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Staff Medical

The Staff Medical Module manages claim and payment processes related to medical and
dental treatment for staff. The system allows key user to setup the list of UPSI’s panel clinics
and all the staff will be able to choose panel clinics as his/her panel. The system shall provide
facility for staff to claim for treatment made not at his panel clinic and for the panel clinic to
claim for treatment of staff at the clinic. Human Resource Officers shall check the claims
against the actual receipt and approve the claims for payment processing by Finance.

The system shall also provide facility for staff to request for guarantee letter and also

application for special medicines or medical treatment.

Medical Setup

This function maintains setup for staff medical, clinic information and medical ward setup.

The details describe as below.

Staff Medical Setup

This function allow user to do setup for medical application. The function describe as follow.

@ ELpEAE O D PG e B i EMS s niegratedvanagemenisysiemEsmicrosof il nienneisExplorer;

Action Edit Query Block Record Field Help ‘Window
G B €D R 4P HeR@ T
e ™

75| AN ASF102 - Medi

Staff Medical Setup

Maximum Amount for Medical Claim 35.00

Iaximurm Amount for Dental Claim 100.00
Earliest Backdated Claim accepted g days before
Mumber of Panel Clinic Staff Must Apply for 2

Officer-in-charge of Medical 00536 |Muhammad Yusmin Bin Yusaff J
Cost Center For Medical Clairm |1 Jcuyhe] |SUMBER MANUSIA - A UTILITI DAN OME OFF J
ASccourt Cade for Medical Claim  [529101 [PERKHDMAT AN PERUBATAN .|

Figure 1.1 Staff Medical Setup screen

Opening Staff Medical Setup Form

1. Click Medical on the Menu Bar
2. Click on Staff Medical Setup function
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Viewing Staff Medical Setup Information

1. Click Execute Query button to view all records or click Enter Query button

and

key in search criteria and then click Execute Query button to view

particular records.

2. Use scroll bar to navigate through the records

Adding Staff Medical Setup

1. Place cursor in Staff Medical Setup frame.

2. Click Insert Record button to add new record.

3. Fill

1.

ii.

iii.

iv.

Vi.

Vil.

in the information needed setup case category:

Maximum Amount for Medical Claim: Type in maximum amount for
medical claim.

Maximum Amount for Dental Claim: Type in maximum amount for
dental claim.

Earliest Backdated Claim Accepted: Type in earliest back date
accepted for claim.

Number of Panel Clinic Staff Must Apply for: Type in number of
panel clinic staff must apply for.

Officer-in-charge of Medical: Select officer in charge for medical
application form the list of value by click “...” button.

Cost Center For Medical Claim: Select cost center for medical claim
from list of value by click “...” button.

Account Code For Medical Claim: Select account code for medical

claim from list of value by click “...” button.

4. Click Save Record button to save the changes.

Editing Staff Medical Setup

1. Select record to edit and make changes on it.

2. Click Save Record button to save the changes.

Clinic Information

This function allow user to do setup for clinic information and contact information. The

function describe as

IMS HR & Administration

follow.
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<A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block HBecord Field Help ‘wWindow
GO P RDDH DR a4 p BRG] ?
-

7 ANUAR - AMFO0T - Cliriic Main

Clinic Information

Ciric 1D WITOESE | Clinic Status [aofive =)
Cliric Mame [KLINIK AMEN
Short Description [K_AMAN
Reaister Date ’W Erd Date ’7
Mk Registration No | M4 Expiry Date [

Contact Information

Addiess [NO. 5, JALAN LOKE YEW TANJONG MALIMPERAK

Postcode | City |
State | [
Country | [
Telephone No [05-4585610 sl
Email Address |
‘wiebsite |

e

Contact Persan |

Handphane No |

Figure 1.2 Clinic information screen

Opening Clinic Information Form

1. Click Medical on the Menu Bar
2. Click on Staff Medical Setup function

Viewing Clinic Information
1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

Adding new Clinic Information
1. Place cursor in Clinic Information frame.

2. Click Insert Record button to add new record.
3. Fill in the information needed clinic information:
i.  Clinic Name: Select Clinic ID form the list of value by click “...

button.
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ii.  Clinic Status: elect clinic status from the drop down list.
iii.  Short Description: Type in short description for the clinic.
iv.  Register Date: Type in register date for the clinic.
v.  End Date: Type in end date for the clinic.
vi.  MMA Registration Number: Type in MMA registration number for
the clinic.
vii. MMA Expiry Date: Type in MMA Expiry date.
4. Fill in the information needed for contact information
i. Address: Type in clinic address.
ii. Postcode: Type in clinic post code.
iii. City: Type in clinic city.
iv. State: Select clinic state from the list of value by click “...” button.
v. Country: Select country from the list of value by click “...” button.
vi. Telephone No: Type in clinic telephone number.
vii. Fax: Type in clinic fax number.
viii. Email Address: Type in clinic email address.
ix. Website: Type in clinic website.
x. Contact Person: Type in clinic contact person.
xi. Hand phone No: Type in clinic hand phone number.

5. Click Save Record button to save the changes.

Editing Clinic Information
1. Select record to edit and make changes on it.

2. Click Save Record button to save the changes.

Deleting Clinic Information
1. Select record to delete and click Remove Record button.

2. Click Save Record button to save the changes.

Medical Ward Setup

This function allow user to do setup for ward entitlement for staff. The function describe as

follow.
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action Edit Guery Block Record Field Help Window

S XD BRI «aqrp Al ?

AMUAR - AMFO12 - Ward Entitlement Setup
— Ward
Code Ward Description Type
lelaz 1 Bilk Searang |KERAJAAN ;I =
K1-2 Kelas 1 Bilik Berdua |KERAJAAN ;l
K1-3 Kelas 1 Bilik Bertigs |I-{ERAJAAN =]
K2 Helas 2 HERAJAAMN ;l
K3 Welas 3 KERAJEAN =]
BS Suite lmaasTs =
B Sehilk Searang |swissTa, |
B Sehilik Dua Orang |SWASTA ;I
B3 Sehilik Tiga Crang |&NASTA ;l
B4 Sehilik Empat Crang |SWASTA ;I
=l
=l
I =l
I =l
| =]

Figure 1.3 Medical Ward Setup screen

Opening Medical Ward Setup
1. Click Medical on the Menu Bar

2. Click on Medical Ward Setup

Viewing Medical Ward Setup Information
1. Click Execute Query button to view all records or click Enter Query button

and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

Adding new Medical Ward Setup
1. Place cursor in Ward frame.

2. Click Insert Record button to add new record.

3. Fill in the information needed clinic information:
i. Code: Type in code for ward.
ii. Ward Description: Type in description for ward.
iii. Type: Select type from the drop down list.

4. Click Save button to save the record.

Editing Medical Ward Setup
1. Select record to edit and make changes on it.
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2. Click Save Record button to save the changes.

Deleting Medical Ward Setup
1. Select record to delete and click Remove Record button.

2. Click Save Record button to save the changes.
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Medical Claim

This function used by panel clinic vendor to add information for their clinic claim, medical

claim entry and medical claim application. The details describe as below.

Panel Clinic Claim

Vendor Login Application provides function for vendor to apply for staff medical claim.
Enter to the Vendor Login page will bring up to the Vendor Login Main Interface. See Figure
1.4

Today : 10-03-2005

Welcome to UPSI's Vendor Comm.

To continue, please enter Username and Password details in the areas provided below.

Username '& || |

Password % | |

This is a secure website area restricted to authorized uzers anly,
All user activity in this area iz monitored and
unauthorized access attermnpts will be prosecuted,

© 2005 Universiti Pendidikan Sultan Idris, 35900 Tanjong Malim, Perak

Figure 1.4 — Vendor Login Main Interface

Entering Vendor Login Page

1. Fill in username and password then click Login button. It will bring up to

the clinic that enters to the system (E.g.: Poliklinik Bakti). See Figure 11.5

My Intranet Desktop @ Universiti Pendidikan Sultan Idris

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

[Campose | [ Empty Trash | [ Neve Foider | [ Settings |
Inbox
Priority From Subject Date
[Compose | [ Empty Trash | [ Hew Foider | [ Settings |

Figure 1.5 — Poliklinik Bakti Main Interface
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Viewing Panel Clinic Claim

1. Click Panel Clinic Claim Hyperlink on the top right screen. It will bring up
to the Claim Status Interface. See Figure 11.6

My Intranet Desktop :: Universiti Pendidikan Sultan Idris

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

(o) (o) ()
Month --AH *| tear -2005 4

claim Status

# Submit Date Batch ID Amount {(RM) Status
1 17-02-z2005 CBOS-00056 55.00 SUBMIT
2 16-02-2005 CBO5-00046 49.00 EMTRY
3 16-02-2005 CBO0S-00045 10.00 EMTRY
4 16-02-2005 CBOS-00055 25.00 SUBMIT
5 15-02-z005 CBO5-00021 a APPROVE
6 15-02-2005 CBO0S-00044 21.00 EMTRY
7 15-02-2005 CBOS-00043 25.00 ENTRY
8 14-02-2005 CBOS-00041 55.00 ENTRY
9 09-02-2005 CROS-00022 135.00 APFPROVE

Figure 1.6 — Claim Status Interface

2. Claim Status Interface shows the list of batch claim that submit to the panel

clinic.

Panel Clinic Claim

1. Click Claim button on the top right screen to apply for panel clinic claim. It

will bring up to the Panel Clinic Claim Form. See Figurell.7

IMS HR & Administration User Guide Manual 10



My Intranet Desktop @ Universiti Pendidikan Sultan Idris

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

Subrit Claim |

Panel Clinic Claim Form

Staff Name‘

Receipt Date l:l v

Ailment f Remarks

Clinic Name

POLIKLINIK BAKTI

Clinic Address

LOT 2&3, JALAN DOUGLAZ,
NMMN35900, Persak, Malaysia,

i E—

MC

@ ves
Ono

Figure 1.7 — Panel Clinic Claim Form

3. Fill in the information for add panel clinic claim

i.  Staff Id: Type in staff ID then click Verify button.

ii. Staff Name: System will auto generate for the staff name after verify

staff id process.

iii. Patient Name: Select patient name from the drop down list.

iv. Receipt No.: Type in receipt number for the claim.

v. Receipt Date: Select receipt date from the date picker. See Figure

11.8.

Calendar - Microsoft In..

March 2005
[==] | [£] [ [2] @ [==]

Sun Mon Tue Wed Thu Fri | Sat
1 |2 2 4 5
6 |z 8 2 10 |11 |12
13 |14 |15 |16 |17 |18 |18
20 |21 |22 23 |24 |25 26
27 |28 |29 30 31 |1 |2

Figure 1.8 — Date Picker Interface

IMS HR & Administration
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vi. Ailment/Remarks: Type in remarks for the claim.
vii. Amount: Type in amount for the claim.
viii. MC: Thick on the button whether the treatment got MC or not.
4. Click Save button to submit the claim. It will display confirmation message

for submit the claim. See Figure 11.9.

Microsoft Internet Explorer rz|

1] E Claim Form has been saved.
L

Figure 1.9 — Confirmation Message for Submit Claim.

5. Click OK button to confirm. It will bring up to the List of Claim to Submit
Interface. See Figure 11.10.

Submit Panel Clinic Claim
1. Click Submit Claim button. It will bring up to the List of Claim to Submit

Interface. See Figure 1.10.

My Intranet Desktop ;@ Un

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

Submit Claim | [ Status)
List of Claim to Submit
Listing Page
[Select Al | [ Submit 1o Batoh | [View Buatoh Claim |
Staff Id Name Patient Receipt MNo. Receipt Date | Amount {(RM)
F KO0549 Ismail Bin Man Aminah ADC123456 07-03-2005 30.00
F KO0549 Ismail Bin Man Man ADC123456 07-03-2005 30.00
Current Claims in Batch : 0
[Seleota | [ SubmittaBaten | [View Batoh Claim |

Figure 1.10- List of Claim to Submit Interface

2. Click on the Name Hyperlink to view detail of staff claim. It will bring up to
the Panel Clinic Claim Form. See Figure 1.11.

IMS HR & Administration User Guide Manual 12



My Intranet Desktop @ Un iti Pendidikan Sultan Idris

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

Submit Claim |  Status)

Panel Clinic Claim Form

Staff 1d Koogzo
Staff Name Rahayu Bt Mangsor
Patient Name Fatihah
Receipt No K125345
Receipt Date 02-03-2005
Ailment f Remarks Demam campak
Clinic Name POLIKLINIK BAKTI
Clinic Address LOT 2&3, JALAN DOUGLAS, NNN
Amount {RM) 21.00
MC Yes

Figure 1.11 — Panel Clinic Claim Form

3. Panel Claim form still can be edit before submit. Click Edit button to edit
claim. It will bring up to the Panel Clinic Edit Claim Form. See Figure

1.12.

My Intranet Desktop

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

Subrmit Claim |  Status

panel clinic Edit Claim Form

Staff Id HOO320

staff/Family Name‘ Fatihah v|

Receipt No K125345
Receipt Date 02/03,/2005 | [

Ailment / Remarks

Demam campak

Clinic Name [po; 1 1w BARTT

Clinic Address

Amount (RM) 21.00
T @ ves
Ono

Figure 1.12 — Panel Clinic Edit Claim Form Interface

4. Make changes for the desired information then click Save button. It will

bring up to the confirmation message for update claim. See Figure 1.13.

IMS HR & Administration User Guide Manual 13



Microsoft Internet Explorer g|

' 'j Claim Form has been updated.
L3

Figure 1.13 — Confirmation Message for Update Claim

5. Click OK button to confirm update the changes. It will bring back to the List
of Claim to Submit Interface. See Figure 1.10.

Submit Panel Clinic Claim in Batch
All the claims apply then will be submit to UPSI in batch.
1. Select claims to submit by click on the Check Box or simplify selection by
click Select All button.
2. Click Submit to Batch button. It will display message that need user to view
Batch Claim. See Figure 1.14.

Microsoft Internet Explorer

1 E Claims has been inserted ta Batch, Click “iew Batch Claim’ ko ses the final lisk and submit!
L3

Figure 1.14 — Message for View Batch Claim

3. Click View Batch Claim button. It will bring up to the Batch Claim to
Submit Interface. See Figure 1.15.

IMS HR & Administration User Guide Manual 14



My Intranet Desktop @ uUn iti Pendidikan Sultan Idris

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

Batch Claim to Submit

Staff 1d Name Patient
1 KD0549 Ismnail Bin Man Arminah
2 KD0549 Ismnail Bin Man Arminah
3 k00549 Ismail Bin Man Aminah
4 K00549 Ismnail Bin Man Arminah
5 Koogzo Rahayu Bt Mangsor FAIZAL BIN SHARIFFUDDIN
] k00549 Ismail Bin Man Aminah
7 K00549 Ismnail Bin Man Arminah
E KD0549 Ismnail Bin Man Arminah
9 k00549 Ismail Bin Man Aminah
10 KD0gz0 Rahayu Bt Mangsor FAIZAL BIN SHARIFFUDDIN

Receipt No.

214554411
214554411
123546
123546
4521411
214554411
214554411
123546
123546
4521411

Receipt
Date

01-03-2005
01-03-2005
03-03-2005
03-03-2005
04-03-2005
01-03-2005
01-03-2005
03-03-2005
03-03-2005
04-03-2005

Subrmit Claim | [ Status

Amount {RM)

1z2.00
1z.00
15.00
15.00
1g.00
1z.00
1z.00
15.00
15.00
15,00

Total 144.00

Figure 1.15 — Batch Claim to Submit Interface

4. Fill in the information needed:

i. Reference Number: Type in Reference number for the batch to

submit.

ii. Inveoice Number: Type in invoice number for the batch to submit.

5. Click Submit Batch button. It will display confirmation message to submit

claim. See Figure 1.16.

Microsoft Internet Explorer

X

! ‘_l,, Claim has been submitted to LIPS,
L

Figure 1.16 — Confirmation Message to Submit the Claim.

6. Click OK button to confirm. It will bring up to the Claim Status Interface.

See Figure 1.16.

Viewing panel Clinic Claim Status

1. Click Status button. It will bring up to the Claim Status Interface. See

Figure 1.17.

IMS HR & Administration User Guide Manual
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My Intranet Desktop @ uUn iti Pendidikan Sultan Idris

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

Submit Claim | [ Stats]
Month Year

Claim Status

# Submit Date Batch ID Amount (RM) Status
1 10-03-2005 CRO5-00062 144.00 SUBMIT
2 10-03-z005 CBO0S-00061 51.00 SUBMIT
3 17-02-z2005 CBOS-00056 55.00 SUBMIT
4 16-02-2005 CBO5-00046 49.00 EMTRY
5 16-02-2005 CBO0S-00055 25.00 SUBMIT
6 16-02-Z2005 CBOS-00045 10.00 ENTRY
7 15-02-z005 CBO5-00021 a APPROVE
8 15-02-2005 CBO0S-00044 21.00 EMTRY
9 15-02-2005 CBOS-00043 25.00 ENTRY
10 14-02-2005 CBO5-00041 55.00 EMTRY
11 09-02-2005 CROS-00022 135.00 APFPROVE

Figure 1.17- Claim Status Interface

2. Claim status can be view by month and year. Select month and year from the
drop down list. System will show the claim status for the selected month and
year.

