
Customer Reporting – Running Custom Reports 
 

  

 
  
 
Welcome to the Custom Reports tutorial.  In this tutorial, you will learn how to select a custom 
report, custom define a report, and view report results. 
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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 a Custom Report from the Employer eServices 
Reporting home page.  The first option is to click on the Run Custom Reports section title. 
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The second option is to click one of the quick report links under the Run Custom Reports section 
title.  You may have to click the "+" sign beside the folder to see all available reports. 
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 The third option is to click on the Custom Reports menu link. In this example we will access a 
Custom Report by clicking on the Custom Reports menu link. 
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Report category folders are accessible from the Custom Report screen.  Select a category folder 
by clicking it once.    
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Click the Help link to view more information about a specific report category. 
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In this example we will select the Financial category folder. Once selected, the folder will open 
and display all reports available in that category.  
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On the Financial Report Selection screen, click on the title of the report you’d like to generate.  If 
you’d like to view a more detailed description of a report, click the Help link found under each 
report name. 
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Click the Export link to select the report criteria and export as an Microsoft Excel, CSV or 
HTML document.  
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Click the PDF link to select the report criteria and export as an Adobe PDF document suitable 
for printing.  

12 of 38   7/9/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Customer Reporting – Running Custom Reports 
 

  

 
  
 
Scroll down the browser window to see the entire list of reports available. 
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 In this example we click the Payments By Month report link to open the available report 
options.  
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Any custom report first requires you to select a Policy Number or Group Segment Filter. 
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To select a Policy Number, either search for a specific number or select a number within the 
Available menu list. 
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Click the right arrow button to add the number to the Selected menu list. 
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To select a Group Segment Filter, you first had to create a customized filter in a separate process. 
Please refer to the Creating Group Segment Filter's tutorial for more information. 
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Scroll down to continue. 

19 of 38   7/9/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Customer Reporting – Running Custom Reports 
 

  

 
  
 
To select a Group Segment Filter, either search for a specific filter or select a filter within the 
Available menu list.  
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Click the right arrow button to add the filter to the Selected menu list. 
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Note that you can only select a Policy Number or a Group Segment Filter, not both. 
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Scroll down to continue. 
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The next step is to select a Date Type.  Select either Service Dates, Book Dates, or both Service 
and Book Dates. In this example, we select Book Dates. 
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When creating a custom report, you can select Advanced Options that will add more detail or 
narrow down your report.  Please refer to the Using Advanced Options tutorial for more 
information. 
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Use the Rename Report feature to further customize your report. Type the new name in the 
Rename Report field and click the Rename Report button. 
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The Rename Confirmation window appears. Click OK to continue. 
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Scroll down to continue. 
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Click continue. 
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 Last, you will be asked to pick either specific Service Dates, Book Dates, or both, depending on 
what you selected as a Date Type. 
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In this example, we select all the available Book Dates in 2006. Note, you must select each date 
you want to include in the report. 
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Click the right arrow button to add the dates to the Selected menu list. 
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Scroll down to continue. 
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Click Continue to process your report. 
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The Processing page displays while the system generates the report.  Some reports take longer to 
generate.  You can start another report while one is processing by clicking the link above. 

36 of 38   7/9/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Customer Reporting – Running Custom Reports 
 

 

 
  
 
To learn more about how to manipulate your data in Report Results view please see the 
Manipulating Report Data Tutorial. 
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Congratulations!  You have completed the Running Custom Reports tutorial. 
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