( Year/Month o Medical Managed Pharmacy Capitation
(‘ S
Payments v Payments Payments v |Payments v | Payments ¥

2005-07 $2,874,311 $514,447 $52,373 $74 $3,441,204
2005-08 $3,523,784 $518,207 $71,010 $117 $4,113,118
2005-09 $3,257,174 $809,310 $61,680 $95 44,128,760
2005-10 $3,055,719 $550,988 £55,916 $95 $3,662,719
2005-11 $3,330,802 $556,171 54,566 $78 $3,941,617
2005-12 $2,918,793 $531,569 $56,472 $86 43,506,920
Total 418,960,583 $3,481,192 $352,018 $546 $22,794,338

1. File menu - This menu provides access to a report’s file management features—including Save (see
p.16), Print (see p.17), and Export (see p.19).

2. View menu — This menu provides access to buttons and other controls that can be toggled into/from
view. It also provides access to the graphing feature.

3. Data menu - This menu provides access to controls for editing a report’s results—including Sort,
Refresh, and Drill®.

4. Format menu — This menu provides access to the Grid Options dialog box.

5. Toolbar — The toolbar contains a set of graphical buttons that provide one-click access to an array of
dynamic reporting features and other controls. See page 14.

6. Grid — A grid displays the report’s results in a table. See page 13.

1. The Drill feature is only available with Expanded services

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 11
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Results Screen — Compound Reports

Rec s Hel ining _News Tools Logout
ed Pharmacy Plan Performance

Submission| Number Ingredient Sales Cost Net Paid
Tier |Method | of Number of | Cost Paid Dispensing] Tax |Ancillary| Sharing Per Paid
LeveliCateqory |Claimants|Prescriptions |Discounts| Amount Fee  |Amount|Deductible|Coinsurance/Copay| Amount | PMPM | Net Paid |Prescription| PMPM
Retail 8,122 35,505 £746,131 $660,064  $66,150  $495 $0 $253,132 $0 £2.33  $473577 $13.34 $4.36
Tier 1
i 359 1,007 $80,449  $63,626 $50 12 $0 $9,776 $0 $009  $53012 $53.54 $0.50
Retail 5,783 24,527 $422,687 $2,244,477  $40,497 $1,778 $0 $544,030  $1,471 $5.02 $1,741,251 $70.99 $16.03
Tier 2
A 530 1,631 $127,382 $570,055 §75 436 $0 $57,690 $0 $053 $512476  §31421 $4.72
Retail 3,276 9,177 $159,536 $844,133  $15,241  $500 $0 $292,566  $2,607 $2.72  $564,702 $61.53 $5.20
Tier 3
e 219 473 $61,763 $219,204 §75 439 $0 $24,114 $0 $022 $195204  $412.69 $1.80

Employee
Ingredient Sales Cost Net
Number of| Number of | Cost Paid |Dispensing Tax | | Ancillary | Sharing Met Paid Per | Paid
Level | Claimants | Prescriptions |Discounts|  Amount Fee Amount |Deductible|Coinsurance/Copay| Amount PMPM Net Paid | Prescription | PMPM
Tier 1 8,258 36,512 $826,579  $723,600  $66,200  $507 0 $£262,908 0 $2.42  $527,490 14,45 §4.86
Tier 2 | 6,040 26,158 $550,068 $2,814,532 $40,572  $1,814 $0 $601,720  $1,471 $5.55 $2,253,728 $86.16 $20.75
Tier 3 3,395 9,650 $221,298 $1,063,337| $15,316  $539 $0 316,680  $2,607 £2.94 759,905 $78.75 $7.00
d Ph Plan Performance - Sub Is by Tier

[ Net
Number of | Number of ‘ Cost Paid | Dispensing | Ancillary |Cost Sharing | . ‘ Net Paid Per | Paid
Claimants | Prescriptions | Discounts | Amount | Fee Amount |Deductible|Coinsurance/Copay| Amount PMPM | Net Paid | Prescription | PMPM

10,239 72,320 $1,597,946  $4,601,559 $122,088 2,860 £0 $1,181,307  $4,077 $10.91 $3,541,123 $48.96 $32.60

Ingredient |

i ph Plan Performance - Total

1. File menu - This menu provides access to all features available for compound reports—including
Print (see p.18), Export (see p.19), Refresh and Re-prompt.

