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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. 

 

 
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 in the information needed setup case category: 

i. Maximum Amount for Medical Claim: Type in maximum amount for 

medical claim. 

ii. Maximum Amount for Dental Claim: Type in maximum amount for 

dental claim. 

iii. Earliest Backdated Claim Accepted: Type in earliest back date 

accepted for claim. 

iv. Number of Panel Clinic Staff Must Apply for: Type in number of 

panel clinic staff must apply for. 

v. Officer-in-charge of Medical: Select officer in charge for medical 

application form the list of value by click “…” button. 

vi. Cost Center For Medical Claim:  Select cost center for medical claim 

from list of value by click “…” button. 

vii. 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 follow. 
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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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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 

 

 
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 

 

 
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 

 

 
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 Figure11.7 

 

 



IMS HR & Administration User Guide Manual 11 

 
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. 

 

 

 
Figure 1.8 – Date Picker Interface 
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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. 

 

 
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. 

 

 
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. 
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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. 

 

 
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. 
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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. 

 

 
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. 
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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. Invoice 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. 

 

 
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. 
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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. 

 

 
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. 
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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. 
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Medical Claim (Clinic) Entry 

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

below. 

 

 
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  
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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. 
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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. 

  

 
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. 

 

 
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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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.  

 

 

 

 

 



IMS HR & Administration User Guide Manual 23 

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. 

 

 
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. 

 

 
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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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. 

 

 
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.  

 

 
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. 
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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. 

 

 

 
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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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. 

 

 
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. 

 

 

 
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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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. 

 

 
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. 
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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.  

 

 
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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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.  

 

 
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. 

 

 
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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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. 

 

 
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. 

 

 

 
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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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. 

 

 
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. 

 

 
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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ii. Staff Id: Select staff from the list of value by click “…” button. 

System will display job status for the selected staff. 

iii. Patient Id: Select patient from the list of value by click “…” button. 

System will display relation between staff and patient. 

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

v. Receipt Date: Type in receipt date for the claim. 

vi. Amount: Type in amount for the claim. 

vii. MC Included: Thick whether the treatment include MC or not. 

viii. Treatment: Type in treatment given. 

ix. Clinic Name: Type in clinic name. 

x. Clinic Address: Type in clinic address. 

xi. 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. 

 

 
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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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. 
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Medical Claim (Non Panel) Approval 

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

The function describe as below. 

 

 
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. 

 

 
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. 

 

 

 

 

 

 



IMS HR & Administration User Guide Manual 46 

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.  

 

 
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. 

 

 

 

 

 



IMS HR & Administration User Guide Manual 48 

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.  

 

 
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. 

 

 
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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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. 

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 Change Panel Recommendation 

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

Clinic 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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Change Panel Approval  

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

function describe as below. 

 

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

Reject Change Panel Clinic  

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

frame to reject record. 

2. 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. 

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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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. 

 

 
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. 

 

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

 

Reject Guarantee Letter Application 

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

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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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.  

 

 
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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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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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. 

 

 
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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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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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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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. 

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. 

 

 

 

 
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. 
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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. 

 
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.  

 

 
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. 

 

 
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. 

 

 
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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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. 

 

 
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. 

 

 
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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Figure 1.72 – Borang Permohonan Perbelanjaan Ubat, Alat, Perkhidamatan dan Rawatan 

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. 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.  

 

 
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. 

 

 
Figure 1.74 – 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 (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. 

 

 
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. 
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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. 

 

 
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. 

 

 
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. 

 

 
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. 

 

 
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. 

 

 
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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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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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.  

 

 

 

 

 

 

 

 

 

 

 



IMS HR & Administration User Guide Manual 85 

Sara Ubat Approval  

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

screen should display as shown below: 

 

 
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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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: 
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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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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. 

 

 
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. Select one record displayed under Application for Saraubat frame to approve 

2. Click on the Detl button to view details saraubat information (if required) 

3. 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. 

4. Click on the Approve button to approve the selected. 

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

continue the approval process. 

 
Reject Saraubat Approval 

1. Select one record displayed under the Application for Saraubat frame to 

reject 

2. 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. 

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

4. 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. 

 

 
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  

 



IMS HR & Administration User Guide Manual 91 

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. 

 

 
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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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. 

 

 

 
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. 

 

 
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. 

 

 
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. 

 

 
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. 
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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. 

 

 
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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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. 

 

 
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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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. 

 

 
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. 

 

 
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. 

 

 


