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Logging in to eBilling 

You can access the eBilling system by going to www.bcbsks.com and clicking on the For 
Employers link, and then the eBilling link. You also may go directly to www.ebillingks.com. 

 

Welcome to eBilling  
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http://www.ebillingks.com


User ID and Password 
 
You will be mailed a user ID and password from Blue Cross and Blue Shield of Kansas. If you 
have not received it, contact your Billing Security Administrator, Plan Administrator or Blue Cross 
and Blue Shield of Kansas, Louella Talley 785-291-7208 or Cathy Rabe 785-291-7470.  

To ensure the security of your information, the first time you log into the online billing application 
you will be prompted to change your password and create a Secret Question and Answer. The 
password needs to be 8 to 15 characters in length, contain both numbers and letters, and it is 
not case sensitive. You will have to provide the answer to your secret question in order to 
retrieve your password through the Send Me My Password link.  

 

Forgot Your Password 

If you forget your password, you have three options available: 

1. The preferred method is to go to www.ebillingks.com and click the Send Me My Password 
link. You will be prompted to provide the answer to your secret question, and your new 
password will be e-mailed to you. This option is only available to you if you have supplied 
us with a valid e-mail address to ensure security of your information. To ensure security 
of your information, you will be prompted to change your password the first time you log 
in with your new password.  Please create a new, unique password. 

2. Contact your Billing Security Administrator or your Plan Administrator.  For security and 
authentication you may be asked for your secret question/answer. You will be assigned a 
new password. To ensure security of your information, you will be prompted to change 
your password the first time you log in with your new password.  Please create a new, 
unique password. 

3.  Call Louella Talley, 785-291-7208 or Cathy Rabe, 785-291-7470 at Blue Cross and Blue 
Shield of Kansas.  For security and authentication you may be asked for your secret 
question/answer. You will be assigned a new password. To ensure security of your 
information, you will be prompted to change your password the first time you log in with 
your new password.  Please create a new, unique password. 
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eBilling Workbench 

Once you log into the application (refer to page 3), the first screen you will see is the 
Workbench, which gives you quick access to all of the functionality in the system. 

Your Workbench: 

 

1. Main Buttons 

The eBilling Workbench is the center of the online billing system and allows you quick access to 
the commonly used tools available throughout the system: 

• View Invoices – Special Funded 
groups have view only access to 
current invoices. 

• Search Invoices – Search up to 18 
months of invoices. 

• Create Reports – Create and 
manage reports. 

• Manage User Accounts – Create and 
manage user accounts. NOTE: This 
is only available if granted privileges 
by your administrator. 
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2. eBilling Activity 

By clicking on the circle-arrow button , you can refresh any or all of these messages: 

• No Delinquent Invoice – This applies 
to Blue Cross and Blue Shield of 
Kansas and AICK Life premiums Only 

• Current Invoices – Most current 
invoice  

• Open Adjustments - Blue Cross and 
Blue Shield of Kansas and AICK 
premiums Only 

• Responses to your questions from 
Blue Cross and Blue Shield of Kansas 
Special Funded area 

• Pending Payments - Refer to page 28 

• Completed Reports – Reports created 
in the last seven days 

• Payment History – History of prior 
payments 

 

3. Client Message  

The Client Message Center is where you will find special messages and helpful links.

• The Bank Account Change Form -
Links you to the change form on the 
BCBSKS Web site for Special Funded 
accounts only.  

• Client HIPAA Designee – Links you 
to the form on the BCBSKS Web 
site.  

• Legends of Codes for Detail Claims 
Listing – A link to a PDF file that 
shows the different codes used in 
the Claims Detail tab. 

• eBilling Client User Guide – A link to 
a PDF version of this guide.  

• Messages will also appear in this 
section to deliver important 
information from Blue Cross and 
Blue Shield of Kansas. 
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4. My Account, Ask a Question and Logout Buttons 

In the upper right-hand corner of the online billing application are three buttons that will appear 
on all screens: 

 

• The button will allow you to change your Secret Question, Password, and 
e-mail address. Be sure to click the Save button for your changes to take affect. 

 

• The button will allow the user to Send a message to the Blue Cross and 
Blue Shield of Kansas Special Funded department. After completing the form, be sure to 
click on the Submit button to send your message. To view BCBSKS responses you will 

have to refresh the eBilling Activity center with the circle arrow button, ,  the 

 will turn blue and will become a link to the 
questions page. Brokers will not have access to the Ask a Question feature. 
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Click on the “I want to ask a new question” button to access the Ask a Question feature. 

 

Type your question in the box provided and click submit. Your question will be sent 
through eBilling to Blue Cross and Blue Shield of Kansas. 

