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Excel automated template

Enable Macro setting in Microsoft Excel

The Excel automated template works using a format macro, to use this function you must first enable
your macro setting in your Excel, Once completed. You should no longer need to repeat this step.

Select File then Option from your menu.

Halgs

B e

Then select Trust Center in your option menu. Then select Trust Center Settings.

o Caneet

Select Macro Settings in the option menu, then select the Enable all macros option. Then click OK

Tt Gt L

3|Page



Extracting the CSV Bill

Step one: Extracting the CSV file from the Group Administrator Online Tool Kit.

All about eBills

Viewing eBills Viewing specific billing periods Viewing specific policies/divisions
1. To view an eBill. click eBills on the Welcome  vou can view the following specific billing To view eBills for specific policies andsor divisions,
screen periods: select one or more options from the Policy -

~

Division/Name drop-down. For a complete list of eBilis,
On the Search Documents screen, the most | yumber of Months: e drop: plete i i
recent eBills, in both CSY and PDF formats, will select All Policies.
automatically appear under Document Search + Mast recent up to 12 months. i
Resufts. Within your Document Search Resulfs, click either the
+ All available bills. PDF or CSv links to view. print or save the eBill.

From the drop-down menu, the ID"OWME options R
are available for viewing eBlills: Coverage Period:

+ From and To fields must be completed.
All; All available invoices and data files.

Invoice: PDF format (Remittance and Invoice
Details).
Data File: CSv format (Excel spreadsheet data file)

@ (%) @)@ (=)

Step two: Locate your csv invoice from the GA site

Search Results -
Show entries Search:

Title - Invoice Number ¢ Invoice Period Begin ¢ Document Type ¢
invoice-00186-000-2016-01-01-2016-01-31 30580 01/01/2016 Csv
invoice-00186-000-2016-01-01-2016-01-31 30580 01/01/2016 PDF

I invoice-00186-000-2016-02-01-2016-02-29 33674 01/02/2016 CSV
invoice-00186-000-2016-02-01-2016-02-29 33674 01/02/2016 PDF
Get + Note: To view some of the outputs, you will need the Adobe Reader plug-in which is available at no cost from the Adobe site.
ADOBET READER

The minimum requirement is the Adobe Reader 6.0 version, or a higher version.

Once the invoice you want to format is selected (Document type of CSV). Save this file to your PC.

n!eme! !xp orer E

What do you want to do with invoice-49063.csv?

From: secure.medavie.bluecross.ca

< Open

The file won't be saved automatically.
< Save

< Saveas
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Formatting of the CSV file to Class level billing information

Importing the CSV file to your formatting template

To add your data into the macro template, select Data from the top tab, then select from text.

L]

@9 -e-0= .

“ Home  Inset  Page Layout meulasmw View  Developer  SigmaXL
a L ) L L (3] connections E S & Clear _'_—l ==
> iR T
e E0 | Eu =l i) P Fioperics AP % |

From From | From From Other  Existing Refresh — %} son Filter :, 2 Textto Remowvs
Access Web | Text |Sources~ Connections  All» =2 Edif Link %7 Advanced | Columns Duplicat
Get bxternal Data Connections Sort & Filter
Al (8 I
A B C D E F G H I J K
1
2 4

K Desitep *  Naeme

Y W bweace.

File e C3Y lnvoice - |Tetberpmereon v

R e =

You will be prompted with some file selection choices, select Delimited, then next.

Text Import Wizard - Step 1 of 3 ? =

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.

hype that best describes your data:
- Characters such as commas or tabs separate each field.
- Fields are aligned in columns with spaces between each field.

Startimportatrom: |1 14| Fleorign: | 437:OEMUnited States [z]

Preview of file \\s-mtn-002\NewHome2$\BCYHACH \data\Desktop\Biling Macro for. .. \CSV Invoice.csv.

1 [policy, Div, SubDiv, ID, Prov, LastName, FirstName, Class, DateFrom, DateTo, DueDa{ +

4
-] -

< | m ] 3

cacel | | =

Then, from the option delimiters, select comma then finish.
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Text Import Wizard - Step 2 of 3 [ 2 S

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters
[ 1ab
Semicolon [7] Treat consecutive delimiters as one
Text gualifier:
— ‘ext guali El
[7] Other:

Data preview

{olicy IDLV lsubniv F[D IPrav ILastN’a.'ne k;:g:ﬂu\e I’:lass Pn:er:cﬂ P

« [ r

cancel | [ <gack | [Chext> ||[[ enien ]]

Note: To manually format your data, skip the next step.

