Examples, Viewing Tips & Navigation Help

There are many different ways users are able to sort, filter and group data using the new bill viewer.

Moreover, the interface has similar functionality as Excel and allows users much more flexibility.

When the user logs in, this is the screen/components that appear:
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Deiete? Report Bill Gm_ug Bill Penod Accounting Penod  Cost Centet Flle Type
° User Call Summary ACCTS 13114 103031-533041-40 - PAUL L FOSTER SOM A. POF L
° Jser Call Summary ACCTS 1431114 133018-533063-40 - DEVELOPMENT PAUL L POF 02/07/201
° ACCTS 13114 103048-533061-10 - CLINIC AND BASIC SCI POF 02/07/201 L
o AccTs 138 533101 - GME ELP POF 0207201
° ACCTS 3114 103085-533048-20 - BIOMEDICAL SCIENCE. POF 02/07/201 L
° ACCTS 13114 103074-533302-20 - CTR OF EXC IN CANCE. POF 02/07/201
° ACCTS 13114 103061-203201-60 - BUSINESS AFFAIRS ELP  POF 02/077201
° ACCTS 13114 183054-533101-40 - GME ELP POF 02/07/201
° ACCTS 13114 133018-533041-40 - PAUL L FOSTER SOM A. POF 02/07/201
° ACCTS 13114 103077-533317-20 - CTR OF EXC DISEASE POF 02/077201
° ACCTS 13114 103037-533371-10 - EL PASO MEDICAL POF 02/077201 L
° ACCTS 13114 103061-203201-60 - BUSINESS AFFAIRS ELP HTML 02/07/201
a ACCTS 13114 183054-533101-40 - GME ELP HTML 02/07/201
(-] ACCTS 131714 103037-533371-10 - EL PASO MEDICAL HTML 02/07/201
° ACCTS 113114 103085-533048-20 - BIOMEDICAL SCIENCE. HTML 02077201 L
° ACCTS U314 133018-533063-40 - DEVELOPMENT PAUL L. HTML 02/07/201
° ACCTS 13114 103048-533061-10 - CLINIC AND BASIC SCI HTML 02/07/201 L
(-] o ACCTS 13114 103031-533041-40 - PAUL L FOSTER SOMA... HTML 02/07/201
° Exiension Detail Report ACCTS 13114 103074-533302-20 - CTR OF EXC IN CANCE. HTML 02/077201 L
° n Detail Report ACCTS 13114 103077-533317-20 - CTR OF EXC DISEASE/. HTML 02/07/201 ¢
ALTHOUGH THIS BUTTON ALWAYS SAYS [ Login
T T R I 1T Login”, ITLOGS USERS OUT IF CLICKED ON
P > % RELOADILOAD SCREEN WITH DATA.
ana Cost Center Reports (176) QUICK LINK BUTTON IS
DISABLED ON USER INTERFACE.
() Cost Genter Header
Page 1019 b bl hd 4 || Dispiaying Rows 1200 175
Delete? Report Bill Group Bill Period Accounting Period Cost Center File Type _File Date Email Re....
° Extension Detail Report ACCTS 1/31114 132021-523501-40 - SURGERY AMA GENL csv 02/18/201__ B4
° Extension Detail Report ACCTS 1/31114 222030-102343-30 - LWBIWH CPRIT LBK csv 02/18/201.. =
©  Extension Detail Report ACCTS 1314 132021.523501.35 - SURGERY AMAGENL  CSV  02Manoi.. [

Scrolling/Navigating through pages:

Keep in mind the monthly data will be sorted with the current

month listed first in descending order. However, if the user wants to sort through the pages there are

different ways of doing so:
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NAVIGATE TO DIFFERENT
@ cost Center Header USERS CAN CLICK THE > FOR PAGE-BY- PAGES OF REPORTS.
PAGE VIEWING OR CLICK > TO NAVIGATE
S = | TO THE LAST PAGE, < FOR FIRST PAGE.
Page 1lors | b M| i@ S |_ Displaying Rows 1 - 20 of 176
Delete? Report Bill Group Bill Period Accounting Period Cost Center File Type  File Date Email Re.__

° Extension Detail Report ACCTS 1/31/14 132021-523501-40 - SURGERY AMA GENL csv 02/18/201 B4

° Extension Detail Report ACCTS 131114 222030-102343-30 - LWBIWH CPRIT LBK csv 02/18/201.. |

° Extension Detail Report ACCTS 113114 132021-523501-35 - SURGERY AMA GENL csv 02/18/201.. B4

a Extension Detail Report ACCTS 1/31/14 222030-102341-30 - LWBIWH CPRIT EXECU csv 02/18/201 B4

° User Call Summary ACCTS 113114 222030-102341-30 - LWBIWH CPRIT EXECU... PDF 02/07/201.. B4

