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1 LOGIN 

1.1. To access the Vendor@UPSI Portal, type the following URL :- 

https://myupsi.upsi.edu.my/vendorLogin.jsp 

1.2. On the next screen, enter your Username and Password. Click the Login 

button. 

 

Figure 1.1 – Login 

 

1.3. The following figure will be displayed. 

 

 

Figure 1.2 – Main Page 

https://myupsi.upsi.edu.my/vendorLogin.jsp
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1.4. Click on the Panel Clinic Claim link located on the upper-right side of the 

current page. 

 

 

Figure 1.3 – User Menu 

 

1.5. Main page for Panel Clinic Claim will be displayed. 

 

 

Figure 1.4 – Main Page for Panel Clinic Claim 
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2 PATIENT REGISTRATION 

2.1. Patient Registration 

2.1.1. Click on the Registration  button located on the upper-right 

side of the current page. Figure 2.1.1 below will be displayed. 

 

 

Figure 2.1.1 – Patient Registration Screen 

 

2.1.2. Enter the relevant registration information on the following areas :  

i. Staff ID : Enter Staff ID who have registered under the panel clinic. 

ii. Verify  Button : Click on the Verify button to verify whether 

staff had been registered with the panel clinic. 

iii. Staff Name : If staff have already registered with the panel clinic, 

staff name will automatically appear in this area.  

2.1.3. Click on the Register  button located on the bottom of the 

current page to save the information. Figure 2.1.2 will be displayed. 

 

 

Figure 2.1.2 – Message of registration successful 
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2.1.4. Click on the OK  button. Figure 2.1.3 below will be 

displayed.  

 

 

Figure 2.1.3 – List of registered staff on the current date 

 

2.2. Viewing List of Registered Patient 

2.2.1. Click on the Registration  button located on the upper-right 

side of the current page. 

 

2.2.2. The list of registered patient for current date will be displayed as shown 

on the Figure 2.1.3 above. 
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3 PANEL CLINIC CLAIM APPICATION   

3.1. Panel Clinic Claim Application 

3.1.1. Click the Claim  button located on the upper-right side of the 

current page. Figure 3.1.1 below will be displayed. 

 

 

Figure 3.1.1 – Panel Clinic Claim Form: Registered Record 

 

3.1.2. Registered Record 

Fill in the information needed for the panel clinic claim on the following 

areas: 

i. Treatment Date : Enter treatment date. 

ii. Retrieve registered staff    link : Click on 

Retrieve registered staff link to retrieve a list of staff name who have 

registered for treatment on the selected treatment date. 

iii. Staff Name / ID : A list of staff name / ID who have registered for 

treatment on the selected treatment date will appear automatically in 
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this area. Select one from the list to continue the application 

process.  

iv. Verify  Button : Click on the Verify button to display further 

information. 

v. Staff Name : Staff name will appear automatically after click on 

Verify button. 

vi. Department : Department will appear automatically after click on 

Verify button. 

vii. Patient Name : Select one from the list to continue the application 

process.  

viii. Relationship : Relationship will appear automatically after make a 

selection from Patient Name. 

ix. Clinic Name : Clinic name is automatically displayed based on the 

username logged into the system. 

x. Clinic Address : Clinic address is automatically displayed based on 

the username logged into the system. 

xi. Treatment / Remarks :  Enter the type of treatment or remarks that 

has been made in the clinic. 

xii. Medications : Enter the type of medication given by the clinic. 

xiii. Amount (RM) : Enter the amount in Ringgit Malaysia of the 

medication given. 

xiv. Other : Enter any other things that have been given by the clinic. 

xv. Amount (RM) : Enter the amount in Ringgit Malaysia. 

xvi. Total Amount (RM) : Total amount will automatically displayed 

based on calculation from the Amount(RM). 

xvii. MC  : Check one box whether the clinic is giving MC to the staff. 

