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The Physician’s Invoice Portal (PIP) pages contain a variety of icons used to visually represent func-
tions or sections of online forms. All of these icons can be clicked to activate their functionality.
Listed below is a list of common icons needed for you to navigate the site.

More/Fewer

View

Look Up

Date Selector

Select

Delete
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Add or delete lines for claim and/or invoice
forms.

Allows user to view online forms in read-only
format.

Allows user to view source information which
can be selected to automatically complete the
specific field currently in.

Allows user to view a calendar for date
selection.

Allows user to select item to view and/or run.

Delete an entry and/or line.
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All searchable fields are identified with the look up tool icon Q and the look up icon must be
used when filling these fields.

Tip: When completing a field with the look up tool icon (figure I), start typing your entry
(eg: Kelowna) and press the look up tool icon. This will short list possible entries for you to

select.
Menu ) Interior Heaitn
F New -
Claim Setup

8 My List
&l Dashboard
% Calendar v @ Claim Information
2 Inbox Claim Type: [Locum Expense - Short Term Vacancy \4‘
& My Profile = = l«

Claim Description: ‘Locum - Vacant Position OB (April 2-8, 2016) @
3 Recycle Bin Allow Multiple Claims?: [No V@
Sdiaks Don't Allow Claims After:|31  |-|05 |-|2016 [
B Support
? Help ~ [&z] Locum Details

Start Date: 02 |-[o4 ]-[2016 EndDate: [08 |-[04 |-[2016

Locum Reason Locum — Vacant Position (OB) ‘

Locum Community: kel X ,—X
Coverage For

Figure [: Start typing entry, click look up tool to search possible entries.

Note: When you start to type an entry into a field, sometimes an auto-fill drop down menu
appears (figure 2). The system will allow you to select from this drop down menu; however, upon
saving you will receive an error message (figure 2) that you did not use the look up tool.

Message from webpage X

Unable to perform Save operation. The Locum Community has been
changed without using the lookup,

Figure 2: Error message - look up not used.

Additionally, using auto-fill options will not fill linked fields automatically; look up tool must be
used to select provider name and MSC number (figure 3).

v (&3] Provider Information

Provider Name MSC Travel? Mileage? Claim Create Date Total Amount Paid
3 | SO —
More J

Total Amount Paid ($):
Maximum Total Claim Amount ($):
Remaining Claim Amount ($)

Figure 3: Must use look up icon to fill linked field (Provider Name & MSC).
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An alternative to using a scanner for your receipts is to take a picture of receipts with your

phone. Pictures of receipts can be emailed to yourself and saved to your desktop so that you

can attach receipts to your claim.
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Take a picture of your receipt(s) with your phone.
* Each receipt should be a separate photo.
* Ensure receipt(s) are clear and legible.

From the camera roll of your phone, select each picture individually, attach to email to
send to your email account.

From your computer, open email attachment (picture of receipt) in your email account.
Save picture to your desktop.

I.  Click File.

2 Click Save As.

3 Select Desktop as location to save to.

4.  Name your attachment (eg: Meal Receipt, Hotel Receipt, etc.).

5

Attach your receipts in Comments & Attachments section of claim forms (detailed
instructions in Provider’s User Guide).

. Each receipt should be entered using a separate line on the claim form.

paen | SSSS——————— =

Savein: [l Desktop > @2 E-

Sy
Recent Places

Martinick, Chelsea
3

System Folder

1

~ Computer KRPMADN33

B
e

L {“E“:f:"fr der

= Desktop
Libraries [ ] h File folder
| KGH-May12 -
& | Filefolder < [utn ’
Select Desktop o o e [_J ] uJ
as location to KRPMADN33

File name: v Use transparency

Meal Receipt

R
save 1o, (&\ 5 i Meal Receipts.pdf
ave as type: \ A0
[T show advanced types Options... | ‘ Cancel
Name your attachment (eg: Meal Receipts)
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Data displays in My List can be filtered or refined. Using the down arrow icon '~ allows you
to search data columns. You can search by form number, claim type, or any other heading

listed in a data column. Only one entry can be entered to search with (eg: claim number, date,
etc.).

