
Customer Reporting – Viewing Automated Reports 
 

 
 

 
 
 
Welcome to the Automated Reports tutorial. In this tutorial, you will learn how to select and 
export an automated report. 
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Also, please note that your screens may be a bit different from the ones you'll see in this tutorial. 
The difference depends on your contractual agreement. 
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Finally, remember that all sample information you'll see in this tutorial is fictitious.  Any 
resemblance to existing individuals or companies is purely coincidental.  
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There are several ways an employer can access an Automated Report from the Employer 
eServices Reporting home page.  The first option is to click on the View Automated Reports 
section title. 
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The second option is to click on one of the quick report links under the View Automated Reports 
section title.  This option allows you to access the most recent reports Employer eService 
Reporting has created for you. 
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The third option is to click the Automated Reports menu link from the home page. In this 
example we will access an Automated Report by clicking on the Automated Reports menu link. 
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On the Automated Report date selection screen you will see a list of folders that contain reports 
for a specific time span within the past 12 months. Click on the month and year you are 
interested in viewing. Notice that the most recent month and year will display at the top.  
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In this example we will choose the April 2006 folder. 
 
 
 

8 of 17   9/10/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Customer Reporting – Viewing Automated Reports 
 

  

 
  
 
This next screen lists all the available reports for the month and year selected.  Once a folder has 
been opened, all the available reports for the month and year selected are listed.  If you’d like to 
view a more detailed description of the report, click the Help link to the left of the Microsoft 
Excel icon.   
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To view an automated report, click a report's name to open the report in a separate browser 
window or click the Microsoft Excel icon to open the report in Microsoft Excel.  
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In this example we will choose the Membership by Month report link. 
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A new browser window will open showing report data. Use the scroll bar to view all entries in 
this report.  Notice that the Report Filter section displays the parameters used to create this 
report.   
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To print the report, use your browser Print function. To return to the report selection list, close 
this window. 
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Click on the Microsoft Excel icon located to the left of the report name.  This will export the 
report and its data into Microsoft Excel as a spreadsheet. 
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The File Download dialog box opens. Click the Open button to open the report as a spreadsheet 
in Microsoft Excel. Notice you can also click the Save button to name and save the spreadsheet 
as an .xls file to a location on your desktop. 
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Within Microsoft Excel, you can manipulate your report data using the available spreadsheet 
functions. To print the report, use the Microsoft Excel print icon or menu item. 
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Congratulations! You have completed the Viewing Automated Reports task. 
 

Congratulations! 
 

You have completed the Viewing Automated Reports Tutorial. 
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