DCRB/PCRB Invoice Notification and Invoice Online Access

Invoice Online is an application that gives carriers the ability to view and download invoices and
statements. Carriers may also register for the Invoice Notifications to receive emails when new
statements are posted.

Notification Setup:

These instructions are to be used by the Carrier Group Administrator (CGA) to enter and/or update
contacts for the Invoice Notification service. These contacts will receive an email when an invoice
or statement is posted to Invoice Online for all companies in their carrier group. Changes made to
the Notification Setup are applied to both PCRB and DCRB.

Important Note: The Notification Setup is for email notifications only. Access to the Invoice Online
application must be set up separately by the CGA. See Invoice Online Access section.

1. The CGA must log in to the DCRB/PCRB Application Manager.
2. Select Carrier Group Admin > Notification Setup
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3. Select the icon next to Invoice Online Notification Setup
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4. Enter up to five (5) email addresses which will receive an email when an invoice is posted.

%, Invoice Notification Setup

Enter email address(es) to receive Invoice Notification
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5. Click Update to save the changes.


https://www.pcrbdata.com/ul

Invoice Online Access:

These instructions are to be used by the Carrier Group Administrator (CGA) to grant access to the
Invoice Online application. Access to Invoice Online gives users the ability to view/download
invoices for both PCRB and DCRB.

1. Select Carrier Group Admin > Maintain Users
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2. Search for the user and click on the Edit Profile icon to open the user’s profile.
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3. Scroll down to the Assign Application(s) section and check the box next to Invoice Online.
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4. Changes will be saved automatically.

** CGAs should also check that the user has access to all carriers in the group by opening the
Assign Carrier(s) section of the user profile. If the user does not have access to a specific
carrier, they will not see their invoices in Invoice Online.



