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Find invoice

Use this form when you need to search for up-to-date invoice information.
This guide will give you steps and information on:

e searchingforan invoice

o finding the status of your invoice

e single invoice search and summary

e multiple invoice search and summary.
Note: Any field that is marked with * is mandatory to complete the search.

Navigating the home page

Welcome to ProviderHub

Currently working for
Auto Vendor 1

From the ProviderHub
home page, under the

Health treatment Finance View forms (kast 14 days)

T — T — e @ st heading Finance, click

[ Droft forms

Find invoice.

[} Teeatment extension Accs? Q  Findinvoice < Unsent forms

[} Engogement form @  Find remittance advice

Find claim by b
Gp Findctelm by number Administrator tasks

. . Manage organisation
Q  Find cloim by client &
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Single invoice search

Single invoice summary
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Single invoice

Invoice summary

ProviderHub

On this page, you can
search by Single invoice
or Multiple invoices.

To check the details of a
single invoice, enter the
invoice number you would
like to query. Click
Search.

You can view key
information relating to the
invoice such as payment
status, payment reference,
and the payment date.

To check another invoice,
click on New search and
enter another invoice
number.

To search for an invoice at another vendor you work for, return to the home page and click

Change vendor.

Find invoice
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Multiple invoice search

Welcome to ProviderHub

Currantly working for

Auto Vendor 1

Health treatment Finance View forms (last 14 days) Fro m th e h ome page’

< Sent forms
[} Claim lodgement Accas [ Invoice for services Accio

click Find invoice.

[ Draft forms

[ Treatment extension ACC32 Q  Find invoice < Unsont forms

[} Engagement form Q  Find remittance advice

Find claim by b .
Q) Find claim by number Administrator tasks

Q@ Find cloim by client (8 Monage organisation

To check the details of
multiple invoices, click

Multiple invoices.
CE;I:AAN-ON - MANOO1 .
You will be able to

search for invoices
based on specific
criteria like date range,
ACC Provider ID, claim
.| number, and status.

C ) Click Search.

Errors: If there is a mismatch between the ACC vendor ID and ACC provider ID, an error
message will be displayed stating that there are no matches found based on your search
criteria. Make sure you have entered the correct information.
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Multiple invoices summary

- o G A list of invoices will
Manuall Accountt - MANOO! be displayed, based
on the search criteria
Multiple invoices Selected.
il

Tip: You can adjust
the number of records
that show on each
page by clicking the
drop-down arrow next

to records per page.

In the summary view key information is displayed such as:
e date submitted
e vendorID
e invoice number
e status
e amount for each invoice
e any comments.
To view the full invoice, click View on the invoice you would like to view in detail.

Click the New search button to go back to the Find invoice screen to check another invoice.
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