Submitting a Claim

The following are step-by-step directions on how to submit your claim for Psychotherapy
services provided by Thrive Canada.

Step 1 - Go to the Portal dashboard (http://member.otip.com/mymemberaccount)
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Step 2 — Select Submit a Claim
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Step 3 —Select Continue
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Welcome to the Health and Dental claim submission!

You may need to attach supporting documents with your claim, such as:

+ Receipts

+ Explanation of Benefits (EOB) statement from another insurance
carrier

« Physician statement or prescription

Benefits fraud not only increases the cost of healthcare for everyone, it j
also a criminal offense. Manulife takes false and misrepresented clail
seriously.

For audit purposes, please keep your documents for 12 months afjer
submitting this claim.
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Step 4 — Chose Psychotherapist
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* Select service provider type Psychotherapist °
Step 3
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Your plan might not have coverage for all the items on the list. Check your plan details to be sure attachments

IT your dependant is not listed, please contact OTIP Benefits Services
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Step 5 — Select More than one patient for the group sessions.
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Confirmation Required

Confirmation required: Please confirm the number of patients that attended
the session

One patient
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Step 6 — Choose Add Service Provider
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Online practitioner claims are limited to a maximum submission of $500 per day.
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Step 7 — Choose Province as Ontario and Registration Number as 18813.
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Select service provider

B Search service provider

Review your receipt and enter your provider's information below. You must select the province and complete at least
one more field to continue.

* Province of service Ontario o Postal code (A1A 1A1) ‘ o ‘

\ o

Registration number 18313 0 Provider's phone number

/
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Step 8 — OTIP and Manulife are currently updating the system, so it may be a few weeks until
you are able to find Helen Scott and Thrive Canada. Until it is updated you will get a message
that No Psychotherapists results have been found. You can still claim your expense by clicking
the Can’t find my provider link as highlighted below.
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[No Psychotherapist results have been found. Please use different search criteria or click "Can't find my provider”]

Search service provider
B Review your receipt and enter your provider's information below. You must select the province and complete at least
one more field to continue.
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Step 9 — On the next page:

- Enter the service date from the receipt
- Enter the total charge from the receipt.
- Select “No” for physician’s referral.

- Upload the receipt and submit.
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Attach an invoice with your claim. The invoice must have:

= the patient's name
= the date of service
= adescription of the service

Before you submit your files, make sure you aren’t missing anything. If your claim doesn’t have all the information
needed, we may ask you to resubmit your claim.
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