Refining your search criteria will assist you in finding claims more easily (figure 4).

=Menu v ) Interior Health
= - ; :
¥ :';WL : Report Preview: 02 - Claim Setups (Active)
y Lis
Ll  Dashboard Form Number v Claim Type v Claim Description v

Community v  Don't Allow Claims After Date v CCM Primary Name v | IH Contact ~

Figure 4: Search by any data column heading (eg: form number, claim type, claim description, etc.)

Click the down arrow to search that data column. You can search by form number,

claim type, claim description, etc. (figure 5).

T ¥ Interior Health
'5 :jwm' Report Preview: 02 - Claim Setups (Active)

u Dashboard Form Number ~ Claim Type v Claim Description v Community,~ Don't Allow Claims After Date v CCM Primary Name v IH Contact ~

4 Calendar 2 CLAIM-S2217574-0011 Committee & Travel Claim PACT Kelowna 2016-12-31 Chelsea A Manager Chelsea A. Manager
2 Inbox 2 CLAIM-S2238289-0003 Locum Expense - Vacant Position ERP 2016-04-30 Chelsea A Manager Chelsea A. Manager
b My Profile ZCI AIM-S2238289-0004 Locum Expense - Vacant Position Locum in trail 2016-04-30 Chelsea A Manager Chelsea A. Manager
3 Recycle Bin JCLA\M—SQ'M 7574-0017 Committee & Travel Claim PACT Kelgfvna 2016-05-31 Seymour Skinner Chelsea A. Manager
3 News ﬁCLAerSZZBﬁZBQ—ODD7 Locum Expense - Vacant Position Locum in trail 2016-05-31 Chelsea A Manager Chelsea A. Manager
3 Support HCLA\MVSZ?BBZBQ—ODOS Locum Expense - Vacant Position Locum - Vacant Position (March 28 & 29, 2016) 2016-04-30 Chelsea A Manager Chelsea A. Manager
' Help }CI AIM-S2238289-0010 | ocum Fxpense - Vacant Position L ocum - Vacation/CMF (March 14-18 2016) 2016-04-30 Chelsea A Manaaer Chelsea A Manaaer

2.
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Figure 5: Click down arrow to search data in that column.

Enter search criteria (eg: claim number) to search for claim (figure 6).

-

x @& Convert v [ Select

= Menu
;
+ New 5 3 2
, Report Preview: 03 - Draft Invoices and Claims
= My List
Ll Dashboard Form Number ~ Provider Name v  Contract Name v
£ Calendar ) 20 - RCME Reverted Test 5 - NVH - Merr
& Inbox SONEE v SR 21- RCME 5 - Dr. Chelsea
& My Profile 2234503 %
Hews ( ok ] ( cancel )
© Support |
? Help [ CLAIM2234393  Piers, Chelsea

Figure 6: Enter criteria to filer data; searching by claim number.
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Selection not Available in Drop Down Menu

I. Select Other in drop down menu (figure 7).
2. Manually type entry in field provided (figure 8).

Select Option

GP X ¥ |&7 Locum Details

GP Anesthesia

SP Anesthesia Start Date: 14 |-[o3 |-[2016 EndDate: [18 |-[o3 |-[2016

SP General Surger}f Locum Reason:  |yzcant Position '
SP General Internal Medicine

SP Orthopedics Locum Community:‘Kelowna lQ

SP Pediatrics Coverage For: v

SP Obstetrics
SP Psychiatry

E@iﬁ Figure 8: Manually type entry in field provided.

Figure 7: Select other

Unable to Save

Save Error X

Unable to perform 'Save'. Information highlighted
with red text was either entered incorrectly or was
missing.

Correctly enter the required information and
perform a 'Save' again.