 

• Logout – You may securely log out of the application at any time by selecting  or 
by closing your internet browser. For security reasons, BCBSKS strongly recommends you 
close your browser after you have logged out. 
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5. Tabs and Help 

In the upper left-hand corner of the online billing application are four navigation tabs that will 
appear on all screens: 

 

• Home - This tab will return you to the home page also referred to as Workbench. Refer 
to page 5. 

• Billing – Select payments to search. Search options include current, prior, obsolete and 
paid.   

• Reports – Two tabs are available: Create Reports and Completed Reports. See Create 
Reports section for more detail on page 35. 

• Setup – Create and maintain User Accounts. This option will not be displayed unless your 
Administrator has granted you access. Please refer to Manage Users on page 39. 

•   Help topics and Frequently Asked Questions. This section covers topics for Blue 
Cross and Blue Shield of Kansas, AICK and Special Funded. 
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Navigation  

To navigate back through the system, there is a trail that is created to show where you have 
been. At any time you can use the trail to go back to previous screens. 

 

If you use your Back button, , within your browser, you will receive the following 
message: 

 

At this point please refresh the screen using your browsers refresh icon . If using Internet 
Explorer you may receive the following error, if so select Retry and you should return to the 
eBilling system. 
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To View Your Invoice 

Select the View Invoices link or the Billing tab from your home page.  

 

 

 

 

 

 

Enter your specific group/subordinate 
number or, if left blank, the search will 
default to all group/subordinates you have 
access to. Brokers will be required to enter a 
group/subordinate number.  
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Current invoices appear with the option to select Prior, Obsolete and Paid invoices to view.  

 

• Current – The most recent outstanding invoice. These invoices will not be consolidated 
because you will have only one invoice available per group. An existing invoice in this 
status will be moved to Prior if a new Current invoice is loaded. An existing invoice in this 
status will be moved to Paid if eBilling receives a notice of payment from Blue Cross and 
Blue Shield of Kansas. 

• Prior – Any previous unpaid invoice. These invoices could be consolidated by billing 
period if there is more than one invoice per group. An unpaid invoice will be moved to 
Prior if eBilling does not receive a notice of payment from Blue Cross and Blue Shield of 
Kansas.  

• Obsolete – If bill has been reissued for the same time period, the previous invoice will 
be moved to the Obsolete status. These invoices could be consolidated by billing period if 
there is more than one invoice per group. 

• Paid – A list of all paid invoices. When eBilling receives a notice of payment from Blue 
Cross and Blue Shield of Kansas, it will move an unpaid invoice to Paid. These invoices 
could be consolidated by billing period if there is more than one invoice per group. 

A red plus sign (+) next to the invoice means there are multiple invoices or subordinate groups 
for the billing period and they have a consolidated listing. You can view these invoices or 
subordinate groups by clicking on the (+) sign and they will be listed individually for you.  

 

To collapse the expanded listed and go back to the consolidated list, click on the red minus sign 
(-).  
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Select the paper icon, , on left side of the invoice you want to view or print an invoice. Also 
when a (+) sign is present, you can select the paper icon to the left to see an all-inclusive Claims 
Detail for that period. 

 

 

 

 

After selecting View Invoice from the Workbench, the Cover Letter, Billing Summary and Claims 
Detail screens are available to view. A cover letter will be available for each subordinate group 
you receive an invoice for. If you receive one invoice that is billed for your master group, your 
Cover Letter will only be available under the master group number. The Billing Summary will be 
available under the master group number. 
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Cover Letter Example:  
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Billing Summary Example:  
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Claims Detail Example without PHI (Personal Health 
Information): 
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 Claims Detail Example with PHI (Personal Health Information): 
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You also have the ability to print/export your invoices. You can access this feature two different 

ways. The first way is by using the paper icon, , on the View Invoice screen. Instead of 
selecting View Invoice you would select Print Invoice. The second way is by selecting the printer 

icon: . The printer icon is available on all of the invoice screens. See page 32 for additional 
information on printing invoices. 

 

 

On the Claims Detail tab you have the ability to search the Claims Detail data by Insured Last 
Name or Subscriber ID number. 

 

 

 More Results button – This option allows you to page through the results. You have the 
ability to skip to a specific page. 

 

 

 

A second More Results icon is located below the rows of data. From the above example you can 
tell three things: 1) there are 171 items 2) items 1-20 are currently displayed and 3) the user is 
selecting to view Page 4, or items 61-80.  
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Advanced Sorting 
 
Advanced Sorting is a feature available under the Claims Detail tab of the Invoice screen. It 
allows you to sort and subtotal up to four different columns. 
 