2. Toolbar — The toolbar contains a set of graphical buttons that provide one-click access to the Print,
Refresh, Re-prompt, and Export features.

3. Report Section — Each section of a compound report is actually an individual report that can be
opened separately via a link located below it.

4. Section Hyperlink — This hyperlink opens the specified section of the compound report. Once a
section is opened, it can be formatted and manipulated using the full array of menu and toolbar options
common to most reports.

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 12
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Results Screen — Report Grid

Managed Pharmacy Capitation
Payments Payments v Payments v |Payments v | Payments v
2005-07 $2,874,311 $514,447 $52,373 $74 $3,441,204
2005-08 a e $3,523,784 $518,207 $£71,010 $117 $4,113,118
2005-09 _@ $3,257,174 $809,810 $61,680 $95 $4,128,760
2005-10 @— $3,055,719 $550,938 $55,916 $95 $3,662,719
2005-11 $3,330,802 $556,171 $54,566 $78 $3,941,617
2005-12 $£2,918,793 $531,569 $56,472 $86 $3,506,920
Total $18,960,583 $3,481,192 $352,018 $546 $22,794,338

1. Attribute — An attribute classifies a set of related values. For example, Book Year/Month is an attribute
used to categorize a set of dates in which a claim was booked to the financial accounting system.

2. Values — A value identifies an exclusive subset of data. For example, 2005-07 is a value used to
identify the year (2005) and month (07) in which claims were booked to the financial accounting
system.

3. Metric — A metric is a measurement used to calculate report results (i.e., calculated values).

4. Calculated Values — Calculated values are the results of the report’s measurements (i.e., metrics).
Calculated values are computed for any subsets of the population (i.e., values) displayed in the report,
and are often shown in aggregate (i.e., grand total).

5. Sort - This button opens the Sort dialog box. The dialog box has controls for orientating results in
ascending or descending order by up-to-3 attributes/metrics.

6. Move — These buttons reposition items within the report grid.

7. Pivot — This button switches specified items from the columns to the row of the report, and vice versa.
Each attribute has its own pivot button; metrics, however, share a single pivot button.

8. Page-by — This button pulls a specified item from the report and place it into the Page-by Axis panel.
The panel has controls to view results one value/metric at a time. Each attribute has its own page-by
button; metrics, however, share a single page-by button.

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 13



Employer eServices’

Your Suite of Administrative Services

Results Screen — Toolbar
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Report Toolbar

Bgla~Rpua B[z 4 o0 ||| 5 e 3

I EEEEERY

Compound Report Toolbar

Button Name Function

= Save Opens the Save As dialog box (see p.16). This option saves the
report as a template or as a “static” copy.

Eﬁ Print Opens the Print Options screen (see p.17). The screen contains
options to create a printable version of the report.

L™ Undo Returns the report to a previous state by reversing the effects of
one or more commands.

| Redo Provides the opposite function of undo. If a command is undone, it
can be reestablish by selecting redo.

Refresh Re-executes the report against the records in the database.

@ Reprompt Opens the Prompt screen (see p.8). Re-prompting provides the
ability to change the original reporting conditions.

-Ll:ﬂ Export Opens the Export Options screen (see p.19). The screen contains
options to extract results into a Microsoft Excel file.

= PDF Opens the PDF Options screen. The screen contains options to

create a version of the report viewable in Adobe Reader.

im Swap Rows and | Switches attributes/metrics from the report’s columns to its rows,
Columns and vice versa.

X Toggle Totals Show/hide totals (or any calculation added using the edit totals
feature) from the report grid.

X Edit Totals Opens the Edit Totals dialog box. These options provide the ability
to add one or more of the listed calculations into the report.

