Te Kaporeihana Awhina
Hunga Whara

Accident Compensation Corporation

ACC SendInvoice
Install and Configure Guide

for Release 2.040

Document Version 2.0 - August 2020



SendInvoice Install and Configure Guide

Table of contents

1 What is SENAINVOICE? .....uuueueriiiiiiiiiiinnriiiiiiisssssestsisssssssssessssssssssssssessssssssssssssessssssssssssnsassssssssssssnnnnss 3
2 INStAlliNg SENAINVOICE....ccciiiiiiiiiiiiccccccrcccrrrrrrr e e s s s s e e s s s s s s s s e s s s s e s e s e s sssssesssnnanannnns 3
2.1 Technical Requirements for SENAINVOICE ........ccocuiieiiiiie e e e eere e e st e e e eta e e e eaaneas 3
2.2 DOWNIOA SENAINVOICE ..c.uvieiiieiiierie ittt sttt st e st e st esate e s beesabeesabeesabeesabeesaseesabaesaseesabaesaseesabeesaseess 3
3 L0004 (1 T 5
3.1 OPENING SENUINVOICE ...ccuetiiiiteiiteeite ettt ettt st e et e st e e bt e st e e s bt e sabeesabee s bt e ebeesabeeebeesabeesneenane 5
3.2 INStall Digital CertifiCate . ...eooeiiiieeieec ettt sttt st e st sb e sar e sbeeearee s 5
33 Configure Vendor and Contract DEtailS........ccccuiiiiiiieeeiiiie et e e e e e e s ire e e e er e e e enae e e sereeeens 7

Table of figures

Figure 1:  SendInvoice doWNIoad [0CAtION.........ccuiii ittt e et e e e etr e e e stte e e e stbeeeseateeesssbaeeesntaeeennnns 4
[T {V =3 T = [=Yet AAVZ=T o e [o o T Te I ele] o1 r= Yot PO USSR UURUURNE 7
FISUIE 31 IMANAEE VENAOIS ...ueeeiiieeiiie ettt ettt ettt ettt sat ettt e s at e e ae e e s ab e e e ae e e su b e e saeeesabeesaseesabeeeabeesabeeeabeesabeesaseesabeesareesn 7
(N Y- [<Tor Yo IY7= o To [o ] T TP PO U PP TP POPRPI 8
FIUIE 5:  IMaN@BE CONTIACES ..uiiiiiiiiii ittt st e et e s et e s et e e e s b e e e s e bae e e sambeeessmneeesennneesanneeessnnaeesaanne 8

Version 2.0 Page 2 of 8



SendInvoice Install and Configure Guide

1 What is Sendinvoice?

SendlInvoice is a simple tool for securely sending electronic invoice schedules to ACC, so that ACC can pay
for claims it has accepted. It’s a desktop application that runs on Windows PCs, using modern, supported
technology. SendInvoice consumes spreadsheets (in a csv format) and submits that data through to ACC as
an invoice.

This installation guide describes how to install and configure SendInvoice.

2 Installing SendlInvoice

2.1  Technical Requirements for SendInvoice

e A computer using Windows 7, 8 or 10 operating systems
e Aninternet connection
¢ Avalid Healthsecure Digital Certificate

e Spreadsheet software that supports .csv spreadsheets such as MS Excel (SendInvoice will
only consume .csv spreadsheets).

2.2 Download SendInvoice

e Access the ACC developer portal website at:  https://developer.acc.co.nz

e Click on Products at the top of the screen

| —
—m Developer Resource Centre I Products t&' Started - Learn More - Support -~ Register Login

Welcome

ACC Developer Resource Centre

Your self-service site for ACC consumed services. We provide the underlying technology, products, & service categories for developers to create services that
integrate directly with us. Collectively we provide a quicker, more streamlined user experience.

ACC help prevent injuries and get New Zealanders and visitors back to everyday life if they've had an accident. Find out more about us here.

Explore Products
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¢ Click on the SendInvoice option

Products

ACC Products and Services are tools you can use to provide a service. ACC Service Categories provide meaningful groups of
Services for your consideration.

Product
Provider
O api
Customer-specific APls: The complete suite of Provider-ACC interactions for software vendors to consider absorbing into their user
O 1pe experience
O ser
O sendinvoice ’ﬂ‘i‘ Change Diagnosis (ap1) Claims
Service Category E ) Codetables 7' Documents fo ACC
O Provider J—

APl ) Home & Community AP1) Invoice

01 Send Claims to ACC T
[0 send Invoices to ACC (AP ) Medical Certificate (#P1) Query Claims
[0 Send Documents to ACC

(APl ) Query Invoices

O Receive Documents from ACC

(IDE) Documents from ACC (_sendinvoice ) Sendinvoice
Reset

E Documents to ACC

e From here, you can download SendInvoice.

