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Introduction

The HPG Invoice Entry functionality is a replacement for MiniSAF, to be used by small Service
Providers to submit invoice files (formerly known as SAF files) directly to Community Care Access
Centres (CCAC’s), as a request for payment of services. More than one invoice can be submitted, for a

maximum of 100 line items per invoice file.

Date:

June 29, 2010

HPG Invoice Entry features:

strong error checking: an invoice file will not be sent to CHRIS unless it is successfully validated;

ability to search for invoice files/entered invoices, based on one or more criteria, including the

Invoice/Reference #;

ability to view, edit or delete invoice files/invoices/line items, while their status is still

‘Pending’ or ‘Ready’;

invoices and line items can be entered at different times and invoice files can stored as

‘Pending’ and submitted only at specific intervals (daily, weekly, monthly, etc...);

ability to submit multiple invoices within one invoice file;

ability to generate, store and print invoice file reports, stating line items entered and submitted.

Date Updated: June 29, 2010
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Invoice File Structure

HPG Invoicing is set up with the following file structure:
Invoice Files contain one or more Invoice(s)

Invoices contain each Line Item being billed.
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Access to HPG Invoice Entry

To access the HPG Invoice Entry functionality, a Vendor/Provider must have:

e access to HPG through a login ID and a password
e the role of “Manual Invoice Subscriber” granted by a CCAC HPG Administrator:

Edit User

Usemama [christing Adminz | | Select roles for this user:
FlCCAL Based Administrator

First name [eamistine [ Document Recaiver

Lastname: [Adminz | D Decument Sender

Sl I I |E Manual l'n-mce Subscnber

Is @ System N =

Departmant |Administrator |

Is Disabled O

CCAC Central West CCAC |

Cancel | ftan Taarm
If you have this role, the main menu bar in HPG appears with the ‘Invoice Entry’ option enabled:

QACCAC

(ol T
#§ HEALTH PARTNER GATEWAY

s LFEEF MiniSAF Prowdert
Home  Document Exchangs  Offer Management dmmanistral Reporis. Options_ Halp

agd Invoice File

Sgarch Invoice

TERME OF USE

Otherwise, the ‘Invoice Entry’ option is grayed out:

‘N HEALTH PARTNER GATEWAY versin 2183503

Wnar TCVsndor Linad

Home Document Exchange Offer Management Adminisiration Reports Options Help
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Adding an Invoice File

To add an invoice file:
1. Click on ‘Invoice Entry’, in the HPG main menu.

2. Select “‘Add Invoice File’.

*#ey HEALTH PARTNER (QATEWAY e

Home Document Exchange Offer Management Invoice Entry Administration Reports Options Help

&dd Invoice File

TERMS OF USE

3. Select the CCAC that you wish to invoice, from the ‘CCAC’ drop-down list.
NOTE: if you only have one CCAC that you are affiliated with, only one CCAC will display in

the drop down.
4. Select the Vendor/Provider organization code from the “‘Vendor/Provider’ drop-down list.

If you belong to both Vendor and Provider organizations, the drop-down list
displays both codes and descriptions.

The ‘Created Date’ display is automatically populated with the current date.

Logout
OACCAC :
#) HEALTH PARTNER (GATEWAY
e User: MiniSAF Provider!
Home Document Exchange Offer Management Invoice Entry Administration Reparts Cptions Help
Add Invoice File
"CCAC: Central West j

*vendor/Provider: BO3001E - Baxter Order of Nurses

Created Date: 07-Dec-2009

Continue Cancel

5. Clickon = “0Minue  t5 save the Invoice File. The Invoice File status is now ‘Pending’.
Navigate to the Add New Invoice page

If you want to not save what you have entered, clickon €% This clears the Add
Invoice File.
Date Updated: June 29, 2010 4 Confidential
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Invoice Level

The page header in the Add New Invoice page, just below the HPG main menu, displays the following
information:

The CCAC selected in the Add Invoice File page;
The system-generated ‘Invoice File ID’;

The Vendor/Provider organization code selected in the Add Invoice File page, as well as the
description;

The Invoice File status, i.e. ‘Pending’;
The date the Invoice File was created;

The type of items being invoiced, according to the Vendor/Provider organization code selected
(e.g. ‘Purchase Services’ or ‘Medical Equipment & Supply’);

The name of the user that created the invoice file.

You can select an action to perform from the ‘Action’ drop-down list.

‘Delete’ is always displayed in the “Action’ drop-down list, while the Invoice File status is
‘Pending’.

If at least one Line Item is entered under an Invoice, the following options are also offered:
e Finish Entry: Saves the invoice and navigates back to the Add New Invoice page;

e Generate Invoice File Report (see the section on page 22, for more details).

The “Action’ drop-down list is disabled once the invoice file is ‘Submitted’.
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000Ul

“riy NEALTH PARTNER GATE.WAY

Iieer WiniGaF Provideri

& Documént Excharigs Ciffér Managsment Efindice Efliy ) Lt Rapaiti Optens Hisin
CICAC: Coniral Wesi
levales File 1D B0 E-O7-Diec- 2009-4 VendanProviden BC00IE - Baxter Cirder Snatus: Pardng
of Huyrzes
Created Date: OF-Dac-2009 Type: Purchase Serces Actlan: [ =] 6o
HPG Team / Manual - Employes
Created by: Combined

Add New Invoice

* Ragueed fiolds

Involce Header Detalls
Treoes @ Fede4aned nurmbar IM‘Q or

esce Date [07-D8c-2000 @

Contimen Cancal

Adding a New Invoice to the Invoice File

Invoices are added to the Invoice File under the Tab. You default in this tab when adding a
New Invoice File, but can navigate to this tab by locating the Invoice File and clicking on the Invoice
Tab.

In the Add New Invoice page,
1. Enter a unique ‘Invoice/Reference number’.

2. Select the ‘Invoice Date’ by clicking on the icon, at the right of the related field:

Date Updated: June 29, 2010 6 Confidential
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The calendar appears just below the field:

Click on a date to select it;

e Click on n or u to move

back/forward by three months;

Click on n or u to move

back/forward by one month;

¢ Click on the ‘Month Year’ header,
to view a pop-up selection of
months and years:

Click on the desired month,
then the year and click on

5 b Mar  Apr 2007 2012
] May Jun 2008 2013
Jul Aug | 2009 2014
20 3 4
Sep ok 2010 2015
3101
4117 18
Sl24 25
G| 3

Click on == or ** to view the previous/next 10 years in the

selection;
Click on BUEEEE

Click on

to select the current month and year;
to close the pop-up selection.

Click on Continue

to save the invoice information to the ‘Pending’ Invoice File. Continue

will open the Add Line Items page.

If you want to not save what you have entered, click on

Invoice page.