3. To view the detail information of batch claim click Submit Date Hyperlink.

It will bring up to the Batch Claim List Interface. See Figure 1.18.

My Intranet Desktop @ Un iti Pendidikan Sultan Idris

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

Submit Claim |  Status

Batch Claim List

=]
Batch ID : CBOS-00056
Reference Number 1 43423423
Invoice No = INWF7EE33
Staff Id Name Patient Receipt No. Receipt Date Amount {RM)
1 KODE7S Puteri Khairul Syafida Bt Megat Khas Puteri Khairul Syafida Bt Megat kKhas 346346346 05-01-2005 30,00
2 Kooszo Rahayu Bt Mangsor Fatihah 6777212 10-01-2005 25.00

Total 55.00

Figure 1.18 — Batch Claim List Interface

4. Batch Claim List Interface shows the list of staff that submits their claim to
the clinic. To view the detail information of staff claim click on the Name
Hyperlink. It will bring up to the Panel Clinic Claim Form Interface. See
Figure 11.19.

IMS HR & Administration User Guide Manual 16



My Intranet Desktop :: Un siti Pendidikan Sultan Idris

Home | Panel Clinic Claim | Change Password | Logout

POLIKLINIK BAKTI

Submit Claim |  Status

Panel Clinic Claim Form

staff Id KO0675
Staff Name Puteri Khairul Syafida Bt Megat Khas
Patient Name Puteri Khairul Syafida Bt Megat Khas
Receipt No 346346346
Receipt Date 05-01-2005
Ailment / Remarks Testl
Clinic Name POLIKLINIK BAKTIL
Clinic Address LOT 2&3, JALAN DOUGLAS, NNN
Amount {RM) 30.00
MC Yes

Figure 1.19 — Panel Clinic Claim Form Interface

5. Panel Clinic Claim Form views the information of staff panel clinic. Click
Back button will bring back to the Batch Claim List Interface. See Figure
11.18.

IMS HR & Administration User Guide Manual 17



Medical Claim (Clinic) Entry

This function allow user to add information of panel clinic entry. The function describe as

below.
E HEEp e D (0 PGSt B WSl nteprate diManageme nisystemicrosofisl nierneisbxploren
Action Edit Query Block Record Field Help Window
X [ X N N N
Gk 0D 2R 4«4 P HAB 7
7z AhF ff Medical Panel Entry
Panel Clinic Claim - Batch Information
Batch D |CEos-00025 Clinic Reference Mo
cinic. | [ ||
Invaice No | Claim Date |12-01-2005
Total &mount 2500
Batch Detail
Ha. (eld-mm-yyyy)
) ) -
Receipt Mo [ddddd Receipt Date [12-01-2005 -
Staffld [eonz3e [fratim Bin che Rose
Patiert 00234 [lerabim Bin che Rase ...| Relationship Sendiri
Treatmert | Amaount 10,00
Receipt Mo Receipt Date  [12-01-2005
Staffld  |K00345 Saiful Lizan Bin Mohd Lajis
Patiert |KO0345 Saiful Lizan Bin Mohd Lajis .| Relationship [Sendiri
Treatment | Amount 15.00
[ ] Receiptho ReceiptDate | |
Statf Id
Patient Relationship
Treatment | Amaunt =
Mo of Receipts 2 Total Amourit 25.00

Figure 1.20 — Medical Claim (Clinic) Entry Interface

Opening Medical Claim (Clinic) Entry Form
1. Click Medical on the Menu Bar
2. Click on Medical Setup function

Viewing Medical Claim (Clinic) Entry Information

1. Place cursor in the Panel Clinic Claim — Batch Information frame.

2. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

3. Use scroll bar to navigate through the records

IMS HR & Administration User Guide Manual 18



Adding Panel Clinic Batch Information

1. Place cursor in Panel Clinic Claim Batch Information frame.
2. Click Insert Record button to add new record.
3. Place cursor on the Clinic Information frame.
4. Fill in the information needed clinic information:
i.  Clinic Reference No: Type in clinic reference number.
ii.  Clinic Name: Select clinic name from the list of value by click “...”
button.
iii.  Invoice Number: Type in invoice number for the claim.
iv.  Claim Date: Type in claim date.
v.  Total Amount: Type in total amount for the claim.

5. Click Save button to save the record added.

Adding Batch Detail Information

1. Place cursor in Batch Detail frame.
2. Click Insert Record button to add new record.
3. Place cursor on the Contact Information frame.
4. Fill in the information needed contact information:
i.  Receipt Number: Type in receipt number for the claim.
ii.  Receipt date: Type in receipt date fro the claim.
iii.  Staff ID: Select staff for the claim from the list of value by click
“...” button.
iv.  Patient: Select patient for the claim from the list of value by click
“...” button. It will display the relation of patient and staff.
v.  Treatment: Type in treatment given.

vi.  Amount: Type in claim amount.

6. Click Save button to the record added.

Editing Medical Claim (Clinic) Entry Setup
1. Select record to edit and make changes on it.

2. Click Save Record button to save the changes.

Deleting Medical Claim (Clinic) Entry Setup

1. Select record to delete and click Remove Record button.

2. Click Save Record button to save the changes.

IMS HR & Administration User Guide Manual 19



Submit Clinic Claim in batch

1. Click Execute Query button to view all records.
2. Click Submit button to submit the claim for the clinic. The claim for the

batch has been submit and the record will not appear on the screen.

Medical Claim (Clinic) Approval

This function allow user to approve for clinic medical claim application. The function discuss

as follow.

Batch Tab

This screen allow user to view and approve for panel clinic claim in batch. The details

describe as below.

Wihttp: /100901, 267781 - IMS- Infezrate;

ction Edit Query Block Record Field Help ‘Window

Batch Information

Batch 1D Clinic Clinic Reference Mo Invoice Mo Claim Dste Claim Amount  approved Amourt@RRrove 7
CEO5-00025 [WNODO01 366 |KLINIK AbAR =df 28-02-2005 65.00 62500 I pey
CEOS-00050 [WRO0O01551 |[KLIMIK LA Refl23 AZON23 23-02-2005 70.00 I _DI
CEOS-00052 [WNODO01 412 [KLIMNIK CHAM 111 22-05-2005 25.00 m E
CB0S-00057 [WMNO0O01 S5 |[KLIMIK LAM 95339 1300999 3200 W E_
CBO5-00062 [WNO000221 3 |POLIKLINK BAKTI HH123456 12457544 144 00 B g
CEOS-000SE6 [WHO000221 3 [POLIKLIMK BAKTI 43423423 N7 7EE33 55.00 [ —D;r
CEOS-00063 [WNOOO0221 3 [POLIKLINIK BAKTI oo oo 0.00 W _D;I_
CEOS-00064 [VNODOD2213 [[POLIKLIMIE BAKTI 3234234 54.00 o E
CB05-00065 [WN00002213 |POLIKLIME BAKTI i 2300 ™ petl
CEOS-00055 (WhO000221 3 |[POLIKLIME BAKTI BEET721 AETEE592 25.00 I —[;;T.I—

APPROVE

Figure 1.21 — Medical Claim (Clinic) Approval: Batch tab screen

Opening Medical Claim (Clinic) Approval Form

1. Click Medical on the Menu Bar
2. Click on Medical Claim (Clinic) Approval function

3. Select on the desired tab to view for the information:

Viewing Batch Claim Detail Information

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view

particular records.
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2. Click Detl button to view the detail information for the clinic claim

submitted. It will bring up to the Claim tab page. See Figure 1.22.

Claim Tab

This screen allows user to view list of claim for the selected batch. The details describe as

below.

2 IMS - Integrated Management System - Microsoft Internet Explorer

ALction Edt Quemy Block Record Field Help ‘Window
S | 0D BT E €« r p|HEw ?
= R .

]

real

Batch Clam |

Clinic: [KLINIK AMAN

Detail Information

Referenceld  Staff1d MName ReceiptMo  Receipt Date Amount Patient AEpEIEI\fIEDEEiect Reject Reason
C05-0000034 |[KODS20 ||Fishayu Bt Mangsor asda 12022005 | 17.50|Sendii HifH & |The olinic is not 5taff's panel olinic | = |
C05-0000035 ||KOOB?S ||Puteri Khaiul Syafida Bt Megat Khas 12-02-2005 12-02-2005 30.00|(S endir Detl |1+ | The clinic is ot Staff's panel clinic
CN5-0000036 ||KO0E11 ||Nazatul Szuwam Bin Mohd Nazan K121521258 14-02-2005 15.00)|S endin Detl |+ (" |The clinic is nat Staff's panel clinic

o -

. -

o -

" -

. -

" -

. -

i -

. -

o -

" -

9l 3 |

Total Approved Amount E2.50

Figure 1.22 — Medical Claim (Clinic) Approval Interface: Claim Tab

1. Screen display detail information of claim batch submits for the clinic.
2. Select staff by click on their staff name.
3. Click Detl button to view the detail information of the staff claim. It will

display Staff Medical Claim Query screen. See Figure 1.23.
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3 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Becord Field Help ‘window

GO P ADD BWFE 4«4 pHAFE|?
T AHUAR - A f Medical Cl

Medical Claim

Reference |0 : Type of Claim | Claim By Panel Clinic =l
Staff 1d |KDDE?5 |F'uteri Khairul Syafida Bt Megat Khas
Patient  [tuhd Hakiri B bubd SubaimilS uari]
Treatment |Demam
Cliric - [POLIKLINIK BAKTI
Address |
Reazon if HonPanel |
ReceiptNo [aBx123 ClaimAmount [ 8600
Receipt Date [09.02-2008 Recommend Amount [ B&OD
Status W Approved Amount 34.00
Parel Claim Batch Id [CE0S-00021 WoucherNo [
Hotes |The clinic iz ot Staff's panel clinic on the receipt date
EnterBy [KODB3E  [Muhammad Tusmin Bin usoff Date [0B0Z 2006
Last Update By |5-FEB-05 | Date
Recommended By | [ Drate
Approved By | | Date ,7

Figure 1.23 — Staff Medical Claim Query Interface

4. Click Exit button on the top of screen to exit the screen
5. It will bring back to the Medical Claim (Clinic) Approval Interface: Claim
tab.

Approve Medical Claim (Clinic) Approval

1. Select Batch tab to do for approval process.

2. Select one record listed on the screen by click on it.

3. Click Approve? Checkbox to select record for approval.

4. Click on the APPROVE button on the right side of the screen.
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Online Medical Application

This function allow staff to apply for panel clinic, guarantee letter, medical claim for panel,
non panel and dental, renew panel clinic, recommend and approve for renew panel clinic. The

details describe as below.

Online Application
Online Medical Application facilitates staff to apply their medical activities for Panel Clinic,

Guarantee Letter, Claim and Sara Ubat.

Opening Online Panel Clinic Form

The application is under Human Resource function. The link located on the left screen. See

Figure 1.24.

| Human Resource

Figure 1.24 — Human Resource Entry Hyperlink

1. Click on Human Resource Link. It will list down the all the modules cover
under Human Resource function.
2. Select for Medical link to view the information and function provided. The

Medical link is located on the left of your screen. See Figure 11.25.

QL Medical

Figure 1.25 — Online Medical Link

3. The link will bring up to the Medical Status Interface. See Figure 1.26.
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mMedical
# Apply Date
1 16/02/2005
2 16/02/2005
3 16/02/2005
# Apply Date
1 16/02/2005
2 16/02/2005
3 16/02/2005
4 15/02/2005
5 15/02/2005
& 15/02/2005
7 14/02/2005
# Apply Date
15/02/2005
15/02/2005
15/02/2005
# Apply Date
16/02/2005

Month | Al » Year |c005 »
Medical Claim Status
Name Receipt Mo Amount Status Notes
(RM)
Murul Anuar Bin Jamasan @ 3500 REIECT WView
Kashan Motes
Murul Anuar Bin Jamasan @ recl?s 23.00 ENTRY
Kasban
Ahmad Zidane bin Ramli asd 34.00 EMTRY
Panel Clinic Status
Approve
Status Type Reason Start Date
APPROVE | CHG cLInic | dekat dengan rumah doktor | ¢ /5 505
larma garang
APPROVE NEW 16/02/2005
APPROVE REMEW BOOK dah habis muka surat 16/02/2005
APPROVE CHG CLINIC lebih dekat 15/02/2005
APPROVE INE Wy 15/02/2005
APPROVE REMNEW BOOK tambah anak 15/02/2005
APPROVE MNEW 14/02/2005
Sara Ubat Status
GL
MName Reﬁ:lrence Code Reference Status
o.
No.
ahrmad Zidane bin Ramli |SU05-0000023 | SU-RLM REJECT
abdul Razalk SU0S-0000021 | SU-PPK ENTRY
Ahrnad Zidane bin Ramli | SU0S-0000025 | SU-AM GL-1234 REJECT
Guarantee Letter
Name Reference No. Status
Salmiah Hassan GLOS-0000066 APPROVE

Figure 1.26 — Medical Application Status Interface

4. The interface shows the all medical status for Claim, Panel Clinic Sara

Ubat and Guarantee Letter that applied by the staff.
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Apply for Staff Medical

Staff can select four types for the medical application. The function is described as below. To

apply for medical need staff to select the medical type from the list.

1. Staff needs to click Apply button on the top right screen. It will bring up the

page for select medical type. See Figure 1.27.

Medical

Please select Medical Type : | -

‘Fanel Clinic
Guatantee Letter
Claim

Sara U bat

Figure 1.27 — Select Medical Type Interface

2. The lists allow staff to apply for Panel Clinic, Guarantee Letter, Claim and

Sara Ubat. The steps for staff to apply the medical types will discuss one by

one as follows:
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Panel Clinic Online Application

This function allows staff to apply for Panel clinic.
1. Select Panel Clinic types for apply for the panel clinic from the Medical
Type drop down list. It will list down the Form Type Interface that needs to
choose by the staff. See Figure 1.28.

Medical

Flease select Medical Type : | Fanel Clinic M

Form Type | oelect Type M

Mew Panel Clinic
Change Fanel Clinic
Renew/Update Book

Figure 1.28 — Select Form Type Interface

2. Panel Clinic application process allows staff to apply for New Panel Clinic,
Change Panel Clinic and Renew/Update Book. The process for panel will

discuss as follow:

Apply for New Panel Clinic

1. Select New panel Clinic from the list of form type. It will bring up to the
Application for Panel Clinic Interface. See Figure 1.29.

Medical

Flease select Medical Type : [ Fanel Clinic b
Form Type | Mew Fanel Clinic w
Application for Panel Clinic

Staff 1d E00037

Staff Name |y iy warpawi Bin Ahd Aziz

Bahagian |p.y-qian suuber Manusia

Unit

Please enter 2 panel clinic(s).

Panel Clinic |PNINITNVINN Add

IMS HR & Administration User Guide Manual 26



Figure 1.29— Application for Panel Clinic Interface

3. Staff needs to apply two panel clinics at the same time. Fill in the information
needed for apply new panel clinic.
i.  Panel Clinic: Select Panel clinic from the drop down list.
4. Click Add button and re enter the information needed for the second panel

clinic. The system show the list for the clinic selected. See Figure 1.30.

Medical

Flzase select Medical Type : | Panel Clinic v
Form Type |Mew Fanel Clinic hd
Application for Panel Clinic

Staff Id |;qqn57

Staff Name |sp. i r Karnawi Bin abd Aziz

Bahagian Bahagian Sumber Manusia
Unit
Please enter 2 panel clinic(s).
Panel Clinic KLIMNIE CHAM - Audd
# Clinic Address Delete ?

MO, 5, JaLAM LOKE YEW n
TAMIONG MALIMPER &K

11, LM CHOMNG AH PEMG n
TAMIONG MALIMPER &K

1 KLIMIK &MAN

z KLIMIK CHAM

P«pphrl

Figure 1.30 — List of Panel Clinic Selected Interface

5. Staff still can delete the panel clinic selected and change with other panel
clinic. Select the panel clinic to remove and click Delete button.

6. To add new panel repeat the step above. Click Apply button to submit the
application. It will pop up message for confirm the application. See Figure

11.31.
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Microsoft Internet Explorer

L] "_\ Application For Panel Clinic has been submitted
-

Figure 1.31 — Confirmation for Medical Application Interface

7. Click OK button to confirm. It will bring up to the Medical Application
Status Interface. See Figure 1.26.

Change Panel Clinic***view screen yg ada current panel clinic***

1. Select Change Panel Clinic from the list of form type. It will bring up to the
Change Panel Clinic Interface. See Figure 1.31.

Madical

Please select Medical Type @ | Panel Clinic V|

Form Type | Change Panel Clinic +

Change Panel Clinic

Staff Id (370545

Staff Name |Is:11ail Bin Man

Bahagian |Bahagian Sumber Manuaia

Unit |

Current panel clinic(s].