%4, Sort Opens Sort dialog box. Sorting orientates results in ascending or

. descending order by up-to-3 attributes/metrics.
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At-a-Glance
eServices Customer Reporting

Button NETggl Function
n Drill Opens/closes the Drill panel. Drilling digs beneath the initial
. results to identify underlying details, or generalize your answer set
by regrouping results into broader categories. The “Advanced
Drill” option provides the power to add more details to your report.
This feature is only available to customers with Expanded services.
BEE Grid Displays results in a table.
Hﬂ Graph Displays results in a bar graph.
Loll Grid and Graph | Displays results in both a table and bar graph.
{Custom) - Style Provides various pre-set styles that alter a grid's color and font
schema.
E Banding Highlights every other row in a report grid to visually separate
rows of data.
i Outline Stratifies information contained in a grid by creating levels by
- which the report can be viewed separately.
Thresholds Toggles threshold amounts on the report between a visual alert

system and the actual calculated amount.

Attribute Forms

Reveals the actual names of attributes merged to appear under a
single heading in the report grid.

Merge Column

Creates a single cell for items that are listed repeatedly across the

Headers column headings.

[H] Merge Row Creates a single cell for items that appear listed repeatedly across
Headers the row headings.

5 Lock Column Keeps the report's headings onscreen while you scroll vertically
Headers through results.

F Lock Row Keeps the values in the leading row onscreen while you scroll
Headers horizontally through results.

E Page-by Axis Opens/closes the Page-by panel. The panel contains tools to view

results by each value of a specified attribute. You can also pull all
metrics to view results one metric at a time.

Report Filter

& Opens/closes the Report Filter panel. The panel contains a
summary of the conditions used to run the report.
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Save Options Screen

| Reports Home > ECR > Custom Reports > Financial > Payments By Month

Save As [ 2]

@—Sa\re in: IManage Your Report Templates ;I D,—(a

This Folder is empty. -

@_

Mame: ®—| Sayments By Month | | OK |—(:ED
Descripti@_ Distributes reimbursement amounts based on ~ Cancel

the month they are booked to the financial
accounting system ¥
¥ Keep report prompted.

Advanced Options...

o g b~ w D

Save In — This field/menu is used to identify the location in which the report will be stored. The
location is editable.

Create New Folder — This button creates a subfolder within the folder specified in the Save In field.
Folder Contents — This area displays the names of reports/subfolders saved in a specified folder.
Name — This field contains the report’s name. The field is editable.

Description — This field contains a brief definition of the report. The field is editable.

Keep Report Prompted — This checkbox determines if the report will be saved as a template
(selected) or as a static copy (deselected).

Advanced Options — This link opens a set of conditions that make it possible to override the system’s
default Save settings.

OK - This button saves the report based upon the conditions set on this screen.

Cancel — This button closes the Save Options screen without saving the report.
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Print Options Screen

Employer eServices®

Print options

Payments By Month

Header and Footer: _
| Edit Custom Settings —@

Scaling:
@ adjust Font to [100 %4 of original size

¢ Fit to page: _®

V' allrows
V' all columns

¥ Print cover page with filker details —@
v Expand all page-by fields when printing —@

Hide advanced options —@

Paper size, orientation and margins should correspond to the browser settings.:

Crientation:

& Portrait —@

' Landscape B

Paper size: ILetter 8.5" x 11" ;l—@

Margins (Inches):
Left: Right:
[ o5
Top: Bottom:
|Il5 0.5

Maximum footer size (Inches): |5.U
I™ Do not prompt me again.—@ @— Show Printable Yersion

1. Header and Footer — This option contains a tool to modify content in the header and footer. Click
Edit Custom Settings to open the utility.

2. Scaling — These options adjust the PDF's font size in order to fit the paper size.

3. Print Cover Page with Filter Details — When selected, this option includes a report's filter details in
the exported file’s output. Filter Details include any limits applied to a report's data..

4. Expand all Page-by Fields when Printing — When selected, this option includes all iterations of a
report’s page-by selections. If not selected, only the iteration currently displayed appears in the
printable file. This option only appears when a page-by selection is made.