Cancel

. This clears the Add

Date Updated: June 29, 2010
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Line Items Level

The page header, in the Line Items - Purchased Services page, just below the HPG main menu,
displays the same information as mentioned on page 5, along with:

e The ‘Invoice/Reference#’ as specified by the user in the Add New Invoice page;
e The date the invoice was first entered, in ‘Invoice Date’;
e The date the invoice was submitted (‘Date Received’);

This display remains blank (‘—*) while the invoice processing status is ‘Pending’.

You can select an action to perform from the ‘Action’ drop-down list.

‘Delete’ is always displayed in the “Action’ drop-down list, while the invoice processing
status is ‘Pending’.

The “Action’ drop-down list is disabled once the invoice processing status is ‘Submitted’.

Lo

“#J HEALTH PARTNER GATEWAY

Usar, MiniSAF Provicer]

Home Documant Exchangs Offer Management Invcsca Entry A Faparts QpLans Helg
rrempn File 10 SO0 EALT -Dee- X0F
CICAC: Cariral Wl
Iervo lce Roleronced iwaice O7 Vondor Provider: BO00IE - Baxfor g Siafus: Puanding
of Nurgas

levalce Date: 07 -Dec-2000 Diate Recehed: Actian: [ =]
Created by: Manual - Employes Typi: Purchase Seraces

Combinsed

Line Items - Purchased Services Belate
N e e e
Il:u IZIE'E Ha‘-"l. Ir'll:ltv I!lt'rn:- |I:II_LI-et JL'\:IEI E |$:_EE B-u»r.-.,-wr_.n i it home
H-I:II.II'E'li o Activity codes: ™o . Acpesoment
T 02 - Corfespnes an Behall of Paliard
I 03 - Teachirg/Counsalling
I 04 - EquiprmantiDwvic e Matarials

™ 05 - SHuational Managemand
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Adding a Purchased Services Line Item to an Invoice

Lo

“#§ HEALTH PARTNER GATEWAY

Lisgr, MiniSAF Proviser]

g DoCumant Exchangs Offar Management Inwo=Ca Entry irati Raparts Oiptians Halg
krvics File |0 SO0 E 07 - Dee- 2008
CICAC: Cardral Wesl
Irvolce Roleronced: imvoice 07 VendorProvider: BO300ME - Baxdor Oigee Siafus: Puanding
of Nursas

Imvalce Date: 0F-Dhac- 2009 [ate Recehed: HAuctian: I _"l
Created by: Manual - Employes Type: Purchase Seraces

Combined
“ Ling Fleate

Line Items - Purchased Services Delote

s e A it i

alil i1 home

Hnultﬁ o Activity codes: Mg dccecomant
C 02 - Corfaep
Fos
Co

T 0% - Siuational Manasemarg

1 Behall of Paliars

T 08 - Kol SeanMct Found

[T 10 - Azsistance with Personal Care
1711 - Diegaing

F 12 - Injection

13- Vikal Swevs

F i3 - Gther Trearmend

Save Save and Add Hew Involce Finish and Add New Invoice Flle Fimish

Line Items are added to the Invoice under the Line Items Tab. You default in this tab when adding a New
Invoice, but can navigate to this tab by locating the Invoice File & Invoice and then clicking on the Line Items
Tab.

In the Line Items - Purchased Services page,

1. Click on  Add Line ltem

2. Find the client that you wish to invoice, by selecting the “Billing Reference Number’ from the
corresponding smart-lookup field.

NOTE: this information is found on the Service Referral Document sent by the CCAC:

Date Updated: June 29, 2010 9 Confidential
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Community Care
Ac(esstcyemre CCAC Taronta Central Community Care Access Centre
Centre d'accés aux
solns communautaires Service Referral ( New )
Provider Name: Baxter Order of MNurses Offer ID: 1000859
Assign Staff Name: Offer Date/Time: 08-Aug-2008 8:59 AM EDT
Referral Type: Home Care Provider Assignment 1D: 1000859
Billing Referrence Number: 100591 Transmission Date/Time: 08-Aug-2008 9:00 AM EDT
Tracking ID: 79694 ecf-6f16-4719-9935-5747c74bd942 Provider Contract Code: BAXNURHCSRM
SRC Code:
Provider Notification Notes: test
Name: Adams, Kevlar Primary Client Risk Code:
(100340) Phone Referral Team: Maorth Teamn - Morth Team
Number:
Referral Caseload: BarotSamir Morth - Samir Barot's Morth Caseload
Preferred Name:
HCH: B Version Code: — Caseload Staff: Barot, Samir .
Treatment Address: 777 Main Street Bolton, Cntario N9P 455 H;tl:a;.Oﬂer Contact Al-Zahra, Fatima

Treatment Phone 905-686-9595

Number: Sender :

Treatment
Directions:

3. Select the date the visit occurred by clicking on the icon, at the right of the “Visit Date’
field.

See page 7 for instructions on how to select a date.
4. Select the correct ‘Provider Billing Code’ for the line item.

Only provider billing codes that correspond to the entered ‘Billing Reference Number’ are
displayed in the drop-down list.

The “Service-Service Delivery Type’ display is automatically populated once the “Billing
Reference Number’ and the “Provider Billing Code’ are specified.

The “Visit’ display also appears once the ‘Provider Billing Code’ is selected, indicating if the
type of service delivered was a visit (default is always “1°).

5. Enter the number of hours the visit lasted in the ‘Hours’ field, in decimal format (up to two
digits after the period, for example 3.02).

6. The “Activity Codes’ list is automatically populated, according to the service type.

Select the appropriate activity codes, by checking their boxes in the list:

Services Common to All Disciplines

01 Assessment e.g. physical, functional, financial, psychosocial,
environment, initial and ongoing and/or follow-up;

02 Conference on Behalf of Patient Conferences organized on behalf of the
patient under the auspices of the Home Care Program;

03 Teaching/Counselling i.e. advising, instructing, supporting, interpreting,
demonstrating, planning and problem solving: to include patient and/or
significant other;

04 Equipment/Devices/Materials i.e. selection, design and training in the
use of.

05 Situational Management Dealing with unexpected changes in the family
situation.

09 Not Seen/Not Found Self-explanatory.

Date Updated: June 29, 2010 10 Confidential
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Nursing

10 Assistance with Personal Care (e.g. foot care, hair care, bath mouth
care);

11 Dressing Care of wound;
12 Injection Introduction of medication subcutaneously or intramuscularly;

13 Vital Signs Signs of life as related to a specific illness (i.e. temperature,
pulse (apex and radial), respiratory, blood pressure, weight);

19 Other Treatment (e.g. IV therapy, enemata, ostomy care, cataract care,
collection of blood, monitoring medications).

Physiotherapy

50 Exercise Specific routines or techniques to increase or maintain
strength, mobility, balances, coordination and chest care;