# | Clinic Name
1 |POLIKLINIK BAKTI
2 |KUMP. PERUBATAN POLYKLINIK SYIFA SDN BHD

Flease enter 2 panel clinic(s).
Panel Clinic v|

Reason for Change

Figure 1.31 — Change Panel Clinic Interface
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2. Select panel clinic from the drop down list then click Add button. Staffs
need to insert 2 panel clinics. Selected Panel Clinic will show in the list. See

Figure 1.32.

Medical

Flease select Medical Type : | Panel Clinic b
Form Type | Change Fanel Clinic
Change Panel Clinic
Staff Id E00037
Staff Name |sppir Farmawi Bin Abd Aziz

Bahagian Bahagian Suwber Manusia

Unit
Current panel clinicis),
# Clinic Name
Please enter Z panel clinic{s),
Panel Clinic | ARATAWISION SDN. BHD v | 2
# Clinic Address Delete 2

1 KLINIK AMAN MO, 5, JALAN LOKE YEW I:l

TAMIOMNG MALIMPER ALK

279 5G, PELONG4 7000
2 ABATA VISION SDN. BHD SUNSAT BULLH [F]

Reason for Change

Figure 1.32 — List of Panel Clinic Change Interface

3. Staff still can change their panel clinic selected before submit the application.
Click on the Checkbox to remove the panel clinic then click Delete button.

4. The panel clinic was removed and staff can add with other panel clinic.

5. To submit the application staff need to type in the reason for change the panel
clinic then click Apply button. It will display a message box for

confirmation. See Figure 1.33.
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Microsoft Internet Explorer

| ! Application For Panel Clinic has been submitked
.

Figure 1.33 — Message Box for Change Panel Clinic Confirmation

6. Click OK button to confirm. It will bring up to the Medical Application
Status Interface. See Figure 1.26.

Renew/Update Book

1. Select Renew/Update Book from the list of form type. It will bring up to the
Application for Panel Clinic Interface. See Figure 1.34.

mMedical

Flease select Medical Type ¢ | Panel Clinic b
Form Type | FenewflUpdate Book +

Renew f Update Book

Staff 1d E00037

Staff Name |cp iy Karnewi Bin Abd Aziz
Bahagian |p.hoqian Sumber Manusia
Unit
Reason

Figure 1.34 — Renew/Update Book Interface

2. Staff need to fill in the reason for change/renew the update book. Click
Apply button to submit the application. It will display a message box for
confirmation. See Figure 1.35.

Microsoft Internet Explorer X

| Application for Panel Clinic has been submitted
LY
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Figure 1.35 — Message Box for Confirmation Interface

3. Click OK button to confirm. It will bring up to the Medical Application
Status Interface. See Figure 1.26.
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Apply for Guarantee Letter

Staff can apply for Guarantee Letter for the medical. The application describe as follow:

1. Select Guarantee Letter types for apply for the guarantee letter. It will bring up to

the Surat Pengesahan Diri dan Pengakuan Pegawai Interface. See Figure 1.36.

Medical

Please select Medical Type ¢ | Guarantes Letter

SURAT PENGESAHAM DIRI DAN PEMGAKUAMN PEGAWAI
PENGARAH / PENGUASA PERUBATAMN / PEGAWAT PERUBATAN vANG PEMIAGA HOSPITAL / KLIMIK

muan,

Ciengan ini disahkan bahawa penama di bawah adalah seorang pegawai kerajaan di Universiti Pendidikan
=ultan Idris.

Nama Pegawai o iy Karmawi Bin 4bd Aziz

No. KfP |2pnszsoasass

Jawatan |p.p pepdaftar

Gaji Pokok |oo50 o4
Gred Gaji nal

Kelayakan Kelas
Wad

Butir-butir Pegawai / Isteri / Suami / Ibu / Bapa / Analk vang memerlulan rawatan berkenaan.

StafffFamily v
Mame -

Perhubungan
Keluarga

ﬂpphrl

Figure 1.36 — Surat Pengakuan Diri dan Pengesahan Pegawai Interface

2. Type in name of person that will receive for the guarantee letter. Select family name
from the drop down list.
3. Click Apply button to submit the application. It will display a message box for

confirmation. See Figure 1.37.
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Microsoft Internet Explorer E|

| ] 'E Application For Guarantee Letter has been submitted
L3

Figure 1.38 — Message Box for Confirmation Interface

4. Click OK button to confirm. It will bring up to the Medical Application Status
Interface. See Figure 11.26.

Apply for Claim

Staff can apply for medical claim for the non panel clinic. The application describe as follow:

1. Select Claim types for apply for the panel clinic. It will list down the Form Type
Interface that needs to choose by the staff. See Figure 11.39.

" Medical

Please select Medical Type Claim b

Form Type | SelectType ~

‘Medical Claim for NonPanel Clinic
Dental Claim

Figure 1.39— Select Form Type Interface

2. Claim application process allows staff to apply for Medical Claim for Non Panel

Clinic and Dental Claim. The process for claim will discuss as follow:
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Apply for Medical Claim for Non Panel Clinic

1. Select Medical Claim for Non Panel Clinic from the list of form type. It
will bring up to the Non Panel Clinic Claim Form Interface. See Figure

11.40.

mMedical

Please select Medical Type @ | Claim b
Form Type |Medical Claim for MonFanel Clinic
Non Panel Clinic Claim Form

Staff/Family Name | o hir Karmawi Bin Abd Aziz %

Receipt No

Receipt Date v

Treatment

Clinic Name

Clinic Address

Reason for Treatment in
MNon-Panel Clinic

Amount (RM)

MC ®)ves

OND

Figure 1.40 — Non Panel Clinic Claim Form Interface

2. Fill in the information needed for non panel clinic application:
i. Staff/Family Name: Select person for the treatment given.
ii. Receipt No: Type in receipt number.
iii. Receipt Date: Select receipt date from the date picker. See Figure

1.41.
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<2 Calendar - Microsoft In... E”E|E|

March 2005
[=<] | [=] | [=] | [==]

Sun Mon Tue Wed Thu |Fri Sat

|L\J |I\J ‘l—‘ [T
= | o |
Rk~
EEEE
%] |ro ‘._. ‘,_. ln
i | o | R

SIS
|I\J |I\J ‘l—‘ [--1

oo

|I\J |I\J ‘._. 00| =
b | I | i

(]
=

Figure 1.41 — Date Picker Interface

iv. Treatment: Type in treatment given
v. Clinic Name: Type in clinic name.
vi. Clinic Address: Type in clinic address
vii. Reason for Treatment in Non-Panel Clinic: Type in reason for the
treatment.
viii. Amount (RM): Type in amount.
ix. MC: Thick on the button whether got MC or not.
3. Click Apply button to submit the application. It will display message for

confirmation. See Figure 1.42.

Microsoft Internet Explorer

1] Application for Mon Panel Claim has been submitted
LY

Figure 1.42 — Message Box for Confirmation Interface

4. Click OK button to confirm. It will bring up to the Medical Application Status
Interface. See Figure 1.26.
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Apply for Dental Claim

1. Select Dental Claim from the list of form type. It will bring up to the Dental

Claim Form Interface. See Figure

1.43.

Medical

Form Type Dental Claim

Staff fFamily Name

Receipt No

Receipt Date '

Treatment

Clinic Name

Clinic Address

Reason for Treatment

Amount (RM)

MC '@'Yes

{:}N.:.

shuhir Karmawi Bin Abd Aziz

Please select Medical Type :

w

Dental Claim Form

Clairn

b

Figure 1.43 — Dental Claim Form Interface

2. Fill in the information needed for the dental claim:

i. Staff/Family Name: Select person for the treatment given.

ii. Receipt No: Type in receipt number.

iii. Receipt Date: Select receipt date from the date picker. See Figure

1.44.
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A Calendar - Microsoft In... [2][5][X]

March 2005
[=<] | [=] | [=] | [==]

Sun Mon Tue Wed Thu Fri S8at

1 2 2 a5
& 7 8 |3 |10 |11 12
13 14 15 |15 |17 |18 |18
20 21 |22 23 [24 (25 |26
27 28 22 30 21 |1 |2

Figure 1.44 — Date Picker Interface

iv. Treatment: Type in treatment given
v. Clinic Name: Type in clinic name.
vi. Clinic Address: Type in clinic address
vii. Reason for Treatment: Type in reason for the treatment.
viii. Amount (RM): Type in amount.
ix. MC: Thick on the button whether got MC or not.
3. Click Apply button to submit the application. It will display message for

confirmation. See Figure 1.45.

Microsoft Internet Explorer

! E Application For Dental Claim has been submitked

Figure 1.45 — Message Box for Confirmation Interface

4. Click OK button to confirm. It will bring up to the Medical Application
Status Interface. See Figure 1.26.
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Medical Claim (Staff) Entry

This function allow user to add information for non panel medical claim. The function

describe as follow.

H LA O D PEGEE BE WSl negrated iManagemeniasystemamicrosoiidlnienneisbxplorier:

ction Edit Query Block Record Field Help Window

G S P 0D BmBE 4y b HSEE 7

*2_51 AMUAR - AMFOO2 - Staff Medical Mon Panel

Hon-Panel And Dental Medical Claim

Reference Id
Type of Claim
Staff ld

Job Status
Patient Id
Relation
Receipt Mo
Amourt
Treatment

Cliric: Marne

[cos-nooo108

figr-Pane) edica) cimpy 1|

[koooat | &skyct Hailim Bin Amat @@ Kamaruddin

_

|Lartikan Tetap

|koooE1 |kl Halim Bin Amat @ Kamaruddin

||

|Sendiri
KL2124520
35.00

Receipt Date  |21.02-2005 (dd-rrrn-yyyy)

MC Included [~

|Rawatan luar

|Palikiinik: Damai

Clinic Address o &1 blok A, jalan tun 1
Reason  [Sakit telinga

Figure 1.46 — Medical Claim (Staff) Entry screen

Opening Medical Claim (Staff) Entry Form

1. Click Medical on the Menu Bar
2. Click on Medical Claim (Staff Entry) function

Viewing Medical Claim (Staff) Entry Information

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

Adding Non Panel and Dental Medical Claim Information

1. Place cursor in Non Panel and Dental Medical Claim frame.

2. Click Insert Record button to add new record.

3. Place cursor on the Contact Information frame.

4. Fill in the information needed for non-panel and dental medical claim:

i.  Type of Claim: Select type of claim from the drop down list.
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il.

iil.

1v.

Vi.
Vii.
viii.
IX.
X.

XI.

Staff Id: Select staff from the list of value by click “...” button.
System will display job status for the selected staff.

Patient Id: Select patient from the list of value by click “...” button.
System will display relation between staff and patient.

Receipt No: Type in receipt number for the claim.

Receipt Date: Type in receipt date for the claim.

Amount: Type in amount for the claim.

MC Included: Thick whether the treatment include MC or not.
Treatment: Type in treatment given.

Clinic Name: Type in clinic name.

Clinic Address: Type in clinic address.

Reason: Type in reason for the treatment at non panel clinic.

7. Click Save button to the record added.

Editing Non Panel and Dental Medical Setup

1. Select record to edit and make changes on it.

2. Click Save Record button to save the changes.

Deleting Non Panel and Dental Medical Setup

1. Select record to delete and click Remove Record button.

2. Click Save Record button to save the changes.
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Medical Claim (Non Panel) Recommendation

This function allow user to recommend for non panel clinic medical claim. The application

describe as below.

Thffp'iﬁ']'u‘,'r O PG B ARSI TS Bys e Erosof i nernet st oTens )
ction Edit Query Block Record Field Help Window
| < N ® i il |
GO B XD R G 4y p Al ?
7 \MF 007 - Staff NonPanel Medical Claim Rec on
— Hon-Panel Medical Claim -
Reference ld - Statf ld Mame Receipt Mo Receipt Date Amourt Patient Select  paject Reason f Remarks
[T k00037 [Shuhir Karmai Ein Abd Aziz HK125463 01-03-2008 [Eendiri pett | ™ |
C0:5-0000089 |KO0213 |Razal Bin Ahmad abc123 16-02-2005] SS.UU”Sendiri pett | [
(C05-0000107 |KO00401 || Zulkifley Bin Mohatmedd 94532 13-03-2005 ”Sendlrl Detl r
C05-0000047 |KO0536  Muhammad Yusmin Bin Yusoff SMES6T 54 14-02-2005 SU.UU”Sendiri pett | [
C05-0000075 |KO00S11  ||Mazatul Azuwvam Bin Mohd Mazari ASD 12-02-2005 BS.DDHSendiri Detl [
(CO5-0000031 |KO00825 |Firdaus Bt Ahamad Rapani 12345 11-02-2005 Senditi Detl [
C05-0000065 (KOD356 |[Suhaimi Bin Sharit 12313 08-02-2005  35.00Senciri petl | [
C05-0000105 petl |
-
|
-
i| ™
i| IF
| =
| 7 |
CheckAll | UncheckAll | Recommend |  Reject

Figure 1.47 — Medical Claim (Non Panel) Recommendation Interface

Opening Medical Claim (Non Panel) Recommendation Form
1. Click Medical on the Menu Bar

2. Click on Medical Claim (Non panel) function

Viewing Medical Claim (Non Panel) Recommendation Information

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

3. Click Detl button to view detail information for the non panel medical claim
information. It will bring up to the Staff Medical Claim Query Interface.
See Figure 1.48.
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3 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Becord Field Help ‘window

S P DD DR 4 b ERE| T

o

‘e AMUAR - AMFO09 - Staff Medical Claim Query

Medical Claim

Fefererce D [BESOOONED Type of Claim [} on Panel Medical Claim |

Staff 1d - [KD0037 | Shuhir Karmawi Bin Abd Aziz
Patiert |Shuhil F.amawi Bin Abd Aziz (S endir]

Treatment |Scan

Clinic  [Hopital Amar
Address |Kelana Japa
Reason if MonPanel [Family Clinic

Receipt No W Claim Armaunt ,73500

Feceipt Date [0103-2008 Recommend Amount [ 36500

Status W Approved Amount ,73500

Parel Claim Batch!id [ WoucherMo [
Mates |

EnterBy [KDOD37  [Shubir Karmawi Bin Abd Aziz Date [0403-2008

LastUpdate By |KOOR17  [MNurul Anuar Bir Jamasan @ Kasban Date |30-MAR-2005
Recommended By | | Date|
Approved By | | Date ’7

Figure 1.48 — Staff Medical Claim Query Interface

4. Click Exit button on the top of screen to close the screen. It will bring back to

the Medical Claim (Non Panel) Recommendation Interface.

Recommend Medical Claim (Non Panel) Recommendation

1. Select one record displayed under the Non-Panel Medical Claim frame to
approve record.

2. Tick on the Select Checkbox to select the record or simplify selection by
click Check All button to select all record. Click Uncheck All button to
cancel all the selection.

3. Click on the Recommend button to recommend the selected record.

Reject Medical Claim (Non Panel) Recommendation
1. Select one record displayed under the Non-Panel Medical Claim frame to
reject record.
2. Tick on the Select Checkbox for to select or simplify selection by click the
Check All button to check all record or Uncheck All to uncheck all the
display record. Click Uncheck All button to cancel selection.
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3. Fill in reject reason/remark for reject the record.

4. Click on the Reject button to reject the selected record.

IMS HR & Administration User Guide Manual

42



Medical Claim (Non Panel) Approval

This application allow user to approve for approve recommended non panel clinic application.

The function describe as below.

E iR 00 P26 B B IMS R teprated ManagementSysienEmicrosofig niennelsxplonern

Action Edit Query Block Record Eield Help ‘Window

GS| B RDD | BBE A » BB ?

"73 ANUAR - AMFO05 - Staff NanPanel Medical Claim Approval

Hon-Panel Medical Claim
Reference Id - Staff id Marme Receipt Mo Receipt Date Amount Patiert Select Reject Reason f Remarks
KO0956 ||Subaimi Bin Sharif k219278 08-02-2005  35.00(Sendiri pett | T =
-
-
-
-
B
-
-
-
-
B
-
-
-
- =
CheckAll | uncheckAll | Approve |  Reject

Figure 1.49 — Medical Claim (Non Panel) Approval Interface

Opening Medical Claim (Non Panel) Approval

1. Click Medical on the Menu Bar
2. Click on Medical Claim (Non Panel) Approval

Viewing Medical Claim (Non Panel) Approval

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

3. Click Detl button to view the detail information of claim. It will bring up to

the Staff Medical Query Interface. See Figure 11.48.

Approve Medical Claim (Non Panel) Recommendation

1. Select one record displayed under the Non-Panel Medical Claim frame to
approve record.

2. Tick on the Select Checkbox for to select or simplify selection by click the
Check All button to check all record or Uncheck All to uncheck all the
display record. Click Uncheck All button to cancel selection.
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3. Click on the Approve button to approve the selected record.

Reject Medical Claim (Non Panel) Recommendation

1. Select one record displayed under the Non-Panel Medical Claim frame to
reject record.

2. Tick on the Select Checkbox for to select or simplify selection by click the
Check All button to check all record or Uncheck All to uncheck all the
display record. Click Uncheck All button to cancel selection.

3. Fill in reject reason/remark for reject the record.

4. Click on the Reject button to reject the selected record.
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Medical Claim (Dental) Recommendation

This function allow user to recommend for dental medical claim application. The function

describe as follow.

