Downloading Financial Manager Reports from
GaBreeze Employer Website

e Summary
e Detail

Please note: While these instructions are tailored for Financial Manager
reports, the same steps may be utilized to download any report in the
Report Type menu.



1. Access the GaBreeze Employer website:

http://resources.hewitt.com/gabreezeemployer



http://resources.hewitt.com/gabreezeemployer
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2. Enter “User Email Address”
3. Enter “Password”

4. Click “Log On”
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Step 2: Choose a Section/Task

 Employee Inquiry--See employee HR indicative data.
T Smart Forms--Frocess employee HR indicative data updates.
Your Reports--Download or upload reports.
= Agency Profile--view and update agency information, contacts and security.
Audit Log--View and track actiocns take on the site by agency users.
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5. This information should be “pre-populated”
6. Select “Your Reports”

7. Click “Continue”
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8. Select the report
9. Select the month of coverage for the report

10. Select the year
11. Click “Search”
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12. Select the appropriate report
* Financial Manager Summary Report

* Financial Manager Detail Report

13. Click “Download”
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14. Click “Open”
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15. Click on the report name

If this screen does not appear, go to Step # 16
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16. Click “File” and select “Save As”
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Encoding: |ANs| =
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17. Select a location for the saved file
18. File comes up in the required file name - Do Not Change
19. Do Not Change

20. Do Not Change
21. Click “Save” and box will disappear
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369, 3690000273, "269-010000",May 2010,5,Legal, signature,1.00,5.67,0.00,0.55,0.00,6.22
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22. Click “x” to close box
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23. Click “x” to close box

This box will not appear if not seen during Step # 15, proceed to
next step.
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24. Click on “GaBreeze Reporting Tool”
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25. Scroll to bottom of page and Click on GaBreeze Reporting Tool




Do you want to open or save this file?

@ j Mame: GaBreeze Reporting_Tool.xls
[Hl Type: Microsoft Office Excel 97-2003 Warksheet
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26. Click “Open”
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Estimated time left Mot known (Opened so far 1. 29ME)
Download to: Temporary Folder
Transfer rate: 664EBSec

v LClose this dialog box when download completes:

Dpen [Ipen Eolder | Cancel I

Wait for the download to complete. Then the screen shown on the

next page will appear.
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27. Click “Options”
Now enable the macros. There may be a section that resembles the area circled in red (shown

above). If not, find out how to perform this essential function on your system.




@ Security Alert - Macro

Macro

Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path:  C:\...Internet Files\Content, IES\BDX 1HE52\GaBreeze_Reporting_Tool[1] . xls

& Help protect me from urknown content (recommended)
> Enable this content

Open the Trust Center Ok Cancel

This screen appears after clicking on “Options”
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@ Security Alert - Macro

Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path:  C:\...Internet Files\Content, IES\BDX 1HE52YGaBreeze_Reporting_Tool[1]. xls

¢ Help protect me from unknown content (recommended)

................................................

Open the Trust Center OK Cancel
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28. Click “Enable this content”

29. Click “OK”
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30. Select your agency. You may select by Department ID or by

Name
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Select Agency <Select your Agency> 1 i
Georgia Soil and Water Conservation Commissi| yo, have selected Glynn County School System.

Georgia Sports Hall of Fame Authority [944000C If thisis correct, please select YES, otherwise select NO.
Georgia State Board of Regents [598]

Georgia State Finance and Investment Commis = I £E |
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Gilmer County Tax Officials [75061]
Gilmer Health Department [1280012061]
Glascock County Tax Officials [75062]
Glascock Health Department [1280060062]
Glynn County School System [6631000]
Glynn County Tax Officials [75063]

31. Click ‘Yes’ if the listed agency is correct or ‘No’ if incorrect and

reselect your agency
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e it L _— o mm = S ETT e i = Autosum - p !
- | = Wiap Text | v j!;‘gjl RE7 ] G5 zm. E HI 3 ‘%? [ﬁ
Sy Capy | = g i = = T ? i Fill - 2 |
Paste : 5 Merge sicerter ||[ @ = B e || SEig08 | Conditional Format = | Insert Delete Format Sort & Find & |
= F Format Painter = !||7°||L| | Formatting - as Table - | - - v || <2 Clear- Filter~ Select~ | |
| Clipboard Alignment =] Number ] | Styles | Cells Il Editing | |
|
Ga

GaBreeze Reporting Tool

© Sort by Department ID

Select Agency @ Sort by Name

-

WA b
n.eau;u_r!