5. Show/Hide Advanced Options — This button alternately shows/hides options print options 6-10.
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Print Options Screen

6. Orientation — This option sets the manner in which the report is oriented on the printed page.
7. Paper Size — This option sets the size of the paper on which the report is printed.

8. Margins — This option sets the amount of white space between an edge of the paper (left, right, top and
bottom) and the printed content.

9. Maximum Header Size (inches) — This option sets the maximum amount of space, below the top
margin, devoted to any header content.

10. Maximum Footer Size (inches) — This option sets the maximum amount of space, above the bottom
margin, devoted to any footer content.

11. Do Not Prompt Me Again — This checkbox provides the option to set the options selected from this
screen as the default options for printing a report.

12. Show Printable Version — This button opens a printable version of the report in a browser window.
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Export Options Screen

Employer eServices®

Export Options

Payments By Month

Export; | Whole report ;’—@

€ Excel with plain text
s file Format

@ Excel with formatting _®

' HTML

" Plain text Delimiter: |C0rnrna -]

C Export metric values as textm —@

r Export headers as text® —@

V¥ Expart Filter details —@

O Expand all page-by fields® —@

V' Rremove extra column From exported gride) —@

(1) Excel only
{2) Excel with Formatting only

™ Do not prompt me again. @— Export

1. Export — This menu determines the portion of the report that will be exported.
* Whole Report
» Portion Displayed Only

2. Export Grids To — These options are used to set the file format into which results are converted.

3. Export Metric Values As Text — This checkbox provides the option to format metric values (i.e.,
calculated results) as text for reports exported to Excel.

4. Export Headers As Text — This checkbox provides the option to format the contents of a report's
headers as text for reports exported to Excel.

5. Export Filter Details — This checkbox provides the option to include a report's filter details in the
output of your exported file. Filter Details include any limits applied to the report’s data.

6. Expand All Page-by Fields — When selected, this option includes all iterations of a report’s page-by
selections. If not selected, only the iteration currently displayed appears in the exported file. This
option only appears when a page-by selection is made.

7. Remove Extra Column From Exported Grid — This checkbox provides the option to automatically
strip excess columns from reports exported to Excel with formatting.

8. Do Not Prompt Me Again — This checkbox provides the option to set the options selected from this
screen as the default options for exporting a report.

9. Export - This button initiates the process of exporting the report based upon the options selected from
this screen.
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Recent Reports Screen

Employer eServices®

rks Home > ECR > .. > Membership By Month > Recent Reports

| Name . | Status .~ ;Message Creation Time ¥
& Membership B Mnnth—@ Running Report —@ 6/12/06 9:11:44 AM
Managed Fharmacy Flan 06
g Hene ed Pharmacy Plan Ready 6/12/06 9:06:05 AM
erformance
Managed Pharmacy Plan 07
it Performance - Detail BIZ/A6 98205 AM
Managed Pharmacy Plan 07
it Performance - Subtotals by Tier 6/E2/86 90304 A
Managed Pharmacy Plan —
~0d Performance - Total 6/ 1206 BTN M
g Payments By Month Ready 6/12/06 9:01:23 AM
=)

Payments By Month Error 6/12/06 9:00:37 AM

1. Status Icons — These icons indicate:
»  Whether the report is comprised of one section of output or multiple sections of output.
»  Whether the report is still processing or has finished processing.
»  Whether the report is ready for viewing after it finished processing, or if a processing error
occurred.

2. Report Links — These links open the Results screen (see p.11) for a specified report.

3. Status Messages — These messages indicate a reports current position within the overall processing
cycle.

4. Quick Export — This button opens the Export Options screen (see p.19) for the specified report. The
Export Options screen contains features to convert the report into a file format suitable for viewing and
editing in another software application (e.g., Microsoft Excel).

5. Quick PDF — This button opens the PDF Options screen for the specified report. The PDF Options
screen contains features to convert the report into a file format suitable for viewing in Adobe Reader.