51 Supplementary Testing Methods used to ascertain functional level
including tolerance testing;

52 Monitor Physical Functional Capability Self-explanatory;

53 Modality Use of mechanical and/or physical agents.

Occupational Therapy

60 Functional Restoration Personal care, dressing, eating, postural
exercise, diet, medications, toilet, sex, locomotion, transfers,
transportation;

61 Household Management Organization and management of household,
meals, money, marketing, laundry, etc...;

62, 63 Energy Conservation/Work Techniques Simplification Self-
explanatory;

64 Psycho/Social Adjustments Interpersonal relationships/socialization.
Family dynamics (child management, etc...);

69 Vocational/Avocational Work readiness, play techniques, use of leisure.

Speech Therapy

40 Language Therapy Comprehension and expression of the symbols of
human communication;

41 Articulation Therapy Intelligibility of speech and sound production;
42 Voice Therapy Loudness, pitch, clarity and sound production;
43 Rate Therapy Rate and/or rhythm of utterance;

44 Hearing Therapy Listening skills, lip reading.

Date Updated: June 29, 2010 11 Confidential
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Social Work

20 Individual Therapy/Counselling Therapy and advice in a one to one
relationship. Problems may have an emotional basis or be concrete ones
of daily living;

21 Family and Marital Therapy When the family unit or marital relationship
is the therapy focus;

22 Group Therapy When two or more persons interact in problem solving,
e.g. coping with cancer;

23 Community Planning, developing, implementing, evaluating activities in
support of Home Care Program Objectives, e.g. liaison with social
agencies, in-service education.

Homemaking
90 Housekeeping e.g. light housekeeping, laundry;
91 Child Care Self-explanatory;

92 Personal Care Under direction of the nurse or therapist, provides
supervision of: bath, dressing, transfers, feeding medications, walking
and communication;

93 Meal Preparation/Special Diets e.g. diet supervision, advanced
preparation of meals;

94 Shopping Self-explanatory;

99 Other e.g. outings, banking, accompanying patient to appointments.

The ‘Delete’ check-box is necessary to delete line item activities.

Check the ‘Delete’ box for each activity that you wish to delete, then click on
Delete

7. Click on Save to save the line item information to the Invoice. A new Line Item can
now be added to the Invoice by repeating Steps 2-7

OR

Click on saxeand Sdd Ne luyoice to save the Line Item information and current Invoice.
You are presented with the Add Invoice Page and from there can add a new Invoice

OR

Click on aishand Add ienglnunice bile to save the Line Item information and current
Invoice and Invoice File. You are presented with the Add New Invoice page and from there
can add a new Invoice File

The Invoice File status is changed to ‘Submitted’ and the ‘Date Received’ display is set to the
current date.

OR
Click on ' Finish o save the Line Item and the Invoice File and submit the file to the CCAC for

processing. The Invoice File status is changed to ‘Submitted’ and the ‘Date Received’ display
is set to the current date.

Date Updated: June 29, 2010 12 Confidential
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Adding an Equipment or Supply Line Item to the Invoice

Logout
Wersion 2.1.8.3736

User: System.Carlos

S HEALTH PARTNER (GATEWAY

Home Document Exchange Offer Management Invoice Entry Administration Reports Options Help

Invoice File 1D 24-30-Mar-2010-1
CCAC: Central West

Invoice/Reference#: Invoice Re Vendor/Provider: 24 - Lewis & Krall Status: Pending
Pharmacy
Invoice Date: 29-Mar-2010 Date Received: - Action: |l]
Created by: Manual - Employee Type: Equipment & Supplies
Combined
ML tineltems

Line Items - Medical Equipment & Supply Delete

T e ——
N
boxtes} * Delivery date:

i la

Purchase Item: 1001 - raised bathboard
BRN: 100692 - 2000, Jan26

* Quantity billed:

:@

Save Save and Add New Invoice Finish and Add New Invoice File Finish

Line Items are added to the Invoice under the Line Items Tab. You default in this tab when adding

a New Invoice, but can navigate to this tab by locating the Invoice File & Invoice and then clicking
on the Line Items Tab.

In the Line Items - Medical Equipment & Supply page,
1. Clickon Add Line ltem

2. Find the Purchase Order, by selecting the ‘P.O’ from the corresponding smart-lookup field.
NOTE: this information is on the Equipment & Supply Order form:

Community Care
Access Centre
Centre d'accés aux
soins communautaires
Report Header

Order Action: E & S - Initial Order
Vendor |dentifier 07

Central Community Care Access Centre

E&S Initial Order and Order Updates

Client Information
Surname: Training8
First Name: Colleen

CCACID 8 Risk Codes: --
Biling Ref #: 100845 Home Address
PO Details

PO Number: 2227 3 123 Any Street

Taronto Ontario X0X 0X0

PO Date: 10-May-2010
Delivery/Pick-Up Date: 10-May-2010
Cancel Date’ --

Verbal Order Confirmation: No

Contact Details

Service Provider: -

Provider Contact Name: -

Provider Phone Number: --

CCAC Contact Name: Patgunarajah, Darlene
Team: North Team

Case Manager: Lewis, Vickie

Phone: (416) 293-9393
Delivery Address

123 Any Street
Taronto Ontario X0X 0X0

Directions: --
Comments: --

Additional Address Infa: --

Date Updated: June 29, 2010 13
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Enter the P.O. number in the smart look-up field:

Invoice File ID 07-10-May-2010-2

CCAC: Central
Invoice/Reference#: 10052010 Vendor/Provider: 07 - Happy Path - K Status: Pending
Invoice Date: 10-May-2010 Date Received: - Action: j
Created by: Manual - Employee Type: Equipment & Supplies
Combined

Line Items - Medical Equipment & Supply Delete
I T 7 N N 7l
mount
2227
2273 |
Save Save and Add New Invoice Finish and Add New Invoice File Finish

3. Select the Purchase Order Line Number from the ‘P.O. line #* drop-down list:

Invoice File |D 07-10-May-2010-2

CCAC: Central
Invoice/Referencef: 10052010 Vendor/Provider: 07 - Happy Path - K Status: Pending
Invoice Date: 10-May-2010 Date Received: - Action: ﬂ
Created by: Manual - Employee Type: Equipment & Supplies
Combined

Line Iltems - Medical E

quipment & Supply Delete

Amount
- - - r

[22273

q New Invoice Finish and Add New Invoice File Finish

Upon selection of the P.O. and the P.O. Line #, the item will populate and the Billing
Reference Number (BRN), the surname and the first name of the client related to the P.O.
number will display:

: Details Line Items

Line Iltems - Medical Equipment & Supply | Delete
__
[22272 |@, [2576

Eﬁ:;al Item: 33000 - HP IG - Wheelchair with Fixed * Billing start date: l:l@ * Billing end date: |:|@

BRN: 100845 - Training8. Colleen

Save I Save and Add New Invoice (| Finish and Add New Invoice File ‘; Finish |

4. Enter the amount billed for the item or equipment, in the ‘Invoiced Amount’ field.

5. Enter the GST amount for the item or equipment, in the ‘GST’ field.

6. Enter the PST amount for the item or equipment, in the ‘PST’ field.

Date Updated: June 29, 2010 14 Confidential
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The ‘Delete’ check-box is necessary to delete line item activities.
Check the “‘Delete’ box for each activity that you wish to delete, then click

Delete

The “Invoiced Total’ amount is calculated automatically after Saving the line item.

