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Invoice for services - ACC40 guide

Use this form when you want to invoice for services you have provided to a client. Using this
form will allow you to duplicate invoice lines to submit multiple invoice lines for the same
client.

This guide covers:

e how to submit an ACC40 invoice through ProviderHub
e how to save your progress and resume a draft invoice
e how to find successful, failed, and draft invoices

e troubleshooting.

Users will be able to access invoices if your organisations ProviderHub administrator has
approved this financial task as being required for your role.

Navigating the home page

Welcome to ProviderHub

Aato Vandor 1
Health treatment Finance Viow forme (last 14 dayz) F ro m t h e P rovi d e r H u b h O m e
ice for services accan 7 senttoms i
D coimiosoomen D e — page, under the heading
[ et ccri = Q ntimcin 9 menterns Finance, click Invoice for
[} Engagement form Q  Find remittance advice se rvi ces - ACC40 .
Q  Find claim by number Administrator tasks
Q  Find claim by client ) Managergenication

Note: If you use ProviderHub on behalf of multiple vendors, check which vendor ID you are
submitting the invoice for.
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General details

Attention: If you leave your submission unattended for more than 15 minutes, without saving,
you’ll lose the information you have entered. You’ll need to log back into ProviderHub and start
again. To avoid this, use the Save draft button to save you progress.

Your vendor ID is automatically generated.

If you have your own
invoice number, you can

Invoice for services - ACC40

Hems

N enter it here, otherwise an

Auto Vendor 1- VENOO1

invoice number will be
generated for you on
submission of the form.
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| General details General details

Vendar. Aulo Vondor 1~ VENOOT

— You can also enter your
—— ACC contract number here
if known. Click Next to

e proceed.

Buttons:

e Exit without saving: to leave the form and delete your progress
e Next: to move to the next section.

Invoice lines - starting a new invoice line

Invoice for services - ACC40

Homa

tantly working for

cu
Auto Vendor 1 - VENOO1

After clicking next, you’ll be
Invoice lines able to add invoice lines.
G “= | Click Add new line to add a

Select Claim Wumbar ol Stotus Cleet Amunt Qnclsiva Of GST I Applcatia)

© ou wit bo logged out affer 15 miriutes of Inactiviy.
0 ene he mformation you v antarad i nct ke, plenss Save droft

@ Gena

new invoice line.
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| Exitwithoutsaving | | Sovedraft |
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The invoice line is divided into two parts:

1. Client details
2. Service details

1. Client details

*Claim number

Enter either the 11 digit claim number issued by ACC, or the ACC45 form's seven character claim number.

“First name

Date of birth

2. Service details

*Service date

\ -
Purchase order # Optional
*Service code

*Based on

| ™ ‘
ACC Provider ID Optional
Enter the ACC Provider ID of the provider who performed the service/treaiment

Facility code Optional

Please enter your ACC facility code if it is named on your confract.

* Amount (inclusive of GST if applicable)

$0.00

Service comments

Invoice for services - ACC40 guide

ProviderHub

Fillin the compulsory
fields marked with a red
asterisk (*).

Only enter the 11-digit
claim number issued by
ACC or the ACC45
form’s seven-character
claim number.

Work through each field
and double check that
the information you have
entered is correct.

Click Save to save each
invoice line.
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Note: You can add up to 20 invoice lines. You must have a minimum of one line to send the
invoice. The invoice total will automatically update to reflect any new invoice lines you have
saved.

Buttons:

e Cancel: cancels the invoice line and returns you to the invoice line screen
e Save: saves your invoice line and returns you to the main invoice line screen.

Invoice Lines — deleting, duplicating or editing an invoice line

@ You will be lagoed out after 16 minutes of inactivity.
Invoice lines
: : _ : : Editing an invoice line
O e e Mo s7000 - A
= | Toeditordelete an
invoice line, click the
| drop down and select
e | Edit or Delete.
w: Exit without saving w Save draft /\ \\ Previous n

Duplicating an invoice line

© Yo b kogged st cftr 15 mieuton ofinacihly

© General dotails Invoice lines

To create an additional

Solact Caoim Nusmber Cleim Stotus Chont Amount (inclusive Of GSTH Applcabie)

— e . invoice line for the same

M5 Minrie Moute 4000

O

=
o« ( He ) client, tick the box to
. select the invoice line
you want to duplicate

uuuuuuuuuuuuuuuuu

and click Duplicate.