32. At the bottom of the screen are 4 tabs. Click the

“FLX Financial Reports” tab




H H - o -2 d @ = GaBreeze_Reporting_Tool[1]xls [Compatibility Mode] - Microsoft Excel
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Home Insert Page Layout Formulas Data Review View Developer @ - B8 X
(=5 ) - 3 nsert ¥ > - =
‘ ﬂ A Avrial 110 ~||A a |l :|| BN | Wrap Text = 8 : 7 @}
2 i = - . - 7
_ 52 = o Delete ~ Ol - &
Paste . F F a3l Merae 2 e MY <.0 +.0||| Conditional Formatas Ce sy ~ Sort & Find &
. S 4 B I u ||t = A ~| : +a+| Merge & Cente $ Yo ¥ ||Too Toal|| T o - :‘_'I_ Format = || <2~ = - ~
Formatting able Styles Filte Select
Clipboard ™ Font Fl Alignment B MNumber B Styles Cells Editing
|-
Instructions for Downloading Financial Reports
Downlogd ) ) .
1) Download a report from the GaBreeze Employer'Wehsite and save itto a secure local drive
. . The Financial Manager Detail and SPAFinancial Reconciliation Reports are zip files, with the
EmanciePN anas crs M v epORk associated text file contained within it. The file will need to be unzipped before it can be used or viewed
. . . with this tool. Agencies who don'thave WinZip can download a free copy from www.WinZip.com. =
Financial Manager Detail Report 2) Click onthe applicable reportbuttonto the leftio open and view the TXT file from step #1.
3) For the Financial Manager Reports, you may select the "Summary” or "Detail"tab belowto review the
SPA Fi ial R b’ t report. The SPA Financial Reconciliation Report has only a "Detail” tab.
[afcls meconcTianon repor 4) Savethis Excel reportto a secure local drive by selecting the button ‘Save Excel Report.
33
-
4 4 » M [ Agency  HR Reports .~ FLX Payroll Reports | FLX Financial Reports = E- I} -Il
Ready 7] ) EEEH [0 [T jyoean =) [ (+)

Now the Financial Reports screen appears.
33. Click the appropriate link listed under “Download Reports”

* Financial Manager Summary Report
* Financial Manager Detail Report




Open a FM Summary File

2]
Look in: I@ Desktop j @ -3 % ~ Ij ]
E My Recent @M\; Documents
Documents g My Computer
(E Desktop My Network Places
) Links
Ei E"I\,r s IC)Media
acHmen |CT Microsoft Websites
2 ]
Computer
"-:g My Metwork
Places
34
File name: I
Files of type: I-nﬂ— Files (* txt)

Lol L
\\

Tools |~ |

Cancel

§

—

34. Select the file that was saved in Step # 17

35. Click “Open”. It will take a few moments to convert to the Excel format...
Please be patient.

35
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Insert Page Layout Farmulas Data Review View W - T X
— | — - ———r > AutoSum ~
Calibri -l -|[as Al [[#-] | Siwrap Text General - iﬂ ?;Ef Mormal 3 Mormal_GaBr... o ?‘ & Hrasum % [ﬁ
. E - (@] Fil -

Faste B T -|[ - A - = i=|| B Merge & Center - || $ ~ % o |[%38 ;%8| Conditional Format Normal_Tax .. | Normal — || Insert Delete Format Sort & Find &
- - Format Painter L Q el Formatting - as Table ~ = - - - - <2 Clear = Filter~ Select -

Clipboard L} = Alignment I Mumber I Styles Cells Editing
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and

\Desktop\FLX-Financial-Manager-Summary-Rpt-FMSMRY-07062011[1].txt.

Subsidy - EE
| Agency/Gp ID - Coverage Type Premium Total Premium Adj Total Admin Fee Total Admin Fee Adj Total Cost Total Contribution Amount Due
ADED 482 51,243.32 (51.04) 5243.10 51,484.28 50.00 51,484.28
Child Life 382 544751 $0.00 $210.10 SE57.61 $0.00 S657.61
DCsSpending Account 15 5420.00 S$0.00 S0.00 5420.00 50.00 5420.00
Dental 1,251 Premium Total S688.05 561,921.72 S0.00 5$61,921.72
Employee Life 1,000 Value: $420.00 S550.00 520,797.47 50.00 520,797.47
HC Spending Account 117 Row: 6631000 - DC Spending Account 5374.40 59,702.00 50.00 59,702.00 1
Legal 112 Column: Premium Total S61.60 5924 81 S0.00 5524 81 =
Long Term Care c YIS oD $2.75 $526.31 $0.00 $526.31
LD 551 57,086.66 52.56 5303.05 57.392.82 50.00 57.392.82
Specified lliness 72 51,011.85 S0.00 533.60 51,051.55 S0.00 51,051.55
Spouse Lifs 435 $2,895.87 $0.00 $239.25 $3,135.12 $0.00 $3,135.12
Spouse Specified lliness 28 5314.75 50.00 515.40 5330.15 50.00 5330.15
sTD 455 57,485.07 [532.71) £243.70 §7,689.31 50.00 §7,699.31
Vizian 707 $7,873.21 $28.82 $388.85 $8,289.78 $0.00 $8,289.78

6631000 Total

|Grand Total 5,572 $121,009.24 (547.36) $3,365.85 $5.20  $124,332.93 $0.00 $124,332.93

This screen appears.
Now there are 2 tabs at the bottom of the screen.