7. For a ‘Rental’ item, select the Rental Start Date by clicking on the icon, at the right of
the “Billing Start Date’ field.

Details Line items

Delete

Line Iltems - Medical Equipment & Supply

_mm__ i -

[22273 |a, [2578 =] [roo.oo | [poo [
I:}\;‘:;ﬂl My 33000 - 1P 16 - Wheslchait with Tixed * Billing start date: 4J'1DJ2D1D . Billing end date: 5/10/2010 I
BRN: 100845 - Training3, Colleen
Save Save and Add New Invoice Finish and Add New Invoice File Finish

For a ‘Purchase’ item, specify the ‘Quantity billed’ in the related field:

Line ltems

Delete

Line Items - Medical Equipment & Supply

“m__-

[2227 1 |@, [e57e = oo \ so | [e00
IPurchase Item: Foam Seat - 3309 - Foam Seat Cushion  * Quantity billed: 1 box(es) * Delivery date: |5f10:’2010 ‘I

BRN: 100845 - Trainingd. Colleen

Save Save and Add New Invoice Finish and Add New Invoice File Finish

8. For a ‘Rental’ item, select the Rental End Date by clicking on the icon, at the right of
the “Billing End Date’ field.

For a ‘Purchase’ item, select the Delivery Date by clicking on the icon, at the right of the
‘Delivery Date’ field.

9. Click on Saue to save the line item information to the Invoice. The Invoiced Total
Amount field will populate with the automatic calculation. A new Line Item can now be
added to the Invoice by repeating Steps 2-9

OR
Click on Save and Add New Invaice to save the Line Item information and current Invoice.
You are presented with the Add Invoice Page and from there can add a new Invoice

OR
Click on Finish and Add New Invoice File to save the Line Item information and current

Invoice and Invoice File. You are presented with the Add New Invoice page and from there
can add a new Invoice File

The Invoice File status is changed to ‘Submitted’ and the ‘Date Received’ display is set to the
current date.

OR

Date Updated: June 29, 2010 15 Confidential
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Click on ' Finish g save the Line Item and the Invoice File and submit the file to the CCAC for
processing. The Invoice File status is changed to ‘Submitted’ and the ‘Date Received’ display

is set to the current date.

Date Updated: June 29, 2010
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Searching for an Invoice File or an Invoice

To search for an invoice file or an invoice:
1. Click on ‘Invoice Entry’, in the HPG main menu.
2. Select “‘Search Invoice’.

3. In the search page that appears, if only one team has been specified, the ‘CCAC’ field is
automatically populated with that value (mandatory field)

Otherwise, select the CCAC to which the invoice was addressed, from the drop-down list.

Home Document Exchange offer Management Invoice Entry Administration Reports Options Help

Search Invoice Files

“CCAC: |Central
Search By I

*Created Date Search:  From ‘DQ-Feh-QDm ‘

L L L

/) To: [10-Hay-2010 =

Search

4. Select the type for the first search criteria from the first ‘Search By’ drop-down list (optional)
You can search by:
¢ Invoice File ID (an example of search results is presented on page 20);
¢ Invoice Reference Number (an example of search results is presented on page 20);

e Vendor or Provider;

If the user belongs to both Vendor and Provider organizations, the system
displays both types as selections in drop-down list.

¢ Invoice Status;
¢ Invoice Date.
5. Select the specific value to search for as the first search criteria, from either the drop-down
or smart-lookup list displayed at the right of the ‘Search By’ field.
6. Repeat steps 4 and 5 for the second search criteria, using the second set of fields (optional)
7. You can also search for invoices created within a certain range of dates, by selecting the

‘From’ icon and then the ‘To’ icon, at the right of the ‘Created Date’ field, and
specifying the start and end dates of the search range (mandatory)

See page 7 for instructions on how to select a date.

By default, the ‘To’ field is populated with the current date and the ‘From’ field with the
date exactly three months prior to the current date.

8. Clickon >earch

Date Updated: June 29, 2010 17 Confidential
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The results are displayed in the form of a grid, where the columns are:
e The “Vendor/Provider’ organization code;
e The system-generated ‘Invoice File ID’;
o All the associated ‘Invoice/Reference #’ (there can be more than one);
e The date the invoice file was created, in ‘Created Date’;
e The date the invoice file was first entered, in ‘Invoice Date’;

e The invoice processing ‘Status’, e.g. ‘Pending’ or ‘Submitted’.

Logaut

*%#ey HEALTH PARTNER (GQATEWAY

User. MiniSAF. Providert

Home Document Exchange Offer Management Invoice Entry Administration Reports Options Help

Search Invoice Files

*CCAC [ Central Weel =l
Search By IF'rnvider j |EOEDD1 E - Baxter Order of Nurses j
*Created Date Search:  Fror: [08-Sep-2008 | Ta: ‘DT—Dec—zDDQ |
Search

BO3001E - Baxter Order of | BO3001E-07-Dec-2009- | invoice 07 07-Dec-2009 07-Dec-2009 Pending
Murses 4

BO3001E - Baxter Order of | BO3001E-07-Dec-2005- 07-Dec-20039 07-Dec-2003 Submitted
Murses 3

BO3001E - Baxter Crder of | BO3001E-07-Dec-2008- 07-Dec-200% 07-Dec-200% Submitted
Murses 2

BO3001E - Baxter Order of | BO3001E-07-Dec-2009- | HPGIm 07-Dec-2009 07-Dec-2009 Submitted
Murses 1

BO3001E - Baxter Crder of | BO3001E-03-Dec-2005- 03-Dec-2009 03-Dec-200% Submitted
Murges 1

BO3001E - Baxter Order of | BO3001E-02-Dec-2009- | 334 02-Dec-2009 01-Dec-2009 Pending
Murses 2

By default, the first page of the results is displayed.
A maximum of twenty results are displayed in each page.
To view page 2, 3, etc... of the results list (if they exist), click on the appropriate number,

in the bottom-right corner of the page. 12345

By default, the results are sorted in descending order by ‘Vendor/Provider’, then by
‘Created Date’.

Search results can be sorted according to any column except ‘Invoice/Reference #° and
‘Invoice Date’, by clicking on the column name in the header and then on the = icon that
appears.

When sorting a column:

o the first click sorts the column in ascending order;
e the second click sorts the column in descending order;

e the third click displays the default sort.

