
Instructions For Running Reconciliation Report  
 
To create your Reconciliation Report have your Billing Statement with you.  

 
To navigate to the Reconciliation Report Page sign into NYBEAS and follow the menu 
path below: 
NYBEAS Reports  Agency Reconciliation Report 
 
Enter the Account Number from your Billing Statement into the Department field on 
the search page and click on the Search button.  

 
 
  



Once you have entered your Account Number you will see the following page: 

 
On this page you can select the option desired to create the Report.  
 
First, you can pick a format of how it will be outputted. 

 
 HTM (HTML) - For viewing your report directly in the current browser (e.g. 

Microsoft Internet Explorer, Firefox, Safari, etc..). 

 PDF - For viewing your report in Adobe Acrobat Reader. 

 XLS - For viewing your report in Microsoft Excel (selected by default). 
 
  



Next you have an option of entering a billing statement date: 
 
To enter a billing statement date click on the  checkbox option: 
 
Note : if the billing statement date option is not checked the report will default to today’s 
date. 

 
This will open up the Statement Date field: 

 
In this field enter the Statement Date from the Billing Statement. 

 
  



Once you have finished selecting your report options select the Process Report Button. 

 
Report processing times will vary from agency to agency depending on the number of 
enrollees in your agency. 
 
If a report takes longer than anticipated you may receive the following message on the 
screen:  

 
You can check back to this page periodically until report completes and you no longer 
see the message upon entering the page. 
 
*Only one report can be ran at a time.  Once the report has completed, if you need to 
run another for an additional agency this process can be executed again.   



The final step of the Reconciliation Report process is obtaining your copy. This can be 
done by downloading the file from the url link provided in the Report Repository. Click 
on the url and the report will open for your viewing. 

 
 
For those users who have chosen the .xls (Microsoft Excel) format option, the following 
message may display (particularly Excel 2007 users): 

 
If so, just click yes to open the file.  