'@ e O O G B RIMS Sl ntegrate d Managementisystem amicrosofiiinterne iixploren |
Action Edit Query Block Record Field Help ‘Window
EO0 B 4 ar b Eedg ?
len mendation
Dental Claim
Approved &

Reference ld  Staff Id Mame Receipt Mo Receipt Date Amount pecommend Claim Select Reject Reasan

IC0S5-0000035 |K00037 || Shuhir Karmawi Bin Ahd Aziz FDD123456 01-03-2005 35.00 0.00| pet |V =]

IC05-0000045 |KO0536  |Muhammad Yusmin Bin Yusoff FGO021554 11-02-2005 35.00 0.00| pey |V

Z0S5-0000076 |(KOOS11  |Mazstul Azuveam Bin Mohd MNazari ASD 12-02-2005 45.00 000| pet| |

iC0S5-0000083 |K00525 |Firdaus Bt Ahamad Rapani 00002 15-02-2005 80.00 0.00| pey |V

C05-0000092 |KO0825 |Firdaus Bt Ahamad Rapani 00001 22-02-2005 46.00 0.00| petl |V

IC0S5-0000032 (K0O09S6 || Suhaimi Bin Sharif 123 12-02-2005| 100.00 100.00| petl |V
—
~
-
-
-
—
~
-
= =]

CheckAll | UncheckAll | Recommend |  Reject

Figure 1.50 — Medical Claim (Dental) Recommendation Interface

Opening Medical Claim (Dental) Recommendation

1. Click Medical on the Menu Bar

2. Click on Medical Claim (Dental) Recommendation

Viewing Medical Claim (Dental) Recommendation

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

3. Click Detl button to view the detail information of claim. It will bring up to

the Staff Medical Query Interface. See Figure 1.48.
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Recommend Medical Claim (Dental) Recommendation

1. Select one record displayed under the Dental Claim frame to approve record.

2. Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

3. Click on the Recommend button to recommend the selected record.

Reject Medical Claim (Dental) Recommendation

1. Select one record displayed under the Dental Claim frame to reject record.

2. Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

3. Fill in reject reason/remark for reject the record.

4. Click on the Reject button to reject the selected record.
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Medical Claim (Dental) Approval

This application allow user to approve for approve recommended non dental application. The

function describe as below.

E ST O D Bt B B S e e rat e e nagemenLasystemmicrosarii ntennexplorer |
Action Edit Query Block Record Field Help Window
o x !
GO B XDD BB E Ay S ?
G 01 Jental Claim Approval
Dental Claim
Reference ld  Staff ld Matme Receipt Mo Receipt Date Amourt  approvad Claim Decision Reject Reason
0 Bl (WK00213  |[Razali Bin Ahmad ede1 23 15-02-2005 60.00] 0.00| pet |V |
KODS3E  |Muhaminad Yusmin Bin Yusoff 2222 12-12-2004 50.00] 000 pet |
C05-0000055 (KO0356 an Morasparizan Bt Yan Mardin 2121 01-01-2005 23.00 24.00| peyt |V
C05-0000073 |KO0356  ([Suhairmi Bin Sharif 111 23-02-2005 1000 000 pet |V
r
-
r
-
-
-
-
r
-
-
r -
Checkall | uncheckall | approve | Reject

Figure 1.51 — Medical Claim (Dental) Approval Interface

Opening Medical Claim (Dental) Approval

1. Click Medical on the Menu Bar
2. Click on Medical Claim (Dental) Approval

Viewing Medical Claim (Dental) Approval

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

3. Click Detl button to view the detail information of claim. It will bring up to

the Staff Medical Query Interface. See Figure 1.48.
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Recommend Medical Claim (Dental) Recommendation

1. Select one record displayed under the Dental Claim frame to approve record.

2. Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

3. Click on the Recommend button to approve the selected record.

Reject Medical Claim (Dental) Recommendation

1. Select one record displayed under the Dental Claim frame to reject record.

2. Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

3. Fill in reject reason/remark for reject the record.

4. Click on the Reject button to reject the selected record.
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New Panel Clinic/Renew Book Approval

This application allow user to approve for approve new panel clinic and renew book

application. The function describe as below.

e U e B SR T B Bl W aEEmEn S yS IemsMI CRosol il mierne x| orer) Lju
Action Edit Query Block Record Eield Help ‘Window
GO B ROD B o acr v axE?
’%S.ﬂr'-lll MF01 1 - Approval for Panel Clinic\Re Applicati
Approval for Panel Clinic Renew Book Application
Application
Staff Id Iame Date Apply Type Panel Clinic 1 Panel Clinic 2 e Select?Start Date
:"-'[II Et Mangsor 16-02-2003 [NEW K _ARAN K_sZLAN [7 [16-02-2005 | Reject | =]
KOOGTa|Puteri Khairul Syafida Bt Megat Kh(16-02-2005 [REMEWY BO periu penambahan ™ [16-02-2005 | Reject
K00956 || Suhaimi Bin Sharif [16-02-2005 |[NEW e _WCHAN _LAaM [7 [16-02-2005 | Reject
KO0037 |[Shuhir Karmawi Bin Abd Aziz 03-03-2005 [NEW K _CHAR =Y IF A 7 |03-03-2005 | Reject
KO0037 |Shubkir Karmawi Bin Abd Aziz 04-03-2005 |[REMEW Bt Tukar gatnbar baru [~ |p4-03-2005 Reject
r
r
I
r
r
r
r
I
r
I~ =]
Approve

Figure 1.52 — New Panel Clinic/Renew Book Approval Interface

Opening New Panel Clinic/Renew Book Approval Form

1. Click Medical on the Menu Bar
2. Click on New Panel Clinic/Renew Book Approval

Viewing New Panel Clinic/Renew Book Approval

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

Approve New Panel Clinic/Renew Book

1. Select one record displayed under the Dental Claim frame to approve record.

2. Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

3. Click on the Approve button to approve the selected record.

Reject New Panel Clinic/Renew Book Approval

1. Select one record displayed under the Dental Claim frame to reject record.
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2. Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

3. Fill in reject reason/remark for reject the record.

4. Click on the Reject button to reject the selected record.
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Change Panel Recommendation

This function allow user to recommend for change panel clinic application. The function

describe as below.

L (O S et R S e nTegrat e d Managemen i ystEmamicrosoriil nternetxioren g
Action Edit Query Block Record Field Help Window
S|P DD WRE/ A4 r P ER B ?
§ leco endation far C 1ge of Fanel Clinic
Recommendation for Change of Panel Clinic
Application
Staif d Natne: Dite Panel Clinic: 1 Panel Clinic: 2 Reason Select Tstart Date:
Suhsimi Bin Sharif Parel [16-02-2005 [KLIMK AhAM KLIMIK k.4, CHAM kurang memuaskan [ [16-02-2005 Reject |
00536 |Muhammad Yustmin Bin Yusoff Panel |[16-02-2005 [KLIMK CHARMN BLIMIE Abd a0 saje je ™ [16-02-2005 Reject
00825 |Firdaus Bt Ahamad Rapani Panel |[22-02-2005 [POLIKLINI BAKTI KLINIE DR. M&ZLAN jauh I |22-02-2005 | Reject
KO0037 [Shuhir Karmawi Bin Abd Aziz Panel ||04-03-2005 [KLINIK &man ABATA VISION SDM. BHD  [Dekat dengan rumah baru I™ |04-03-2005 | Reject
r
r
I
I
r
r
r
r
r
r
r kd
Check Al ‘ Uncheck All ‘ Recaomntmend

Figure 1.53 — Change Panel Recommendation Interface

Opening Change Panel Recommendation Form

1. Click Medical on the Menu Bar

2. Click on Change Panel Recommendation

Viewing Change Panel Recommendation

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

3. Click Panel button to view for current panel clinic for staff. It will display

Current Panel Window. See Figure 1.54.
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73 Current Panel

Staff"s Current Panel Clinic

Panel Clinic

ABATA YISION SDN. BHD

KLIMIE CHAR

Cloze |

Figure 1.54 — Staff’s Current Panel Clinic Window

4. Click Close button to exit from the window. It will bring back to the Change

Panel Recommendation Interface. See Figure 1.53.

Recommend Change Panel Recommendation

1.

Select one record displayed under the Recommend for Change of Panel
Clinic frame to approve record.

Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

Click on the Recommend button to recommend the selected record.

Reject Change Panel Recommendation

1.

Select one record displayed under the Recommend for Change of Panel
Clinic frame to reject record.

Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

Fill in reject reason/remark for reject the record.

Click on the Reject button to reject the selected record.
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Change Panel Approval

This function allow user to approve for recommended change panel clinic application. The

function describe as below.

I A O b B S I =Tt d W anae e men S yE emis i oSO Ll nierneExplover 1
tion Edit Query Block Record Field Help ‘Window
PSP DD BRE AP AR 7
= ANUAR - AMFO20 - Approval for Change of Panel Clinic.
— Approval for Change of Panel Clinic
Application
Staffld Matne Date Panel Clinic 1 Panel Cliric 2 Reason Select ? Start Date
\Raza\iBmAhmad Panel |[16-02-2005 [[KLINIK Amar POLIKLINIK BAKTI Dr. kurang menarik I~ [16-02-2005 | Reject |+
T B g
-
I__
-
-
r
-
-
r
'
-
-
r
I |-
Check All Uncheck &l Approve

Figure 1.55 — Change Panel Approval screen

Opening Change Panel Approval

1. Click Medical on the Menu Bar
2. Click on Change Panel Approval

Viewing Change Panel Approval

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

3. Click Panel button to view for current panel clinic for staff. It will display

Current Panel Window. See Figure 1.54.

Approve Change Panel Clinic

1. Select one record displayed under the Approval for Change of Panel Clinic

frame to approve record.

IMS HR & Administration User Guide Manual 53



Tick on the Select Checkbox to select the record or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

Click on the Approve button to approve the selected record.

Reject Change Panel Clinic

L.

Select one record displayed under the Approval for Change of Panel Clinic
frame to reject record.

Tick on the Select Checkbox to the record select or simplify selection by
click the Check All button to check all record or Uncheck All to uncheck all
the display record. Click Uncheck All button to cancel selection.

Fill in reject reason/remark for reject the record.

Click on the Reject button to reject the selected record.
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Guarantee Letter

This function allows staff to apply for guarantee and the approver will approve for the staff

application. The details describe as below.

Guarantee Letter Application

This application allow user to add information for guarantee letter application. The function

describe as below.

E’ WL O O S s M iTTesrat e d e aEemen SysienTEErosol i nternetsxplonen

Action Edit Query Block Record Field Help ‘Window
GS P RDD BRTD 4 Cr P HFE ?

fer

- Application for Guarantee Letter

Reference Code W
Staff ld [ooszo |Rahayu Bt Mangsor ___J
IC Mo ]7 Basic Salary 1 639.12

Posttion [PEME TAD (PI0) N17 Salary Grace |17
Hospital | =0t

"Ward Eligible  [B1 |=ehilk Seorang J

Patiert 00256 |Suhaimi Bin Sharit |
Relationship  |Sendii IC Mo {76091 5085043

Figure 1.56 — Guarantee Letter Application screen

Opening Guarantee Letter Application Form

1. Click Medical on the Menu Bar

2. Click on Guarantee Letter Application function

Viewing Guarantee Letter Application Information

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

Adding Staff Guarantee Letter Information

1. Place cursor in Application for Guarantee Letter frame.
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2. Click Insert Record button to add new record.
3. Fill in the information needed for apply staff guarantee letter:

i.  Staff Id: Select staff from the list of value by click “...” button.
System will display staff ic number, basic salary, salary grade and
position information.

ii.  Hospital: Type in hospital name.

iii. ~ Ward Eligible: Select ward eligible from the list of value by click
“...” button.

iv.  Patient Id: Select patient from the list of value by click “...” button.
System will display relation between staff and patient and patient ic
number.

4. Click Save button to save the record added.

Editing Guarantee Letter Application

1. Select record to edit and make changes on it.

2. Click Save Record button to save the changes.

Deleting Guarantee Letter Application

1. Select record to delete and click Remove Record button.

2. Click Save Record button to save the changes.
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Guarantee Letter Approval

This function allow user to approve staff guarantee letter application. The function describe as

below.
A 0 DL E B L G aprated Management Svste Microsoft Internet Explore 3|
A Mt O B M e eyt el e naeem e ESystenEsi erosor il niermetixploren
Wetion Edit Query Block Record Field Help Window
e P X N N N
GO BRXDD B@%E 44 v HAR@G ?
7 antee Letter £l
Guarantee Letter Approval
Salary
Reference Code Staff Id Grade  Patiert Hospital Eligihle Ward Process? Motes
GLOS-0000064 (W5 M7 hospital besot Sehillk Seorang Detl ]
GLOS-0000065|K00820 F41 || Arak Kand HUKM Kelas 1 Bilik Berdua petl |
GLOS-00001 01 KO0037 M4l (Sendiri  |Hospital &man petl |
(GLO4-0000002|KO0081 D545(Sendiri  |HUKM Kelas 1 Bilik Seorang petl |
GLO4-0000003|K00820 F41 |[Suarmi Sehilik Empat Orang petl |
GLOS-0000021 |(KO0536 M4 |[Sendiri  |HUKM Helas 2 et |
GLOS-0000063 00536 M4t ([Sendiri  ||Klinik Sulsiman petl |
GLOS-0000081 |KO0525 F29 |[Sendiri  |BAKTI et |
r
r
Check All | UnCheckAll |  Reject | Approve |

Figure 1.57 — Guarantee Letter Approval screen

Opening Guarantee Letter Approval Form

1. Click Medical on the Menu Bar
2. Click on Guarantee Letter Approval function

Viewing Guarantee Letter Application Information

1. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

2. Use scroll bar to navigate through the records

3. Click Detll button to view the detail information of guarantee letter apply. It
will bring up to the Guarantee Letter Application Screen. See Figure 1.56.

Approve Guarantee Letter Application

1. Select one record displayed under the Approval for Change of Panel Clinic

frame to approve record.
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Tick on the Select Checkbox for to select or simplify selection by click the
Check All button to check all record or Uncheck All to uncheck all the
display record. Click Uncheck All button to cancel selection.

Click on the Approve button to approve the selected record.

Reject Guarantee Letter Application

I.

Select one record displayed under the Approval for Change of Panel Clinic
frame to reject record.

Tick on the Select Checkbox for to select or simplify selection by click the
Check All button to check all record or Uncheck All to uncheck all the
display record. Click Uncheck All button to cancel selection.

Fill in reject reason/remark for reject the record.

Click on the Reject button to reject the selected record.
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SARAUBAT Application

This function allows staff to apply for SARAUBAT and view their application status. The

details describe as below.

Apply for Sara Ubat

Select Sara Ubat types for apply for the panel clinic from the Medical Type drop down list.
It will list down the Form Type Interface that needs to choose by the staff. See Figure 1.58.

medical

Flease select Medical Type : | Sara Ubat hd

Form Type SE'EﬂTypE w

Select Tywpe

Borang Perakuan dan Pengesahan aleh Fegawai Ferubatan Kerajaan
Borang Fermohaonan Ferbelanjaan Rawatan Kecemasan di Hospital/Klinik Swasta
Borang Permohonan Perbelanjaan Rawatan Di Luar MNegeri

Borang Permohonan Perbelanjaan UbatAlat Ferkhidmatan dan Rawatan

Borang Permohanan Ferbelanjaan Rawatan Kepakaran di Hospital Swasta

Figure 1.58 — Select Form Type for Sara Ubat Interface

Sara Ubat application allows user to apply for SARAUBAT JPA(PPK), SARAUBAT
JPA(RCS), SARAUBAT JPA(RLN), SARAUBAT JPA(AM) and SARAUBAT
JPA(RPS). The process for sara ubat will discuss as follow:

Apply for Sara Ubat JPA(PPK)

1. Select Borang Perakuan dan Pengesahan oleh Pegawai Perubatan
Kerajaan from the list of form type. It will bring up to the Panduan Am
Borang SARAUBAT JPA (PPK) Interface. See Figure 1.59.
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mMedical

Please select Medical Type : | Sara Ubat e
Form Type |Borang Perakuan dan Fengesahan oleh Fegawai Perubatan Kerajaan A
PAMNDUAN AM

BORANG SARAUBAT JPA (PPK)

1. KEGUNMAAMN BORAMG

Borang ini adalah untul; kegunaan Pegawai Perubatan hospital/lklinile Kerajaan {termasuk hospital-
hospital universiti) bagi tujuan rmemperaku dan mengesahkan keperluan ubat, alat ortopedil; dan
anggota palsu, perkhidmatan perubatan (MRI/CT Scan) dan rawatan penvyakit buah pinggang
({Homuodialisis/CAPDY vang tidak dapat dibekal atau disediakan oleh klinik/hospital Kerajaan termasulk
hospital-hospital universiti,

2. PEMOHON YANG LAYAK
2.1 Anggota/Pesara Perkhidmatan Awarm Persekutuan yang menerima pencen,
Z.2 Keluarga Anggota/Pesara-

i1 SuamifIsteri

iy Analc-anak-
a) di bawah 13 tahun jika ditanggung sepenuhnya;
by di bawah 21 tahun jika masih belajar;
o) tiada had urmur bagi anak vang daif

2.3 Ibu bapa vang sah kepada anggota vang memilih Sistern Saraan Baru (SSB) dan masih
berkhidmat {melainkan alat ortopedik dan anggota palsu),

3. PRINSIP PERTIMBANGAN PERBELAMNIAAM
3.1 Pernohon rendapat rawatan di hospital/klinik Kerajaan; dan
3.2 Kemudahan vang diperlulkan tidak dapat dibekal atau disediakan oleh hospital/klinik Kerajaan; dan

3.3 Pegawai Perubatan Kerajaan merperakukan keperluan dan mengesahkan kemudahan perubatan
tidalk dapat disedia atau dibekal oleh hospital/klinile atas sebab-sebab tertentu; dan

3.4 Ubat vang dipertimmbangkan adalah ubat vang terdapat dalam senarai ubat-ubatan Kementerian
Kesihatan Malaysia {KKM) dan hospital universiti berkenaan. Ubat yvang tiada dalam senarai
berlkenaan hanya dipertimbanglkan setelah mendapat kelulusan penggunaan ubat daripada
Bahagian Perkermbangan Perubatan, KkM (bagi rawatan vang diperolehi di klinik/hospital di bawah
K kM) atau Pengarah hospital universiti berkenaan (baagi rawatan vang diperolehi di hospital-
hospital universiti); dan

3.5 Permohonan diluluskan oleh Ketua Jabatan

3.6 Pertimbangan perbelanjaan perubatan ini adalah tertakluk kepada peraturan yang ditetapkan
dalarn Pekeliling Perkhidrmatan Bilangan 4 Tahun z001

4. KELULUSAN DAM BAYARAN

4.1 Permohonan anggota Perkhidrnatan Awarn Persekutuan dilulus dan dibayar oleh Jabatan masing-
masing dan bagi pesara Perkhidmatan Awam Persekutuan yang menerima pencen, kelulusan dan
bavyaran dibuat oleh Jabatan Perlchidmatan Awarm {Bahagian Pencen).