Date Updated: June 29, 2010 18 Confidential
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9. To work with a particular invoice, click on the “Invoice File ID’ link associated with it, to
navigate to the Invoice File Details page and follow the procedures presented further on in

this document.
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Viewing the Invoice List

To view the list of invoices in a file:

1. Use the Search Invoice File page to find the specific invoice file.

2. In the Invoice File Details page, click on the “Invoices’ tab (if not already in it).
The page header, in the Invoices tab/page, just below the HPG main menu, displays the same
information as mentioned on page 5.

You can select an action to perform from the ‘Action’ drop-down list.

‘Delete’ is always displayed in the “‘Action’ drop-down list, while the invoice file status is
‘Pending’.

If at least one line item is entered under an invoice, the following options are also offered:
e  Generate Invoice File Report (see the section on page 22, for more details).

The “Action’ drop-down list will only offer Generate Invoice File Report once the invoice
file is ‘Submitted’.

g
Wergion 2.1 Ga 3825
¥ HEALTH PARTNER GATEWAY :
Liger MmSAF Provider]
Homa Dacuimant Exchangs Offer Managemant Invoice Entry Reparts Oplians Hisp
CICAC Conbral West
Imvoice File ID: BCE00ME-O7-Dac-2000-4 Wendot/Provider: BOGIIIE - Baxter Qudar Status: Panding
of Murses
Created Date: OF-Diec- 2009 Typo: Purchase Serdces Action: ﬂ
HPG Team / Manual - Employes
Created by: Comibinad
BTN o

Add Invoion

07 -Dheeg- 2009 Pending
Imvgice 15 02 Che- 2003 - Parding

The list of invoices is presented in the form of a grid, with the following values:
e The ‘Invoice #° as specified by the user in the Add New Invoice page;
e The date the invoice was first entered, in ‘Invoice Date’;
e  The date the invoice was submitted to the CCAC (‘Date Invoice Received’);
This display remains blank (‘—*) while the invoice processing status is ‘Pending’.

e The invoice processing status, e.g. ‘Pending’ or ‘Submitted’.

Date Updated: June 29, 2010 20 Confidential
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By default, the first page of the invoice list is displayed.

Twenty invoices are displayed in each page.

To view page 2, 3, etc... of the list (if they exist), click on the appropriate number, in the
12345

bottom-right corner of the Invoices tab/page.

To add an invoice to the invoice file, click on = #dd Inveice  tg navigate to the Add New Invoice page,
and follow the procedure introduced on page 6.
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Generating an Invoice File Report

To generate an Invoice File Report:

1. Use the Search Invoice page to find and view the invoice file that you wish to report on, as
shown starting on page 16.

2. From the ‘Action’ drop-down list, select ‘Generate Invoice File Report’.

NOTE: The Invoice File must be have Pending status with at least one Line Item entered in
order for the ‘Generate Invoice File Report’ to be available in the Action drop-down list.

A report file is generated, in PDF format, which should look similar to this (for ‘Purchased

Services’):
CCAC: Central West
Report Mame - Invoice File Report
ME - Omder of
Inveice File ID:  BOJ00IE-07-Dec-2009-4  VenderProvider: —o° Baxter o
[Received/ Created HPG Team/Created Mamal - Employes
07 -Diec- 2009 : Puzchase Services

[Diaite: 3 Trpe bryz Combined

Date Involce
[nvaice ¥ Invaice Dale i——
o 07 07-Diec- 2009

1 Provider Billing Code Service - Service Delivery Type Visit Date Visit Hours

1010ES BEES - BAXNMNurVHDuf Mursing - Visil mirsing home 01 =Dec-H00e 1 200
101085 BEBE - BANMurVHDuf Mursing - Visil marsing home 05-Dec- 2000 1 1.0
[Invoice Totals 2 3.00

Date Invodce

vaice # Invaice Date
- * " " Received
rrvosee 15 03 - D - 2009
NH Provider Billing Code Service - Service Delivery Type Visit Date  Visii Hours
Involee Totals 0 0
Invaice File Totals 2 300
and this (for ‘Equipment &* Supplies’):
CCALC: Central East
Report Hame: Imvoice File Report

Imwoice File 10: 200721584 “endor/Frovider: BE00Z - Bawxter
RecewediCreaed Date: 0G-Jun- 2007 Type: Medical Equipment and Supply HPG TeamfCreated by Manual- Smith, Jane
Imwoi o= # Irvoice Oe Date Inwoi ce Received
FPROOOOGT O7-5ep- 2007 09-Sep 2007
F.O. F.O. Line Humber  kem Description Lime kemn Type voiced Amount GET FST Ineoiced Totd Amourt
1101 1 [l 024 - IV Paole Rental 5.0 P50 GO0 F25.50
Eilling 3=t Dae: 06 Jub2007 Billimg End Date: 05-Aug 2007
ERM: 12345 - Smith, James
F.0O. P.0. Line Humber  tem Description Lime bem Type rrvoiced Armount GET  PET Irvoicad Tot" Amount
1101 1 [} 2514 - Bath Bench Purchaze 0.0 - -- F40.00
Quartity: 10 boees Delivery Date: 10-Aug-2007
ERM: 14723 - Fields, Sarah
Inwoice Totals 450 $5.00 $E.00
Iroic= File Totals f4.80 S50 S5O0
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Deleting an Invoice File

The page

header, in the Line Items - Purchased Services or Line Items - Medical Equipment and

Supply page, just below the HPG main menu, displays the same information as mentioned on page 5.
The invoice file details are basically the same values as in the header, along with the following fields:

e The total number of “‘Line Items’ in the invoice file;

e The total number of “Units’ (the total number of visits and/or hours billed added together, for
example, if you bill for one visit and a visit lasts two hours, the system calculates the units as 3),
in the invoice file.

To delete an invoice file:

1. Use the Search Invoice page to find and view the invoice file that you wish to delete, as
shown starting on page 16.
The status has to be ‘Pending’.
2. In the Invoice File Details page, click on the ‘Details’ tab (if not already in it).
3. Select ‘Delete’ from the ‘Actions’ drop-down list and click ‘Go’
4. In the confirmation dialog that appears, click on | €entinue | tg delete the invoice file or on
Cancel | to cancel the action without deleting the invoice file.
In both cases, the system then navigates back to the Search Invoice page.
o - Lser GHYendorUser
fome Document Exchange Offer ¥ ; 0 —s Help
Delete Invoice File 07-10-May-2010-2?
CCAC: Central
Invoice File ID: 07-10-May-2010-2 Pending
Created Date: 10-May-2010 oK Sancsl === Hl e
Created by: Manual - Employee
Combined

HEtsls | Invoices |

Invoice File Details
Invoice File Id 07-10-May-2010-2
Vendor/Provider 07 - Happy Path - K
Created by Manual - Employee Combined
Created Date 10-May-2010
Type Equipment & Supplies
Status Pending
Line ltems Total 4

Units

Date Updated: Ju
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Viewing Invoice Details

To view an invoice’s details:

1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.

