Physiotherapy Invoicing Service
Getting Started

Once you login to connect with your user name and password, you will see a new Message Center.
Messages are now categorized.
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When there is a new approved purchase order, it will appear in your Message Center. Open the message
and the information on the purchase order will display.
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Service invoicing
Select the Services tab and then Purchase Orders under Service Invoicing. Your employer administrator
has to assign this service to users.
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The Active tab lists all purchase orders with treatments remaining. Select the green PLUS icon and the
create invoice screen opens.




Create Invoice
This screen shows the details of the purchase order and you can enter your invoice number in the space
provided. Select the calendar icon to enter the service dates for the patient.
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Use the calendar to select a service date and the number of treatments remaining decreases.

Conmect




Use the drop down menu to select the physiotherapist and select the appointment type. If there are no
errors, you can submit this invoice or save it as a draft to add services dates and submit at another time.

- nm 1 lomer T il | [ e———— [m
e | Bewe M
- marm e T T e
. [ey— | vy I B | | e T .
T S - [ - B o mpearen ey 'y
| Sl
| [r———— ] p— | [ [y—ry—
“ae [e——
e | mArI
I e .
i AR PUP S S TS T S, S ———
|J.-_.-| s Cww m—:—m
|g|...-_... S———T] -("-u.-......—. T e——— 3 Y
| o tum] " s

This screen shows selecting more than one service date.




This screen shows three service dates added. You should now check for errors.
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Once the form is error free, the submit to WHSCC option appears. You can submit now and a
confirmation appears. Or you can save it as a draft and add additional dates and submit at another time.




Invoices Submitted

This screen shows the invoice submitted.

You can go back to the purchase order screen and see the invoice submitted on that purchase order. If
the pencil icon appears, you can edit that invoice before the Commission captures it for payment. The

plus icon means to can add invoices to that purchase order.
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