 

3.1.3. Click on the Save  button located at the bottom of the current page 

to save the information. Figure 3.1.2 will be displayed. 
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Figure 3.1.2 – Message claim form has been saved 

 

3.1.4. Click on the OK  button to proceed the next claim 

application. 

 

3.1.5. Unregistered Record 

For records that have not registered for some reason that cannot be 

avoided, click on the Unregistered Record  link. 

Figure 3.1.3 will be displayed. 

 

 

Rajah 3.1.3 – Panel Clinic Claim Form – Unregistered Record 
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3.1.6. Fill in the information needed for the panel clinic claim on the following 

areas : 

i. Staff ID : Enter Staff Id. 

ii. Verify  Button : Click on the Verify button to display further 

information. 

iii. Staff Name : Staff name will appear automatically after click on 

Verify button. 

iv. Department : Department will appear automatically after click on 

Verify button. 

v. Patient Name : Select one from the list to continue the application 

process.  

vi. Relationship : Relationship will appear automatically after make a 

selection from Patient Name. 

vii. Receipt No : Enter Receipt Number. 

viii. Treatment Date : Enter treatment date. 

ix. Clinic Name : Clinic name is automatically displayed based on the 

username logged into the system. 

x. Clinic Address : Clinic address is automatically displayed based on 

the username logged into the system. 

xi. Treatment / Remarks :  Enter the type of treatment or remarks that 

has been made in the clinic. 

xii. Medications : Enter the type of medication given by the clinic. 

xiii. Amount (RM) : Enter the amount in Ringgit Malaysia of the 

medication given. 

xiv. Other : Enter any other things that have been given by the clinic. 

xv. Amount (RM) : Enter the amount in Ringgit Malaysia. 

xvi. Total Amount (RM) : Total amount will automatically displayed 

based on calculation from the Amount(RM). 

xvii. MC  : Check one box whether the clinic is giving MC to the staff. 
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3.1.7. Click on the Save  button located at the bottom of the current page 

to save the information. Figure 3.1.4 will be displayed. 

 

 

Figure 3.1.4 – Message claim form has been saved 

 

3.1.8. Click on the OK  button to proceed the next claim 

application.  
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4 PANEL CLINIC CLAIM SUBMISSION 

4.1. Updating Panel Clinic’s Claim Information 

4.1.1. Click on Name link as in Figure 4.1.1 below to see the details of each 

record and Figure 4.1.2 will be displayed. 

 

Figure 4.1.1 – Main page for Panel Clinic Submission 

 

 

Figure 4.1.2 – Page to update record before submission 
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4.1.2. Click on Edit  button to update record. Figure 4.1.3 below will be 

displayed. 

 

 

Figure 4.1.3 – Page to update each field before submission 

 

4.1.3. Only these areas can be updated :  

i. Treatment / Remarks :  Enter the type of treatment or remarks that 

needs to be updated. 

ii. Medications : Enter the type of medication given by the clinic that 

needs to be updated. 

iii. Amount (RM) : Enter the amount in Ringgit Malaysia of the 

medication given that needs to be updated. 

iv. Other : Enter any other things that have been given by the clinic 

that needs to be updated. 

v. Amount (RM) : Enter the amount in Ringgit Malaysia. 

vi. Total Amount (RM) : Total amount will automatically displayed 

based on calculation from the Amount(RM). 

vii. MC  : Check one box whether the clinic is giving MC to the staff. 
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4.1.4. Click on the Save  button located at the bottom of the current page 

to save the information. Figure 4.1.4 will be displayed. 

 

Figure 4.1.4 – Message claim form has been updated 

 

4.1.5. Click on OK  button to continue. 

 

4.2 Panel Clinic Claim Submission 

4.2.1. Click on the Submit Claim  button located on the upper-right 

side of the current page. Figure 4.2.1 below will be displayed. 

 

 

Figure 4.2.1 – Main page for Panel Clinic Submission 
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4.2.2. Tick the check box for the selected records or click Select All  

button to select all records in the list to be submitted. 