2. In the Invoice Details page, click on the ‘Details’ tab (if not already in it):

Logout
QACCAC
#*§ [HEALTH PARTNER (GATEWAY
S ———— Usger: MiniSAF.Providert
Home Document Exchange Offer Management Invoice Entry Administration Reports Options Help
Inwnice File 10 BO3001 E-07-Dec-2009-4
CCAC: Central West
Invoice/Reference#: imoice 07 Vendor/Provider: BO3001E - Baxter Order Status: Pending
of Nurses
Invoice Date: 07-Dec-2003 Date Received: Action: =] Go
Created hy: Manual - Employes Type: Furchase Services

Combined

il | Line ffems |
Edit

“endor/Provider: BO3001E - Baxter Order of

Nurses

*lwoice/Reference number: invoice O7

*Irvoice Date
Type:
Created by:

07-Dec-2009
Purchase Sewices

Manual - Employes Combined

The page header in the Invoice Details page, just below the HPG main menu, displays the following
information:

e The ‘CCAC’ selected in the Add Invoice File page;
e The system-generated ‘Invoice File ID’;
¢ The ‘Invoice/Reference #’ as specified by the user in the Add New Invoice page;
e The date the invoice was first entered, in ‘Invoice Date’;
e The name of the user that entered the invoice;
e The Vendor/Provider organization code selected in the Add Invoice File page;
e The date the invoice was submitted (‘Date Received’);
This display remains blank (“—*) while the invoice processing status is ‘Pending’;

e The type of items being invoiced, according to the Vendor/Provider organization code selected
(either “‘Purchase Services’ or ‘Equipment & Supplies’);

e The invoice processing status, e.g. ‘Pending’ or ‘Submitted’.

‘Delete’ is always displayed in the “‘Action’ drop-down list, while the invoice processing
status is ‘Pending’.

The “Action” drop-down list is disabled once the invoice is ‘Submitted’.

The invoice details are basically the same values as in the header.

Date Updated: June 29, 2010 24 Confidential
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Editing Invoice Header Details

To edit a “Purchased Services’ or ‘Equipment & Supplies’ invoice’s header details (the invoice file
status must be ‘Pending’ and have at least one line item entered):

1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.

2. In the Invoice Details page, click on the ‘Details’ tab (if not already in it):

3. Click on Edit
The Invoice/Reference number field and the Invoice Date field become editable:

Logout

>y HEALTH PARTNER (QATEWAY

User: MiniSAF Providert
Horme Document Exchange Offer Management Invoice Entry Administration Reparts Cptions Help

Invoice File ID BO3001 E-07-Dec-2009-4

CCAC: Central West
Invoice/Reference#: imoice 07 Vendor/Provider: BO3001E - Baxter Order Status: Fending
of Nurses
Invoice Date: 07-Dec-2002 Date Received: Action: d Go
Created by: Manual - Employee Type: Purchase Serices
Combined

Lo | _ Line ftems |

“Wendor/Provider BO3001E - Baxter Order of

Murses
*Invoice/Reference number [imvoice 07 |
*lrwnice Date |DT-Dec-2UDQ |
Type: Purchase Serices
Created by: Wanual - Employes Cormbined

Save Cancel

4. Change the ‘Invoice/Reference #’ or the ‘Invoice Date’, if necessary.

5. Clickon 33 to keep the changes and save the invoice or on | ©arcel  tg discard
the changes.

In both cases, the system then navigates to the Invoice Details page.
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Deleting an Invoice

To delete an invoice:

1. Use the Search Invoice page to find the invoice that you wish to delete, as shown starting on
page 16.

Its status has to be ‘Pending’.
2. In the Invoice Details page, click on the ‘Details’ tab (if not already in it).

3. Select ‘Delete’ in the ‘Action’ drop-down list:

Logout

>y HEALTH PARTNER (JATEWAY

User: MiniSAF. Provider!
Horne Document Exchange Offer Management Invoice Entry Adrainistration Reports Options Help

Invoice File ID BOZ001E-07-Dec-2009-4

CCAC: Central West
Invoice/Reference#: invoice 07 Vendor/Provider: BO3001E - Baxter Order Status: Pending
of Murses
Invoice Date: 07-Dec-2009 Date Received: Action: Delete d
Created by: Manual - Employee Type: Purchase Services
Combined
Delete Invoice invoice 077
Continue Cancel
R
Edit
“endor/Provider: BO30ME - Baxter Order of
Murses

*Irvnice/Reference number: invoice 07

Flrvnice Date 07-Diec-2009

Type Purchase Services

Created by: Manual - Employes Combined

4. In the confirmation dialog that appears, click on | ©ontinue ' g delete the invoice or on
Cancel  to cancel the action without deleting the invoice.

In both cases, the system then navigates back to the Search Invoice page.
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Viewing an Invoice’s Line Items

Purchased Services

To view all the line items belonging to a ‘Purchased Services’ invoice:

1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.

2. In the Invoice Details page, click on the ‘Line Items’ tab (if not already in it).

The page header, in the Line Items tab/page, just below the HPG main menu, displays the same
information as mentioned on page 24.

Logout
OACCAC
ey HIEALTH PARTNER (QATEWAY
P ———— User: MiniSAF Provider
Home Document Exchange Cffer Management Invoice Entry Administration Reports Options Help
Invoice File 1D BO3001 E-07-Dec-2009-4
CCAC: Central ¥West
Invoice/Reference#: invoice 07 Vendor/Provider: BO3001E - Baxter Order Status: Pending
of Murses
Invoice Date: 07-Dec-2009 Date Received: Action: Delete j Go
Created by: Wanual - Employee Type: Furchase Semices
Combined
ML Uneltems

Line Items Add Line Item

101085 - HPG Invaice 01-Dec-2002 8888 - BARNurvHDUf Wisit nursing home Ready
Dermo

101085 - HPG Invoice 05-Dec-2009 8833 - BAxMuryHDUf Wigit nursing home Ready ‘
Demao

The line items list appears as a grid showing, for each line item, the following values:
e The unique ‘Billing Reference Number’, as specified by the user who created the line item;
e The “Visit Date’, indicating the date the visit occurred;
e The “‘Provider Billing Code’, as specified by the user who created the line item;
e The “Service Delivery Type’ populated by the system;
e The line item ‘Status’, e.g. ‘Ready’ or ‘Submitted’.

You can select an action to perform from the ‘Action’ drop-down list.

‘Delete’ is always displayed in the “Action’ drop-down list, when the invoice processing
status is ‘Pending’.

The “Action’ drop-down list is disabled once the invoice is ‘Submitted’.
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By default, the first page of the line items list for the current invoice is displayed.

Twenty line items are displayed in each page.

To view page 2, 3, etc... of the list (if they exist), click on the appropriate number, in the
12345

bottom-right corner of the Line Items tab/page.