6. Report Details — This button opens the Report Details screen for the specified. The Report Details
screen references the conditions used to run the report and produce its results.

7. Remove checkbox — These checkboxes provide a means to manually select reports for removal from
this list. Works in conjunction with the Remove button.

8. Remove button — This button deletes reports selected to be removed from this list. Works in
conjunction with the Remove checkboxes.

9. Refresh — This button updates the status of all reports in this list.

10. Clear All — This button clears all reports from this list. Confirmation is required before reports are
deleted.

11. Show/Hide Child Reports — This button reveals information regarding each section of a compound
report—including each section’s processing status.

v2.1 S/E © 2006 UnitedHealth Group®, Inc. 20



Employer eServices’ At-a-Glance

eServices Customer Reportin
Your Suite of Administrative Services P 9

Reporting Tools Screen

Employer eServices®

Home Automated Reports Custom Reports Recent Reports Help & Training New Tools Logout

Group Segment Filter

Group Segment Filters make it easier to run reports on pre-defined portions of your organization. Do you want reports that focus on one part
of your organization (e.qg, hourly vs.salaried employees, East Coast vs West Coast, etc)? Leverage the business units you defined during case installation as "
customer structure " to create Filters that identify one or more of these units, Then, use the filters to create the Focused reports you need.

Note: JF you are unfamiiar with customer séructure values associated with your group, please contact your account representative.

Learn how o create and use Group Seament Siters...

Create or modify a Group Seqment Filker ;

Report Templates

If you save a custom report you have run as a template, you can rerun it, at any time, and modify your original selections to create a
similar report with an entirely different set of results. For example, imagine you created a report showing last month's medical payments For your
retirees. You knew you'd need to run a similar report each month throughout the vear, so vou saved that report as a template, (Good idea.) Thanks to that
little extra work up-front, now all yvou'll have to do is run your template each month and adjust the dates to reflect the most current month of data,

‘iew and manage your report templates

Learn how to create and use templates. .. @
Preferences

Preferences let you modify the system’s default settings for exporting, printing and viewing your custom reports. Is the screen's font size
too small? Do vou want more rows of results to show up on a single screen of your custom report? How about exporting without having to fill out the same
options every time you do? Preferences lets you adjust all of these settings...and many mare...to best suit your needs.

Modify Preferences

Learn more about preferences...

1. Create a Group Segment Filter — This section of the Reporting Tools screen provides access to an
editor for creating and managing Group Segment Filters. Typically, Group Segment Filters identify
one or more discrete business units within an overall policy/group. See page 22.

2. Manage Report Templates — This section of the Reporting Tools screen provides access to a portion
of the reporting application that stores saved custom report. If a custom report is saved as a template, it
maintains all the prompt selections made when the report was originally run. The template can be
reused, and its prompt selections modified, to create similar reports with an entirely different set of
results. See page 25.

3. Set Preferences — This section of the screen contains a link to a tool for modifying the default or
existing settings for several categories of reporting features. The changes can be applied to all reports
or limited to the current report. See page 26.
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Group Segment Filters — Screen 1

Employer eServices®

Reports Home Automated Reports Custom Reports Recent Reports Help & Training News Tools Logout
ECR > Group Segment Filter

Create New Group (Pent Filter (?

(*IName: I Description: ] Create I—@
Search For Existing Flllu@—l ﬂ,—@

06/12/2006

x (@) Sample Group Segment Filter

* Total Filters In This Folder: 5

Sort list: Click on My Filters or Modified column labels to sort.

-‘

Your Filter Inbox is empty.

* Total Filters In This Folder: 0

Sort list: Click on My Filters or Modified column labels to sort.

1. Name - This field is used to enter a name for a new Group Segment Filter.

2. Description — This field is best used to enter a summary of the conditions used to identify the Group
Segment Filter’s population.

3. Create - This button opens a screen that contains the tools for defining a segment of the population.
See page 23.

4. Search field — This field provides a means to locate a filter within the list of My Filters. Type the
partial or full name of the item into the Search field. The field works in conjunction with the Search
button.