Continue I
Figure 1.59 — Panduan Am Borang SARAUBAT JPA (PPK) Interface.

2. Click Continue button to proceed with the next process. It will bring up to
the Borang Perakuan dan Pengesahan Oleh Pegawai Perubatan Kerajaan*

Interface. See Figure 1.60.
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Medical

Flease select Medical Type @ | Sara Ubat M
Form Type |Borang Ferakuan dan Fengesshan aleh Fegawai Ferubatan Kerajaan hd

BORANG PERAKUAN DAN PENGESAHAN OLEH PEGAWAI PERUBATAN KERAJAANY

1, Mama Pesakit
>, Mo Kad Pengenalan

5 Ubatialat/Perkhidrmatans/Rawatan di butiran 4 danfatau 5 di bawah, diperlukan oleh pesakit tetapi tidak
" dapat dibekalkan/disediakan oleh hospital atas sebab berikut: -

kehabisan stak O kemudahan rosalk )
kKemudahan tiada di hospital O Lain-lain {nyatalkan sebab di ruang di bawah) (@)

Sebab
4., Mama Ubat yang diperakukan

Myatakan samaada ubat

Bil. MWama Ubat adaftiada dalam senarai
KKM fhospital universiti
1 fda O Tiada O

5. Mama alat / Perkhidmatan / Rawatan

Bil. Jenis Mama Alat f Perkhidmatan f Rawatan

1 v

Figure 1.60 — Borang Perakuan dan Pengesahan Oleh Pegawai Perubatan Kerajaan*

Interface.

2. Fill in the information needed to apply for SARAUBAT JPA (PPK):
ii. ~ Nama Pesakit: Select patient name from the drop down list.
iii. ~ Ubat yang tidak dapat disediakan: Type in medicine that are not
suuplied.
iv.  Nama Ubat yang diperakukan: Type in medicine name. Thick

whether the medicine supplied or not then click Add button to add
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medicine into the list. Staff still can delete the medicine by click on
the Delete button.

V. Nama Alat/ Perkhidmatan/ Rawatan: Select medicine, service or
treatment given. Type in the name of the type given. Click Add
button to insert the type into list. Staff still can delete the type by
click on the Delete button.

3. Click Apply button to submit the application. It will display message for

confirmation. See Figure 1.61.

Microsoft Internet Explorer

(] Application far Sara Ubat has been submitted
LY

Figure 1.61 — Message Box for Confirmation Interface

4. Click OK button to confirm. It will bring up to the Medical Application

Status Interface.

Apply for Sara Ubat JPA (RCS)

1. Select Borang Permohonan Perbelanjaan Rawatan Kecemasan di
Hospital/Klinik Swasta from the list of form type. It will bring up to the
Panduan Am Borang SARAUBAT JPA (RCS) Interface. See Figure 1.62.
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Medical

Flease select Medical Type : | Sara Ubat e
Form Type |Borang Permohonan Ferbelanjaan Rawatan Kecemasan di Hospital/klinik Swasta »
PANDUAM AM

BORANG SARAUBAT JPA (RCS)
1. KEGUNAAN BORANG

Borang ini adalah untuk kegunaan Anggota/Pesara bagi tujuan permohonan perbelanjaan perubatan
rawatan kecernasan yang diperolehi di hospital/klinikk swasta berhampiran dengan tempat kejadian
kecemasan

2. PEMOHON YANG LAYAK
2.1 Anggota/Pesara Perkhidmatan Awam Persekutuan vang menerima pencen,
2.2 Keluarga Anggota/Pesara-

i1 SuarnifIsteri

iy Anak-analk-
a) di bawah 1& tahun jika ditanggung sepenuhnya;
bY di bawah 21 tahun jika masih belajar;
c) tiada had urmnur bagi anak yang daif

2.3 Ibu bapa vang sah kepada anggota yvang memilih Sistern Saraan Baru (SSB) dan masih
berkhidmat.,

3. SYARAT PERMOHONAN

3.1 Mendapat rawatan di hospital/klinik swasta berdekatan dengan tempat kejadian kecemasan kerana
tiada hospital/klinik Kerajaan yang berhampiran; dan

3.2 Mermerlukan rawatan serta merta vang tidak boleh dilengahkan baagi menyelamat nyawa pesakit;
dan

3.3 Pesakit dalam keadaan kritikal/tenat semasa dibawa ke hospital/klinik swasta; dan
3.4 Status kecemasan disahkan oleh Pakar Perubatan hospital swasta vang merawat; dan
3.5 Permohonan diluluskan oleh Ketua Jabatan

3.6 Pertimbangan perbelanjaan perubatan ini adalah tertakluk kepada peraturan yang ditetapkan
dalam Pekeliling Perkhidmatan Bilangan 4 Tahun 2001

3.6 Pertimbangan perbelanjaan perubatan ini adalah tertakluk kepada peraturan yang ditetapkan
dalam Pekeliling Perkhidmatan Bilangan 4 Tahun 2001

4. CARA MEMOHON

4.1 Permohonan anggota Perkhidmatan fwam Persekutuan hendaklah menggunakan borang
SARAUBAT IPA (RCSY dan dikermulcakan berserta dengan dolkumen sokongan yvang lengkap
kepada Ketua Jabatan masing-rmasing.

4.2 Permohonan pesara Perkhidrmatan Awarm Persekutuan yvang menerima pencen hendaklah
menggunakan borang SARAUBAT JPA (RCS) dan dikemukakan berserta dengan dokumen
sokongan vang lenglkap ke Jabatan Awam {Bahagian Pencen)

Figure 1.62 — Panduan Am Borang SARAUBAT JPA (RCS)

2. Click Continue button to proceed with the next process. It will bring up to
the Borang Permohonan Perbelanjaan Rawatan Kecemasan di

Hospital/Klinik Swasta Interface. See Figure 1.63.
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Medical

Flease select Medical Type ¢ | Sara Ubat >~

Form Type | Borang Permohonan Perbelanjaan Rawsatan Kecemasan di Hospital/Klinik Swasta v

BORANG PERMOHONAN PERBELANIAAN RAWATAN KECEMASAN DI HOSPITALSKLINIK SWASTA™

Butir Diri Anggota f Pesara f Pesakit
Mama Penuh &nggota/Pesara Shghir Karmawi Bim dbd Aziz

Mo, Kad Pengenalan Baru [2gosz5085965

Lama | 31552374

Marna Penuh Pesakit (Jika bukan “
Anggota / Pesara)

Mo, Kad Pengenalan Pesakit
Hubungan Pesakit Dengan Anggota / Pesara
Suami ) Isteri ) aAnak O by O Bapa O

Kelayakan Wad di Hospital Kerajaan

b

Figure 1.63(i) — Borang Perbelanjaan Rawatan Kecemasan di Hospital/Klinik Swasta

3. Fill in the information needed:

i. Nama Penuh Pesakit (Jika bukan Anggota /Pesara): select patient
name from the drop down list.

ii. No Kad Pengenalan pesakit: IC number is auto generated by the
system.

iii. Hubungan Pesakit Dengan Anggota/Pesara: Select relationship
between patient and staff by click on the radio button.

iv. Kelayakan Wad di Hospital: Select ‘kelayakan wad di hospital’

from the drop down list.
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3. Butir-butir Rawatan Kecemasan

Marna Hospital/klinik Swasta

Alarnat Hospital/klinile Swasta

Jenis Rawatan/kecederaan

Kos vang Dituntut (Sila hantarkan bil terperincifresit)

Rawatan

i ad

Lain-lain

Jurnlah dituntut

Kelas wad semasa rawatan

Tarikh dan Masa Dimasukkan ke
Hospital

Tarikh dan Masa
Pembedahan/Rawatan kKecemasan

Tempoh Rawatan Pernulihan
{Selepas ICU wad Biasa)

Tarikh dan Masa Keluar Hospital

RM
RM
RM
R
v
[ masa
=~ Masa
Dari B

Ex: 09:30 AM
Ex: 09:30 AM
(=~

Ex: 09:30 AM

Figure 1.63 (ii) — Borang Perbelanjaan Rawatan Kecemasan di Hospital/Klinik Swasta

4. Fill in the information needed for the emergency treatment:

i. Nama Hospital/Klinik Swasta: Type in hospital/clinic name.

ii.

Alamat Hospital/Klinik Swasta: Type in hospital/clinic address.

iii. Jenis Rawatan Kecederaan: Type in type of medical check up

given.

IMS HR & Administration

iv. Rawatan: Type in the treatment cost.
v. Wad: Type in wad cost.

vi. Lain-lain: Type in other cost.

vii. Jumlah Dituntut: Type in amount of cost claim.

viii. Kelas wad semasa rawatan: Type in wad class.

ix. Tarikh dan Masa Dimasukkan ke Hospital: Select date from the

data picker (see Figure 11.64) and type in the time.
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Figure 1.64 — Data Picker Interface

x. Tarikh dan Masa Pembedahan/Rawatan Kecemasan: Select date
from the data picker (see Figure 9.29) and type in the time.

xi. Tempoh Rawatan Pemulihan: Type in duration for the treatment.

xii. Tarikh dan Masa Keluar Hospital: Select date from the data picker

(see Figure 11.64) and type in the time.

4. Kejadian Kecemasan

Tarikh dan Masa FE| Masa Ex: 09:30 &M

Alamat Sermasa Berlaku
Kecermasan

Jarak Dengan Hospital Kerajaan
rang Terdekat

Jarak Dengan Hospital Swasta
vang Diperolehi Rawatan

kilometer

kilometer

Orang vang Membawa Pesakit Ke Hospital dan Hubungan dengan Pesakit

Marma
Hubungan dengan Pesakit

Keadaan Pesakit sernasa dibawa ke Hospital (pengsan dsh)

Keadaan persekitaran semasa kejadian (trafik dsb)

Figure 1.63 (iii) — Borang Perbelanjaan Rawatan Kecemasan di Hospital/Klinik Swasta
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5. Fill in the information needed for the emergency case information:

i. Tarikh dan Masa: Select date from the data picker (see Figure
9.29) and type in the time.

ii. Alamat Semasa Berlaku Kecemasan: Type in address at the
emergency case situation.

iii. Jarak Dengan Hospital Kerajaan Yang Terdekat: Type in the
distance of with Government Hospital.

iv. Jarak Dengan Hospital Swasta yang Diperolehi Rawatan: Type in
distance for the Private Hospital that get the treatment.

v. Nama: Type in name of person that bring patient to the hospital.

vi. Hubungan dengan Pesakit: Type in relationship between patient
and the person.

vii. Keadaan Peakit semasa dibawa ke Hospital: Type in the situation
of patient before brings to the hospital.

viii. Keadaan persekitaran semasa kejadian: Type in the environment

while the case happens.

5. Justifikasi Permohonan

Sebab Kenapa Tidak Dibawa Pesakit Terus ke Hospital Kerajaan vang Terdekat

Alasan Kenapa Anggota/Pesara Tidak Sepatutnya Menanggung Sendin Perbelanjaan di Klinik/Hospital
Swasta selaras dengan Perintah Am 4, Bab F

Kronologi Kes {Urutan Peristiwma Berlaku Kecemasan Sehingga Pesakit Keluar Daripada
Hospital Swasta

Audd

Bil. TarikhfMasa Tempat Peristiwa Delete?

7. Pengesahan AnggotafPesara
Sava mengesahkan bahawa butir permohonan di atas adalah benar. Saya memohon perbelanjaan

perubatan sebanyak RM untul; rawatan di atas.

8. Guarantee Letter Reference Mo,
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Figure 1.63 (iv) — Borang Perbelanjaan Rawatan Kecemasan di Hospital/Klinik Swasta

6. Fill in the information needed:
i. Justifikasi Permohonan: Type in the information of the case
justification.

ii. Kronologi Kes: Click Add button to add for the case chronology. It

will pop up chronology window. See 1.65.

N IMS - Medical Claim - Microsoft Internet Explorer E||E|§|
Kronologi
Tarikh v|
Masa L Jex09:30 am
Termpat |
Peristiwa
Figure 1.65 — Add Chronology Interface
iii. Fill in the information needed then click Submit button to add the
information. It will bring back to the previous page.
iv. Staff can cancel add the chronology by click Close button. The
information has been added into the chronology list.
v. The list still can delete since the form has not been submitted by click
on the Delete button under the chronology list. See Figure 11.66.
6 Kronologi Kes (Urutan Peristima Berlaku Kecemasan Sehingga Pesakit Keluar Daripada
" Hospital Swasta
Add
Bil. TarikhfMasa Tempat Peristima Delete?
1 |02/03/2005- UPSI Jatuh pengsan F

09:00 AmM

Figure 1.66 — Delete the Chronology List Interface
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vi. Staff can add for other information of chronology by click add button
then fill in the information needed.
vii. Pengesahan Anggota Pesara: Type in the amount request by the
staff for the saraubat emergency case.
viii. Guarantee Letter Reference Number: Type in guarantee letter
number given.
6. Click Apply button to submit the application. It will display message for

confirmation. See Figure 1.67.

Microsoft Internet Explorer

(] Application far Sara Ubat has been submitted
LY

Figure 1.67 — Message Box for Confirmation Interface

7. Click OK button to confirm. It will bring up to the Medical Application

Status Interface.
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Apply for Sara Ubat JPA (RLN)

1. Select Borang Permohonan Perbelanjaan Rawatan di Luar Negeri from the
list of form type. It will bring up to the Panduan Am Borang SARAUBAT
JPA (RLN) Interface. See Figure 1.68.

mMedical

Flease select Medical Type : | Sara Ubat i
Form Type |Borang Permohonan Perbelanjaan Rawatan Di Luar Megeri b
PANDUAN AM

BORANG SARAUBAT IPA (RLN)
1. KEGUNAAN BORAMG

Borang ini adalah untuk kegunaan Anggota/Pesara bagi tujuan permohonan perbelanjaan perubatan
rawatan khas yvang tidak diperolehi di klinik/hospital Kerajaan termasulk hospital-hospital swasta dalam
negeri seperti yang diperuntulklkan dalarm Perintah Am 7 Bab F.

2. PEMOHON YARG LAYAK
2.1 Anggota/Pesara Perkhidrnatan Awarn Persekutuan yang menerimna pencen,
2.2 Keluarga Anggota/Pesara-

1} Suamiflster

i) dnak-anak-
a) di bawah 18 tahun jika ditanggung sepenubnya;
b} di bawah 21 tahun jilka masih belajar;
c) tiada had umur bagi anak vang daif

3. SYARAT PERMOHORNAN
3.1 Mendapat rawatan di hospital/klinik Kerajaan; dan

3.2 Pesakit diperiksa dan disahkan oleh sebuah Lembaga Perubatan memerlukan rawatan khas yang
tidak diperolehi dalam negeri; dan

3.3 Ketua Pengarah Kesihatan memperakukan bahawa rawatan sedemikian tidak terdapat di hospital
Kerajaan; dan

3.4 Permohonan diluluskan oleh Jemaah Pegawai Bagi Rawatan di Luar Negeri.

3.5 Pertimbangan perbelanjaan perubatan ini adalah tertakluk kepada peraturan yang ditetapkan
dalam Pekeliling Perkhidrnatan Bilangan 4 Tahun 2001

3.5 Pertimbangan perbelanjaan perubatan ini adalah tertakluk kepada peraturan vang ditetapkan
dalarn Pekeliling Perkhidmatan Bilangan ¢4 Tahun 2001

4. CARA MEMOHON:

4.1 Permohonan anggota Perkhidmatan Awar Persekutuan hendaklah menggunakan borang
SARAUBAT IPA (RLM) dan dikermukakan melalui Ketua Jabatan berserta dengan dokuren
sokongan yang lengkap ke Jabatan Perkhidmatan Awarm (Bahagian Saraan);

4.2 Permohonan pesara Perkhidmatan Awam Persekutuan yang menerima pencen hendaklah
menggunakan borang SARAUBAT IPA (RLMN) dan dikemubkalkan melalui Jabatan Perkhidmatan
fdwarn (Bahagian Pencen) beserta dengan dokurmen sokongan yvang lengkap ke Jabatan
Perlkhidmatan &wam (Bahagian Saraan).