) nterior Heaitn

Unable to perform ‘Save'. Information highlighted
i with red text was either entered incorrectly or was
Claim Setup (Draft) s

Claim Setup Claims Claim Rates
CLAIM-S2238289-0010

~ [E ctaim information

Claim Type: Locum Expense - Vacant Position

Claim Description: [Locum - vacation/CME (March 14-18, 2016) r®
Allow Multipie Claims?: [No_ v/ @

Don't Allow Claims After[30_|-[04_|-[2016 &
~ (&3 Locum Details

saoste  [14_|fo3 |-pote pgm  Enavae [18 ]-Jos | [2016 }Em

Locum Reason: Vacant Position }‘

Locum Commu Elowna 'Q
Coverage F | select Option W [Field is mandatory

I. Review form for missing entry indicated by “* Field is mandatory”

Correctly enter the required information and
perform a 'Save' again

Enter all mandatory field(s) information.
Click Save.
Click Activate.

i W

An email notification is automatically generated and sent to provider that a claim is
ready for their completion and submission.
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Collapsed Menu Bar

) Interior Heaith

Claim Setup (Active)

Claim Setup Claims Claim Rates

C||Ck menu to CLAIM-52238289-0012
> } Claim Information

expand
Claim Type: Locum Expense - Vacant Position
Claim Description: [Locum - Vacant Position OB (April 2-8, 2016) [@
Allow Multiple Claims?: 2

Don't Allow Claims After: -

~ |7 Locum Details

Start Date: 02 |-[oa |-[2016 |em EndDate: [08 |-[04 |-[2016

Locum Reason: Locum - vacant position OB ‘

-[2016 =@

Locum Community:|Kelowna Q

Coverage For SP Obstetrics v
= Menu v ) Interior Health
+ New - -

Claim Setup (Active)

B My List
lai  Dashboard Claim Setup Claims Claim Rates
£ Calendar CLAIM-S2238289-0012
= Inbox ~ [E]| claim Information
& My Profile Claim Type Locum Expense - Vacant Position
€ Recycle Bin Claim Description: [Locum - Vacant Position OB (April 2-8, 2016) J‘ 2
& News Allow Multiple Claims? 2
® Support Don't Allow Claims After [o5 ]-[2016
? Help

~ [&z] Locum Details

Start Date 02 |-[o4 |-[2016 EndDate: [08 |-[04 |-[2016

Locum Reason Locum — vacant position OB ‘

Locum Community: |Kelowna Q

Coverage For:  [SP Obstetrics v|

Figure 9: Menu expanded.

Collapsed Claim Section

All sections of a claim form can appear collapsed (figure 10).

Claim Setup (Active)

Claim Setup Claims Claim Rates
CLAIM-522382358-0008

4 Claim Information

Figure 10: Collapsed claim information section.

Sections of claim forms can be expanded (figure I I) by clicking anywhere on the blue line.

Claim Setup (Active)

Claim Setup Claims Claim Rates
CLAIM-82235239-0008

b Claim Information
Claim Type: Locum Expense - Vacant Position
Claim Description: !Locum - Vacant Position (April 1-14, 2016) (@)

Allow Multiple Claims?: [No v }(@
Don't Allow Claims After: *

Figure 11: Expanded claim information section.
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My List contains sections or “inboxes” that stores claims in different parts/variation of the process

fisure 12) .
(fg ) My List

Name ~
») 01 - My Provider Profile and MOA Access
») 02 - My Contracts
») 03 - Draft Invoices and Claims
») 04 - Cancelled
») 05 - Returned from |H
») 06 - Pending Review and Approval
») 07 - Scheduled for Payment
») 08 - Paid

») 09 - Not Approved

Figure 12: My List.

My Provider Profile and MOA Access:
This section and stores personal information required to calculate and pay your claims. The

contact information stored in PIP is populated from the Cactus Provincial Credentialing system
(from the yearly reappointment process). MOA information is also viewed and can be changed in
this location.

My Contracts:

View your current contracts with Interior Health. View RCME and Reverted RCME funds availa-
ble here.

Draft Claims:

Claims you have saved while in progress. Find draft claims here to complete and submit.
Cancelled:

Cancelled claims are viewed here.

Returned from IH:

Claims returned to you as your claim requires action from you. More information or documen-
tation is required to process your claim (eg: missing receipts, etc.).
Pending Review and Approval:

Claims submitted by you, pending review and approval prior to processing and payment.

Scheduled for Payment:

Claims in this section have been reviewed and approved for processing and payment.
Paid:

Your paid claims; archived for a number of years.

Not Approved:

Your claims that were not approved for processing and payment.
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