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Remittance advice guide

Use this feature when you want to get up to date information about remittances. The ‘Find
remittance’ advice feature will display both single or multiple remittances with payment
details. You’ll also be able to download a copy of the remittance advice as a CSV file.

In this guide, you’ll find the key steps to search for remittance issued by ACC. There are two
ways to search for remittances:

e single remittance: view details of individual remittance advice
e multiple remittance: view a list of multiple remittances.

Users will be able to access remittance advice if your organisation’s ProviderHub administrator
has approved this financial task as being required for your role.

Navigating the home page

Welcome to ProviderHub

Currantly working for

Auto Vendor 1 From the ProviderHub
home page, under the

Health treatment Finance WView forms (|ost 14 days)

- heading Finance, click

[ Cloim lodgament AcCAs. [} Inveica for services ACCAD

@ Drat orms Find remittance advice.

[} Treatment extension e Q  Findinvoica < Unsent forms

[) Engagement form Q  Findremittance advica

Find clai
Q. Findlcloim by numbor Administrator tasks

Q Findcleim by ciont Ii‘l Manage organisation

Single remittance search

To view the details of a single remittance, click the Single remittance tab.
Note: you’ll need the payment reference number.
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Find remittance advice

Your ACC vendor ID will be
o003 - PSS automatically populated.

Enter the payment

Single remittance

reference number.

E— ] Click Search.

The search results will
display two sets of
= information.

Payment summary: this is

an overview of basic
information such as
invoice number, invoice

Payment detalls

date, and amount paid.

To download
Searchrosuls = information:

1.select the data you wish
to download under data
selection

2.click the download

- o . iﬁ e — button.
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You can only download information in a CSV file format. To convert the CSV file into a PDF:

1. openthe CSVfile in your spreadsheet software (eg, Microsoft Excel)
click File, then Open, and choose CSV file
make any necessary adjustments or formatting changes to enable you to view the data,

w N

such as the width of the columns and height of the rows

select the desired data or the entire sheet to be converted into PDF
go to the File menu and choose the Save As or Export option
select PDF as the output format and specify the destination folder
click on Save to convert your CSV file to PDF.

No oA

Payment details

0o ' Payment details: here
' you can view more details

smoe 500 relating to each invoice,
— . : including the claim
number, service date, and
T client name.
Single remittance
SIevlfhresulis

To check another
el remittance, click on New
‘) search and enter a new
by payment reference
number.

Download CS¥

Bayment summary

Payment details
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Tip: You can adjust the number of records that show on each page by clicking the drop-down
arrow next to Records per page.

Multiple remittance search

To view the details of
multiple remittances,
click the Multiple

remittances tab. The

Find remittance advice

VENMAN-003 - PAJIS3 multiple remittance
EEENENCTTEE R — search feature presents
B a list of payments
s based on a date
range. The ‘Payment

date from’ must be
within the last 13
months.

Your ACC vendor ID will be automatically populated. Enter the payment date ranges. Click
search.

Multiple remittances

Find remittance advice summary

A list of all remittances
within the selected

payment date range will

be generated.

Multiple remittances

P— == To display more details
for a particular

payment, click on the
View button under
Actions.
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Tip: You can adjust the number of records that show on each page by clicking the drop-down
arrow next to Records per page.

- - Allinvoices attached to
R your selected

" e remittance will be
displayed.

Payment defails
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