
 

ONE POINT LESSON 
Declined Report  
 

 
1.  

 
When investigating 
unpaid claims it is useful 
to access the Declined 
Report.  
 
Click on ‘Administration’ 
and ‘PHO Reports’ 
 
 

 
 
 
 
 
 

 
2. 

 
Enter the date 
range/month you are 
searching for and select 
‘search’ 
 
This will bring up a list of 
reports, select 
‘Remittance report’ 
 

 

 
 
 



 
3. 

 
The report will open in 
Excel.  
 
Click on the ‘Unpaid 
Claims’ Tab. 
 
This will display all the 
declined claims with the 
reason for decline.  

 
 
 

 
 
 
 
 