5. Search button — This button implements a look-up of the item entered into the Search field.
6. Delete — This button deletes the specified filter from the table.

7. Copy — This button opens a screen to rename and describe the filter. All the conditions used to define
the population of the original filter are maintained in a renamed copy.

8. Edit - This button opens a screen containing the conditions set for this filter. Any of those conditions
can be changed to alter the population defined by this filter.

9. Description — The description listed here is the one entered when the filter was created.
10. Modified Date — This date indicates when the filter was initially created or last edited.
11. My Incomplete Filters — This table lists Group Segment Filters that require further input.
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Group Segment Filters — Screen 2

Employer eServices®
Reports Home Automated Reports Custom Reports Recent Reports Help & Training News Tools Logout
ECR > Group Seqment Filter

Step 2 @ @

L] & © 5=

Attributes Oper:itors Elements Elenients
@ Customer Segment Number
# Subgroupl o
® Subgroup2
9 Plan Variation

#® Report Code

® Franchise Code 1
® Franchise Code 2

SOMmer seqiment moer equais DL 2 @

X Subgroupl Equals A4
(12)

1. Attributes — These radio buttons reflect the various levels of customer structure from which
expressions are built.

2. Operators — An operator is a mathematical function. It creates the logical connection between an
attribute and its selected elements to form an expression.

3. Elements — This field lists all values associated with a specified attribute.

4. Add to Selections — This button moves highlighted items from the Elements field into the Selected
Elements field.

5. Deselect — This button moves highlighted items from the Selected Elements field back into the
Elements field.

6. Selected Elements — This field lists elements picked for this expression.

7. Search field — This field provides a means to locate an item within the list of Elements. Type the
partial or full name of the item into the Search field. The field works in conjunction with the Search
button.

8. Search button — This button implements a look-up of the item entered into the Search field.
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Group Segment Filters — Screen 2

10.

11.

12.
13.
14.

15.
16.

17.

Append - This button finalizes the current expression and adds it to an Expression Group.

Expression Group — An Expression Group consists of one or more expressions. The first expression
listed within the group must identify a Customer Segment Number (i.e., policy/group).

Expression — An expression defines an identifiable portion of the population. It is comprised of an
attribute, an operator, and one or more elements.

Add Attribute — This button/link enables another attribute to be added to the Expression Group.
Delete Expression — This button removes a specified expression from the Expression Group.

Add New Expression Group — This button opens another Expression Group. This feature is useful for
creating a filter for multiple subsets of a policy/group.

Delete Expression Group — This button removes the Expression Group from the filter.

Save Group Segment Filter —This button finalizes the filter based upon the conditions set on this
screen.

Cancel — This button closes this screen without implementing any changes to the filter.
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Manage Report Templates Screen

Employer eServices®

[ Reports Home > ECR > Manage Your Report Templates

Locate and open the report template you want to run. Templates let you re-run reports, at any time, and modify your
original selections to create a similar report with an entirely different set of results.

Click the report name to produce the report with online editing tools and the option to save the report as a template.
Click the Export link to produce this report as an Excel, CSV or HTML document.
Click the PDF link to produce this report as an adobe PDF document suitable for printing.

Learn how to create and use tem Iates—®

Sample Folder _~ Sample Report Name

e = H_BIE
This Folder and its description were created while - This description was created while saving the
saving a report. A folder can contain templates report, The template contains the original
and subfolders, conditions used to run the report, These

report For a different population, time period,

conditions can be modified to create a similar
d;) ete,

1. Onscreen Help — This text summarize the steps needed to select, export, and get more help with report
templates reports.

2. Edit Display — These icons toggle the screen between displaying content in an icon or list format.
3. Learn How to Create and Use Template — Opens Online Help for using a template to run a report.

4. Folders — These icons/links open the templates and subfolders saved within it. Folders are created
while saving a report as a template.

5. Report Templates — These icons/links open the prompt screen for the specified report. The report
contains a single section of output. Results are displayed in an online format.

