
Customer Reporting – Importing Group Segment Filters 
 

 
 

 
 
 
Welcome to the Importing Group Segment Filters tutorial.  In this tutorial, you’ll learn 
how to define your population using Microsoft Excel, and import this information into the 
Customer Reporting Site. 
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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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Let's get started. To begin, click the Tools menu option from the Reports Home page. 
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The Reporting Tools page displays. Click the Import a Group Segment Filter link. 
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The Import a Group Segment Filter page displays.  This page allows you to import a 
Group Segment Filter previously created in Microsoft Excel. 
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Note that filters must be built using a pre-formatted Excel template to import 
successfully.  To access this template, click the Download Template link. 
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A File Download dialog box will display.  Click the Open button to continue. 
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An Excel spreadsheet template will load in a new window. 
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This template contains two tabs. The first contains series of columns where you will 
define your filter criteria. 
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The second tab contains helpful instructions for filling out the template, including 
completed examples. 
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Complete the template by entering information specific to your reporting population.  
Note that only the Policy Number and Policy Number Operator fields are required. 
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Complete the template by entering information specific to your reporting population.  
Note that only the Policy Number and Policy Number Operator fields are required. 
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Complete the template by entering information specific to your reporting population.  
Note that only the Policy Number and Policy Number Operator fields are required. 
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When you have finished, save the file to your desktop.  
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Note that the file must be closed before it can be imported. 
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Back on the Import screen,  click the Browse button to locate your file. 
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Back on the Import screen,  click the Browse button to locate your file. 
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Back on the Import screen,  click the Browse button to locate your file. 
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After selecting the file, enter a Filter Name.   
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Adding an optional filter description will help keep your filters organized. 
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When you have finished, click the Import button. 
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A message at the bottom of the page will confirm that your segment filter has been 
successfully imported. 
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Your newly imported filter can now be found on the Group Segment Filters Home page. 
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Your newly imported filter can now be found on the Create and Modify Group Segment 
Filters page. 
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Congratulations!  You have completed the Importing Group Segment Filters tutorial. 
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