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1.2 PPH Activation & Transportation Exp. Process

1.2.01 Service Provider
completes invoice summary for:

Activation, transportation &
rental

1.2.02 Sends bill
and invoice

summary to field
office

1.2.03 Field Office
Secretary receives

invoices and
receipts

1.2.05 Secretary forwards invoice
summary to Field Worker for

approval, or Secretary signs in
absence of Field Worker

A

1.2.04 Secretary checks
invoices for accuracy and
completes transportation

invoices as required

1.2.06 Field
worker returns
signed invoice

summary

Start

Invoice
Summary
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1.2.10 Original & copy
(invoice summary and
receipt) forwarded to
PPH Finance office

1.2.11 Copy
retained for
Field Office

files

1.2.12 PPH Finance
office forwards original
invoice to Supply and

Financial Services

A B

1.2.07 Secretary
completes program
summary to cover
all svc. to be paid

1.2.08 Secretary
prepares cheques
and packages for
service providers

1.2.09 Secretary has
cheques signed by Clinical

Service Coordinator /
Program Manager

1.2 PPH Activation & Transportation Exp. Process
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1.1.17 Mail
cheques to

Service
Providers

1.2.18 Reconcile
bank statements
against deposit

book

1.2.13 Finance office
approves invoice and

produces cheque

1.2.14 Finance
Office forwards

cheques to Field
Secretary

1.2.15
Records each

cheque in
deposit book

1.2.22 Sign
and key into
HSC system

1.2.23 Copy of 113
sent to SSB Finance
to key into system

(journal entry)

1.2.20 Balance
invoice summary
and receipts to

the 113

B

1.2.16 Confirm cheque
amount is same as

program summary sheets
and deposits cheques

1.2.19 Receive invoices
and receipts, and form
FSB113 signed by the

Business/Finance Office

1.2.21 Batch
summaries

1.2.24 Copy of 113
files with summaries

C

1.2 PPH Activation & Transportation Exp. Process

Invoices Form 113
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1.2.28 Make
corrections if

out of balance

1.2.29 Once a week (on
Tuesday’s) export data

to update main computer

1.2.30 Main
computer
updates
system

Export report
produced

outlining data
entry activities

D
1.2.25 Input

Header
Information

1.2.26 Click on
Open Form in

HSC system and
enter in details

1.2.27 HSC
balances detail

amounts to
batch total

C

1.2 PPH Activation & Transportation Exp. Process
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Rejected
from HSC
system?

Y

N

1.2.31 BVL report produced
outlining all data entry
activities in detail and

rejects from the system

1.2.32 Rejects are resubmitted.  Any irregularities
are discussed with Field/ Finance Office.  If a
resident is out of the program Field Office to

research and advise correction or recover funds.

EndD

1.2 PPH Activation & Transportation Exp. Process

BVL Report


