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Using the Health Care Provider Portal 

 

 

 

 Purpose  

The Health Care Provider Portal gives Health Care Providers a holistic view of their transactions 
with ICBC. The portal offers a one-stop solution for claims and invoice management, PIN reset, 

and vendor number update requests. 

 

This how to guide will show you how to log into the Health Care Provider Portal, submit an 

invoice, view an invoice’s status and history, reset your PIN, and request a vendor number 
update.  

 

 

 

 

 

Overview 

Topics Covered  

Log in to the Health Care Provider Portal 

Submit Invoices, Reports, or Treatment Plans 

View Invoice Status and History 

Request to Update a Vendor Number or Apply for a New Vendor Number 

Reset PIN 
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Log in to Health Care Provider Portal 

Enter Log in Credentials to Access Health Care Provider Portal 

1. On the Log in screen: 

a. In the Enter your vendor number text box, enter your vendor number.  

b. In the Enter your PIN text box, enter your Personal Identification Number (PIN). 

c. Select the check box to accept the terms and conditions, privacy statement, and 
health care business partner terms.  

d. Click the Login button.  
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1a 

1c 

1b 

1d 

 Tip: If you have lost your PIN, then you can click the Reset my PIN link to 

reset it. 
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2. The Health Care Provider Portal screen displays. 
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Submit Invoices, Reports, or Treatment Plans 

1. In the What would you like to do section, click the Submit invoices, reports or 
treatments plans through HCPIR button to access the HCPIR web application. 
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2. The Health Care Provider Invoicing and Reporting screen displays. Enter the claim number 
in the Claim number field to submit invoices, reports, or treatment plans. 
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Note: For detailed instructions on how to submit invoices, reports, or 

treatment plans for your customers in HCPIR, please refer to your practitioner 

group how to guide. 
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View Invoice Status and History 

1. In the What would you like to do section, click the View invoice status and history 
button. 
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2. The Invoice status and history screen displays. The screen shows the details of submitted 
invoices. 

 The Invoice# column displays the invoice number of the submitted invoice. The 
number is a clickable link that takes you to a screen displaying payment details.  

 The Reference# column displays the reference number for invoices submitted 
using HCPIR. 

 The Claim# column displays the claim number associated with the invoice.  

 The Customer name column displays the customer’s name. 

 The Invoice date column displays the date of the invoice. 

 The Submitted invoice amount column displays the invoice amounts for invoices 
submitted using HCPIR. 

 The Paid amount column displays the amount paid by ICBC and is blank until the 
invoice is paid.  

 The Status column can display any of the following statuses for each invoice:  

o In Review: Invoice is pending review.  

o Approved: Invoice is approved, and payment is pending.  

o Completed: Payment has been issued.  

o Rejected: Invoice has been rejected.  

o Reversed: Payment has been reversed.  

a. To view more information about an invoice, click the relevant invoice number. 
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3. On the Invoice status and history screen, you can also search the required invoice using 
the following search functionalities: 

 Search by keyword 

 Filter by status 

 Begin date  

 End date 

a. Click the Search button to search for an invoice based on the values entered in the 
filter(s).  

b. To view more information about an invoice, click the invoice number displayed as per 
the search criteria. 
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 Tip: Click the Reset button to clear the filter(s). 

3a 

3b 
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4. The invoice details for the selected invoice are displayed.  

 The Payment document number column displays the payment document number 
issued on the vendor statement.  

 The Amount column displays the amount paid for the invoice. It will remain blank 
until the payment is made or rejected.  

 The Status column displays the payment status of the invoice. Any of the 
following statuses can be displayed:  

o In progress: Payment has been requested. 

o Issued: Payment has been issued. 

o Reversed: Payment has been reversed. 

o Rejected: Invoice has been rejected. 

 The Date issued column displays the date on which payment for the invoice was 
issued.  

 The Date last adjusted column displays the date on which the invoice was last 
adjusted, rejected, or reversed. 

 The Comments column displays additional invoice information or the reason for 
rejection if the invoice is rejected.  

5.  To return to the Invoice status and history screen, click the Back to all invoices button. 

 

 

  

5 
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Request to Update a Vendor Number or Apply for a New Vendor Number 

1. In the Quick links section, click the Vendor number link.  
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 Tip: The quick links displayed on the screenshot above varies according to the profession 
of the Health Care Provider. 
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2. The Vendor number screen displays. In the Update your vendor number section, click the 
CL174G – Vendor application form to download the necessary form.  
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Tip: On the Vendor Application form, add details about your request to update the 

vendor number and mail the completed form to the BIProvider@icbc.com.  
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3. From the Apply for a new vendor section, download the required forms.  
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Tip:  

 Populate the downloaded form and mail or fax to ICBC.  
 The forms to be submitted to update a vendor number varies according to the 

profession of the Health Care Provider. 
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Reset PIN 

1. On the Log in screen of the Health Care Provider Portal, click the Reset my PIN link. 
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 2. The Reset your PIN screen displays. Enter your vendor number, along with the email 
address associated with your PIN.  

3. Click the Reset PIN button.  
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 Tip: The newly generated PIN number will be sent via email.  


