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How to use the navigation buttons

All the navigation buttons can be found in the top left corner of the pane.

The Navigation guide 
button offers you 
an overview of the 
intuitive navigation 
buttons, enhancing your 
ability to navigate the 
interface effectively 
and customize your 
data view to meet your 
specific needs.

Click on the Help button 
for an image on how 
to read your current 
dashboard view. It’ll give 
you detailed information 
about what you see on 
the screen.

Click on the Training 
Material button to 
access the links of the 
resources you need to 
get you started!

The Print View button 
gives you a preview of 
the information you 
selected.
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How to use the navigation buttons

If you are looking at the Long-Term Disability dashboard, click on the Sun 
Life Toolkits button to access free Sun Life resources that support mental, 
musculoskeletal, and women’s health.

click on the Sun Life 
Toolkits button

By clicking on the Sun Life Toolkits button, you’ll see links to the 3 toolkits 
appearing on the dashboard.

3 toolkits appearing 
on the dashboard
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How to customize your views using filters

To customize your Views, you 
can select the data that you 
need using the various filters 
on the bottom of the left pane. 
It offers you flexibility in:

•	 Choosing data 
preferences:

	– Date level (view data by 
year or quarter)

	– Reporting type (select 
between calendar or 
fiscal reporting types 
and define a custom 
fiscal period or month)

•	 Selecting filters for your 
reporting needs:

	– Sponsor Name,
	– Policy number,
	– Billing Group,
	– Plan ID, and specific 
categories for Drug and 
Medical views.

Click Reset Filters on the 
bottom left corner to reset all 
information.
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How to use print view

You can also click on the Print View toggle button to activate presentation mode of the 
information you selected. The label will change to Print View On when presentation mode 
is active. Click on that button again to close it. 

Note: If not all of the information that you expected show up in the print preview it’s 
possible that you have an incorrect filter area selected.
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Filters vs Switch Views: What’s the difference?1

Filters determine what data is shown (e.g. including only specific billing groups), while 
Switch Views let you change how the same data is presented (e.g. by brand name or 
drug name).

•	 What do Filters look like? 

•	 Here is what you see on your dashboard when Switch Views toggle to brand name: 

•	 Here is what you see on your dashboard when Switch Views toggle to drug name: 

1 Disclaimer: The screenshots shown are from the Drug Summary dashboard. The Medical Summary and 
Long-Term Disability Summary dashboards may have slightly different displays. < previous next > 

Table of contents

07



How to read the charts2

The Help button gives you 
extra information about 
your current dashboard 
view and helps you to better 
understand the charts. 

2  Disclaimer: The screenshots shown are from the Drug Summary dashboard. The Medical Summary and Long-
Term Disability Summary dashboards may have slightly different displays.
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How to find support and training

You can find support and 
training by clicking on the 
Training Material button. 
You’ll get access to the 
following elements:

•	 Quick Navigation Guide
•	 Dashboard Overview 

(Health insights: 
comprehensive plan 
performance review)

•	 Sample Use Cases
•	 Benefits Explorer 

Webpage
•	 FAQ
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https://www.sunlife.ca/content/dam/sunlife/regional/canada/documents/gb/sun-life-benefits-explorer-quick-navigation-guide-ds1213.pdf
https://www.sunlife.ca/content/dam/sunlife/regional/canada/documents/gb/sun-life-benefits-explorer-health-insights-comprehensive-plan-performance-review-ds1213.pdf
https://www.sunlife.ca/content/dam/sunlife/regional/canada/documents/gb/sun-life-benefits-explorer-health-insights-comprehensive-plan-performance-review-ds1213.pdf
https://www.sunlife.ca/content/dam/sunlife/regional/canada/documents/gb/sun-life-benefits-explorer-health-insights-comprehensive-plan-performance-review-ds1213.pdf
https://www.sunlife.ca/content/dam/sunlife/regional/canada/documents/gb/sun-life-benefits-explorer-health-insights-comprehensive-plan-performance-review-ds1213.pdf
https://www.sunlife.ca/content/dam/sunlife/regional/canada/documents/gb/sun-life-benefits-explorer-sample-use-cases-ds1213.pdf
https://www.sunlife.ca/workplace/en/group-benefits/sun-life-benefits-explorer/
https://www.sunlife.ca/workplace/en/group-benefits/sun-life-benefits-explorer/
https://www.sunlife.ca/content/dam/sunlife/regional/canada/documents/gb/external-faq.pdf
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If you have any questions, please contact 
us at Benefits.Explorer@sunlife.com.

Life’s brighter under the sun

Group Benefits are provided by Sun Life Assurance Company of Canada, 
a member of the Sun Life group of companies. DS-1213-E 10-25 ri-dm
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