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How to Search for Orders
About Orders
Parents choose a service provider which provides the type of service they require, and notify the Autism
Funding Branch using a Request to Pay Service Providers/Suppliers form. After the form is reviewed a
letter is sent to both the parent and the service provider that includes a billing number.
The billing number is called an “Order” in the Service Provider Portal.
The Orders are visible in the Service Provider Portal as soon as they are approved by the ministry so you
can view the details and submit invoices without waiting for mail correspondence.
You do not need to create an Invoice to see if an Order for Autism Funding is approved, you can search
for Order separately.

Quick Links
The Home screen of the Portal has Quick Links to view “Recently Approved Orders.”

Clicking the “Recently Approved
Orders” link will navigate you to the
My Orders screen and will display all
of your approved Orders with the
most recently approved ones on top.
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My Orders screen
This screen allows you to view details about the Order, Order Lines and attached Invoices.
The Order shows information including the child’s name, the total Amount approved, the amount
remaining and the Start and End Dates of the Order. The Order Lines show details about the Order
including the Product (type of service), daily or hourly amount and the Total Amount for each type of
service.
When you navigate to the My Orders screen, there will be no results displayed until you enter what you
want to see in the “Search Orders” section. You must enter the Program Type but all other fields are
optional.
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Searching for Orders
In the My Orders screen you can search for Orders by entering details in the Search Orders section. You
must enter the Program Type but all other fields are optional.







Order #: This is a system-generated number, known as the Billing Number.
Contact First Name/Contact Last Name: The “Contact” is the child. The child’s first and/or last
name must be entered exactly as it appears on the letter from the Autism Funding Branch if you
wish to use this field to search. (In other words: you cannot search using a nickname as only the
legal name of the child is attached to the Order.)
Service Provider: This is the individual or organization providing the services.
Program Type: This is the ministry program. In this case, “Autism”.
Status: You can view Orders that are Approved and Closed. You can create invoices from
Approved Orders. Closed orders may be system-closed due to being fully paid, or they may have
been closed by the ministry for various reasons.

Example searches:
 To see just the most recently approved Orders: click the “Recently Approved Orders” link on the
Home screen or at the top of the My Orders screen
 To see the details of a Billing Number: choose “Autism” in the Program Type field, and enter the
Billing Number the Order # field.
 To see the order history for a child (Approved and Closed Orders): enter the name in the Contact
First Name and/or Contact Last Name fields, and choose “Autism” in the Program Type field.
After you’ve selected what you are searching for, click the “Search Orders” button.
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Order Search Results
The Order Search Results will display Orders that match your search. There are two sections in this
view: Order Search Results and Order Lines. The Order Lines show details about whichever Order is
selected.



Order Search Results: The Order shows information including the child’s name, the Amount
approved, the amount remaining and the Start and End Dates of the Order.
Order Lines: The Order Lines show details about the Order including the Product (type of
service), daily or hourly amount and the Total Amount for each type of service.

Viewing Order details
The Order Search Results displays up to five orders but more may exist. The title bar of this section will
indicate how many Orders are displayed and how many there are in total (example: “1 - 5 of 10 +”
means there are 5 Orders displayed but over 10 in total). You can see the next set by clicking the arrow
to the right. There is also a “View More” button in this section so you can see more Orders on one
screen.

The Orders may be sorted by any field by clicking the up or down arrows in the column title. The green
arrow indicates how the Orders are sorted.

To view Order Line details for an Order, click the selector icon

beside the Order.
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To view more details about the Order, such as invoices attached to the Order, click on the Order
Number. This navigates you to the “Order detailed view” that allows you to see details including
Invoices the Order has been associated to. You can then click the “Invoice Number” from here to see
more details about the Invoice.
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Reports
There is one report available called the “Orders and Invoices Summary Report.” This Report allows you
to see all the details of the Order and Order Lines and all the Invoices attached. The report includes
information such as the name of the RASP Individuals and the all the Dates of Service billed on each
Invoice.
If you wish to view this report:
1. Navigate to the My Orders screen. Complete the fields in the “Search Orders” section with the
Orders you would like to see and click “Search Orders”.
2. In the Reports drop-down at the top of the screen, select “Orders and Invoices Summary
Report”.

3. A new window will open asking if you would like to Open or Save the file (choose the option you
prefer).
4. This report will be saved in the Portal and you can view it again later by navigating to the My
Reports screen and clicking on the Report Name.
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How to Search for Invoices
About Invoices
Parents choose a service provider which provides the type of service they require, and notify the Autism
Funding Branch using a Request to Pay Service Providers/Suppliers form. After the form is reviewed a
letter is sent to both the parent and the service provider that includes a billing number.
To receive a payment for services provided, service providers must submit an Invoice. The Invoice can
be submitted electronically in the Service Provider Portal or by mail, fax, or email. The Autism Funding
Branch will process the payment and either mail a cheque, deposit payment directly to the service
provider’s bank account or contact the service provider if further clarification is required.

