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Figure 1. Example Drop-down Box

Move your mouse pointer or use the down-arrow key on your keyboard to move to the desired
selection and left select once with your mouse. You will see the information you selected,
displayed in the box.

2.2 Breadcrumb Trails
To help you navigate throughout the application, we included a navigational assistant commonly
referred to as a Breadcrumb. The breadcrumb runs across the top of the screen and shows each
screen you used to get to your present screen.

Figure 2. Example Breadcrumb Links

The trail continues until you return to the Home screen, or you select a different tab option.
Selecting a link in the breadcrumb returns you to that screen.

2.3 Download File Icon

The Download File icon is used throughout the application to capture or view the
section information in a CSV (Comma Separated Values) file. The downloaded file can be used by
Excel or other applications that use a comma delimited format to view or reuse the information.
When the CSV file is ready, a Windows File Download dialog box appears from which users can
choose to open or save the file. Opening the file displays an Excel version of the data. Closing
this browser window or selecting Cancel ends the file download request.

Figure 3. Benefit Plan Download File

Note: Saved output CVS files are text only and must be manipulated to match the application used to
view the file if an application other than Excel is used.
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2.4 Printer Friendly Format

The printer friendly format icon is used when the user wants a black and
white table version of the section screen information. Select the Printer Friendly Format icon and
the printer friendly format displays.

Figure 4. Printer Friendly Format Example

You can print this format using the print function of your computer. It opens in a separate window
that can be closed by using the Close Window button.

2.5 Logging On
Log on to the Provider online application by using your username and password in the registration
box. This box displays on the home page, or may be reached by choosing the Provider Service