Figure 1.68 — Panduan Am Borang SARAUBAT JPA (RLN)

2. Click Continue button to proceed with the next process. It will bring up to the
Borang Permohonan Perbelanjaan Rawatan di Luar Negeri Interface. See Figure

1.69.
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Medical

E )
Please selact Medical Type @ | Sara Ubat M

Form Type | Borang Permohonan Perbelanjaan Rawatan Di Luar Megeri v

BORANG PERMOHONAN PERBELANIAAN RAWATAN DI LUAR NEGERI*

1. Butir Diri Anggota f Pesara f Pesakit
Mama Penuh Anggota/Fesara Shuhir Karmawi Bin 4bd Arziz
Mo, kKad Pengenalan Bary [2onszsossass
Lama 5 562374

Mama Penuh Pesakit {Jika bukan Anggota / "
Pesara)

Mo, Kad Pengenalan Pesakit

Hubungan Pesakit Dengan Anggota / Pesara
suami O Isteri O anak O

2. Butir Perbelanjaan Rawatan di Luar Negeri

Jenis Rawatan vang Diperlukan

Kos Rawatan di Hospital {Anggaran)

RM
Tempat Rawatan (Nama)
Tempat Rawatan {Alamat Hospital)
Kos lain {nyatakan jenis kos, jika ada) Kos
RM
Tarikh Rawatan Dijanghka Dari vl Hingga v

Mama Pengiring
Hubungan Pengiring dengan Pesakit
Tambang Kapal Terbang Pergi dan Balik
Kos Makan Sehari Seorang
kos Penginapan Sehari Seorang

3. Pengesahan AnggotafPesara

Saya mengesahlan bahawa butir permohonan di atas adalah benar, Saya memohon perbelanjaan

perubatan sebanyak RM untuk rawatan di atas.

4. Guarantee Letter Reference Mo.

Figure 1.69 — Borang Permohonan Perbelanjaan Rawatan di Luar Negeri Interface.

3. Fill in the information needed:
i. Nama Penuh Pesakit: Select patient name from the drop down list.
ii. No Kad Pengenalan Pesakit: The IC number is auto generated by the

system.
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iii. Hubungan Pesakit dengan Anggota/Pesara: Select relationship between
patient and staff.

iv. Jenis Rawatan yang Diperlukan: Type in treatment needed.

v. Kos Rawatan di Hospital (Anggaran): Type in the cost of the treatment.

vi. Tempat Rawatan (Nama): Type in the hospital name.

vii. Tempat Rawatan (Alamat Hospital): Type in the Hospital address.

viii.Kos lain (nytakan kos lain, jika ada): Type in the other cost.

ix. Nama Pengiring: Type in person name that will follow for the patient
treatment.

x. Hubungan Pegiring dengan Pesakit: Type in relationship between patient
and person that follow.

xi. Tambang Kapal Terbang Pergi dan Balik: Type in the air fare for the
treatment.

xii. Kos Makan Sehari Seorang: Typer in daily food cost for a person.

xiii.Kos Penginapan Sehari Seorang: Type in daily place cost for a person.

xiv.Pengesahan anggota pesara: Type in the amount request by the staff for the
saraubat emergency case.

xv. Guarantee Letter Reference Number: Type in guarantee letter number
given.

4. Click Apply button to submit the application. It will display message for

confirmation. See Figure 1.70.

Microsoft Internet Explorer

(] Application far Sara Ubat has been submitted
LY

Figure 1.70 — Message Box for Confirmation Interface

5. Click OK button to confirm. It will bring up to the Medical Application Status

Interface.
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Apply for Sara Ubat JPA (AM)

1. Select Borang Permohonan Perbelanjaan Ubat, Alat, Perkhidamatan dan
Rawatan from the list of form type. It will bring up to the Panduan Am Borang

SARAUBAT JPA (AM) Interface. See Figure 1.71.

1.

Medical

Please select Medical Type : | Sara Ubat b
Form Type |Borang Permaohonan Perbelanjaan UbatAlat Perkhidmatan dan Rawatan b
PANDUAN AM

BORANG SARAUBAT JPA (AM)
KEGUNAAN BORANG

Baorang ini adalah untuk kegunaan Anggota/Pesara bagi tujuan permohonan perbelanjaan perubatan
{ubat, alat ortopedik dan anggota palsu, perkhidmatan perubatan (MRI/CT Scan), rawatan penyakit
buah pinggang (Hernodialisis/CAPD) dan rawatan kermandulan di Lembaga Penduduk dan Pembangunan
keluarga Megara (LPPEN)} vang tidak dapat dibekal atau disediakan oleh klinilk/hospital Kerajaan
termasuk hospital-hospital universiti

. PEMDHON YANG LAYAK

2.1 AnggotaFesara Perkhidmatan Awarn Perselkutuan vang menerirna pencen,
2.2 keluarga Anggota/Pesara-

1Y SuamifIster

i Anak-anak-
a) di bawah 18 tahun jika ditanggung sepenubnya;
b) di bawah 21 tahun jika masih belajar;
c) tiada had umur bagi anak yang daif

SYARAT PERMOHONAN
3.1 Mendapat rawatan di hospital/klinik kerajaan; dan
3.2 Kemudahan yang diperlukan tidak dapat dibekal atau disediakan oleh hospital/klinik Kerajaan;dan

3.3 Pegawai perubatan Kerajaan memperakukan keperluan kermudahan dan mengesahkan
kermmudahan tidak dapat disedia atau dibekal oleh hospital/klinik atas sebab-sebab tertentu; atau

3.4 Bagi perbelanjaan rawatan kemandulan di LPPKN, Pakar Perubatan LPPKN memperakukan
keperluan kemudahan dan mengesahkan rawatan 'primary infertility’

3.5 Permohonan diluluskan oleh Ketua Jabatan

3.6 Pertimbangan perbelanjaan perubatan ini adalah tertakluk kepada peraturan yang ditetapkan
dalam Pekeliling Perkhidmatan Bilangan 4 Tahun 2001

CARA MEMOHOM:

4,1 Permohonan anggota Perkhidmatan &wam Persekutuan hendaklah menggunakan borang
SARAUBAT JPA (AM) dan dikemulkakan beserta dengan dokumen sokongan vang lengkap kepada
Ketua Jabatan masing-rmasing,

4.2 Permohonan pesara Perlkhidmatan Awam Persekutuan yang menerima pencen hendaklah
menggunakan borang SARALBAT JPA (AM) dan dikemulkakan beserta dengan dokumen sokongan
vang lengkap ke Jabatan Perkhidrmatan Awam (Bahagian Pencen).

Figure 1.71 — Panduan Am Borang Panduan Sara Ubat JPA (AM) Interface

2. Click Continue button to proceed with the next process. It will bring up to the
Borang Permohonan Perbelanjaan Ubat, Alat, Perkhidamatan dan Rawatan

Interface. See Figure 1.72.
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Medical

Flease select Medical Type : | Sara lbat b
Form Type |Borang Fermohonan Perbelanjaan UbatAlat Ferkhidmatan dan Rawatan hd

BORANG PERMOHOMNAN PERBELANIAAN UBAT, ALAT, PERKHIDMATAN DAN RAWATAN*

1. Butir Diri Anggota f Pesara f Pesakit
MNamna Penuh Anggota/Pesara Shuhir Karmawi Bin ibd Aziz
Mo, Kad Pengenalan Bary [2n0525085965
Lama |51 562374

Mama Penuh Pesakit (Jika bukan w
Anggota / Pesara)

Mo, Kad Pengenalan Pesakit

Hubungan Pesakit Dengan Anggota / Pesara

Suami O Isteri O anak O Ibu & Bapa O

2. Butir Rawatan dan Keperluan Perbelanjaan

MNama hospital / klinik Kerajaan
ternpat mendapat ramatan

Tarikh Mendapat Rawatan v

BUTIRAN PERBELANIAAN
Jenis Perbelanjaan w
Diskripsi
Mo, Resit / Inbais / Sebutharga

Arnaun

RM
Add
Butir Perbelanjaan Perubatan
gil. Nama Ubat f alat f Perkhidmatan f Mo. Resit f Inbois f (RM) |Delete?
Rawatan Sebutharga

3. Pengesahan AnggotafPesara
Sava mengesahkan bahawa butir permmobhonan di atas adalah benar. Sava mermohon perbelanjaan

perubatan sebanyak RM untuk rawatan di atas.

4. Guarantee Letter Reference Mo,
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Figure 1.72 — Borang Permohonan Perbelanjaan Ubat, Alat, Perkhidamatan dan Rawatan

Interface.

3. Fill in the information needed:

L.

ii.

iil.

Nama Penuh Pesakit: Select patient name from the drop down list.

No Kad Pengenalan Pesakit: The IC number is auto generated by the
system.

Hubungan Pesakit dengan Anggota/Pesara: Select relationship between

patient and staff.

iv. Nama Hospital / klinik Kerajaan tempat mendapat rawatan: Type in
hospital/ Government Clinic name for the treatment.

v. Butir Penbelanjaan Perubatan: Type in the information needed for the
expenses then click Add button. The expenses information has been added
into the list. Staff still can add the information by repeat the process and
delete the information by click Delete button since the form has not been
submitted. See Figure 11.73.

BUTIRAN PERBELAMIAAN
Jenis Perbelanjaan Ubat w
Diskripsi Ubat Buscopan
Mo, Resit / Inbois / Sebutharga ART452154
Arnaun M |25.00

Audd

Butir Perbelanjaan Perubatan
Bil. ::-.T:t::at f alat f Perkhidmatan f geul;lljfhs;tgalnbuis f (RM) Delete?
1 Buscopan ART452154 25.00 D

Jumlah 25.00

Figure 1.73 — Add New Information/ Delete the Information Interface

Vi.

Pengesahan anggota pesara: Type in the amount request by the staff for the

saraubat emergency case.

vii. Guarantee Letter Reference Number: Type in guarantee letter number

given.
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4. Click Apply button to submit the application. It will display message for

confirmation. See Figure 1.74.

Microsoft Internet Explorer;

! Application for Sara Ubat has been submitted
LY

Figure 1.74 — Message Box for Confirmation Interface

5. Click OK button to confirm. It will bring up to the Medical Application Status

Interface.

IMS HR & Administration User Guide Manual 76



Apply for Sara Ubat JPA (RPS)
1. Select Borang Permohonan Perbelanjaan Rawatan Kepakaran di Hospital Swasta
from the list of form type. It will bring up to the Panduan Am Borang SARAUBAT
JPA (RPS) Interface. See Figure 1.75.

Medical

Flease select Medical Type ¢ | Sara Ubat i
Form Type | Borang Fermohanan Ferbelanjaan Rawstan Kepakaran di Hospital Swasta hd
PANDUAN AM

BORANG SARAUBAT JPA (RPS)
1. KEGUNAAN BORAMG

Borang ini adalah untuk kegunaan Anggotas/Pesara bagi tujuan permohonan perbelanjaan perubatan
rawatan kepakaran yang tidak diperolehi di klinik/hospital Kerajaan termasuk hospital-hospital
uniwersiti tetapi boleh diperolehi di hospital swasta dalam negeri.

2. PEMOHON YANG LAYAK
2.1 Anggota/Pesara Perkhidmatan Awam Perselutuan yang menerima pencen,
2.2 Keluarga Anggota/Pesara-

i1 SuamifIsteri

11} Anak-anak-
a) di bawah 18 tahun jika ditanggung sepenuhnya;
b} di bawah 21 tahun jika masih belajar;
o) tiada had umur bagi anak vang daif

3. SYARAT PERMOHONAN
3.1 Mendapat rawatan di hospital/klinik kKerajaan; dan

3.2 Pesakit disahkan oleh Palkar Perubatan Kerajaan memerlukan rawatan kepakaran yang boleh
diperolehi di hospital swasta dalam negeri;dan

3.3 Ketua Pengarah Kesihatan memperakulkan bahawa rawatan sedemikian tidak terdapat di hospital
Kerajaan; dan

3.4 Permohonan diluluskan oleh Jabatan Perkhidrmatan Awam, Bahagian Saraan.

3.5 Pertimbangan perbelanjaan perubatan ini adalah tertakluk kepada peraturan yvang ditetapkan
dalam Pelkeliling Perkhidmatan Bilangan 4 Tahun 2001

4. CARA MEMOHOM:

4.1 Permohonan anggota Perkhidratan &wam Persekutuan hendaklah menggunakan borang
SARAUBAT IPA (RPS) dan dikemukakan melalui Ketua Jabatan berserta dengan dokumen
solkongan yang lengkap ke Jabatan Perkhidrnatan Awam (Bahagian Saraan);

4.2 Permohonan pesara Perkhidratan Awam Persekutuan yang menerima pencen hendaklah
menggunakan borang SARAUBAT JPA (RPS) dan dikemukakan melalui Jabatan Perkhidmatan
Awam (Bahagian Pencen) beserta dengan dokumen sokongan vang lengkap ke Jabatan
Perkhidmatan Awarm (Bahagian Saraan).

Figure 1.75 — Panduan Am Borang Sara Ubat JPA (RCS)
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2. Click Continue button to proceed with the next process. It will bring up to the

Borang Permohonan Perbelanjaan Rawatan Kepakaran di Hospital Swasta Interface.

See Figure 1.76.

mMedical

Flease select Medical Type ; | Sara Ubat b
Form Type |Borang Fermohaonan Perbelanjaan Rawatan kepakaran di Hospital Swasta v

BORANG PERMOHONAN PERBELANIAAN RAWATAN KEPAKARAN DI HOSPITAL SWASTA
1. Butir Diri Anggota f Pesara f Pesakit

Marna Penuh Anggota/Pesara Shuhir Karmawi Bin Ahd Aziz

Mo, Kad Pengenalan Barl [sppszsogsass

Lama |31 562374

Marna Penuh Pesakit (Jika bukan “w

Anggota / Pesara)

Mo. kad Pengenalan Pesakit

Hubungan Pesakit Dengan Anggota / Pesara

Suami O Isteri O anak O 1bu O Bapa !
2. Butir Rawatan di Hospital Swasta

Jenis Rawatan Yang Diperlukan

Kos Rawatan di Hospital M

Termpat Rawatan (Nama)

Termpat Rawatan (Alamat Hospital)

Tarikh Rawatan Dijangka Dari vl Hingga v

Kelas wad v

kadar Caj wad Sehari M
3. Pengesahan AnggotafPesara

Sava mengesahkan bahawa butir permohonan di atas adalah benar, Sava memohon perbelanjaan

perubatan sebanyak RM untulk rawatan di atas,
4. Guarantee Letter Reference Mo,

Apphrl
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Figure 1.76 — Borang Permohonan Perbelanjaan Rawatan Kepakaran di Hospital Swasta

Interface

3. Fill in the information needed:
i. Nama Penuh Pesakit: Select patient name from the drop down list.
ii. No Kad Pengenalan Pesakit: The IC number is auto generated by the
system.
iii. Hubungan Pesakit dengan Anggota/Pesara: Select relationship between
patient and staff.
iv. Jenis Rawatan yang Diperlukan: Type in treatment needed.
v. Kos Rawatan di Hospital: Type in the cost of the treatment.
vi. Tempat Rawatan (Nama): Type in the Hospital name.
vii. Tempat Rawatan (Alamat Hospital): Type in the Hospital address.
viii. Tarikh Rawatan Dijangka: Select date of the treatment from the date
picker..
ix. Kelas Wad: Type in wad class.
x. Kadar Caj Wad Sehari: Type in daily charge amount for the wad.
xi. Pengesahan anggota pesara: Type in the amount request by the staff for the
saraubat emergency case.
xii. Guarantee Letter Reference Number: Type in guarantee letter number
given.
4. Click Apply button to submit the application. It will display message for

confirmation. See Figure 1.77.