Create Invoice
To create a new Invoice, click the “Create an Invoice” link from the Home screen or at the top of the My
Invoices/Payments screen.
Creating and Updating Invoices instructions are detailed in the “How to Create and Update Invoices”
guide.
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Quick Links
The Home screen of the Portal has Quick Links for common Invoice functions and searches including:
Create an Invoice, Update an Invoice, Recently Paid Invoices, and Returned for Revision Invoices. The
Home screen also includes the My Notifications section which includes invoices that are not complete.

Clicking the “Recently Paid Invoices” link will navigate you to the My Invoices/Payment screen and will
display all of your paid Invoices (both created in the Portal and those submitted by mail, fax or email)
with the most recently paid ones on top.
When you submit an Invoice to the Ministry in the Portal, it will be a few business days before the status
changes to “Paid”. Invoices will be in “Paid” status once they are approved by the payment system and
the payments generated a few days later. This means that you can see the date the payment will be
made in advance of it being sent to you.
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My Invoices/Payments screen
This screen allows you to view details about the Invoice and Payments.
The Invoice shows information including the amount of the Invoice, the Status of the invoice, and
payment details. The Invoice Lines show the individual Total amounts and hours or days claimed for
each child.
When you navigate to the My Invoices/Payments screen, there will be no results displayed until you
enter what you want to see in the “Search Invoices” section. You must enter the Program Type but all
other fields are optional.
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Searching for Invoices
In the My Invoices/Payments screen you can search for Invoices by entering details in the Search
Invoices section. You must enter the Program Type but all other fields are optional.
 Service Provider: The Service Provider.
 Program Type: This is the ministry program. In this case, “Autism”.
 Invoice #: This is the Invoice Number attached to the Invoice.
 Status: You can search for any status. “Ready for Approval” means it was successfully
submitted to the ministry. “Approved” means it was approved by the ministry and waiting for
the payment system. “Paid” means it has been approved by the payment system and the
payment will be generated a few days later.
 Invoice Date From/Invoice Date To: You can use this date range to search for invoices created
on a specific date or in a date range. The date must be entered in YYYY-MMM-DD format, or
selected using the calendar. The Invoice Date on an Invoice defaults to the date you created the
Invoice unless you change the date while working on the Invoice.
 Payment #: If you receive a payment or remittance statement, you can use the Payment
number on that statement to look up details about the payment.
 Payment Amount: The amount of the payment.

Example searches:
 To see just see Paid invoices: click the “Recently Paid Invoices” link on the Home screen.
 To see if the Invoice just completed was submitted successfully: choose “Autism” in the Program
Type field, and choose “Ready for Approval” in the Status field. (Note: if there are no results you
may want to try again with “Approved” in the Status field).
 To see all invoices paid for a year: choose “Autism” in the Program Type field, enter the
beginning date of the year in the Invoice Date From field and the end date of the year in the
Invoice Date To field, and choose “Paid” in the Status field.
After you’ve selected what you are searching for, click the “Search Invoices” button.
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Invoice Search Results
The Invoice Search Results will display Invoices that match your search. There are two sections in this
view: Search Results and Invoice Lines. The Invoice Lines show details about whichever Invoice is
selected.
 Invoice Search Results: The Invoice shows information including the amount of the Invoice, the
Status of the invoice, and payment details.
 Invoice Lines: The Invoice Lines show details about each individual Order Line claimed including
the child’s name, Product (service provided), number of hours or days and the Total amount.

Viewing Invoice details
The Invoice Search Results displays up to five records but more may exist. The title bar of this section
will indicate how many Invoices are displayed and how many there are in total (example: “1 - 5 of 10 +”
means there are 5 Invoices displayed but over 10 in total). You can see the next set by clicking the arrow
to the right. There is also a “View More” button in this section so you can see more Invoices on one
screen.

The Invoices may be sorted by a field by clicking the up or down arrows in the column title. The green
arrow indicates how the Invoices are sorted.

To view Invoice Line details for an Invoice, click the selector icon

beside the Invoice.
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To view more details about the Invoice, or to print the Invoice, click on the Invoice Number. This
navigates you to the “Invoice detailed view” that allows you to see details including all the Order Lines
associated to the Invoice. You can then click the “Order Number” from here if you want to see more
details about the Order.

