How do | register
a head office
and associate it
organizations”

This document applies to you if you are a Canadian or international head office that submits
bills for your organizations or, you are an organization that is not necessarily a head office but
nonetheless submits bills for other organizations. Registering a head office and associating your
organizations will allow you to submit bills from a single account.

Part 1: Register your head office and associate its organizations.

Step 1: Gather your information. My account ®

You will need the address and business information for the head Laura Silver
office. You will also need to associate at least one (and ideally all) [ User ID LASI123456789 |
of your organizations to complete the head office registration.
You will need to have your organizations’ names and the TELUS Profc Sty ues s
or the WSIB Provider IDs. These IDs were included in the welcome Update password

package. The TELUS ID is also displayed under the My Account

() menu of the provider portal. e
Provider registration Step 2: Access the TELUS registration
Welcome to TELUS Health! Website.
Select a registration type
Head Office Access registration website:

If you represent the head office of an organization, you
ses

Organization g

I you represent a hospital, clinks, private office, or gihe Select the option to register a Head Office and select

provide delails o register the oiganizalion, have the op
see

Independent providers Next.
If vou are an independent provider and not reqistering «
v

|...Nexj. |
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https://wsibregistration.telushealth.com/en/
https://wsibregistration.telushealth.com/en

Head Office Information

Qrganization operating name *

Organization legal name *

Date established * B
Contact first name *

Contact last name *

Contact role * Manager/Office Admin

Email User logins will be sent to this email address
Confirm Email

Country * Canada

Address *

City *

Province/State *
Postal/ZIP code®

Telephone * 1 (e.g. 555-555-5555)
Extension

Fax 1 (2.9 555-555-5555)
GST/HST number RT

Supporting document o]

Document type Other:

+ Add another document

Step 3: Enter the information for
your head office.

Complete the information for your head office, mandatory
fields are indicated with a red asterisk. *

The Postal / ZIP code is only mandatory if your country is
Canada or the United States.

If you have documents to support your registration such as a
statement of incorporation, use the browse button to the right
of the Supporting document field to upload your document.
You can upload up to three documents of no more than 5 MB
each. You may upload the following file types: JPG, PDF, GIF,
TIFF, DOC, DOCX.

For each document, use the Document Type drop-down to
select WSIB document or Other.

Step 4: Enter the information for your account’s user.

Complete the information for the main user of the
account. The mandatory fields are indicated with a
red asterisk. The first and last name, role and email will
be completed for you with the information entered on
the first screen. You can change the name and email
fields to register an additional user if you wish.

First name *

Last Name *

Role * Manager/Office Admin
Email *

Confirm Email

Preferred Language * English

Step 5: Associate your organizations.

The last step of registration is to associate your
organization(s). Enter the organization’s name
and either the TELUS or the WSIB Provider ID.
After you select Save, you'll have the option to

associate another organization.

Select Save & Continue to move to the
final step once you have associated all of
your organizations.

o]
Operating Name *

Provide at least one of the following identifiers *
TELUS Provider ID
srovider 1D can be found i the Provider Pora

WSIB Provider ID

Save | Cancel -

| Previous | | Save & Gontinue |




Step 6:Review your
information and submit.

Review your information. If you
need to make any changes, select
Edit on the appropriate section.
When you are satisfied with your
information, select Submit
Registration.

Step 7: Record your
confirmation details.

You will receive a confirmation

reference number for your request to

register.

Provider registration

Head Office Register Associate Preview &
Information [ d User e il Croanisation L Submit

Submission Preview

Please review your submission carefully bafore submitting. To see the complete details and'or ecit them, click on the Edil buttens
available after each section.

Requested Service: WSIB eServices

Head office information

Organization operating name: ABC Corporation
Crpanization lagal nama: ABC Corporation
Dale estabished: 191172019

Comact first nama: Moty

Conlact last name: Manager

Conlact rols: Manager/Office Admin
Email: mally manageni@abeoorp. com
Telephone: [416) 655-3630

Fax:

Country: Canada

Address: 123 Main Stres!

City: Toronio
Province/State: Oinitasic

FostallZIF code: MES 3HT

GSTHST Numbar:
Additional Comments + Edit Head Orfice Infarmation |

Head office user
First nama: Molty

Last name: Manager
Role: Manager/OFice Admin
Email mally manageniZabeoorn.com
Prefemed Language English (Edt Gifioa.l
Associated organization(s)
Operating Nama TELUS Provider 1D 'WSIB Provider ID:
ABC Medical Cenlra 123456780
I~ Edil Ciganizations..|
P

Provider registration

Thank you!

The new profile request has been submitted and is being reviewed.

“Your referenca number is:
20200310_2_oo01

You will receiva an email confirming your registration and a welcome package whizh will include a user lagin to tha Provider Portal
and a quick start guide. Procassing time may lake up ko 5 business days.

Emould you have any othar questions, please contact us at providermamb@telus.com
Click here bo veese sod ponl the tems and conditiong

Click here 1o rebun to the first page of the previder ragistration form
ik retun !
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Provider registration

Welcome to TELUS Health!

To ragister for WEIB electronic billing via a Secure online sendce, selectthe applicable provder type bolow.

We will send you an email once your registration has been processed

Learn more

To access the complete registration
website user guide, browse to the
website as described in Step 2. The link
to the complete user guide for the
Registration Website is located in the top
right-hand corner of the site.
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Part 2: Keep your associations up to date.

As your roster of organizations continues to grow, you can use the Organizations
link in the Provider Portal to link new organizations.

Step 1: Access the Organizations

link.

Login to the provider portal and select the menu button ( E )
and then select the Organizationslink. You will need to know
the organization’s name and TELUS Provider ID to request the

association.

Assaciate to an existing organization

An organization can be associated fo only 1 head office
- Indicates a mandatory field

*Organization name

*TELUS Provider ID @

Step 3: Confirmation.

You will receive a confirmation

reference number. Select Back
to Home if you have additional
organizations to associate.

Manage my business

Business profile

Services

|organizations ]

Banking information
User access and permissions

Help

Step 2: Enter the Organization name
and TELUS Provider ID.

Enter the organization name and TELUS Provider ID. You can
find the TELUS Provider ID as described in Part 1, Step 1.

Select Submit.

Association requested

Your associalion rauast has bean racaved and wil take ApOrMately 10 busInass days 10 De prOCASSA

“our confimeation reference numbor ;. 20180307 - 0000070832

. corm with your rforence umber for m stetus update 1§ s e ongor theen 10 busewss days s you
3y note that status updates wil not be anewerned if & has not been longer than 10 business days.

Pz ol proed
submitiod your o

Associate to an organization

Learn more

office to bill on behalf of the clinics

3 Associate an organization user guide

If your clinic is one of multiple clinics managed by a central administration, you can
create a head office account and associate the clinics to this office, then use the head

To access the Associate to an
organization user guide, browse to the
application as described in Step 2. The

© 2023 TELUS.

user guide is located under the
application header.
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