° User Call Summary ACCTS 1/31/14 132021-523501-40 - SURGERY AMA GENL PDF 02/07/201 B

° User Call Summary ACCTS 1131114 222030-102343-30 - LWBIWH CPRIT LBK PDF 02/07/201 4

- . .. P R U SO o e —

Each Column Header can be expanded or minimized and when the user hovers over any one of the
headers, a drop-down arrow will appear. Click to access a search, sort & filter box:

ReportPortal  “%

s=a Cost Center Reports (436)

1.HOVER OVER 2. CLICK DROP
© cost Center Header COLUMN HEADER DOWN ARROW SEARCH BOX ALLOWS USERS TO
i T DO A SPECIFIC SEARCH ON THE
- - RESPECTIVE COLUMNS DATA.
Page 10f22 b g 4
: v 7
Delete? Report ¥ Bill Group Bill Period counting Period Cost Center File Type File Date Email Report
| aem— /
©  usercal summary Ib Search 103031-533041-40 - PAUL L FOSTER SOM A . PDF 02/07/201 4
©  UserCall Summary 133018-533063-40 - DEVELOPMENT PAULL.. PDF 02/07/201 4
A )
©  UserCall Summary %1 sonAscending SORTDATABYASCEND [ ANDBASICSCI_  PDF 02/07/201 i
z : -
©  UserCall Summary %l sort Descending OR DESCEND OFTIONS PDF 02/07/201... =
©  usercai Ssummary Columns s 103085-533048-20 - BIOMEDICAL SCIENCE . PDF 02/07/201 4
©  usercal Summary 103074-533302-20 - CTR OF EXC IN CANCE..  PDF 02/07/201 4
©  UserCall Summary L sum 103061-203201-60 - BUSINESS AFFAIRS ELP  PDF 02/07/201 4
[ -] User Call Summary . 183054-633101-40 - GME ELP PDF 02/07/201... =
Filter Page Results
©  uUsercCall Summary USERS CAN USE THE L FOSTERSOMA... PDF 02/07/201.. 4
(-] User Call Summary Filter “4—|FILTERING OPTION TO F EXC DISEASE/... PDF 02/07/201 .. B4
= VIEW A PARTICULAR SET
©  UserCall Summary | clear Any Filters | OR RANGE OF DATA Fo MEDICAL PDF 02/07/201.. 4
©  Extension Detail Report TOSDE —BUSINESS AFFAIRS ELP HTML  02/07/201 =
©  Extension Detail Report ACCTS 1731114 183054-533101-40 - GME ELP HTML  02/07/201 . 4
©  Extension Detail Report ACCTS 1131114 103037-533371-10 - EL PASO MEDICAL HTML  02/07/201 4
©  Extension Detail Report ACCTS 1731114 103085-533048-20 - BIOMEDICAL SCIENCE... HTML  02/07/201.. i
©  Extension Detail Report ACCTS 1731114 133018-533063-40 - DEVELOPMENT PAULL... HTML  02/07/201.. =
©  Extension Detail Report ACCTS 1/31114 103048-533061-10 - CLINIC AND BASIC SCI.. HTML  02/07/201 4
©  Extension Detail Report ACCTS 1731114 103031-533041-40 - PAUL LFOSTER SOM A HTML ~ 02/07/201 4
©  Extension Detail Report ACCTS 1731114 103074-533302-20 - CTR OF EXC INCANCE.. HTML  02/07/201 . i
©  Extension Detail Report ACCTS 1731114 103077-633317-20 - CTR OF EXC DISEASEL.. HTML  02/07/201.. =

NOTE: USERS CAN ALSO SORT ASCEND/DESCEND DATA BY CLICKING ON ANY COLUMN HEADER:

Period Cost Center « SORTED A SCENDING File Typs¢
e e

| Period Cost Center = SORT ED DESC EHNDING
—

ile Type

Here are some techniques/tips (Using previous displayed data for examples):

» User x wants to see both the Bill Summary and Bill Detail’s reports for Cost Center (FOP) 133018-
533063-40 for the month of January 2013 only:
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1) Hover mouse over the “Cost Center” Column, 2) click on drop-down arrow, 3) type in FOP (Cost
Center) in “Filter Page Results”, 4) hit “Tab” on keyboard.

Report Portal -

asw Cost Center Reports (436)

) Cost Center Header
Page 1022 b Pl | bhd 4 1. 2.