Payments
You will continue to receive payments in the same manner, either by Electronic Funds Transfer (EFT)
deposited directly to your bank account, or by cheque via Canada Post.
To view Payments, you will need to locate the Paid Invoice. In the My Invoices/Payments screen you can
search for Invoices by entering details in the Search Invoices section. You must enter the Program Type
but all other fields are optional.
The Search Results will provide you with a list of your Paid Invoices and more detailed information, such
as the Payment Method, Payment Number, Payment Date, and Payment Amount.

You can also use the “Recently Paid Invoices” link on the Home screen or at the top of the My
Invoices/Payment screen to quickly see a list of recently paid invoices.
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Cancel or Update Invoice
Invoices created and not submitted or cancelled are saved in a Pending state. These invoices may have
Order Lines tied to them, which may prevent you from billing these Order Lines on another Invoice.
After you submit an invoice through the Portal, it will be validated by ministry staff. The ministry cannot
change information you have entered on invoice lines. This is to preserve the financial integrity and
audit trail of the record. If changes need to be made, the ministry program will electronically return the
invoice through the Portal and send you an email or call you explaining the revisions required.
Pending and Returned for Revision Invoices are displayed on the Home screen in the My Notifications
section. You can also search for a specific Invoice using the “Update an Invoice” quick link on the Home
screen or at the top of the My Invoices/Payments screen.
1. Locate the Invoice
 From the My Notifications on the home screen: Click on the Invoice Number, or
 From the “Update an Invoice” link: enter details in the Search Invoices section and click
“Search Invoices”. When the Invoice is located, click Update

2. This will navigate to Step 1 of the invoice creation process
 To Cancel the Invoice, click “Cancel Invoice” at the bottom of the screen, or
 To Update the Invoice, enter invoice details and click “Next” to navigate through screens
that are already fully completed.
If you need to update an Invoice that has already been submitted to the ministry, please contact the
Autism Funding Branch to have the invoice Returned for Revision.
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Frequently Asked Questions (FAQ)
Order Frequently Asked Questions (FAQ)
Q: There are approved Orders with remaining amounts for children who are no longer receiving services
with me, how do I get them cancelled?
A: The parent/guardian should inform the Autism Funding Branch of any changes to their
funding such as child ending services with you. If the child is no longer receiving services, do not
bill for those Orders. The parent/guardian may contact the Autism Funding Branch to request
the Orders be cancelled. You may notify the Autism Funding Branch that services have ceased
to have it noted on the child’s account.
Q: Can I see Orders for products such as equipment?
A: In the Portal you can see all Orders and Order lines for all products and services approved
with you. You cannot submit invoices in the Portal for products such as equipment.

Invoice Frequently Asked Questions (FAQ)
Q: I got an error message when submitting an Invoice, how do I know if it was received?
A: To see if the Invoice just completed was submitted successfully go to the My
Invoices/Payments screen and search for the Invoice. If the invoice is in “Ready for Approval”,
“Approved” or “Paid” Status then it was received successfully by the ministry. It if is in another
Status, such as “Pending” or “Cancelled”, then it has not been received by the ministry.
In the Search Invoices section:


Choose “Autism” in the Program Type field, and enter the Invoice number in the Invoice
# field

Q: How do I print Invoices?
A: There is no print feature built into the Portal so you will use the print features on your
internet browser. You may want to use Print Preview before printing and adjust the print
settings so the Invoice prints on one page.
You can print from the Confirmation page when you submit an Invoice or search for the Invoice
at any time. The best view to print from is the Invoice Detailed view as it shows all the Order
Lines associated to the invoice. To see this view, search for the invoice and then click on the
Invoice Number in the Search Results section of the My Invoices/Payments screen.
Q: The Invoice Status is “Paid” but I have not yet received a payment, what does this mean?
A: When you submit an Invoice to the Ministry, it will be a few business days before the status
changes to “Paid”. Invoices will be in “Paid” status once they are approved by the payment
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system and the payments generated a few days later. This means that you can see the date the
payment will be made in advance of it being sent to you. The date of the payment is in the
“Payment Date” field when looking for invoices.
If there are no payment details on the Invoice yet, they are usually populated one business day
after the status changes to Paid. If there are payment details on the Invoice, the payment will
be made on the Payment date. For Electronic Funds Transfer (EFT) the funds will be transferred
to your account on the Payment Date but your bank may require additional time to display the
payment to you. For Cheque (CHQ) payment, please allow up to 10 business days for Canada
Post mailing times.
Q: I received a payment from the Autism Funding Branch but I don’t know what invoice it is for, is there
a way to look it up in the Portal?
A: In the My Invoices/Payments tab, you can search using the Payment #. This is number will be
on the remittance statement you received with the payment.
If you cannot locate an Invoice after entering this Payment number you can call the Autism
Funding Branch for assistance.
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