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Disclaimer

The examples presented in this document are taken from a test environment, using test data not actual
claim information.
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1 Introduction and Overview

This document details the general features of the Portal that are outside of the
functional areas of Referrals, Cases, Invoicing and Payments. The functional areas
of the portal are covered in their respective User Guides.

1.1 Login to the Portal

e Use URL https://www.myworksafeBC.com/wps/portal to access the Provider Portal.
e Click on the BCelD logo and enter in your BCelD and password.

| worx [T 188

WORKING [0 MaEKT A relatacT
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BCID

Click here

e Once successfully logged in, you will see the Organization Selector Page to select
the Organization context.

Provider Fortal Organisation Selection
WORKING TO MAKE A DIFFERENCE
Organisation Selector ‘
Your BCelD 1s associated with several orgamisatons Please select the orgamsaton you wish
Select one of the organisations below
NEIL SQUIRE SOCIETY v Subma

organization
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e A user may be associated with multiple organizations; however, a user may only
work in the portal on behalf of a single organization at a time.

e A user may change the Organization context by clicking on the Organization
Selection link at any time. The Organization Selection link is located in the portal
header at the top of the screen.

1.2 Broadcast Messaging

Broadcast messaging is used by WorkSafeBC or by the Provider Portal Support team to
communicate important messages to portal users. Messages may include planned
system outages, functionality issues, or other pertinent information related to the Portal.

Broadcast messages are viewable in two areas within the portal:
e Organization Selector Page

ULLUJSAFE -
Prowajer Poral  Orgermaton Sekecton Mowwnar ) Mescarzes  Log Out

WORKING TO MAKE A DIFFERINCE

| Organisation Selector ]

Your BCelD s assocaied with several organisations. Please select the arganisaton you wish 1o wark with for the ouration of this seasion

SEWct one of tho OIGENERIONS DRlowW

Sutmit

e Notification Tab

 work [T, 08
Provider Portal Organisation Selection Xtester

WORKING TO MAKE A DIFFERENCE

Notifications

8 15 01 Provder Fore Usery S2age 2 1 festures wil De Gesioyed on February 27, 2012

february 27, 2012 . February 27 - Votfication 12 |
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1.3 Exporting Data

The Portal provides the ability to export data from the Portal to a .CSV file. The data export
function is available on these views or pages:

o Referral “New” Grid

o Referral “Unscheduled” Grid

o Referral “Scheduled” Grid

o Referral “Cancelled” Grid

e Cases “Active” Grid

e Cases “Discharged’ Grid

o Cases “Done” Grid

¢ Invoices “Drafts” Grid

e Invoices “Submitted” Grid

¢ Invoice Search Results

e Invoice Line Item Details Results
e Payment Search Results

o Payment Line Item Results

e Payment Adjustment Line Item Results

All records in the Grid, including filtered records, will be exported.

The “Download as CSV” function is found at the top left or right-hand corner of each grid.

nein———————__—§—§—;—;—™—™§;§;§™_§_§;§g_,___;_;_;;m8m;; |

Alert  Molice Action By Haime Clasmn ¥ Program S ¢ Location

For more details on the information that gets exported please see the Referrals and
Cases, Access to Invoice and Payment, and Invoicing User Guides.
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1.4 Resources

The Resources section contains training materials and documents for easy reference by users.
Available resources include the Quick Reference Guide, Training Videos and the TELUS
Service Desk number. The link to the Resources section is located in the portal header at the
top of the screen.

Prowggr Porgal Orgermaton Sekction aeemt Gpendne Bad Sl e Teeang L it Padaans) | Mes=ursse  Log O
Provider Portal Help
Support Contact Detalls

WORKTING TO MAKE A DITFFRINCY

If you are expenioncng any problams with the WeekSafellC Provider Portal, of have questions about how 1o use the portal
that are not sufMiciently answered by the training matenals below, please contact the Provider Portal Suppert Desk. The
Provider Portal Support Deak s operated by Telus Mealth Solutions and can be reached in the folowing ways:

* Phone: 1-855-284-5900

e Cmeilr terdservicadesk Stela.com

Overview of changes 1o the Provider Portal:

Rel Notea for Provider Poctal v2.3 < Nov 17, 2012
Belopza Notes va3.oof

User Guldes

The foliowing reference materal and user guides haveo been assembied 1e help you with usage of the Pravider Portal:

Provider Quick Reference Guide

WorkSafeBC Proviger Quick Reference Guide.odf
General Features
WorkSafeRL Provider Portal User Guide - Ganaral,paf
Access to L ice and M t Inf i

WorkSale R Proviger Portal User Guide - Access tn Payment pnd Invece.pal
Reporting

‘WorkEate BC Provider Portal User Gulde - Recarting pdf
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