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Reconciling Agency Check Report to Benefit Billing Report 
This guide will show you how to pull the necessary reports and provide a brief overview of what 
reconcilia�on should look like. 

 

 

Generate the Agency Check Report from HR & Payroll 

1. Go to HR & Payroll > Reports & Analy�cs > Repor�ng. 

 

 

 

 

 

 

 

 

 

 
2. Type 00_Agency Amounts with Filters in the Search bar. 

 

 

 

 

 

 

 

 

3. Save to your Favorites by clicking the gold star in the Favorite column, so you don’t have to 
search for this report next �me. 

4. Click on the Report Name. 
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5. In Payroll Filters, click on Process Date Range and select the correct �meframe. The date range 
should be the earliest pay period to the latest pay period of the month. 

 
 
 
 
 

 
 
 

6. Click on Export. 

 

 

7. Change Export Type to Excel 2007+(.xlsx); checkmark Display Filter Op�ons Used at Run Time; 
and click on Run. 

 

 

 

Generate the Billing Report from Bswi� Benefits 

1. Go to HR & Payroll. 
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2. Click on Bswi� Benefits. 

 

 

3. Click on Reports > Report Center. 
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4. Type Billing Report – List Bill Detail in the search bar. 

 

5. Star the report so that the next �me you reach this page, the report automa�cally appears at the 
top of the list. 

6. Click on the Report Name. 
7. Scroll to the botom of the page and change your Report Dates to Fixed Date (first day & last day 

of the month). 
 

 

 

 

 

 

8. Change Output Type to Excel and click on Run. 
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Comparing the Agency Check Report Against the Bswi� Billing Report 

There are a variety of ways to reconcile. You will have to find a way that works best for you. You may use 
pivot tables or vlookups. Or you may simply print both reports and place them side by side and compare 
each employee one-by-one. 

Compare the Employee & Employer Premiums Listed on Both Reports 

• Research employee and employer premium variances by checking the premiums for new hires, 
termina�ons, and life events to ensure premiums are collected for the month. 

• Determine whether the premiums should be corrected in Bswi� and contact HR to update. 
• Enter prior period adjustments for employee/employer correc�ons on the payroll grid. Contact 

Isabel Benitez for assistance at isabel.benitez@archsa.org or 210-731-1604. 
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