Microsoft Internet Explorer

! "_\ #pplication For Sara Ubat has been submitted
L]

Figure 1.77 — Message Box for Confirmation Interface

5. Click OK button to confirm. It will bring up to the Medical Application Status

Interface.
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Staff Medical Status

This function allows staff to view for their staff medical application status. Click on the

Status button at the top right screen and it will view all the medical application status. See

Figure 1.78. The function describe as below.

mMedical

# Apply Date
1 16/02/2005
z2 16/02/2005
3 16/02/2005
# Apply Date
1 16/02/2005
2 16/02/2005
3 16/02/2005
4 15/02/2005
5 15/02/2005
& 15/02/2005
7 14/02/2005
# Apply Date

15/02/2005
z 15/02/2005
3 15/02/2005
# Apply Date
1 16/02/2005

Month A %] year [2005 %
Medical Claim Status
Mame Receipt No e Status Motes
{RM)
Murul Anuar Bin Jamasan @ 35.00 REJECT View
kasban Motes
Murul Anuar Bin Jarmasan @ I 3500 ENTRY
Kashan
ahrnad Zidane bin Ramli asd 34.00 EMTRY
Panel Clinic Status
Approve
Status Type Reason Start Date
APPROVE | CHG cLIniC | dekat dfl”"';'a"' rumah ..doktor | 4. /p5/5005
ama garang
APPROVE MNEW 16/02/2005
APPROVE REMEW BOOQkK dah habis muka surat 16/02/2005
APPROVE CHG CLINIC lebih dekat 15/02/2005
APPROVE NEW 15/02/2005
APPROVE RENEW BOOK tambah anak 15/02/2005
APPROVE INE Wy 14/02/2005
Sara Ubat Status
GL
Name Refzrence Code Reference Status
o.
No.
#hrmad Zidane bin Ramli |SU05-0000023 | SU-RLM REJECT
Abdul Razak SU0S-0000021 | SU-PPK ENTRY
Ahrnad Zidane bin Ramli |SU0S-0000025 | SU-AM GL-1234 REIECT
Guarantee Letter
Name Reference No. Status
Zalmiah Hassan GLOS-0000066 APPROVE

Figure 1.78 — Medical Status Interface

Viewing Medical Claim Status

1. Medical Claim Status allows staff to view for their claim information.
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2. Click on the Apply Date Hyperlink to view the details information for the claim. It

will bring up to the claim details information. See Figure 1.79.

Medical

StafffFamily Mame
Receipt No

Receipt Date
Treatment

Clinic Name

Clinic Address
Reason for Treatment
Amount (RM)

MC

Dental Claim Form

Ahrnad Zidane bin Ramli
asd

09/02/2005

cabut gigi

kKlinil: gigi suresh

tg malim

34.00
Mo
Badk

Figure 1.79 — Claim Detail Information Interface

3. Click Back button to go to the previous page. It will bring back to the Medical

Application Status Interface.

4. Click View Notes Hyperlink to view the notes given to the rejected application. It

will pop up the windows that view the notes given. See Figure 1.80.

23 IMS - Medical Claim - Microsoft Internet Explorer

Notes The clinic iz not Staff's panel clinic on
the receipt date

Cloze

Eo&X

Figure 1.80 — View Notes Interface

5. Click Close button to go to the previous page. It will bring back to the

Medical Application Status Interface. See Figure 1.78.

Viewing Panel Clinic Status

1. Panel Clinic Status allow staff to view the information of Panel Clinic apply.
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2. Click on the Apply Date Hyperlink to view the details information for the panel
clinic. It will bring up to the details information of the selected panel clinic. See

Figure 1.81.

Medical

Application for Panel Clinic

Staff Id |;q05;7

Staff Name Murul Anuar Bin Jamasan @ Easban

Bahagian |popaqian sumber Manusia
Unit
Panel Clinic # Clinic Name

1 KLIMIE AMAN
2 POLIKLINIK BAKTI

Badk

Figure 1.81 — Selected Panel Clinic Detail Information Interface

3. Click Back button to go to the previous page. It will bring back to the Medical
Application Status Interface. See Figure 1.78.

Viewing Sara Ubat Status
1. Sara Ubat Status allows staff to view detail information for sara ubat apply.
2. Click on the Apply Date Hyperlink to view the details information for the sara ubat.

It will bring up to the details information of the selected sara ubat. See Figure 1.82.
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Medical

BORANG PERAKUAN DAN PENGESAHAN OLEH PEGAWAI PERUBATAN KERAJAAN*

&

. Mama Pesakit abdul Razalk
. Mo. Kad Pengenalan SE637744

Ubat/alat/Perkhidmatan/Rawatan di butiran 4 dan/atau 5 di bawah, diperlukan oleh pesakit tetapi tidak
dapat dibekalkan/disedialan oleh hospital atas sebab berikut: -

Kehabisan stok Kemudahan rosal

Kermudahan tiada di hospital Lain-lain {nyatakan sebab di ruang di bawah)

Sebab

. Mama Ubat yang diperakukan

Myatakan samaada ubat ada/ftiada

Bil. NMama Ubat dalam senarai KKMfhospital
universiti
1 |paracetamaol Ada
2 |penicilin Ada

. Mama alat # Perkhidmatan / Rawatan

Bil. Jenis Nama Alat f Perkhidmatan f Rawatan
1 |Perkhidmatan dialisys

Back

Figure 1.82 — Selected Sara Ubat Detail Information Interface

3. Click on the Printer button to view for the form. It will pop up window for view the
form in PDF format. Staff can print the form from this window. Close the window to
exit.

4. Click Back button on the detail information interface to go to the previous page. It

will bring back to the Medical Application Status Interface. See Figure 1.78.

Viewing Guarantee Letter Information

1. Guarantee Letter allow staff to view guarantee letter apply.
2. Click on the Apply Date Hyperlink to view the details information for the guarantee
letter. It will bring up to the details information of the selected guarantee letter. See

Figure 1.83.
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medical

SURAT PEMGESAHAN DIRI DAN PEMGAKUAN PEGAWAI
PEMGARAH / PENGUASA PERUBATAMN / PEGAWAI PERUBATAMN YANG PEMIAGA HOSPITAL / KLIMIK
Hospital UkM

Tuan,

Dengan ini disahkan bahawa penama di bawah adalah seorang pegawai kerajaan di Universiti Pendidikan
Sultan Idris.

Nama Pegawai Murul Anuar Bin Jamasan [ Kasban

No. KfP 7007151054852
Jawatan |p.p pepgarear
Gaji Pokok 1873.63

Gred Gaji alL

Kelayakan Kelas Wad

Butir-butir Pegawai / Isteri / Suami / Ibu / Bapa / Anak vang memerlukan rawatan berkenaan.
Staff fFamily Mame Salmiah Hassan

Perhubungan Keluarga Ibu

Back

Figure 1.83— Selected Guarantee Letter Detail Information Interface

3. Click Back button on the detail information interface to go to the previous page. It

will bring back to the Medical Application Status Interface. See 1.78.
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Sara Ubat Approval

The Saraubat Approval screen will allow user to approve the saraubat application. The first

screen should display as shown below:

@ hitpeA0 40002657 B IMS Sintegrated

EEMENLSYEienaMicrosoriiniennetsxplorern [}

Action Edit Query Block Record Field Help YWindow
GS ®RDH BBE 4 > w @2

£

Application for SARAUBAT

Patient Amaurt
Reference d SARALUBAT Type Staff I Mame Relationship Trestment Approved Approve?
SU05-0000084 |SARAUBAT JPARCS)| X [Shubir Karmawi Bin Abd Aziz Sendiri Pembedahan Ditl 1500007 Reject |~
[SU05-0000085 |SARAUBAT JRAIPPK) [KOO037 ||Shunir Karmanwi Bin Abd Aziz Sendiri Detl ™ Reject
[SU05-0000086 |[SARAUBAT JPAIRCS) [KO0037  ||Shunir Karmiawi Bin Abd Aziz Sendiri Pernbeciahan Detl 3500007 Reject
[SU0S-0000073 |SARLUBAT JPAIRPS) [KO0213  |Razal Bin Shmad Isteri Bersalin Detl 5000000 Reject
[SU0S-0000061 [SARAUBAT JRALAM) (KO0213 |Razal Bin Ahmad Sendiri Detl 100007 Reject
[SU05-0000085 |SARAUBAT JPAIRCS)(K00213  |Razal Bin Ahmad Sendiri [Sakit Belakang petl || 1050000 Reject
[SU05-0000063 |[SARAUBAT JRAPPK) [K00213 |Razal Bin Ahmad Sendiri Detl ™ Reject
SUDS-0000076 | SARAUBAT JPAPPK) |KO0331  |[Megat Azrin Bin Shrad Sendiri Detl r Reject
[SU0S-0000074 |SARLUBAT JPAAM) [KO0331 |Megat Aztin Bin Ahmad Anak Kandu Detl 1007 Rejent
[SU0S-0000071 [SARAUBAT JRALAM) [KO0331 |Meoat Aztin Bin Ahmad Anak Kandu Detl 300000 Reject | > |
Check All Uncheck All Approve |

Figure 1.84 — Saraubat Approval screen

Opening Saraubat Approval
1. Click Medical on the Menu Bar
2. Click on Saraubat Approval

Viewing Saraubat Approval

1. Place cursor on the Application for SARAUBAT screen.

2. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

3. Use scroll bar to navigate through the records

4. Click Detl button to view the detail information of claim. It will bring up to

the Staff Medical Query Interface. See Figure 1.85.
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eV U (O B ear ] B SR Tt et e W e s emenisys i enmsMicrosolil mennet skl oren

Action Edit Query Block Record Field Help Window

&S Pl eBD BB E A4 4r P | AHAH ?

Maklumnat StaffPesakit l Kejadian Kecemasan ] Kronologi I Makiurmat Permohonzn ]
Borang Permohonah Perbelaniaan Ravwstan Kecetmasan di Hospitaliinik Swasta (SARLUBAT JPAIRCE))

Butir Diri Anggota / Pesakit

Visis Pl s [EE [shubi Karmarwi Bin Aod Aziz
Mo Kad Pengenalan Baru [7o0525085985 Lama [s1562374
MNama Penuh Pesakit |K0003? |Shuhir Karmawyi Bin Abd Aziz
Mo Had Pengenalan Baru [7ooszsosssss Lama [

Hubungan Dengan Anggata |Sendir\

Jika Anak | Urrur |

Jika Ibu Bapa, taraf |

Welayakan Wad di Hospital |Kelas 1 Bilik Seorang
Kerajaan

Butir-butir Rawatan Kecemasan

HKos Yang Dituntut
Ravwvatan 1.500.00
Wizl 0.00

Narmia Hospitallink Swasta  [Subang Jaya Medical Center

Alamat Hospitaliinik Swasta Subang Jaya

Jenis Rawataniecederaan |Pembedahan Lain-lain 0.00
Kelas Wad semasa Rawatan  [Sebilic Searang Jurnlah Dituntut 1,500.00
laf:h &anaSE Dimasukkan [01-03-2005 12:00 P Tarikh & Masa pembedshan!  |01-03-2005 0200 PM
@ Hospital Rawvatan Kecemasan
Tarikh & Masa Keluar Hospital — [02-03-2005 04:00 PR

Tarikh Raweatan Pemulihan

(Selepas ICLiad Biasa) Daripac [02-03-200512:00 4 Hingga |01-03-2005 12:00 Ak

Generate Application Form |

Figure 1.85 — Staff Medical Query Interface: Maklumat Staf/ Pesakit Tab

5. Screen should display the first screen under the Maklumat Staf/ Pesakit tab
screen and display the Butir Diri Anggota/Pesakit and Butir-butir Rawatan
Kecemasan frame. All record is for user view only and protected against
updated.

6. Click on the Generate Application Form button at the bottom side of the
screen to generate the Borang Permohonan Perbelanjaan Rawatan
KecemasanDi Hospital/Klinik Swasta report.

7. Click on the next tab button for Kejadian Kecemasan and the screen should

display as shown below:

IMS HR & Administration User Guide Manual 86



< IMS - Integrated Management System - Microsoft Internet Explorer

fction Edit Query Block Record Field Help ‘window
GOl P € 0D BE A b EE ?
Maklumnat Staff/Pesakit Kronolagi I taklurnat Permahonan ]

Kejadian Kecemasan

Tarkh & Masa 1-03-2005 03:00 P
Alamat Semaza Berdaku Kecemazan |UPS)
Jarak Dengan Hospital ,?7 Jarak Diengan Hospital Swasta ,877
Kerajaan t'ang Terdekat [KM)] *r'ang Diperalehi R avwatan [Ki]
Orang Y'ang Membawa Pesakit |5a|man

ke Hospital

Hubungan Pengiring dengan Pesakit |F|akan

Keadaan Pesakit semasa dbawa Pengsan

ke Hospital [pengsan dsh]

Keadaan persekitaran semasa Biaza

kejadian [trafik dsb]

Justifikasi Permohonan

Sebab Kenapa Tidak Dibawa Pembedahan segera dan tiada pakar

Peszakit Temns ke Hospital

Kerajaan vang Terdekat

Alasan Kenapa Anggota Tidak . Bedaku di wakiu bekerja

Sepatutnya Menanggung Sendii

Perbelanjaan di Klinik / Hospital

Swasta selaras dengan

Perintah &M 4.Bab F.

Figure 1.86 — Staff Medical Query Interface: Kejadian Kecemasan tab screen

8. Click on the Kejadian Kecemasan tab to view the information. Screen should
display 2 frames for Kejadian Kecemasan dan Justifikasi Permohonan with
all the details for the selected staff. All record is for user view only and

protected against updates.
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E itp /A DR LR 6 BRSNS S ntegrated WanapementiSysienmeMicrosofidntenneibxplorer:

Action Edit Query Block Eecord Field Help Window

&S B2 D Y|« » | HE ] ?

Maklumst StafiPesakit ] Kejadian Kecemsasan | Kronologi Maklumnat Permohonan ]

Kronologi Kes (Urutan Peristiwa Berlaku Kecemasan Sehingga Pesakit Keluar Daripada Hospital Swasta)

Peristiva
Tarikh & Masa | Il | -

Tetnpat | |

Tarikh & Mas= | Il |
Tetnpat | |

Tarikh & Mas= | Il |
Tetnpat | |

Tarlkh & Mass | Il |
Tetnpat | |

Tarlkh & Mass | Il |
Tetnpat | |

Tarlkh & Mass | Il |
Tetnpat | |

Tarikh & Mass | Il |
Tetnpat | |

Figure 1.87 — Staff Medical Query Interface: Kronologi Tab

9. Screen should display 1 frame for Kronologi Kes with all the details for the

selected staff. All record is for user view only and protected against updates.

X IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Elock Becord Field Help Window

§S|®B 20D LRE « > b IEE]?

MaklumatStaff!Pesakit] Kejadian Kecemasan ] Kronologi ¢ Maklumat Permohonan |

Maklumat Permohonan

Mo Ruiukan |SU05-0000023 Status Permohonan — [aPPROVE
Jurnlah yang diluluskan [ 1.500.00 Mo Rujukan GL ]
Alazan jika tidak diluluskan [

Disi Dleh [FEES [Muhammad fusmin Bin Yusoff Taikh [16-022008
Dikemaskinikan Oleh [ [ Taikh [
Diluluskan Oleh 00538 [Fuhammad Fusmin Bin Vusoff Taikh [21.022008

Figure 1.88 —Staff Medical Query Interface: Maklumat Permohonan Tab

10. Screen should display 1 frame for Maklumat Permohonan with all the details
for the selected staff. All record is for user view only and protected against

updates.
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11. Click on the Exit button to go back to the Saraubat Approval (AMF027)

screen.

Approve Saraubat Approval

1.
2.
3.

Select one record displayed under Application for Saraubat frame to approve
Click on the Detl button to view details saraubat information (if required)
Tick on the Approve? Checkbox to select record to approve, or simplify
selection by click the Check All button to check all record or Uncheck All to
uncheck all the display record.

Click on the Approve button to approve the selected.

The message box for approve confirmation should display and click ok to

continue the approval process.

Reject Saraubat Approval

I.

Select one record displayed under the Application for Saraubat frame to
reject

Tick on the Select checkbox for one selected record to reject, or click the
Check All button to check all record or Uncheck All to uncheck all the
display record.

Click on the Reject button to reject the selected record.

The message box for reject confirmation should display and click ok to

continue the rejection process.
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Query

This function allow user to view information of Staff Medical History, Clinic Claim, Staff

Claim and Guarantee Letter. The function describe as below.

Staff Medical History

This function allow user to view for staff medical history. The detail describe as below.