Delete? Report Bill Group Bill Period Accounting Period Cost Center s File Type _File Date Email Re_
©  Usercall Summary ACCTS 131114 103031-533041-40 -%AUL L FOSTER SOM A Search =4
©  usercal Summary ACCTS 131114 133018-533063-40 - DEVELOPMENT PAUL L =4

A
©  usercalSummary ACCTS 1131714 103048-533061-10 - GLINIC AND BASIC sci,| £+ SortAscending =]
z
©  Usercall Summary ACCTS 113114 533101 - GME ELP %l sort Descending (=]
©  usercal Summary ACCTS /31114 103085-533048-20 - BIOMEDICAL SCIENCE. P— 5 =4
©  usercCall Summary ACCTS 1/3114 103074-533302-20 - CTR OF EXC IN CANCE. 4
©  Usercall Summary ACCTS 1/31114 103061-203201-60 - BUSINESS AFFAIRS ELF L Sum B4
@  usercall Summary ACCTS 131114 00084 53210140 - GME ELP = =4
Filter Page Results 3.
@  usercCall Summary ACCTS 1431/14 4. After the FOP (Cost M A (]
©  Usercall Summay ACCTS 1131114 Center) is populated, hit || 133018-533063-40 =
"Tab" on keyboard.
©  Usercall Summary ACCTS 1/31114 7] clear Any Fitters =4
©  Extension Detail Report ACCTS 131714 103061-305201-60 - BUSINESS AF AIRS ELF B4
©  Exiension Detail Report ACCTS 1/3114 183054-533101-40 - GME ELP HTML 02/07/201.. B4
©  Exiension Detail Report ACCTS 1/3114 103037-533371-10 - EL PASO MEDICAL HTML 02/07/201.. 4
©  Exiension Detail Report ACCTS 131114 103085-533048-20 - BIOMEDICAL SCIENCE...  HTML 02/07/201.. B4
©  Exiension Detail Report ACCTS 13114 133018-533063-40 - DEVELOPMENT PAUL L... HTML 02/07/201.. =]
©  Exiension Detail Report ACCTS 1/31114 103048-533061-10 - CLINIC AND BASIC SCL..  HTML 02/07/201.. B4
©  Exiension Detail Report ACCTS 1/3114 103031-533041-40 - PAUL L FOSTER SOM A...  HTML 02/07/201.. &4
©  Exiension Detail Repori ACCTS 113114 103074-533302-20 - CTR OF EXC IN CANCE... HTML 02/07/201.. &4
©  Exiension Detail Report ACCTS 1/3114 103077-533317-20 - CTR OF EXC DISEASE/... HTML 02/07/201.. 4
Results will display:
Report Portal [~
asw Cost Center Reports (436)
) Cost Center Header
*Columns with filters applied will have an
Page 1022 b M g asterik in front of column header label.

Delete? Report Bill Group Bill Period Accounting Penu@sl Center File Type  File Date Email Re_
@  Usercall Summary ACCTS 1131114 133018-533063-40 - DEVELOPMENT PAUL L... PDF 02/07/201.. B4
@  Extension Detail Report ACCTS 1131114 133018-533063-40 - DEVELOPMENT PAUL L... HTML 02/07/201.. 4

NOTE: Since user x has access to view multiple FOPs (Cost Centers), the CSV type files are on latter pages
respective to the FOP used in the example. If the user wants to view the CSV files for FOP 133018-
533063-40, there are many ways this can accomplished: Simply navigate through pages and find the FOP
and “file type” to be viewed; or Create a “CSV” filter in the “File Type” Column, then find the respective
FOP to be viewed; or Scroll to the page with “CSV” file types and search for the respective FOP by either
eye or using the Search box via Column Header drop-down.

NOTE: Keep in mind that the search and filter options only applies to the page that is displayed.
Techniques/tips (Using another user’s accessed FOPs/Cost Centers):

» New user x just wants to view December 2013 Bill Summaries and Bill Details only:
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1) Hover over the “Bill Period” Column Header, 2) click on the drop-down arrow, 3) type in Bill
Period (12/31/13) in “Filter Page Results”, 4) hit “Tab” on keyboard.

Report Portal | %%

s=u Cost Center Reports (68)