36. Always ‘Click’ the “Detail” tab

(E)

(BT
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-:-J/I Home Insert Page Layout Formulas Data Review View @ - = x
= i E:;y TrebuchetMs -9~ A" A7| [ = =|[®~| | Siwmap et Text - EJQJ _jdl Normal 3 Normal_GaBr... : j E] ’::ltfsum : %? }}
Pajte F Format Painter I U- = =i Merge & Center = ||| $ = % » || %8 5% Eoorr;:ialﬂionngalv a:t%;rglaet' Mormal_Tax ... Normal Inieﬁ DELete Forlnat 2 Clear - éi?tr;:raf EIEE&E:
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F1 - £ |
A B c D E F H I J K T
1 FLX Financial Manager Summary Report | | H
2
4 ¢
3
Department Coverage Premium Adm
i Agency/Gp ID  ~ Code v Mail Drop - Report Period ~ Pay Freguency ~ Coverage Type v Carrier - Count ~ Premium + Adjustment ~
7 6631000 6631000 0000 June 201 M AD&D Minnesota Life 1 50.22 50.00
3 6631000 6631000 0000 June 201 M Dental United Concordia 3 5182.98 50.00
9 6631000 6631000 0000 June 201 M Employee Life Minnesota Life 1 518.10 50.00
10 6631000 6631000 0000 June 201 M LTD Standard 1 55.24 50.00
11 6631000 6631000 0000 June 201 M Vision Optum 2 S3.24 50.00
12 6631000 6631000 1200 June 201 M AD&D Minnesota Life 8 533.98 50.00
13 6631000 6631000 1200 June 201 M Child Life Minnesota Life 7 59.10 50.00
14 6631000 6631000 1200 June 201 M Dental United Concordia 1% 5§1,089.71 50.00
15 6631000 6631000 1200 June 201 M Employee Life Minnesota Life 15 5406.86 50.00
16 6631000 6631000 1200 June 201 M HC Spending Account SHPS 2 5620.00 50.00
17 6631000 6631000 1200 June 201 M Legal Hyatt Legal 1 55.67 50.00
18 6631000 6631000 1200 June 201 M Long Term Care UNUM 1 S44.61 50.00
19 6631000 6631000 1200 June 201 M LTD Standard 7 5102.35 50.00
20 6631000 6631000 1200 June 2011 M Specified lllness Continental American Insurance 1 58.75 50.00
21 6631000 6631000 1200 June 201 M Spouse Life Minnesota Life 8 558.80 50.00
22 6631000 6631000 1200 June 2011 M STD Standard 3 551.30 50,00
23 6631000 6631000 1200 June 2011 M Vision Optum 8 5119.34 50,00
24 6631000 6631000 1300 June 2011 M ADRD Minnesota Life 39 5162.66 50,00
25 6631000 6631000 1300 June 2011 M Child Life Minnesota Life 17 519.67 50,00
26 6631000 6631000 1300 June 2011 M Dental Cigna 1 520.25 50,00
27 6631000 6631000 1300 June 2011 M Dental United Concordia 93 54,568.10 50,00
28 6631000 6631000 1300 June 2011 M Employee Life Minnesota Life 75 51,717.26 50,00
29 6631000 6631000 1300 June 2011 M HC Spending Account SHPS 6 5758.00 50,00
30 6631000 6631000 1300 June 2011 M Legal Hyatt Legal 9 SE5.67 50,00
31 6631000 6631000 1300 June 2011 M Long Term Care UMUM 1 5255.00 50,00 4
M4 b M ST _Detail < ¥ N I ] 0
Ready IEE[Em =N ) (+)



Now the report has been successfully opened in the excel format.

Scroll to the bottom right corner of the report to retrieve the total amount that the
agency has been billed for the invoice being viewed.

What should be remitted to DOAS Fiscal Services:
e [fthe agency payment matches the invoice amount:
O Just remit the payment — no paperwork is needed

e [fthere are any discrepancies:
Send an email outlining the discrepancies to

O Remit the payment

Tips for future referencing:
v’ Save the report in a designated location (folder); be sure to name the report
accordingly (example: FM-Summary- May2011)
v" Delete the text file previously saved in Step 17
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ACH / Wire Transfers

If you would like to set-up your agency to remit payment through ACH / Wire Transfer,
please send an email to indicating this. Make sure the
contact information (name, phone number and email address) of the responsible party is
captured within the email.

Important Numbers

404-656-2730 or 1-888-968-0490
(select Option 5) (select Option 5)
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