Once your data is loaded to your template; select Ctrl and Z at the same time to activate the format
macro.

The format macro will break you information and present the information by class and subtotal by
member.

Manually formatting your data

To manually format your data into a class level report, you first open your csv file and have your
information open in Excel.

Step one - selecting all the data in your sheet

F23 - S| m

A B C D E F | J
7 00000 000 555555555 NA Doe John A 01-Feb-16 29-F¢
8 00000 000 555555555 NA Doe John A 01-Feb-16 29-F¢
9 00000 000 555555555 NA  Basque Jane o 01-Feb-16 29-F¢
10 00000 000 555555555 NA  Basque Jane o 01-Feb-16 29-F¢
11 00000 000 555555555 NA  Basque Jane o 01-Feb-16 29-F¢

Click in the upper left corner of your spreadsheet, this will select all the content of your datasheet.

You will notice that all the columns and its content has changed to Blue, this signifies that all data has
been selected.
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Step two- sizing your columns
Click between A & B to adjust column widths

Step three - Creating a unique identifier to sort your data

|

To create a unique identifier to sort your data, join data from 3 columns using the concatenate function

A-

Create a blank column

Click column H and right click choosing insert to add a column, title the new column H "Employee”

F

Due
6 01-1
6 01-1
6 01-i
6 01-f
6 01-1
6 01-1
6 01-1
6 01-1
6 01-1
6 01-1
6 01-1
6 01-1

6 01-1

A B| ¢ D | E F | G | L
Policy  Div SubDiv ID Prov LastName FirstName [cl: # Cut
00000 000 555555555 NA Doe John A da copy
00000 000 555555555 NA Doe John A (2, Paste Options:
00000 000 555555555 NA Doe John A |3|
000 o0 Socsossesia [bos o

oe lohn

00000 000 555555555 NA Doe John A
00000 000 555555555 NA Doe John A Delete
00000 000 555555555 NA Basque Jane c Clear Coptents
00000 000 555555555 NA  Basque Jane C | & Format Cells...
00000 000 555555555 NA  Basque Jane C Column Width..
00000 000 555555555 NA Basque Jane C ;ide
00000 000 555555555 NA Basque Jane C Unhide
00000 000 555555555 NA  Basque Jane c i
nnnnn nnn G5G5585558 NA  Ragana lana i M-Fah-16 79-Fah-1A N1-i
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Create a unique identifier by combining 3 columns
Click on the first blank cell in Colum H, then select the formula function ,

select the concatenate function from the list.
H1 - K.

F o L [ [3 ¥ ! o

1 Policy  Div SubDiv 1D Prov ListName FirstName ss Dats
2 000oa 000 553353355 NA Do John Ao
300000 000 == r
e e oo — ==
500000 000 Saareh for & fren:
& 00000 000 pem———] r™
700000 000
& D000a D00 O salect a gatagory: | Most Recanily Lsed =
500000 000 I swecta 2
10 00000 000 &
11 00000000

SMF E
12 00000 000 o .
13 00000 000 e

VALLE
14 00000 000 hecey
15 D0O0O 00D COMEATEMATI (besck L bt 3}
1600000 000 3o seversl bevt sngs s one text siring.
17 00000 000
18 00000 000
13 00000 000
000000 000 |

| | omd ]

1 pocon oo
39 A w

Select the columns to join as a group. Select F2, G2 and D2

CONCATENATE v (= % v*L =CONCATENATE(FL"," GL"-".02)