( Exitwithoutsaving | [ Save draft [ Previous ‘
\ .‘ ) { y

To edit the duplicated invoice line, click the drop down and select Edit, then make any
necessary changes to the invoice line details. L
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Buttons:

e Duplicate: to duplicate the selected invoice line

e Save draft: to save your progress, pause the form, and return at a later date

e Exit without saving: deletes all the progress you’ve made on the form upon exiting
e Previous: to go back to the previous step

e Next: to proceed to the summary step

Summary and declaration

Summary
S . .
e This section presents a
General details [ Edit N A .
e S summary of the details

Auto Vendor 1 - VENOO!

you have entered. Take

ACC contract number

some time to carefully

Invoice lines Cet_ ) A . A
review the details you
N I I have entered. You can
_ click the edit button to

go back and make

Additional comments.

changes.
General details &t ) oA
oot I To customise visible
J— columns:

Under the section
Inveice lines ( Edt ) A

‘invoice lines’, click the
T blue arrow to open a

T o drop-down menu. All
columns are selected

by default.

DEclara

associated vendor for the
o detect froud. ACC olso

Select or deselect the

columns you want to

leen profided the data in this submission by the Provider(s) listed in this invaice for services 1o the dient,

See.
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Note: Your column settings are for this form only. They will revert to the default view (all

selected) for each submission.

Download invoice: Once you’ve clicked ‘Send’ on your declaration, a download button will

appear, allowing you to download a PDF copy of your invoice.

Declaration

The information callected by this form will be used by ACC to pay the associated vendor for the services the named Health Provider has provided. It may also be used to
analyse the treatment and rehabilitation requirements of clients, and to detect fraud. ACC also uses personal information for other lawful purposes connected with our
functions and activities under the Accident Compensation Act 2001

* This tax invoice for services (ACC40) is being submitted by (select an option)
(O Asthe submitter of this form, | certify that | am the Provider who has personally provided the services specified above.

(O s the subrmitter of this invoice, | certify that | have been provided the data in this subrission by the Provider(s) listed in this invoice for services o the dlient

In the collection, use, disclosurs and storage of information, ACC will at all fimes comply with the obligations of the Privacy Act 2020, the Health Information Privacy Code 2020
and the Official Information Act 1982.

( Exit without saving ) ( Save draft ) m

Declaration

Before submitting an
invoice, you must
complete the
declaration and click
the send button.

View forms

Welcome to ProviderHub

Currently working for

Auto Vendor 1

Health treatment Finance View forms (lost 14 doys)
<] Sent forms
[} Cloim lodgement AcCas [} Invoics for services Accao
@ Draft forms
[ Treatment extension Acca2 Q  Find invoice I Unsent forms
D Engagement form Q  Find remittance advice

Q Find claim by number Administrator tasks

Q  Find claim by client (§) Manage organisation

Under the view forms section, you can select:

e Sent forms: to view forms that have been sent

You can view forms
that have been saved
as a draft on the
home page.

e Draft forms: to view forms that have been saved as a draft or ‘paused’

e Unsent forms: to view forms that were not sent successfully.
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Attention: Draft forms will be stored in ProviderHub for 14 days from the date the form was last
updated and saved. You can return at any time within the 14 days to complete them.

Troubleshooting

Common information

Claim number Optional

Jt40558

0 This is an accredited employer claim. Please send your invoice to the
accredited employer or third party administrator.

You can add a maximum of 20 lines per invoice

1. Client details

*Claim number

10056021953

Enter either the 11 digit claim number issued by ACC, or the ACC45 form's seven character claim

number.

o Please note that this claim has been declined. If you do not have a Purchase order for this
claim, please contact 0800 222 070 (extension 5) or providerhelp@acc.co.nz

You can click ‘Save draft’ to pause this form and then resume it later if needed.

Invoice for services - ACC40 guide

Accredited Employer
claim error message:

If you enter an Accredited
Employer claim number,
you’ll get an error
message.

Follow the onscreen
instructions to proceed.

Declined claims:

If the claim has been
declined, you’ll see the
following error message
with details of who to
contact. You will not be
blocked from submitting
the claim ifitis declined,
there may be some
situations where a
service can still be paid
on a declined claim.
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