 
 
By clicking on the Advanced Sorting button you will get the following box: 
 

 
 
Advance Sorting option works similar to the sorting option in Microsoft Excel. The first sort option 
will break the Claims Detail into large groups of records. The next sort option will then break 
each of the large groups down into smaller groups. You can have up to four sorts and you can 
subtotal each of those sorts by checking the "Subtotal by sorted column" box. 
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To create a sort: 

1. Click the Advanced Sorting button on the Claims Detail tab. 
2. Click the drop down arrow in the box next to "Sort by" and choose the column you wish 

to sort by. 
 

 
 

3. Click the drop down arrow in the next box and choose how you want the sort displayed – 
ascending or descending order. This box is defaulted to ascending and does not need to 
be clicked on if you want ascending order. 
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4. If you want a subtotal of this sort, click on the Subtotal by sorted column box. 

 

 
 

5. If you want another sort option, click on the drop down arrow in the next row down and 
choose the column you wish to sort by. 
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6. For sort order and subtotal options, repeat steps 3 and 4 on the desired sort line. 

7. If you want to include a grand total at the end of the invoice, click on the Include Grand 
 

Total box. 
 

 
 

8. If you want to save this sort to apply on other invoices click on the Save as Sort 
Template button. 
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9. Next, name your sort template and click Save. You can click the Cancel button to 

t. discontinue with the save. When you click Save, the application will apply your sor
 

 
 

10. If you do not want to save your sort options, click the View button and the sort will be 
applied to the invoice.  

 

 
 

 you have saved sort templates, you can apply, edit or delete by clicking on the Advanced 

o close the boxes in the Advanced Sorting without applying the sort or changes, click the X 

he Advanced Sorting is an online functionality only. See the Printing Invoices section for 

 
If
Sorting button. 
 
T
button or the Cancel button. 
 
T
additional information on downloading your invoices. 
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Rows Per Page 
 
The number of rows on the page is defaulted to 20. You can change the number of rows or 
records displayed on each page by clicking on the Advanced Sorting button.  
 

 
 
By clicking on the Items Per Page drop down box; you will be given options to display 10, 20, 60, 
75 and 100 rows per page.    
 
These rows per page will not affect your current sort or any saved sort. 
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Search Invoices 

You also have the ability to search for a specific invoice through the Search Invoices button on 
the Workbench or through the Billing tab. 
 

 

 

 

• In the Group #/Subordinate field, key the group number you want to search. If you leave 
this field blank, the system will pull all groups you are authorized to view. 

• In the Invoice date, select from the drop down box:  last 30 days, last 60 days, last 90 
days, or beginning and ending dates for a date range search, then click Submit. 
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Current outstanding invoices appear with the dropdown option to view All, Current, Prior, Paid, or 
Obsolete invoices.  

 

• All – Will display all invoices for the past 18 months.  

• Current – Will display the last unpaid invoice. 

• Prior – Will display any unpaid invoice prior to the current invoice. 

• Paid – Will display a list of all paid invoices. 

• Obsolete – Will display the original bill for any reissued bill. 
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Please Note:  When the Amount Due is $0.00, there is no invoice but there could be 
claims detail. 

 

 

To view an invoice, select the paper icon on the left side of the invoice you want to view. 

After selecting View Invoice, the Cover Letter, Billing 
Summary and Claims Detail screen are available to view. 
NOTE: If the invoice selected shows $0.00 amount 
due, there will not be a Cover Letter, but there could 
be Claims Detail data for that billing period. 

Cover Letter, Billing Summary and Claims Detail screen 
descriptions and Screen shots are covered starting on page 
14.  
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Payments 

 

The Payment screen can be accessed from the View Invoices or Search Invoices icons on the 
Workbench or by clicking on the Billing tab. 

 

  

On the General Search selection screen you can 
narrow your search to 30 Days, 60 Days, 90 Days or 
enter a date range to search by Invoice Date, 
Payment date or Received Date. Enter the Group# 
/subordinate to narrow your search or leave blank 
to receive all Group and subordinates that you are 
authorized to view, then click on Submit. 
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 Click on the ascending/descending icon on any of the column headings to sort by that        
column.                

By clicking on the Search Criteria link the application will direct you back to the General Search. 

 

 

 

 

 

 29



Account History 

 

The Account History screen can be accessed from the View Invoices or Search Invoices icons on 
the Workbench or by clicking on the Billing tab. 

 

This screen gives you the detail relating to Account History and displays the total amount due. 
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• In the General Search drop down boxes, select all, 30 days, 60 days, 90 days or date 
range to narrow your search or default to All.  Enter the Group# /subordinate to narrow 
your search or leave blank to receive all Group and subordinates you are authorized to 
view, then click on Submit. 