To add a line item to the invoice, click on! Add Lineltem | to navigate to the Line Items - Purchased
Services page, and follow the procedure starting on page Error! Bookmark not defined..

Equipment & Supplies

To view all the line items belonging to an ‘Equipment & Supplies’ invoice:
1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.
2. In the Invoice Details page, click on the ‘Line Items’ tab (if not already in it).

The page header, in the Line Items tab/page, just below the HPG main menu, displays the same
information as mentioned on page 24.

Logout
*3N HEALTH PARTNER CIATEWAY '
Yersion 2.1.8.3736
User: System.Carlos
Home Document Exchange Offer Management Invoice Entry Administratior Reports Options Help
Invoice File 1D 24-30-Mar-2010-1
CCAC: Central West
Invoice/Reference#: Invoice Re Vendor/Provider: 24 - Lewis & Krall Status: Pending
Pharmacy
Invoice Date: 29-Mar-2010 Date Received: - Action: [ lv!
L |
Created by: Manual - Employee Type: Equipment & Supplies
Combined
Details Line ltems
Delete

Line Items - Medical Equipment & Supply

12345 il

Rental ltem: 3200-5003 - Walker folding rental item for ., ... R = " = | PRptpa =
Cratiack code EobG Billing start date: | 1 | * Billing end date: | 01 .
BRN: 101062 - Greenfield, Honey

[ &% O

Save Save and Add New Invoice Finish and Add New Invoice File Finish

The line items list appears as a grid showing, for each line item, the following values:
e The ‘P.O’ number;
e The ‘P.O. Line Number’;

e The ‘Item Description’;
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e The “Line Item Type’, i.e. ‘Rental’ or ‘Purchase’;

e The ‘Invoiced Amount’, as entered by the user who added the line item;
e The applicable ‘GST’;

e The applicable ‘PST’;

e The ‘Invoiced Total Amount’;

e The “Status’ of the purchase or rental.

You can select an action to perform from the “Action’ drop-down list.

‘Delete’ is always displayed in the “Action’ drop-down list, when the invoice processing
status is ‘Pending’.

The “Action’ drop-down list is disabled once the invoice is ‘Submitted’.

By default, the first page of the line items list for the current invoice is displayed.
Twenty line items are displayed in each page.

To view page 2, 3, etc... of the list (if they exist), click on the appropriate number, in the

bottom-right corner of the Line Items tab/page. 12343

To add a line item to the invoice, click on! AddLineltem ' to navigate to the Line Items - Medical
Equipment and Supply page, and follow the procedure starting on page 13.
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Viewing Line Item Details

Purchased Services

To view the details for a particular ‘Purchased Services’ line item:

1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.

2. In the Invoice Details page, click on the ‘Line Items’ tab (if not already in it).
3. Click on the line item’s “Billing Reference Number’.

It acts as a link that navigates the user to the View Line items Details page:

Logout

>y HEALTH PARTNER (QATEWAY

User: MiniSAF Praviderd
Huorre Document Exchangs Offer Management Invoice Entry Adrinistration Reports Cptions Help

Invoice File ID BO3001E-07-Dec-2009-4
CCAC: Central YWest

Invoice/Reference#: invoice 07 Vendor/Provider: BO3001E - Baxter Order Status: Fending
of Murses

Invoice Date: 07-Dec-2009 Date Received: Action: Delete ﬂ Go

Created hy: Manual - Ernployes Type: Purchazse Services
Combined

Line ltems
View Line Item Details

Last Processed: - Edit Delete
Cycle 1D BO3001E-07-Dec-2009-4-00

Reconciliation D: 0000000000

Status: Ready

Payable: Amount: 0

s s e

] im-Dec-?UDU | 8888 - BAXMUVHDUT ] Mursing - Wisit nursing home

Hours: [5 p Activity codes: 03 - Teaching/Counzelling

| 101085 - HPS Invaice, Dema

The page header, in the Line Items tab/page, just below the HPG main menu, displays the same
information as mentioned on page 24.

‘Delete’ is always displayed in the “‘Action’ drop-down list, when the invoice processing
status is ‘Pending’.

The “Action’ drop-down list is disabled once the invoice is ‘Submitted’.

The line item details are as follows:
e The date on which the line item was ‘Last Processed’;

e The ‘Cycle ID’, a unique identifier generated by the concatenation of: Provider Organization
Code “-* Received/ Created Date “-*“ Sequence number 01-99, incremented by one each time a
file is sent from the same provider on the same day, followed by another sequence number 01-
99, incremented by one each time a cycle of a file is processed;

e The ‘Reconciliation ID’, a system-generation 10 digit identifier stored at the cycle level, serving
as the key identifier in the reconciliation report sent to the Vendor/Provider;

e The current ‘Status ‘ of the line item, e.g. ‘Ready’ or ‘Submitted’;
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e The amount payable for the specified line item.

If the line item is payable, the amount of the line item, the ‘GST’, the ‘PST’ and the ‘Total
Amount’ are shown.

Otherwise “—* is displayed.
e The “Billing Reference Number’;
e The date the visit occurred, in the “Visit Date’ field;
e The ‘Provider Billing Code’;
e The number of hours the visit lasted, in the “‘Hours’ field;

e The “Activity Codes’, according to the service type.

Equipment & Supplies

To view the details for a particular ‘Equipment & Supplies’ line item:

1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.

2. In the Invoice Details page, click on the ‘Line Items’ tab (if not already in it).
3. Click on the line item’s ‘P.0O.".

It acts as a link that navigates the user to the View Line items Details page:

HEALTH PARTNER CIATEWAY L

Home Document Exchange Offer Management Invoice Entry Administra Reports Options Help

Invoice File ID 24-30-Mar-2010-1
CCAC: Central West

Invoice/Reference#: Invoice Re Vendor/Provider: 24 - Lewis & Krall Status: Pending
Pharmacy

Invoice Date: 29-Mar-2010 Date Received: - Action: !“E

Created by: Manual - Employee Type: Equipment & Supplies
Combined

1 tails Line items
View Line Item Details

Edit Delete
Last Processed: —

Cycle ID 24-30-Mar-2010-1-00
Reconciliation 1D: 0000000000

Status Submitted

Payable Amount: —-

“Invoiced Total

“P.O “P.O. Lina# “Invoiced Amount GST PST _
Amount

12345

Rental Item: 3200-5003 - Walker folding rental item for contract . Billing start date: ': 28 ; * Billing end date: = -

code 5003
BRN: 101062 - Greenfield, Honey

The page header, in the Line Items tab/page, just below the HPG main menu, displays the same
information as mentioned on page 24.

‘Delete’ is always displayed in the “Action’ drop-down list, when the invoice processing
status is ‘Pending’.

