Instructions For Running Reconciliation Report

To create your Reconciliation Report have your Billing Statement with you.
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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.

Agency Reconciliation Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value \

Department: begins with v | 00001

A

Search I Clear |ag§ng Search ) Save Search Criteria




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

[ Apency Reconcillation Report

Department 00001 NS Parent Dafaull Depaimeant

Report Format | POF | I check box to enter a billing statement date *

Process Report ]

Report Hepositorny

Customize | Find | View A

Mo Reconciliation Reports Exist For This Agency

1 The available Formats that the reports are produced in ane

® HTM - Forviewing your repor diractly in the current browser (g.0. Microsoft Internet Explorer).
® POF - For viedang your repor in Adobe Acrobat Reader.
® LS - Forviewing your report in Microsoft Excel

2 This checkbox opens up the dafe field to be used for running the repors against the appropriate billing statemeni date
Ifthie field ks lett unchecked the coverage end date is defaulted to today's date

" The Reconciliation Repord may confain some discrepancies when compared to the billing stalement due 1o refroactive
changes that may have baen made 10 an ennolles’s benefts

" Please Mote that reports will only remain on our system for 30 days. So make sure you keep a copy for your own
archival purposes.

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.

[ haency Reconciliation Report

Department 00001 MNYS Parent Default Dapartment
—_—
Report Format | #LS ~ [¥] Check box to enter a billing statement date
HTM
Process| por Statement Date Wy
e

e 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.

[ Apency Reconciliation Report |

Department 00001 NS Parent Default Depariment

Report Format ¥LS e %cmmutnmamunmma z

Process Report ]

This will open up the Statement Date field:

[ Agency Reconciliation Report |

Department 00001 MYS Parend Default Departrment
Report Format ¥LS v|' [ check box to enter a biling statement date 2
Process Repot | Statement Date 030772011 |5

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

Staterment Murmber: 421 Page: 1 of 3
Staternent Date: 0072011 e

Agzourt Murnber: 0001

Send payment o Employee Benefits Division
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Mew ¥ork, WY 10008-3801




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

[ Agency Reconciliation Report |

Department 00001 MY'S Parent Defaull Depanment
i
Report Format  ¥LS | [¥] check box to enter a billing statement date *
Process Report 4 Staternent Date 0072011 |y

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:

Report Format *LS v| " [Jcheck boxto enter a biling statement date

Process Report

Due to the size of your agency this process is going to take some more time, please check
back in a few minutes.

Report Repository Customize | Find | View Al |

Mo Reconciliation Reports Exist For This Agency

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.

[ Agency Reconciliation Report |

Department 00001 NYS Parent Defaull Department

—11
Report Format FOF |3 [T check box to enter a billing statement date

Process Report |

Reporl Reposilong

UFL File Size Reouest DateThne Fan Time

Bﬂﬂnwm.ﬂ.&‘ﬂf kb 0471 22011 2:33PM 27 sec

W

1 The avallable Formats thal the reporls ane produced in are:

& HTM - Forviéwing your réport directly in the currént browser (@.g. Microsoft Intérnal Explarar)
* PDF - Forviewing your report in Adobe Acrobat Reader
® ¥ 5 - Forviewing your repor in Microsoft Excel.

Z This chatkbox opens up the date Neld o be used for running e reports against the appropriate billing statement date
Ifthis field is left unchecked the coverage end date is defaulled o loday's date

* The Reconciliation Report may contain some digscrepancies whan compared 1o the billing statemant due 1o retroactive
changes that may have been made 1o an enrolles’s benefits
"™ Please Mote that reports will only remain on our system for 30 days, So make sure you keep a copy for your own

archival purposes

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

Microsoft Office Bxcel 1 |

Thee: File: you are brying bo open, Fecon_Rpt 00022 _634%44.2ds", isin a different format than spedfied by the file exbension. Yerify that the file is not
corrupted and & from a brested source before opening the file, Do you want bo open the fle nos?

[ ves | [0 ] | neo |

If so, just click yes to open the file.




