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This Quick Reference Guide (QRG) will provide an overview of the process to View and Export 
Invoice History. 

 

 

Let us look at the steps in detail to View and Export Invoice History.  

 

 
 

Step 1: 

1. From the EmblemHealth Home page, click the Billing tab. 

 
 

 

 

 

 

 

Purpose: View and Export Invoice History. 

 



 

2 
 

 

Billing – View & Export Invoice History 

 

 

 
Step 2: 

The Billing screen displays. 

1. Click the Billing Account number. 

 

 

 
Step 3: 

The Billing & Payments History page displays.  

1. Click Invoice History to view up to 24 months of invoice history. 
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Step 4: 

The Invoice History table displays.  

1. (Optional) Enter specific information in the Search bar to refine your 

search results.  

2. Click Export to Excel to download the invoice history as an Excel file. 

 

 

 

Step 5: 

The Two-Step Account Verification screen displays.  
Note: While a user is signed-in to the portal, this screen will only display on the first attempt 
to export to Excel.  

1. Click Email Address or Mobile Number to receive a verification code. 
2. Click Request Code. 
3. Enter the code. 

Note: If you experience any issues receiving the code, click Request a new one or Try a 

different way. 

4. Click Next. 
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Step 6: 

1. Click the downloaded report to view the invoice history. 

 

 

 
Step 7: 

The invoice history details are displayed in an Excel spreadsheet.  
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Step 8: 

1. Click Generate Consolidated Invoice to export 12 months of 

consolidated invoice history to Excel. 
Note: Self-insured users will not have this option. 

 

 

 

Step 9: 

The Confirmation page displays. 

1. Click Done. 
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Step 10: 

1. Click the Bell icon and from the drop-down menu select the latest report 

to view the consolidated invoice history. 

 

 

 
Step 11: 

The consolidated invoice history details are displayed in an Excel 

spreadsheet. 
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Step 12: 

Return to the Invoice History table.  

1. Click the Plus icon next to an individual invoice and from the drop-down 

select View Invoice to download a PDF version of the invoice. 
Note: Self-insured users will only have the option to View Invoice from the Plus icon.  

 

 

 
Step 13: 

The invoice opens as a PDF.  

1. Click the Arrow icon to save the downloaded invoice.  

2. Click the Printer icon to print the downloaded invoice.  
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Step 14: 

Return to the Invoice History table. 

1. Click the Plus icon and from the drop-down select Export Invoice to 

Excel to export individual invoice history. 

 

 

 

Step 15: 

1. Click the Bell icon and from the drop-down menu select the latest report 

to view individual invoice history. 
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Step 16: 

The individual invoice history details are displayed in an Excel spreadsheet. 
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