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Course 204: Reporting for Employers
HR Administrator Training
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Technology Check

Can you see the 
screen?

Can you hear 
the speaker?
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Ground Rules

Mute yourself throughout training

Ask questions via MS Teams chat 
feature

Cameras off
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DOA Learner Journey

100: 
Member 

Experience 
Video

200: 
Enrollment, 

Dependents, 
& Admin 

Tasks

201: 
Life Events & 

Career 
Transitions

202: 
Billing & 
Payment

203:
Life 

Insurance

204: 
Reporting for 

Employers

205:
Cutover 
Training

You are here
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Learning Objectives

Locate reports 
within My Insurance 

Benefits

Differentiate 
between standard 

and interactive 
reports

Describe how to run 
standard reports

Navigate the basics 
of filtering reports

Describe how to 
schedule reports

Reference reporting 
resources

Support for HR 
Administrators
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My Insurance Benefits HR Admin Guide

Robust explanation 
of system

Chapters on 
multiple topics

Website Resource 
Page

https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-ias
https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-ias
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Life Event Companion Guide

All events listed in Companion Guide

65 total life events listed by type:
• 11 Standard life events
• 6 Work change life events
• 39 HR Admin-only life events
• 9 Automated Appeals life events
• One page for each QLE

Common errors and how to troubleshoot

IAS Resource Page

https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-ias
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Reporting Guides

Two distinct guides for 
reporting

Additional tool that 
dives deep into the data 

IAS Resource Page

https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-ias
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Employer IAS Procedures (ET-1111)

Resource for various employer processes

Topics:
• Multiple systems
• Complex and rare situations
• Open Enrollment
• Errors, etc.

Format: Background, Resources, Step-by-Step Guidance

Updated regularly with employer newsletters

IAS Resource Page

https://etf.wi.gov/employers/insurance-programs/insurance-administration-system-ias
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Training Expectations

Explore 
Content

Screenshots 
from system

System 
demonstrations

Touch
points

Ask and answer 
questions

Clarify 
information
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Locate Reports in My 
Insurance Benefits

• Why use the reports?

• Where can you find reports?

• What are standard and 
interactive reports?
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Why use the reports in My Insurance Benefits?

• Validation/Audit

• Research and troubleshooting issues

• Include reports in a work process
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Where can you find reports?
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What’s the difference in reports?

Standard Reports
• Over 40 report options
• Data is at the point the report is run

Interactive Reports
• Allows for point in time capability
• No need to do upfront parameters
• Interactive experience with widgets
• Limited (but growing) number of reports
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Your Reports – Standard Reports

Status: pending or complete

Scheduled reports appear here 

Standard Reports remain available for 5 days

Download or Share



16Insurance 16

Standard Reports can be Scheduled 
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Touchpoint – 
Questions?
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Standard Reports
My Insurance Benefits
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Standard Reports
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Standard Report

• Enter the dates
• Run the report 
• Download as an 

Excel spreadsheet 
(CSV)
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Group by 
and Sort by

• Group by groups 
selected category 
of items together 
in the spreadsheet

• Sort by allows you 
to choose the data 
element to sort by
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Formatting
and Filtering
within Reports

Group by: groups data on the report by 
categories. 

These categories are on the member’s page 
in My Insurance Benefits. 
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Formatting
and Filtering
within Reports

Additional filtering options for the details of 
the categories. They are all selected by 

default, but you could unselect to narrow 
your results.  



24Insurance 24

Additional 
Filtering Options

Defaults to All

Use the “Ctrl” key to 
select multiple options
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Documentation Review Report
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Tips & Tricks: Allow time for reports

Standard Reports take time to run

Schedule a report 

Schedule common reports to post on a reoccurring date 
and time 
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Standard Reports can be scheduled
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Where 
are your 
reports? 

Download
Share
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Job Aid: Standard
Report Fields

• Lists each standard report 

• Description

• Things to Note

• Fields available 

• Default Output Fields

• Additional Output Fields
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Demonstration

• Job Aid Standard Report Fields

• Documentation Review Report

• Task List Standard Report
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Touchpoint – 
Questions?

• Standard Reports
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Interactive Reports
My Insurance Benefits
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Standard vs Interactive Benefit Detail Report
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Interactive Report 
Options

• More reports are planned for 2026

• Communication will occur when new reports are available

• Recommend using the interactive report option vs the standard if 
there is one available
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Interactive Benefit Detail Report
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Filters
• Filter types will vary based on the type of report selected

• When selected, these filters will apply to all the visual widgets displayed
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Basic Filtering
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Selecting a data point within a widget
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Touchpoint – 
Questions?

• Interactive Reports
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Support Plan
for DOA
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Support Plan for DOA – Data Corrections

Create Jira Ticket for 
Data Corrections that 

cannot be passed on the 
ETA file

DOA Region and Central 
Benefits submit an Ivanti 

ticket (if needed)

ETF triages the ticket and 
Case Manager follows up 

with Agency & DOA

This would include data like:

• Date of Birth
• Social Security Number (SSN)
• Hire date changes
• Termination date changes

DPM will update data in Peoplesoft & 
ETA UI that feeds My Insurance Benefits
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Support Plan for DOA – Enrollment Issues

Designated Agency-Based 
DPM staff will create an Ivanti 

ticket
(if needed)

ETF triages the ticket and Case 
Manager follows up with 

Agency & DOA

Throughout this process, DOA can view progress to resolution via Ivanti
or call your Case Managers at 1-877-533-5020 (option 2)
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My Insurance Benefits Resources

• My Insurance Benefits Glossary (ET-1109g)
• My Insurance Benefits HR Admin Guide (ET-1110)
• My Insurance Benefits Qualifying Life Event and 

Change Reason Companion Guide (ET-1141)
• My Insurance Benefits Standard Reporting Guide 
• My Insurance Benefits Interactive Reporting Guide
• My Insurance Benefits WI Member Guide (ET-1109)

• Employer IAS Procedures (ET-1111)
• State Employer Health Insurance Manual (ET-1118)

ETF Website Employer Insurance

Resources Tab in My Insurance Benefits
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Next steps

• Feedback Survey

• IAS 205: Cutover for Employers
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Thank You
ETF E-mail Updates etf.wi.gov 1-877-533-5020
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