<2 IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block Hecord Field Help “Window

S P €D DR T 44> b HAB ?
i N - 07 - Staff Medical Book
Family | Claims | PanelClinic/Bok History | GL | SARaUBAT |
Staff Info
StaffID - [K00543 [Ismail Bin Man J

Position [PEG TADEIR N41
Department B ahagian Sumber Marusia
Staff Status  [AkF

Job Status [Lantikan Tetap

Cumrent Panel Clinic

Clinic Ref 1D Clinic Mame

Generate Front Page for Medical Book |

Figure 1.89 — Staff Medical History Interface: Staff Clinic Tab

Opening Staff Medical History

1. Click Medical on the Menu Bar

2. Click on Query Function

3. Select Staff Medical History

4. Select the desired tab to view
i.  Staff Clinic Tab: To view staff’s current panel clinic.
ii. Family Tab: To view staff family information.
iii. Claims Tab: To view staff claims information
iv. Panel Clinic /Book History Tab: To view history for staff’s panel

clinic and book history.

v. GL Tab: To view staff’s guarantee letter application

vi. SARAUBAT Tab: To view staff’s SARAUBAT application
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Viewing Staff Medical History Information

1. Place cursor on the Staff Info screen.

2. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

3. Use scroll bar to navigate through the records

4. Click Generate Front Page for Medical Book to view for the staff Medical
Book.

5. Select the Family tab to view for staff family information. See Figure 1.91.

23 IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit Query Block HBecord Field Help ‘“wWindow
29, A% . o
G P €00 R 44 P HA ?
Tem YUSMIM ang ical Book
Staff Clinic | caims | PanelCinic/Book History | 6L | SamauBaT |
Staff |K00549 | smmiail Biir Man
Spouse
Mame IC Mo Marriage D ate Status Divarce Date
Arninah 00204056788 01-12-1995 MARRIED -
ani E78300 01-12-2004 MARRIED
-
Children
Mame IC Mo / Birth Certificate D ate of Birth Relationship Covered ?
Fazak 52463521 05-01-2005 Anak K.andung W =
Serina 5874254 u
-
-
r -
Parents / Other Dependents
Mame IC Mo Fielationzhip Type Covered?
ban 2342342 04 |[Bapa ~|[keNDUNG < [F <
M ariarn bt Muhammad 4521654 03 |lbu .. |[kAMDUNG =
| ="
| JE | I

Figure 1.90 — Staff Medical History Interface: Family Tab

6. The screen shows the information of staff family.

7. Click Claims tab to view the information of staff claim. See Figure 1.91.
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<A IMS - Integrated Management System - Microsoft Internet Explorer;

Action Edit Ouery Elock Becord Field Help ‘window

G P D B E «Cr p | EAE ?

Stalf Cliic | Family | Panel Ciric/Bock Histary |~ GL | 5aRauBaT |

Staff [Ko0549 [Tsmail Biry Mar

Type of Claim - ‘Vear

Claims

Reference Id  Type of Claim Clinic: Feceipt Mo Receipt Date Patient Ailment/T reatment Amount  Status

CO5-0000101 | Panel Clinic || POLIKLIMIE BAKTI 123546 03-03-2005 ||[1 steri) Aminah D emam 15.00ENTRY Detl | ~]
CO5-0000033 | Panel Clinic || POLIKLIMIE BAKTI 214554411 | 01-03-2005 ||| steri] Aminath D emamn 12.00)ENTRY Detl
C05-0000038 | Panel Clinic || POLIKLIMIE BAKTI ABV1254632 || 01-03-2005 (S endin] smail Bin Man S akit Kepala 1500|REJECT | Detl
CO5-0000044 | MorPanel Cliry| M ediviron Klinik AE133421 05-02-2005 ||[Anak. Kandung] Razak Rawatan Demam 36.00)|APFROVE | Detl
C05-000004E |MonPanel Clin| Klinik Fajar Bakti ABZ241150 | 21-01-2005 (|[Anak Kandung) nadia Medical Checkup 35.00|APPROVE | Detl
CO5-0000042 | Panel Clinic | KUMP, PERUBATAN POLYK|A5143104 05-01-2005 ||[1 steri] Aminak Asma 30,00 APPROVE | Detl

Figure 1.91 — Staff Medical History Interface: Claims Tab

8. The screen shows the information of claims applied by staff.

9. Select Type of Claim and Month to view for the selected claim.

10. Click Detl button to view the detail information of the claim. It will bring up
to the Staff Medical Claim Query Interface.

11. Click on the Panel Clinic/Book History tab to view for staff panel clinic and
book history detail information. See Figure 1.92.

<A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Record Field Help Window

&_@? DM R E « oy » R ?

GL | sameusar |

Claimg

Staff Clinic: Family

Staff [Ko0549 [1smail Bin Man

Panel Clinic/Medical Book Application

Application D ate Tppe Panel Clinic 1 Panel Clinic 2 Reason for Application Status  Approved Start
14-02-2005 | Change Panel  ([KLINIK AMAN FLINIE AMAH test APPROVE 14-02-2005| Reason | * |
15-01-2005 | Mew APPROVE 13-01-2005| Reason
(03-11-2004 |Mew AFFROVE Reason

Figure 1.92 — Staff Medical History Interface: Panel Clinic/Book History Tab
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12. The screen shows the detail information of Guarantee Letter applied by staff.
13. Click Reason button to view the reason of applying the guarantee letter. It

will display a window for Reason of Rejection. See Figure 1.93.

’:'?_5 DETL *wIMDOh

Reaszon for Hejection

Cloze

Figure 1.93 — Reason of Rejection Window

14. Click Close button to exit form the window. It will bring back to the Panel
Clinic/Book History tab.

15. Click GL Tab to view for Guarantee Letter information applied by staff. Se
Figure 1.94.

2 IMS - Integrated Management System - Microsoft Internet Explorer,

Action Edit GQuery Block Hecord Field Help ‘Window
GS P DD HFTE/ acrp|ERE ?

Pgm Y LISMIN - 2

aff Medical Book

Staff Cliic | Famiy | Olaims | Panel Cliic/Book History | SARALBAT |

Staff [K00543 [Ismail Bin Man

Guarantee Letter

Reference Cods Hozpital ward Patient Relationship Lpply Date Status
GLOS-0000022 HUKM Suite nadia nak Kandung 18-01-2005 REJECT

o
=
»

el

Figure 1.94 — Staff Medical History Interface: GL Tab

16. The screen shows the information of Guarantee Letter applied by staff.
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17. Click Detl button to view for detail information of the guarantee letter. It will
bring up to the Guarantee Letter Query Interface.

18. Click on the SARAUBAT Tab to view for sara ubat information applied by
staff. See Figure 1.95.

2 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit GQuery Block Record Field Help Window

ajt? M | B A4 PR ?

Staff Clinic ] Fanily I Claims ] Panel Clinic/Boak. Hlslory]

Stalf [K00549 |Ismail Bin Man

SARAUBAT Applications

Reference 1d SARAUBAT Type Patient Relationship Tieatment Amount Status Apply Date
SU05-0000059 (|SARAUBAT JPAAM] | Aminah Isteri 100.00(ENTRY 071-03-2005 Detl | + |
SU05-0000057 (SARAUBAT JPAIPPK] | Aminah Isten ENTRY 071-03-2005 Detl
SU05-0000046 (|SARAUBAT JPAIRPS] | ani Isteri Pembedahan 12,000.00)|4PPROVE | 21-02-2005 Det
SU05-0000044 [|SARAUBAT JPARLN] |ani Ister Pembedahan Lanjutan E.000.00)ENTRY 21-02-2005 Detl
SU05-0000042 (|SARAUBAT JPAIRLCS) | ani Ister Pembedahan 12,000.00)ENTRY 21-02-2005 Detl
SU05-0000045 (|SARAUBAT JPA[SM] | ani Ister B50.00|(ENTRY 21-02-2005 Detl
SU05-0000041 (SARAUBAT JPAIPPK] |lsmail Bin Man Sendin ENTRY 21-02-2005 Detl
SU05-0000043 (|SARAUBAT JPAIRCS] |ani Isteri Pembedahan 12,000.00)ENTRY 21-02-2005 Detl

Figure 1.95 — Staff Medical History Interface: SARAUBAT Tab

19. The screen shows the information of SARAUBAT applied by staff.
20. Click Detl button to view for detail information of the SARAUBAT Type

applied. It will bring up to the detail information of the saraubat application.

Clinic Claim Query

This function allow user to view for staff clinic claim information. The details describe as

below.

<A IMS - Integrated Management System - Microsoft Internet Explorer;

Action Edit Query Elock Record Field Help ‘Window

CAD MR E «4r b Ll ?

laim Query

] Batch Dela\ls} Clairn I

Batch Information

Batch D Clinic: Invoice No Claim Crate Claim Amaunt Approved Amount Status “oucher Mo
CEOS-00022 | YNODODZ2213 POLIKLINIE BAKTI 135.00) 13500 EAE Y Dietl
CEO5-00027 |WNO000221 3 POLIKLINIK BAKT 135.00)4PPROVE ERO50200015 _Detl |
CEOS-000273 | YNODODT 366 KLINIE AMAN sdf 28-02-2005 E5.00; 135.00)SUBMIT _Detl |
CEO5-00024 |WNO0002754) KUMP. PERUBATAN POLYKLINIK 5YIFA | asda 10-02-2005 10001 135.00)4PPROVE ERO50200013 _Detl |
CEO5-00025 12-01-2005 25.001 135.00) SUBMIT Detl
CEO5-00042 | WNO0002754) KUMP. PERUBATAN POLYELINIK SYIFA | GKJ2130154 13-01-2005 53,001 135.00)4PPROVE ERO50200015 _Detl |
CEOS-00050 |4N00001551) KLINIK Lt 450123 23-02-2005 70,00 135.00)5UBMIT Dl |
CEOS-00057 |WNODDOT 486 ELINIK DR. MAZLAN abc123 16-02-2005 135.00(ENTRY Detl |
CEOS-00052 [WNO000T41 4 KLINIK CHAN 11 22-05-2005 25.001 135.00)5UBMIT Dl |
CEO5-00057 |¥NO0001 551 KLINIE LA INWE005333 32,00 135.00)SUBMIT Detl |

Generate List of Claim by Clinic
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Figure 1.96 — Clinic Claim Query: Batch Tab

Opening Clinic Claim
1. Click Medical on the Menu Bar
2. Click on Query function
3. Select Clinic Claim Query sub menu
4. Select the desired tab to view
i. Batch Tab: To view for staff claim in batch
ii. Batch Details Tab: To view for detail claim for the batch

iii. Claim Tab: To view claim detail information.

Viewing Clinic Claim Information
1. Select Batch tab

2. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.

3. Click Detl button to view the detail information of the claim.

4. Click Batch Details tab to view the detail information of the batch. See

Figure 1.97.

<22 IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Hecord Field Help ‘window

S Bl D R E 4«4 r AR ?
Tem TISMIN - a1a el Clinic: Claim Query
Batch Clhim |

Clinic [KLINIK LA

Batch Information

Batchld |CROS-000GN0

Clinic Ref |Reﬂ 23

Invaice Na |ASD1 23
Woucher No |

Status [SUBMIT

Clsim Date [23.022008
ClaimAmount [ 7000
Recommend Amount l—
Approvee Amouet [

Enter By [K.00535
Submit By [K00536 [Muharnmad Yusmi Bin Yusoff
Recommend By [ |

Date [1g02-2008
Date [{g-022008
Date ,7
Date ,7

[Muharmad Yusmi Bin Yusoff

Apprave By | |

Figure 1.97 — Clinic Claim Query: Batch Details Tab

5. The screen shows the details information of the selected batch.
6. Click Claim button to view the detail information of the claim. See Figure

1.98.
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2 IMS - Integrated Management System - Microsoft Internet Explorer
Action Edit Quer Block Record Field Help ‘Window

&0 G4 p|ERB 7

Batch 1 EBatch Details

Clinic: [KLINIK LA

Detail Information
Claim  Approved

Reference Id  Staff Id Mame Receipt No Receipt Date Amount  Amount Patient Reject Reason
C05-0000053 ||KOOETS ||Puteri Khairul Syafida Bt Megat Khas 24-05-2004 35.00 Detl | The clinic is not Staff's panel clinic |_ |
CO5-0000060 (KODS17 (|Murul Anuar Bin Jamazan @ Kasban 23-02-2005 35.00 Detl | The clinic is not Staff's panel clinic

Tatal Approved Amaount

Figure 1.98 — Clinic Claim Query: Claim Tab

7. The screen show the details information of selected claim
8. Click Detl button. It will bring up to the Staff Medical Claim Query
Interface. See Figure 1.99.
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Staff Medical Claim

This function allow user to view detail information for staff medical claim. The detail

describe as below.

<A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block HBecord Fisld Help ‘window

GOl P DD DR «4»» BAR@|?
T YUSMIN - & . Claim Guery
Medical Claim
Feference ID Tupe of Claim | Claim By Panel Clinic ~|
Staff1d (k00675 |Puter Khail Syafida Bt Meogat Khas

Patient  [Muhd Hakimi B Muhd Suhaimi{Suami]
Treatment |Demam
Clinic [POLIKLINIE BAKTI
Address

Feason if MonPanel

Receipt Mo ’W
Receipt Date [09-022008
Status ’W

Panel Claim Batch Id [CBOS.00021

Hotes [The clinic iz not Staff's panel clinic on the receipt date

Claim Amount [ 5600

Recommend Amount |75BDD

Approved Amount [ 3400
Youcher No

EnterBy [KD0S36  [Muhkammad Yusmin Bin usoff Date |08-02-2005
Last Update By [16-FER-05 | Date li
Fecommended By | [ Date li
Approved By | | Date li

Figure 1.99 — Staff Claim Query

Opening Staff Claim Query
1. Click Medical on the Menu Bar
2. Click on Query function
3. Select Staff Claim Query sub menu

Viewing Staff Claim Information
1. Place cursor on the Medical Claim screen
2. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view

particular records.
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A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block HBecord Field Help ‘wWindow
GOl P DD DR «4»» BAR@|?
[

% YUISMIM - AMFO15 - Stalf Guarantee Letter Query

Staff Guarantee Letter

Reference Code [5L05-0000053

Staff1d [K00E7S |Puteri Khairul Syafida Bt Megat Khas |
ICHo 730106086690 Basic Salary 1,901.58
Fosition [PEG SISTEM MAKLLIMAT F41 Salary Grade [F41
Hospital [Klirik Ku
Ward Eligitle [B1 |Sebilik. Seorang J
Fatiert |5504-00041 [Muhd Hakimi B Muhd Suhaimi J
R elationship |Suami IC Mo |1
Status ’W
Mates |
Enter By [[HIIER: |Puteri Khail Syafida Bt Megat Khas Enter Date [16-02-2005
Update By [K00B7S [Puter Khainl Spafida Bt Megat Khas Update Date [1602-2008
Recommend By | [ Recommend D ate Ii
Approve By [K0DB7S [Puter Khainl Syafida Bt Megat Khas Approve Date [T6-02-2008

Generate GL

Figure 1.100 — Guarantee Letter Query

Opening Guarantee Letter Query
1. Click Medical on the Menu Bar
2. Click on Query function

3. Select Guarantee Letter Query sub menu

Viewing Clinic Claim Information
1. Place cursor on the Staff Guarantee Letter screen
2. Click Execute Query button to view all records or click Enter Query button
and key in search criteria and then click Execute Query button to view
particular records.
3. Click Generate GL button to view for guarantee letter applied. System
generate report name Surat Pengesahan Diri dan Pengakuan Pegawai for

the staff.
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Staff Medical Report

This function allow user to view for medical report. The application describe as follow.

A IMS - Integrated Management System - Microsoft Internet Explorer

Action Edit Query Block Becord Field Help wWindow
S P00 BBE 4 » Bl ?

Y& YUISMIM - AMFOTE - Staff Medical Fleports
Reports l
Report Output Format -

AMRBOOD1 : Laporan Bulanan Tuntutan Perubatan Klinik Bukan Panel mengikut 5Staf [yang telah diluluskan)
Month= Generate Report

AMRBODZ : Laporan Tahunan Tuntutan Pergigian mengikut Staf (vang telah diluluskan]

Year® Generate Report

AMROO09 : Laporan Tuntutan Klinik Panel [vang telah diluluzkan)

Month
Clinic: | | [

AMRBO10 : Mukasurat Perhal Kakitangan untuk Buku R awatan

Staff 1D | | J Generate Report

NOTE* : Compulsory

Figure 1.101 — Guarantee Letter Query

Opening Staff Medical Report
1. Click Medical on the Menu Bar
2. Click on Staff Medical Report function

Viewing Staff Medical Report
1. Select Report Output Format to view from the drop down list.
2. Select report to view by fill in the information required then click Generate
Report button. System will generate the selected report based on the selected

report output.
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Data Entry

This function allow user to enter information for staff panel clinic. The function describe as

below.

2 IMS - Integrated Management System - Microsoft Internet Explorer E‘E‘E‘

Lction Edt Querw Block Becord Field Help ‘Window
G&I P ¢ 0| R E a4 r e HREl ?
"%‘E'I"UE"-‘" &M=001 -Data Entry For Staff Panel Clinic
Staff's Panel Clinic I
Stalf Information
Staff Id | |
BN [ GowtJoinDate [
Staff Status | UPSlJoinDate [
Job Status | Service Group |
Panel Clinic
Panel Clinic Start Date
[ =l
[ ||
Figure 1.102 — Data Entry Interface
Opening Data Entry Form

1. Click Medical on the Menu Bar
2. Click on Data Entry function

3. Select Staff Panel Clinic sub menu

Viewing Data Entry Information
1. Place cursor at the Staff Information screen.
2. Click Execute Query button to view for all staff. Click Enter Query button
and key in search criteria and then click Execute Query button to view

particular records.

Adding Data Entry Information
1. Place cursor at the Panel Clinic screen.
2. Select Panel Clinic from the drop down list.
3. Place cursor on the start date. The date will be auto inserted into the field.
4

Click Save button to save the record.
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