 

 

 Click on the ascending/descending icon on any of the column headings to sort by that 
column by clicking on the up/down arrow button. 

By clicking on the Search Criteria link it will take you back to the General Search screen. 
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Printing Invoices 

Invoices can be printed one of two ways: 1) By selecting the paper icon  next to the invoice 
and choosing the Print Invoice option, or 2) when looking at the Cover Letter, Billing Summary or 

Claims Detail screens, by clicking on the Print Invoice icon . Both of these options will take 
you to the same Print Invoice screen. 

 
 
On the first screen, you will need to select the format you want the report returned in. Click Next 
after you have selected your preferred format. 
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The CSV format is a spreadsheet file. It allows you to manipulate and alter the data as you need 
to. It will, however, not save your changes in the system. You will need to save it on your 
storage location. The PDF format is used with Adobe Acrobat and displays your data in a report. 
This data cannot be altered. You can also save this file to your storage location. 
 

 
 
On the second screen you will be able to pick which parts of the invoice you want to print: Cover 
Letter, Billing Summary and/or Claims Detail. You can pick any combination of the three. You 
have primary and secondary sort options available when printing the Claims Detail invoice 
section. You can sort by any of the columns in ascending order (A, B, C, D… or 0, 1, 2, 3…) or in 
descending order (Z, Y, X, W… or 9, 8, 7, 6…). By clicking on the Subtotal by Column option, 
your report will also have the money columns automatically totaled for each of your selected 
sorted columns. For instance, if you sorted by Insured ID, you would have a subtotal for each ID 
in your report. When you have made your choices, click the Print button. 
 

 
 
You will now be at the Completed Reports screen. If your report still shows the status as Pending 
or Running, you will need to click on the Refresh link just above the Completed Reports list. The 
Refresh button will update your screen. Once your report shows Completed in the status column, 
it is ready to view or download. 
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To view or download, click on the paper icon next to your report and select the download option.  
 

 
 
At this point you will get an option to Open, Save or Cancel. To view your report, click on the 
Open button. To download and save it to a desired location, click the Save button. The Cancel 
button will stop your actions. 
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Create Reports 

 

The Create Reports section of the application allows you to run the following reports: Claims 
Charged to Group Not Applied to Stop-loss; Claims Not Charged to Group; Group Stop-loss 
Summary; Monthly Cobra Report; Monthly Enrollment Report; and Monthly Stop Loss Report. You 
may select the Create Reports button or the Reports tab from the workbench page to create a 
report.  
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Follow these steps to create a report: 

1. Click on  next to the report name and click on the Create option that appears.  

 

2. The Create a Report screen then appears with filter options. See examples of the Group 
Stop-Loss Summary report below: 

 

3. Choose the Billing Period from the drop down box you would like displayed on the report. 
Not all date ranges are available for each report. For instance, a monthly report is only 
available for date ranges that span a month. Those reports will have the word Monthly in 
their names. The other reports are produced on a weekly basis and are only available in 
week long date ranges. In cases where the month does not end on a Tuesday, short 
weeks will be available options for the weekly reports.  Be sure to select the correct date 
range for the report you are creating. 

4. Click Next to take you to the formatting options. Cancel will take you back to the report 
listing and Reset will allow you to change your criteria. 
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Next, select the formatting options for the report. 

 

 CSV – this option is used to download the report into a spreadsheet program for 
manipulation. 

 PDF – This option provides an Adobe Acrobat file that is easy for viewing and printing. 
This option does require at least Adobe Acrobat Reader. 

 When you select the Submit button on the bottom of the page, you will automatically be 
taken to the Completed Reports screen.  

 

Your report will display a status of RUNNING, PENDING or COMPLETED. If your status shows 
RUNNING or PENDING, you will need to click the Refresh command in order to update the screen 
with the current status. Do not use the REFRESH button on your internet browser. It has 
been disabled through this program and will create an error. Once the Status shows 
COMPLETED, you may choose to download or delete the report. After reviewing the report, you 
have the option of clearing out the report by selecting the Delete link next to the report you wish 
to remove. Reports will be stored up to seven days. 
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 To sort the completed reports click the ascending/descending button above any of the 
column headings. 
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Manage User Accounts 

You must be a Plan Administrator or Billing Security Administrator or have been given 
the authority to have access to Manage Users. If you are a View Only Client, the 
Manage Users button will not be available on your Workbench. 
 
