TIMES PAY 8.0 TIMES SOFTWARE PTE LTD

Claim Record

The Claim Record function facilitates record keeping of
employees’ medical/dental/hospitalisation claims.

For Example: Enter a medical record Claim Record

m Claim Recard
Claim Fepork
1) Click the Claim Record icon. Clairn Report - Landscape
2) Select Claim Record. Clair Costing Report
Import Claim

3) Choose an employee by code/name.

4) Click the New button.

5) Select a Claim Code.

6) Key in the relevant details for the employee.

Select the desired Claim Codle Changes the date for . )
under the Cldirn bt Claitn Taken Mcie Cloim Brtitiement per month
laim Info |

Claim Code | 'I Claim Diate | vl Joh Grade |ALL Mz, Claim
Sub Claim I vl wizit Date I vl Cateqory ISENI YTD Claim
Clairm Armourt I Sukr Claim Lirnit I Benefit Scheme INONE Balance

Wear te date| Clairm

il

Total Armaunt claimalle
Ramdinirg Claim Bntitlarment

Choose a Clinic Type it the Doctor's name

-Clinic & Doctor (Info
Hozp AClinic + | Doctor's Mame I

Diagnosis I YI Inzurance ND.I

Pre ilness Indicgtar v Dep I I_

Ty of Madical Treatment Ty it Insurancs Mo,

Employer reimbursement Employee reimbursement

in percentage/dollar in percentage/do]lar

_

Co-Payment & Transferring To Payroll [ [ I I

Employee Reimbursed Reimb ]
Co-payment 7 w Employee eimburse
Transtered to payral 7 [ Pavables Pyl By Bmplayer By Employer

Reimbursemert ? W Approved? W AlwiDedu Code |MED - Tranzfer period  [200508 | |E -

Co-payment? - Tick this if payment of medical bill is made by both the
employer and the employee.

Transferred to payroll? - Tick means payment has been transfer to payroll.

Reimbursement? - Tick indicate reimbursement by employer applies
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Allw/Dedu Code - Select the desired type of medical allowance/deduction.

Transfer period - Enter the month for the medical claims to be transfer to the
payroll.

Cycle - Enter the cycle either E( end month), M(Mid Month),
S(Special)for the medical claims to be transfer to the
payroll.

When ticked: The employer will reimburse claims

to employees. Reimburzement 7 v |
When unticked: The employer will deduct the amount
from the employee if it is a co-payment.

Medical | Date Diagnosis |Sector Code|Claim Amount| Approved |Clini-:: |Alluwance
DENTAL | 28/09/1958 DENTAL Public: Sectar 5.00 Yes CLIKIC DENT

[d

7) Click the Save

Save
button.

Claim Reports

Medical reports can be easily generated in TIMES PAY.

epart

Clairm Report - Landzcape
Clairn Cozting Repart

STEPS: MAIN | EMPLOVEE | CLAIM | DEPARTMENT | COST CENTRE |

1) Click the Claim Reports icon. [ e Uit _
Fram Claim EndeICDUHSE A d IMED\CAL d
Empcode Igm J Inm J

2) Choose Medical Report Depatmert 1IN0 =l Jsvee =l

) Date Josos/z000 ] [s1/06/2000

Period I2DD4D5 hd

3) Chpqse the printing range and oot Famat [ =

. Riint By [ALL RECORD -
rinting method "

Group b

1st Growp by |BY EMPLOYEE CODE -

MNew Page for each Employes 7 I
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Sort By:
- By Employee Code Repart Farmat Dietails j
- By Employee Name Prirt By
Printing Range By:

Medical code
Employee code

Department Code
Date

Mew Page for |YTD PERIOD
Incuded termid DATE RAMGE

Print Annual and Sick leave only ?

D ate 01/0141998 1= /M998 15
Print By:

All Record: Print all medical records in range.

Last Record: Print the last medical records for all employees in range.
Current Record: Print all current month medical records in range.
YTD Period: Print all medical records for all employees in range.
Date Range: Print all medical records dictated by the date range.

W

Mew Page for each Employes ?

Tick this option if an employee’s medical record

overflows onto another page.

4) Click the Process button.

«——

TIMES PAY generates a preview of the report as shown below:

TIMES SOFTWARE PTE LTD Fage :1
Medical Details Report Date : 031171992
tdedical Code : From DENTAL To MEDICAL
USERID : MASTER
Sorted By : Employes Code
Qe ny tALL
hdedizal Code Date Al Dadu Code  Trans fer Period Diagnosis Claim Amount
Emplovee No o1 AEL BENSON
DEMNTAL DENTAL CLA R Mz imum Claim 50000 ' TD Claim  S.00 Balance 42500
2e0901002 DENT DEMTAL 8.00
Sub Total 500
Employes Mo : o1 ANMELIA BENSON
HOsSF HOSFITAUSATION FER DAY hda:cimum Claim 25000 IO Claim 4000 Balance  340.00
010901933 hED hl=i==ul=] E FLU a.00
[n=Ful=lyl==c] FLU S.00
Sub Total 1000
Emplyes Mo oz BENSOM LEE
HOSF HOSPITAUSATION PER DAY Ma<imum Claim - 100,00 TR Claim 2500 Balance 7500
perg ng fyl== MED R B 190e01 E FLU 2500
Sub Total 2500
Employes Ko ooz CHARLIE P NG
MED ICAL MEDICAL CLAIM Mz imum Claim 50000 “TD Claim 20,00 Balance 2000
00200 hED 10002 E FLU 2000
AS0TaS hED hl=l==nry E FILL 400,00
Sub Total 420,00
Grand Total 450.00
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Maximize preview Navigating buttons

window

R Medical Report

§ BBRE [

I

< b M _ Chose_|

Printer Setup

Page preview

NOTE:

Navigating buttons

Click the CLOSE button to cancel the report.