) Cost Center Header
Page 1lofa | b M| hd 4 1. 2,
Deleie? Report Bill Group Bill Period ¥ -Accounting Period Cost Center File Type  File Daie Email Re.._
©  Usercall Summary ACCTS 1:3%4 Search 56004-200 - CHEMICAL ENGINEER... FDF 02/07/201. i
ser Cal ummary - - M - -
User Call 3 ry ACCTS 1731114 56004-100 - CHEMICAL ENGINEER . PDF 02/07/201 =
A
ension Detaill Repol - - . .
Extension Detail Report ACCTS waina | 24 Sortascendig 56004-100 - CHEMICAL ENGINEER... HTML  02/07/201 i)
z
xtension Detail Repo A -, - M . .
Extension Detail Report ACCTS 13114 | sort Descending 56004-200 - CHEMICAL ENGINEER... HTML 02/07/201 =]
ser Cal ummal -, - . .
User Call § ry ACCTS 13114 Columns , [56004-200 - CHEMICAL ENGINEER... CSV 02/07/201 4
ser Cal ummary - - - -
User Call S ry ACCTS 173114 56004-100 - CHEMICAL ENGINEER . CSV/ 02/07/201 =
iestBillDetall - - - -
testBillDetail ACCTS 1731114 L sum 56004-100 - CHEMICAL ENGINEER . CSV/ 02/07/201 =
iestBillDetall i i/ -, - N - -
testBillDetail ACCTS 1/ 14 56004-200 - CHEMICAL ENGINEER . CSV/ 02/07/201 =
Filter Page Results 3.
©  tesBilDetai 4. After the bill period is N 56004-100 - CHEMICAL ENGINEER . CSV/ 011177201 =
©  Extension Detail Report Eop:latedd’ hit"Tab™ on - 123143 56004-100 - CHEMICAL ENGINEER...  PDF 01/07/201. =
eyboard.
©  Usercall summary B |E clear Any Fiters 56004-100 - CHEMICAL ENGINEER . PDF 04/07/201. =
ser Cal ummary y - - M - -
User Call 3 ry ACCTS 12 M3 56004-100 - CHEMICAL ENGINEER . CSV/ 01/07/201 =
ension Detail Repo -| - - .- .
Extension Detail Report ACCTS 1113013 16A050-B56004-100 - CHEMICAL ENGINEER... PDF 12/06/201 4
lestBillDetall -| - - M .- .
testBilDetal ACCTS 1113013 16A050-B56004-100 - CHEMICAL ENGINEER... GSV 12/05/201 =
©  usercal summary ACCTS 1113013 16A050-B56004-100 - CHEMICAL ENGINEER... PDF 12/05/201. i)
©  Usercall Summary ACCTS 1113013 16A050-B56004-100 - CHEMICAL ENGINEER . CSV/ 12/06/201 =
©  Extension Detail Report ACCTS 10131413 16A050-B56004-100 - CHEMICAL ENGINEER . PDF 11/04/201 =]
©  tesBilDetai ACCTS 10131413 16A050-B56004-100 - CHEMICAL ENGINEER . CSV/ 11/04/201 =]
©  usercall sSummary ACCTS 10/31/13 16A050-BS6004-100 - CHEMICAL ENGINEER . PDF 11/01/201. 4
©  Usercall summary ACCTS 10/31/13 16A050-BS6004-100 - CHEMICAL ENGINEER . GSV/ 11/01/201 =
Results will display:
Report Portal |
s=w Cost Center Reports (68)
() Cost Center Header
Page 1lora| b Ml id 4
Delete? Report Bill Group q Period Accounting Period Cost Center File Type  File Date Email Re. ..
© testBuDetan ACCTS 12131413 16A050-BE6004-100 - CHEMICAL ENGINEER... CSV 01A7/201... =
©  Extension Detail Report ACCTS 12131413 E R 004-100 - CHEMICAL ENGINEER... PDF 01/07/201... =]
©  usercall Summary ACCTS 12/31/13 R 04-100 - CHEMICAL ENGINEER . PDF 01/07/201 =
©  usercCall Summary ACCTS 12/31/13 16AD50-B56004-100 - CHEMICAL ENGINEER  CSV 01/07/201 =

» User x wants to send via email the Bill Details Report for FOP 16A050-B56004-100 directly from
the interface:

LA

1) Find the FOP and file type, and then click the envelope icon in the “Email Report”

Column:
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Report Portal "?g

<aw Cost Center Reports (68)

(& cost center Header
Page 1iofd b M| bd 4
Delete? Report Bill Group * Bill Period Accounting Period Cost Center File Type File Date Email Report
- ] testBillDetail ACCTS 1213113 16A050-B56004-100 - CHEMICAL ENGINEER... CSV 01/17/201... (|
(-] Extension Detail Report ACCTS 1213113 16A050-B56004-100 - CHEMICAL ENGINEER... PDF 01/07/201_. 1. =4
(- ] User Call Summary ACCTS 1213113 16A050-B56004-100 - CHEMICAL ENGINEER... PDF 01/07/201...
(-] User Call Summary ACCTS 1213113 16A050-B56004-100 - CHEMICAL ENGINEER... CSV 01/07/201... =

2) Enter email of person(s) to send it to, 3) click send button at bottom of pop-up window.

Report Portal

Email x
Fron: |
a3 1 2. To: Personnel receiving ¥l )
Ca: yl
Bco: yel

Subject: Report: Extension Detail Report
Attachment File:  75130_ext.pdf

a VI BZIU AA AV EEE g
The report you requested is attached.

Send. O ciose

Email Sent---------