 

 

Under the Manage Users section of the application, you have the ability to view and manage user 
profiles and add users to the application. All Users for your company will display in a table on the 
main Manage Users page.  
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Creating Users 

You must be a Plan Administrator or Billing Security Administrator or have been given 
the authority to have access to create Users. If you are a View Only Client, the Create 
Users button will not be available on your Workbench.  

  

 

 

 

 

1. Select the Create User Account button. 

 

2.  The Name tab will display. Fill in the applicable fields. Please note the required fields (*)   
and then select Next button when finished. If you do not enter an e-mail address on this 
page you will not be able to select options on the E-mails page or use the "Send me my 
Password"   

 

3. Enter the User's login ID, temporary password and verify the Enable Login is checked. 
Select Next button when finished.  

 40



 

4. Select the user’s Security Group. If you want to limit the user’s functionality to only 
viewing, information and running reports, with no set up or manage user ability, select 
Special Funded Client View only. If you want the user to have viewing access only to the 
billing portion of the invoice and not the claims detail or other data elements that contain 
PHI or information outside the scope of accounts payable, then select Special Funded 
Financial Client. If you want the user to have full access to all the functionality within the 
online system which includes viewing and the ability to set up and manage users, select 
Special Funded Full Access Client.  Select Next button when finished.  

 

5. Select BCBSKS Self-Funded under the System tab. Select Next button when finished.  
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6. Select group level restrictions for the user. On this screen you will need to select each 
group the user will have access to view. By clicking on the checkmark icon , you can 
select or deselect all groups. Select Next button when finished.    

 

 

 

7. Select e-mail access to assign the type of e-mail notifications the user should receive 
from the application. The note regarding the user’s e-mail is informational only; you do 
not have to provide their e-mail address. You will not be able to choose any option on 
this screen if you did not enter an e-mail address in the Name tab. The user will be 
prompted when they first log in to the system to enter their e-mail address. If they do 
enter an e-mail address at that first log in, you can come back to this screen later and 
select the notices you want them to receive. Select Save button when finished.  
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8. After clicking Save, you will get the following screen. The new user has been created and 
you can proceed as you wish. 
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Editing Users 

You must be a Plan Administrator or Billing Security Administrator or have been given 
the authority to have access to Editing Users. If you are a View Only Client, you will 
not have access to this function on your Workbench.  

  

 
 
You have the ability to search for a user by entering information through the search criteria. 
Enter either the Login ID or Name, then click the Submit button. 

  

All matching users will then be displayed.  

 

 By selecting the   icon next to the user, options to Edit User Account or Delete User Account 
appear. 
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By selecting the Edit User Account link, you have the ability to make changes to the user’s access 
to the application.  

Edit User Account 

 

Please refer to page 40 for explanation and screen examples for editing data. 

 45



Delete User Account 

Currently the system will take you back to the screen below.  

 

 

The "Are you sure?" message will prompt you to answer yes or no. Once a Login ID is deleted 
you will not be able to assign it again. 

If an employee is terminated who has access to eBilling, the Plan Administrator will need to 
delete the user. 
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Quick Help Guide 

 
This section is screen-by-screen instructions on how to use the more popular functions: View an 
invoice; print an invoice and create a report. To follow the screens, click on the buttons or text 
indicated by the arrow. 
 
View an Invoice 
 

1. Select View Invoices. 
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2. Select the paper icon next to the invoice you want to view. 
 

 
 

3. Select View Invoice. 
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4. Choose your tab to view. 
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Print an Invoice 
 

1. Click View Invoices. 
 

 
 

2. Select the paper icon next to the invoice you want to print. 
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3. Select Print Invoice 
 

 
 

Or from the Invoice screen (see Quick Help Guide, View an Invoice) select the printer icon. 
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4. Select the format (CSV for spreadsheet or PDF for Adobe Acrobat) and then click Next. 

 

 
 

5. Select the sections. If you select Claims Detail, you can also select sort options and then 
click Print. 
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6. If necessary, click Refresh. 
 

 
 

7. Click the paper icon next to the invoice or report you want to view or download. 
 

 
 

8. Select Download. 
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9. Select Open to view or Save to download to your storage device. 
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Create a Report 
 

1. Select Create Reports. 
 

 
 

2. Select the paper icon next to the report you wish to create. 
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3. Select Create. 
 

 
 

4. Select your time period. Remember, monthly reports need a month-long time period to 
generate and then click Next. 

 

 
 

5. Select your format. CSV is a spreadsheet format. PDF can only be read by Adobe Acrobat 
and then click Submit. 
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6. If necessary, click Refresh. 
 

 
 

7. Click the paper icon next to the invoice or report you want to view or download. 
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8. Select Download. 

 

 
9. Select Open to view or Save to download to your storage device. 
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