Claim Reports-Landscape Claim Record
Clairn Report
You may generate a landscape Medical reports. Claim Report - Landscape

¢ Select Type of claim code at Setup

Medical Report

Setup l Frint Dialog]

Select | Code | Description
» 2 DEMTAL DEMTAL CLAIM
] 2 HOSP HOSPITALISATION
: 2 MEDICAL MEDICAL CLAIM
| V¥ TRAaNS TRAMSPORT CLAIM
| I~ acT ACTR ATION

[T OvERTIME CNVERTIME

Clairn Costing Report

Impart Claim

¢ Select print landscape claim report dialog

Medical Report

Setup  Print Dialog ]
From Employee# |1 j Ta |ZZZ j
From Claim Date | J | J

Prirt Periocl ’m

Prirt by [paypPerioa  +|

Sort by [ecordboBatciie <]
i code

Report Type

Shovw Batch Mo? r

Status Approved &

)

Previgw i’L Close
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Claim Costing Report

You may generate a Claim Costing reports. Clam Frecord

¢ Select Type of claim code at Setup laim Report
Claim Report - Landscape

Medical Report Clairn Cosking Report

Setup l Print Dialog] Impart Claim
Select | Code | Description
L ¥ DENTAL DEMTAL CLAIM
| V¥ Hosp HOSPITALISATION
| V¥ MEDICAL MEDICAL CLAINM
| V¥ TRaNS TRAMSPORT CLAIM
| I~ acT ACTR ATION
[~ OvERTIME CNERTIME

¢ Select print Period to preview a Claim Costing report

Medical Report E|
Setyp  Print Dialog l
From Employeed |1 j T |ZZZ j
From Claim Date | J | J
Prirt Period 200507 <
Prirt by
Option All -
Print in Detailed Format v
Breview i'L Cloze
TIMES SOFTWARE PTELTD
Date :  24/07/2005
CLIAM REPORT FOR THE PERIOD OF 200507 Page: 1.00
ITEM  EMPLOYVEE NAME WIST DATE EMPLOYEEF EMPLOYERS TOTAL
NOMNE {NOKE )
MED [(MEDICAL REIMBURSEMENT )
1.3 Alan 24/07/2005 30.00 J0.00 100.00
[2.1 fare s 12/07/2005 0.00 100.00 100.00
MED (MEDICAL REIMBURSEMENT ) SUBTOTAL 30.00 170.00 200.00
MOMNE (NONE ) SUBTOTAL 50.00 170.00 200.00
SUBTOTAL 30.00 170.00 200.00
MNOMNE
COST1 (COST CENTER 1)
MED (MEDICAL REIMBURSEMENT )
5.0 Linda 30/12/1899 0.00 66.00 66.00
MED (MEDICAL REIMBURSEMENT ) SUBTOTAL 0.00 66.00 66.00
COST1 (COST CENTER 1) SUBTOTAL 0.00 66.00 66.00
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I | . Claim Recard
mport C aim Claim Report
Claim Report - Landscape

You may import Claim from MS Excel worksheet. Claim Costing Report

Steps to import claim:

1. Enter Claim information at MS Excel worksheet. For example:
Column A: Employee Code

Column B: Medical Code

Column C: Medical Date

Column D: Claim Amount

Column E: Claim Approve (True or False)

Column F: Sector Code (Pub or Gov)

Column G: Co-Payment (True or False)

Column H: Employer Amount

A B [ C [ D [ E [ F [ G [ H
1 |[EMPCODEMEDICAL_CODIMEDICAL_DATECLAIM_AMOUN CLAIM_APPROVESECTOR_COD CO_PAYMEN EMPLOYER_AMOU
[ 2 | 1 DENTAL 2210772005 B80.00 TRUE Pub TRUE B0.00
El 10 MEDICAL 25/07/2005 88.00 TRUE FUE TRUE 88.00
4

2. Select <Claim report> <Import Claim>

® Click Setup to enter claim e AR
Template Excel Filename | ﬂ

e Enter Column No, Field Code Target Filename L =
based on the sequence from the Behite Check Clan Baich | [

Excel worksheet CcoLuMi_tio
COLUMI_NO |FIELD_CODE o oo | MapconE

EMPCODE
MEDICAL_CODE
MEDICAL_DATE
CLAIM_AMOUNT
CLAIM_APPROWED
SECTOR_CODE
CO_PAYMENT
EMPLOYEE_AMOLUINT
EMPLOVEE_AMOUNT
TRAMSFER_TO_PAYROLL
FERIOD_TO_TRANSFER
CYCLE

e Browse for excel file
e Enter Batch No.
e (Click IMPORT

Y Y Y Y A I 4

= - Tommooor

IMPORT ], Close

Browse for the Excel file which store the
claim information |

Il IMPORT LUTILITY

Excel Filename |"I::"~D|:|cuments and Settingz REME My Documentz\MEDT ulz" =
Target Filename | J

Batch Mo 1| Check Claim Batch | Setup |

| Enter batch no |
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