SendInvoice

Sendlnvoice is a simple tool for securely sending electronic invoice schedules to ACC, so that ACC can pay for claims it has accepted. It's a desktop application that
runs on Windows PCs, using modern, supported technology. Sendinvoice consumes spreadsheets (in a csv format) and submits that data through to ACC as an
invoice.

See our Get Started guide for Sendinvoice.

The 32 bit version of SendInvoice can be requested from the Digital Operations team - digitaloperations@acc.co.nz

File download: ["Send-Invoice-Setup-V2.0.4.0-x64.exe I

rvice Categories:
Provider
Send Invoices to ACC

Figure 1:  SendInvoice download location

e Once the download has completed, click on the downloaded .exe file to run the program.
SendInvoice will automatically install the program onto your computer and then open the
application. An icon will also be saved to your desktop to access the application in future.
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3 Configure

3.1  Opening Sendlnvoice

¢ Double-click on the SendInvoice icon to run the app.

¢ The SendInvoice window will open.

3.2 Install Digital Certificate

¢ If you don’t have a digital certificate installed, SendInvoice will prompt you as below.

@)

Send Invoice 0.4.0 4

1 Select Vendor and Contract

The instructions that came with your Healthlink CD explains how to install the digital
certificate.

¢ If you have a digital certificate installed, this will be automatically selected for you and will
be used for all invoice submissions to ACC. The top right corner of the screen shows the
name of your digital certificate.
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¢ If you have more than one certificate installed, each time you start SendInvoice it will
prompt you to select the appropriate certificate for the invoices you want to submit in the
current session. To choose a different digital certificate, close and restart Sendlnvoice.

HealthLink certificate

Please select the HealthLink certificate to use for the whole of this session.

Notes:

O you may see a security prompt asking for your digital certificate, select ‘Allow” and the
App will select your digital certificate.

o all screenshots in this User Guide show fictional test user details for example purposes.

Send Invoice 0.4.0 I Kaaran McCracken I 4 9D

1 Select Vendor and Contract

e If you have multiple digital certificates installed, then a selection window will appear and
you will need to select the appropriate digital certificate for the invoices you are
submitting to ACC in that session.

Page 6 of 8



SendInvoice Install and Configure Guide

3.3  Configure Vendor and Contract Details

¢ If you haven't yet entered vendor or contract numbers, SendInvoice will prompt you to
input these details. You will be unable to import your .csv file until this is done:

Send Invoice 0.4.0 Kaaran McCracken A b0

1 Select Vendor and Contract

Figure 2: Select vendor and contract

e Select ‘Manage Vendors’ to see:

Manage Vendors x

Vendor ID *
Vendor Name *

Vendor GST

Save Vendor

Default Vendor ID Vendor Name Vendor GST

Figure 3: Manage vendors

e Enter your vendor ID (provided by ACC) and your vendor name.

e If you are GST registered, you can also enter the GST number (just the digits).
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¢ Then choose ‘Save Vendor’ and that vendor will appear in the list, automatically set as the
default:

Save Vendor

Default Vendor 1D Vendor Name Vendor GST

- oxc: o

Figure 4: Selected vendor

e You can add, delete, or edit vendors at any time—but if you have only one, choose ‘Close’.
That vendor profile is now selected in the list in the main window.

e Now select ‘Manage Contracts’:

Manage Contracts X

Contract ID *

Contract Name

Save Contract

Default Contract ID Contract Name

Figure 5: Manage contracts

e Enter your contract ID (provided by ACC) — up to 8 letters and digits, possibly including a
l/l.

e For your own reference, give the contract a name. This name isn’t sent to ACC; it’s just to
help you identify the contract.

e Then choose ‘Save Contract’ and that contract is shown in the list, automatically set as
default. You can add, delete, or edit contracts any time, and change the default.

¢ If you have only one contract, choose ‘Close’.

You have now completed the installation and configuration of SendInvoice to your machine.

For support on how to manage your invoice submissions, refer to the SendInvoice User Guide. This can
also be downloaded from https://developer.acc.co.nz/resources/sendinvoice-manuals-guides

For further support, you can also watch the simple step by step SendInvoice ‘how to’ videos on our
SendInvoice channel:

https://www.youtube.com/playlist?list=PLL8NC8MhKPx7ijOhOOHxT26IC60rE0_Xb
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