The “Action’ drop-down list is disabled once the invoice is ‘Submitted’.
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The line item details are as follows:
e The date on which the line item was ‘Last Processed’;

e The ‘Cycle ID’, a unique identifier generated by the concatenation of: Provider Organization
Code “-*“ Received/ Created Date “-* Sequence number 01-99, incremented by one each time a
file is sent from the same provider on the same day, followed by another sequence number 01-
99, incremented by one each time a cycle of a file is processed;

e The ‘Reconciliation ID’, a system-generation 10 digit identifier stored at the cycle level, serving
as the key identifier in the reconciliation report sent to the Vendor/Provider;

e The current ‘Status * of the line item, e.g. ‘Ready’ or ‘Submitted’;
e The amount payable for the specified line item.

If the line item is payable, the amount of the line item, the ‘GST’, the ‘PST” and the ‘Total
Amount’ are shown.

Otherwise ‘—* is displayed.
e The ‘P.0.” number;
e The ‘P.O. Line #’;
e The ‘Invoiced Amount’;
e The ‘GST’;
e The ‘PST’;
e The ‘Invoiced Total Amount’;
e The ‘Rental Item’ code;
e The “‘BRN’;
e The “Billing Start date’;
e The “Billing end date’.
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Editing Line Item Details

Purchased Services

To edit a “Purchased Services’ invoice line item (the invoice file status must be ‘Pending’):

1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.

2. In the Invoice Details page, click on the ‘Line Items’ tab (if not already in it).
3. Click on the line item’s ‘Billing Reference Number’.

It acts as a link that navigates the user to the View Line items Details page.

4. Clickon  F4t 1o navigate to the Edit Line items Details page:

Logeu

I; H EﬂLTH FARTHER GATEWAY “erzion 1.0a 128

Mar MiniSAF Provider?

Homs Dsocument Eschangs Offer Managamant Lyt Entry - i) Rsparts Optans Hilp

Iovics Fafi 1D EOO0RE-Cec- 005

CCAL: Caniral Want

Irvnce Fledore o oz 7 YemdooProvider BOME - Bater Ordar Slatus Fendirg

of Wurtan
Imwolce Date: O D 2003 Date Roceboed: Action: [U’lli‘“ ﬂ
Croated ke Masial - Emplayoes Thpein: Puchyis SemIss
Combined
Edit Line ltem Detalls
Delnts
e
'|'\III,II;I:;"I.-I.P_-;;:|-_-_|E.EH'\- ||| -Des- n:r; 'ﬂ | BiEek - BAR m-Lm q & g hoeme
Huwrﬁ"ﬁ'— Acthity codee =0y L aggesament
70 .« Confsrsrca on Behali of Satiend

.00 . TeachegiCounsaling

I 04 - EgapmestDevcenflalana
T CE - Stuabonat Mansgaman
709 - hot SweruToi F

10 - Aguisiance wih Peieoeal Can

[T 11 - Dressing

¥ 12 - Injectian

713 - Wital Signs

7 15 - Other Treatment

Save Cancel
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5. Change the line item details, as necessary.
The following fields can be modified:
e The “Billing Reference Number’;
e The “Visit Date’;
e The ‘Provider Billing Code’;
e The number of *Hours’ the visit lasted, in decimal format;
e The “Activity Codes’ (see the table starting on page 10 for a description of the available

activity codes).

Cancel

6. Click on Save g save the line item information to the invoice or on to

discard the changes.

In both cases, the system then navigates back to the View Line items Details page.

Equipment & Supplies

To edit an ‘Equipment & Supplies’ invoice line item (the invoice file status must be ‘Pending’):

1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.

2. In the Invoice Details page, click on the ‘Line Items’ tab (if not already in it).
3. Click on the line item’s purchase order (‘P.0O’).

It acts as a link that navigates the user to the View Line items Details page.

4. Click on Edit 1o navigate to the Edit Line items Details page:

Logout

¥ HEALTH PARTNER CIATEWAY

User Systern Carlos

Home Document Exchange Offer Management Invoice Entry d stration Reports Options Help

Invoice File ID 24-30-Mar-2010-1

CCAC: Central West
Invoice/Reference#: Invoice Re Vendor/Provider: 24 - Lewis & Krall Status: Pending
Pharmacy
Invoice Date: 29-Mar-2010 Date Received: == Action: \v!
Created by: Manual - Employee Type: Equipment & Supplies
Combined
Line ltems
Edit Line Item Details
Delete
O “P.O. Lina# “Invoiosd Amoun GsT PST : 7':_':: =l
1761.1 |a,  [1683 [v]  [12345 | [ooo | oo | 12345

Rental Item: 3200-5003 - Walker folding rental item for contract

ke s * Billing start date:  (3/28/2010 *Billing end date:  (8/10/2010

BRN: 101062 - Greenfield, Honey

Save Cancel
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Change the line item details, as necessary.

The following fields can be modified:

Click on Save to save the line item information to the invoice or on

HPG

Version:

0.06

Invoice Entry User Guide

Date:

June 29, 2010

The “P.0.’;

The “P.O. Line #’7;

The ‘Invoiced Amount’;
The “‘GST’;

The “PST’;

The “Billing Start date’;
The “Billing end date’.

discard the changes.

In both cases, the system then navigates back to the View Line items Details page.

Cancel

to
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Deleting a Line Item

To delete a line item (‘Purchased Services’ or ‘Equipment & Supplies’):

1. Use the Search Invoice page to find the invoice that you wish to view/edit, as shown starting
on page 16.

2. In the Invoice Details page, click on the ‘Line Items’ tab (if not already in it).
3. Click on the line item’s “Billing Reference Number’ or ’P.O.’.

It acts as a link that navigates the user to the View Line items Details page.

4. Click on | Delete

Ll
>33 HEALTH PARTNER GATEWAY
el MrekaF Prosigert
Hioema Document Exchange ier Managemant bfwidsce Enfry sied £ Heporis Lplions Help
|rice File ID BCEOH E-O7-Diee- 30004
CCALC: Contral Wesl
T ot Wil @ ncad: iwoice O Vandoe P iowdnn; BOYONE - Banier Cedar LT Paading
of Hurses
lervuics Date: 07 Diee-2009 Date Roewivid: Ratian: [Deietn |
Croatod y: Manizal - Employes Type: Porchase Sondces
Combined
View Line Item Details
Last Processod: Edit Dnteis
Cycle 10 B0 E-O7-Dheec-2005-2.00
Ruconcibation I00 0OOO0C000
Slalu Ready
Payabla Amoumst:

1 S0 b . I t 014 7 BlEhuvHT Muraing = Vs mursing home

Hn-un.-'.— Nesiving codess 03 -T

Delete Line ltem 101085 - HPG Inveice, Dema?

L Cangel

5. In the confirmation dialog that appears, click on = “ontinue | tg delete the line item and

navigate back to the Line Items tab/page, or on  €ancel o cancel the action without
deleting the line item.
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