 

4.2.3. Click on Submit to Batch  button for submission. Figure 

4.2.2 below will be displayed.  

 

 

 

Figure 4.2.2 – Message claims has been inserted to batch. 

 

4.2.4. Click on the OK  button to proceed the process of claim 

application. Figure 4.2.3 below will be displayed. 

 

 

Figure 4.2.3 – Main page for Panel Clinic Submission 
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4.2.5    Click on the View Batch Claim  button. Figure 4.2.4 below 

will be displayed. 

 

 

Figure 4.2.4 – Page for batch claim to submit 

 

4.2.6 Click on Name link as in Figure 4.2.5 below to see the details of each 

record and Figure 4.2.6 will be displayed. 

 

 

Figure 4.2.5 – Page for batch claim to submit 
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Figure 4.2.6 – Details of each record for submission 

 

4.2.7 Click on Back  button to go to previous page.  

 

4.2.8 Click on Clear Batch  button to clear the list of record on the 

page. 

 

4.2.9 Enter the relevant information on the following areas : 

i. Reference No : Enter reference number for batch claim. 

ii. Invoive No : Enter invoice number for batch claim. 

 

4.2.10 Click on Submit Batch  button and Figure 4.2.7 below will 

be displayed. 

 

 



Panel Clinic Claim 

 

 

 

IMS HR & Administration User Guide Manual  

4-17 

 

Figure 4.2.7 – Message claim has been submitted to UPSI 

 

4.2.11 Click on OK  button and Figure 4.2.8 below will be 

displayed. 

 

 

Figure 4.2.8 – Status page for the claims that have been submitted 

 

 

 

 

 

 



Panel Clinic Claim 

 

 

 

IMS HR & Administration User Guide Manual  

4-18 

4.3. Panel Clinic Claim Deletion 

4.3.1. Click on the Submit Claim  button located on the upper-right 

side of the current page. Figure 4.3.1 below will be displayed. 

 

 

Figure 4.3.1 – Main page for Panel Clinic Submission 

  

4.3.2. Tick the check box for the selected records or click Select All  

button to select all records in the list to be deleted. 

 

4.3.3. Click on Delete  button to delete the selected records. 
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4.4. Panel Clinic Claim Cancellation 

4.4.1. Click on Name link as in Figure 4.4.1 below to see the details of each 

record and Figure 4.4.2 will be displayed. 

 

 

Figure 4.4.1 – Main page for Panel Clinic Submission 

 

 

Figure 4.4.2 – Page to cancel record before submission 
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4.4.2. Click on Cancel Claim  button to cancel record. Figure 4.4.3 

below will be displayed. 

 

 

Figure 4.4.3 – Page to cancel record before submission 

 

4.4.3. Enter the cancellation reason in the Reason area to cancel the claim. 

4.4.4. Click on the Save  button located on the bottom of the current 

page to save the information. Figure 4.4.4 will be displayed. 

 

 

 

Figure 4.4.4 – Message cancel claim successful 

 

4.4.5. Click on OK  button to continue. 
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5 VIEWING PANEL CLINIC CLAIM STATUS 

5.1 Click on the Status  button on the main page. Figure 5.1 below will be 

displayed. 

 

 

Figure 5.1 – Page claim status that have been submitted 

 

5.2 Select month and year to list the panel clinic claims that were recorded as 

shown in Figure 5.2 below. 

       

Figure 5.2 – Selection by Month and Year 
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5.3 Figure 5.3 below will be displayed. 

 

 

Figure 5.3 – Claim status list by choice of Month and Year 

 

5.4 Click on Print Claim Report  link to print claim report from the 

selection of month and year. Panel clinic has to verify the claim report in PDF 

format and send it to the Administration Unit, Division of Human Resource, 

UPSI before the 10th day of the following month. 
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6 LOGOUT 

6.1 To Logout, click on the Logout link located on the upper-right side of the 

current page. 

 

 

Figure 6.1 – Logout menu 

 