A |B] € 0 E E T e e B i ®
1 Palicy Div SubDiv 1D Prov LastName FirstName  Empls Class DateFrom DateTo
2 | 00000 D00 S55555555 NA  Doe John 01-Feb-16 29-Feb-2
3 00000 000 555555555 NA  Doe John A 01-Feb-16 39-Feb-8
| 400000000 ffp,rction Arguments T T T oy =
| 5 00000000 e — 2 = n
6 00000000 || CONCATENATE 1
700000000 Tests 12 (8] = voe l
1 B 00000 000 ez [n Tl = 3
500000 000 Tet Iz i b
10 00000 D00 T 159
11 53000 000 . n
12 00000000 Texts D3 | = "SSISSEESN’ il
| 13 00000000 = Toe, John 55555588 =
{118 00000000, | oresevel et s i e et g, |
i 15 00000 000 TextS textltextd,... sre 1o 255 text 59ngs to be joned info o sngle text sting iR
T8 oo o0 and can be text stings, numbers, or single-oed references. ¥
| 17 00000 DOO r
| 18 00000000 | Formua resu = Doe, John-555555555 e
| 1500000 000 r | =
126 ooaco ooo || Ekism s o ][ comi |[§
2100000 000 o
You now have a unique identifier to help you sort your data.

A B ¢ D E F G | H [ 1 K
Policy Div SubDiv ID Prov LastName FirstName Employee Class DateFrom DateTo
00000 000 555555555 NA  Doe John Doe,John-555555555 | A 01-Feb-16 29-Feb-16
00000 000 555555555 NA Doe John A 01-Feb-16 23-Feb-16

To copy this formula to the other blank cell, double click in the lower right corner of the cell with
the formula.

M2 - S | =CONCATENATE(FL",". G2 .02}

A 8| ¢ o E F G H [
1 _Dol'ﬂ’ Div SubDiv 1D Prov LastName FirstName Employee Class Da
B coono 100 55555555 A, |ooe s p
3 00000 000 555555555 NA  Doe John J o
4 00000 000 555555555 NA Doe John A [ 4
5 00000 000 555555555 NA  Doe John A [ 4
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Step four: How to sort your data by class.

A- Select all your data by clicking the upper left corner

B- Select Sort from the home tab then Sort and Filter then custom sort.

Hde-o-0F T Class Billing Tempateatim - Microsoht Ercel ]

n Imst Fagelsyoid  Fomols  Dats  Meview  View  Dewiope  Sigmant c@oFgE

‘3 4 canen - - ol S Genew - [l CondfionsiFomatting - F=inet - E é'?' ﬂ j y
P'w( G- (B|f U- Ay EEFGG- S-% v BrometeTble- I;:Drklz' @l o | rom

- | B - A EEE P WN [ cet mytes - [Edrarmat - | 2| Fier= feiea -

facoekd - L - L T At St {21 Setatol e

a1 v (= £ | Policy £l zatZten =

:

LIS i ﬁ

rrer ; A

C- Inthe sort menu, select the column name you want to sort by, then select A to Z, Selecting add

level will add a second line so you can then sort by Employees.

Sort
i e 1] X teete leve | [ georteve || =[] gotors.. | ) My daka hun raciers:
Column Sort On Drger
Sothy R =] | [l [awt -
Thenby |Ergioree [z] [vaes [=] awz k=
o J[ coma |

Step five: Adding subtotals

Locate Data and then subtotal from your menu area

Haome Insert Fage Layout Formulas Review View Developer Sigmaxl
L From Access By L} v % Clear =8 Data Validation =
=i

@ St = g 2R
4 et ( = :
g From Web 88 properties - s Reapply 5==] ; [Fi Consolidate = L & : |
rom Other Existing Refresh ;1 Sort Filter Textto  Remove . Groug Ungroul Subtotal
BFromTot  cources~  Connedions  Al- = Eof Links A2 Advanced | Columns Duplicates =2 What Analysic = L -.
Get External Data Connectbons Sort & Filtér Data Tock Outline
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Step A:

In the subtotal option select Class from the drop down and sum in the function drop down,
select total in the option window.
Tsubtotal . =)

Ateach change in;
EI

§

RST |
GSTHST
psT

|__|Employer
Member

SEEEl
s

[7] Replace current subtotals
[ page break between groups
Summary below data

|| Removest | [ o ][ concel ]

Step B:

In the subtotal option select employee from the drop down and sum in the function drop down,
select total in the option window. Select replace current subtotals and summary below data.
Then click OK.

"Subtotal (2 f

At sach changs in:
Employee

‘ B
s 5]

RST nl
| GSTHST
psT

|

|| Employer :‘
| Member ¥

[FReplace qurrent subtotals

|| page break between groups
arvbehwdata

llggmweAI ][ ox ][ canes |
J
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