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Aetna Get ActiveSM

Client Administration and Reporting Tools

For use with 
Middle Market and 

Public & Labor 
plan sponsors only
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Administrative Access: Creating Calendar Events

Client admins (employee at 
sponsor that is granted admin 
rights) will be able to create 
calendar events from the admin 
portal.

To access the admin portal from 
the Aetna Get Active platform,.  
Click on “Admin Portal” under the 
Profile icon

To access the admin portal via the 
Aetna Get Active platform.  Click on 
“Admin Portal”, under the Profile 
icon. 
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Calendar events 
allow a client 
admin to create 
events that will 
show to all 
participants. It 
will appear on 
the homepage 
and in their 
calendar tool 

Calendar Events
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To add an event, click the “+” sign then 
follow the prompts to enter the 
information about the event.

Calendar Events
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Calendar Events

Make sure to save and it will move you to 
the next section.

If a specific office location is hosting the 
event, then you can segment who can see 
the calendar card and event information
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Calendar Events

Publish the event for all to see.
Edits can be made by finding the event 
on the calendar, right clicking then click 
the pencil icon.
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Calendar Events – Member View



8©2017 Aetna Inc.

Proprietary

8

Admin Access: Reporting

Reports will be dropped into the 
Report Archive two weeks after a 
step challenge begins. 

To access reports via the Aetna Get 
Active platform.  Click on “Admin 
Portal”, under the Profile icon. 
Then, click on “Report Archive”.
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Monthly Member Report

This report will be delivered by the 5th of the month. 
It provides a listing of members on the platform.
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Weekly Completers Report

This report will be delivered every Monday after the start of a challenge. 
It lists members in the challenge and the weeks that they have tracked data.
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Quarterly Challenge Report

This report will be delivered on the 15th after quarter end.  It will list aggregate 
challenge results including number of steps taken by all members, number of 

participants and average daily step count.  The report will only be available to those 
sponsors that have at least 20 members participating in that quarter’s challenge.

(Sample of report shown on next slide)
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Corporate Challenge 1: Great Escapes
39% of member participated in this corporate challenge

Total 
corporate 
challenge 
steps

Number of 
members that 
participated 
in a corporate 
challenge 

Average 
steps per 
day

Activity trends for members averaging <5,000 daily steps

Activity trends for all members
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Real-time Reporting

Real-time reporting is also available 
for challenges via the admin portal.  

Click on “Challenge” then either 
“step challenges” or “Spotlight 
challenge” to find.  Then click on 
the bar graph icon under “options”.
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Real-time Reporting

You can view aggregate reporting or click “export csv” button 
for member level data.  Data is refreshed daily.
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Aetna is the brand name used for products and services provided by one or more of the Aetna group of subsidiary companies, including Aetna Life 
Insurance Company and its affiliates (Aetna). 

This material is for information only. Health information programs provide general health information and are not a substitute for diagnosis or treatment by 
a physician or other health care professional. Information is believed to be accurate as of the production date; however, it is subject to change. 

For more information about Aetna plans, refer to www.aetna.com.
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