6. Description — This text explains the purpose of the specified folder/report.

7. Quick Export — The Export links open the prompt screen (see p.8) for the specified template. Results
are converted into an .xlIs (Excel), .csv (comma separated value), .htm (hypertext markup) or .txt (text)
file format. All of these file formats are suitable for viewing in Microsoft Excel. See page 19.

8. Quick PDF — The PDF links open the prompt screen for the specified template. Results are converted
into a .pdf file. PDF files are suitable for viewing in Adobe Reader.
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Preferences Screen

Employer eServices®
Reports Home Automated Reports Custom Reports Recent Reports Help & Training News Tools Logout
| Rep: 1 ECR > .. > Custom Reports > User Preferences @
PREFERENELES Grid display
= General
= Folder browsing Grid style: [Use the format stored in the repart definition ~ |
« Geid display Mote: Selecting "use my selected default grid style” will disable all custom grid formatting in Reports.
» Graph display [—j
i i | Squares -
« print Default grid style: | Squ.
* Expart Maxdimum rows in grid: ISD
« EDF
= Drill mode Maximum columns in grid: |10
= Prompts
» Change Password Show attribute form names: |Read from report = I

¥ Show pivet buttons

V¥ show sort buttons

I¥ Enable sorting by attribute forms that are not displayed on the grid
¥ autematic page-by

V¥ use images for depicting expand and contract in outline mode

@—— Apply |App!y to all projects on the current server ;'—@ @— Load Default Values |

1. Category links — These links open the adjustable settings for a specified feature.

2. Settings — These are the adjustable conditions for a specified category.

3. Apply button — This button implements the settings for the specified category. The scope of this
change is determined by the option selected from the Apply menu.

4. Apply menu - This drop-down menu provides two options for implementing any adjustments made to
a category’s settings:
» To All Projects — Applies the settings to all existing and future reports.
» To Current Project — Applies the settings to the report presently open.

5. Load Default Values — This button reverts all the category’s setting to the original selections/amounts.
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Online Help

Employer eServices®

Online Help: eServices Customer Reporting

HOME | FAQS | KNOWN ISSUES | RELEASE NOTES

CUSTOMER REPORTING ONLINE HELP

Online Help provides quick and accurate answers to your questions regarding eServices
Customer Reporting.

How to Find an Answer

Use the tabs at the top of the screen to navigate through the rmain content areas of Online Help.
Content is divided into the following categories:

» Home—contains general contact information, frequently asked questions (FAQs), a list of
known issues, and release notes.

Reports—defines and details each report.

How To—step-by-step walk through of the reporting tool's features and functions.
Glossary—defines the attributes, values and metrics found in your reports.
eLearning—enhance your skills with a self-quided, online customer reporting tutorial,

Reference—view and print sample reports, quick-start quides and other support
®— docurnentation,

Need More Help?

If you still have questions after consulting Online Help, toll-free assistance is available 24-
hours-a-day 7-days-a-week by calling the Employer eServices Custorner Support line at:

1-800-651-5465

If you have a report or data related issue, e-mail your questions to eServices Customer
Reporting End User Support at:

CustRept_Help@uhc.com
To better serve you, please include the following in you e-mail:

» A detailed description of the issue.

® An attached copy of the report.

e 4 list of the parameters used to run the report, including the population, dates, and any limits
you've applied via the "Filter On" prompt or report specific prompts.

POWERED BY INGENIX ™

1. Help Topic tabs — These tabs open the main page for the specified topic.
» Home — Contains general contact information, frequently asked questions (FAQs), a list of known
issues, and release notes.
» Reports — Defines and details each report.
» How To — Provides a step-by-step walk through of the reporting tool's features and functions.
» Glossary — Defines the attributes, values and metrics found in your reports.
» eLearning — Provides ways to enhance your reporting skills with self-guided, online tutorials.
» Reference — Provides access to downloadable support materials.

2. Secondary Navigation — These links reference the subtopics available within a chosen help topic. The
links open help content for the specified subtopic.

3. Help Content — This area of the screen contains the supporting text for the specified topic.
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