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Group ID

Subgroup ID

Group Name

To Inquire on Billing activities,
begin by navigating to the

| ]

)

| | )

* This field is required

Subgroup Name

l [] Active

Subgroup: All Subgroups

+This field is required

RESET m

Consolidated Reports Group Reports Subgroup Reports

- Data Range is optional. If not specifiad will default to the last 3 months worth of processed invoices

Group: Total Balance: £3189.76
From Date To Date
| mm/dd/yyyy (m] ] | mm/dd/yyyy l SUBMIT

Billing section.

Fill in the required fields, shown
with a Red sidebar. Once
populated, select Search.

The results default to display All
Subgroups, however, this can be

Consolidation Name Consolidation Invoices

I

3

Parent Subgroup

1001

Start Date

07/01/2021

End Date

09/30/2021

Status

If you wish to view additional details or download a report, select the caret icon to expand that
specific Consolidation.

| Consolidated Reports

Group Reports | Subgroup Reports

adjusted by clicking on the
Subgroup.

The Date Range defaults to
display the last 3 months worth

Consolidation Name Consolidation Invoices

3 1001
Invoice # Invoice Type/Name Start Date
CNS000073 nvoice 09/01/2021
CNS00007 nvoice 08/01/202
CNS00007, nvoice 07/01/2021

1-3 0f 3 Records

Parent Subgroup

Start Date End Date
07/01/2021 09/30/2021

End Date Total Invoice Count Invoice Amount

09/30/2021 $3189.76

08/31/2021 $3218.04

07/31/2021 $3161.48

Status

Remaining Balanca
$3,189.76
$0.00

$0.00

of processed invoices, but you
can alter this by selecting a
specific From and To Date.

If a Consolidation exists and you
have authorizations for all the
Subgroups that are part of the
Consolidation, the Consolidated
Reports tab will display.
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Subgroup: All Subgroups

Total Balance: $3139.76

Group:
From Date To Date
| mm/dd/yyyy [m] I | mm/dd/yyyy ] SUBMIT
2] - Date Range is optional. If not specified will default to the last 3 months worth of processed invoices

If you wish to Download a Billing
— Report, select the caret icon to
expand that specific Consolidation

Group Reports Subgroup Reports

| Consolidated Reports

Consolidation Name Consolidation Invoices Parent Subgroup Start Date End Date Status

3 1001 07/01/2021 09/30/2021

If you wish to view additional details or download a report, select the caret
icon to expand that specific Consolidation.

Consolidated Reports |  Group Reports | Subgroup Reports

Click on the individual invoice you
Consolidation Name Consolidation Invoices Parent Subgroup Start Date End Date Status — are |00klng tO download and begln

i Do 3
- D9 §

3 1001 07/01/202 09/30/2021
the popup kflow.
Invoice # Invoice Type/Name  Start Date End Date Total Invoice Count  Invoice. Amount Remaining Balance SRS sl
o) | CNS000077 nvoice 09/01/2021 09/30/2021 $3189.76 $3189.76
CNS00007 woice 2 08/31/2021 $3218.04 €000
cnso0007 g 5316148 s0.00
1.3 013 Records 1

When the Download popup appears, work through each
section to download the report

Download Invoice X Download Invoice x Download Involce

Parent Subgroup ID. 1001 Parent Subgroup ID: 1001

o PDF — will download instantly
. XLS and CSV - will become

dation Name:

censooodll sice & €NS00007
Invoice rvoice T) Invoice fveies
(09/01/2021 - 09/30/2021) invoice Dato: €09/01/2021 - 08/30/2021) B (onfoEe oameremn ava i I a b I e Wit h i n th e My
include Please select & repart type to view Download Options
Include Please select a report type to view Download Options Include Please select a report type to view Download Options Reports ta b an d can be
DARD BILLING REPORT © sT4NDARD BILLING REFORT
downloaded from that

O nvoice

Download As

Download As Download As [. P Oesv

section

Reports will be availabie under My Reports’

o~ Om O
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My Reports

Reports Download

TEST RAINBOW | SIGN OUT |

. Sr.No. Group ID - Subgroup ID Report Name Report Type Request Start Dats Request End Date
1234 - 1001 Admin Consolidated 09/01/2021 09/30/2021
—=
|: | In Process
Sr. No, Group ID - Subgroup ID Report Name Report Type

No results
In process reports are shown if

o)

INVOICES My KBPOITS  HISIOMICE! KEPOMTS  EBIll AUH PayMent Kegistraton

My Reports

Reports Download

St No. Group ID - Subgroup ID Report Name Report Type Request Start Date
1234 - 1001 Admin Consolidated 09/01/2021
In Process
St No. Group ID - Subgroup ID Report Name Report Type

No results Yet
ess reports are shown if reports are not ready for downioad

B 322£203E9cCBCO2 7ip

Request End Date

09/30/2021 Download

Request Start Data

Once you have successfully
completed the Download popup
workflow, navigate to the My Reports
tab within the Billing section.

All reports that are ready to
Download will appear within the
Reports Download section.

Selecting Download for the invoice
you wish to save will begin the
download process on your computer.

Once the file is ready to view, you can
select the icon at the bottom of your
browser or navigate to your
Download folder.



