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Medical

Navigation:
Portal > Launch HCM Application - Self Service > Medical Request

2. Medical Request

Navigation:
Launch HCM Application > Self Service > Medical Request

There are Two types of Medical request:-

A. IPD Medical request
B. OPD Medical request

Initially Medical request page with the following options looks as shown below:-

Options are as Follows:-

View IPD Requests: Shows the IPD request you have applied earlier.
Create New IPD Requests: For applying New IPD Medical request
View OPD Requests: Shows the IPD request you have applied earlier.
Create New OPD Request: For applying New IPD Medical request

ODLg;

pobd~

Al to Favortes ‘ Sign out

Home ".""'."Elr'liili:i:t‘ MutiChanne] Console

Cearch: New Windaw
Ity Favortes - 1. Click to View IPD Requests
17 Belf Genice Medical RE(]U&StS applied earlier
b LTC el Senice
b Loans & Advances
' Leaye Management
b Personal omizion , 2. Click to create New IPD
b Payrolland Campensgation View D Requests | Request
b Benefis
b Performance Management T 4/‘/
- BookCar teata NewPD Regues
= nitate Pensio 3. Click to view OPD
; Viewr OPD Redjlestse Requests applied earlier
= Transpar for Staff Children
= Emplayes House Crete New OFD Reguest | 4. Click to Create New OPD
Requests q Request




IPD Medical Request:-

1. View IPD Request:-

Click on the View IPD request button, it shows all the IPD requests applied earlier

Renuests

My Favorites . .
7S i List of Medical Request
[ LTC 3aif Senice
[ Loans & Advances
AL ET I List o IPD Medical Requests
[» Personal Information
I Payrall and Compensation Request Emnployee ID ~ Name
b Benefis Number =
I Perfarmance Manaement 1145 i MENDIRATTA RAY
Ewﬂ | 20 & 113 MENDIRATTA RV
_ e e o MBI B MENDRATTARAM
= Medical Request
= Trangport for Staf Children il 32 MENDIRATTARA
= Employee House 5 4810 "3 MENDIRATTA RAW
Requests pum 1R MENDIRATTARAY
- Huuse Apoleatong THIE 13 VENDRATTARMN
= Review Transactions
Varager SeSenie pumr 1R MENDIRATTARAY
3 Gieneral Administrafion P08 13 MENDIRATTA RAY
Housng 104805 12 MENDIRATTARAY
#Workfurce Adrministration 4 7400 1 MENRIRATTE AU
2. Create New IPD Request
IV R01IES '
S Medical Requests

o LT Belf Sanice

 Loans & Advances

 Leve Management

J Personal Information

» Fawnoll and Campensafion Vi DRt

? Benets

J Perfammance Managemert

A/

Bk Create Nesi D Reques!

=|nifate Pengion

= tedical Reuest Vie OPD Reuests

= Transpo or St Chidren

" o Houe Crete N OPD) R

Click on the IPD Medical
Request Number for details

Desigirmo

SENIOR SOFTWARE ENGINEER
SENIOR SOFTWARE ENGINEER
SENIOR SOFTWARE ENGINEER
SEMIOR SOFTWARE ENGINEER
SENIOR SOFTIWARE ENGINEER
SENIOR SOFTWARE ENGINEER
SENIOR SOFTWARE ENGINEER
SEMIOR SOFTWARE ENGINEER
SENIOR S0FTIWARE ENGINEER
SENIOR SOFTIWARE ENGINEER

QEMINR SNFTWARE ERIGINERER

TR

COMPUTER DIMEION
COMPUTER DMSION
COMPUTER DMEION
COMPUTER DMEION
COMPUTER DIMEION
COMPUTER DIMEION
COMPUTER DMSION
COMPUTER DMEION
COMPUTER DIMEION

COMPUTER DIMEION
*MPI ITER RAZIAN

1. Click on the Create
New IPD Request
Button




After clicking on the Create IPD Request Button

Tab1: Find an Existing Value

Find an Existing Value: You can search the existing IPD Request by using the one of the
following different searching criteria i.e.

1.
2.

3.

EmplID: shows the employee id of logged in user.

Relationship to Employee: You can search the existing IPD Request by selection
the relation from the drop down list.

Patient Name: You can also search the existing IPD request by choosing the
Patient name by using the lookup button.

Reimbursement Status: You can also search the existing IPD request by
selecting the reimbursement status i.e. Cancel, Create Expense Report, Ok&
Forward, submit

—

)Mo Medical Claim of IPD

7 36 Genvie Enter anyinarmation you have and click Search, Leave fzids blankfor alistof sl values,
[ LTC Gelf enice

b Loans & Acances [ Finan g Ve | A ewiie |

[ Leare Managernent

[ Fersanal Infarmation

b Pt and Compensation | Empl: beginsily

[ Bengfts o

b R Hansgemen Relationship to Employee: .,

= Buk Car . . —

~ g Pesin Pl UL e

= Medical Request Reimbmsement tats: - | Daughr
= Transport for Btaf Children Faher

- Emlee Hotse Clituteistory - Ccomectistory Covarpaent
Reuests Grandehild

= House Applcations . Hustiand
= Review Transactions ﬂ, Mw Mother

[ Mananer 3elf Senie Other Relative

) GenerIAGTINGHGEn | - inganEecing Ve A Mowvae eI

! Housing Parent I-{a

D Workfare Adminstraor el

D Lnang & Advances alster

D Set Up HRMS Bt

| Workt i

I Reparting Taols

| PenpleTonls




Medical IPD Request

Tab2: Add a New Value

Click on the Add a New Value Tab

2. Shows your employee id
3. Click on Add button

iearh; et Window

* My Favaries Medical Claim of IPD

7 Belf Benice
b LTC Belf Genive |"Eindan EstingYale | Add aNew Value )
I Loans & Avanzes
I Leave Management
I Personal Infarmnation
I Payroll and Compensafion

2. Show your employee id

A

Empl;

I Benets ;
3. Click on Add Button
I Perfarmance Management A

= Book Car
= |nate Penin

Fing an Eatn Yalue | A a New Value

= Transport for Staf Children



2. After Clicking the ADD button

Tab1: Request Details

4. Click on Request Details Tab button
5. Enter the name of place where space works

SOﬂ 4. Click on Request Hom |

_ details Tab Button

earch: Mew Windaw A

®

o Wy Fauiarites

Self Sen . .
L Medical Reimbursement Request

[ RequesgDetais | IFD Reimbursements | Advance |

I Loans & Advances

> Leave Management Requiest Number: Emplyee 'D’I:I 5. Enter the name of the
» Parsonal Infarmation place where spouse works

» Payrall and Compensation Employee Name:  MENDIRATTARAY

[» Bengfits -
b Periormance Managerment Designation: SEMIOR SOFTVWARE ENGINEER

= Bppk Ca . DivisionSchool:  COMPUTER DIVISION
= et Pension Marital Status: ~ Maried ~ Place Where Spouse Works:
= Medical Request

= Transpott for Staff Children Basic Pay: 48920.000000

B. Contact details

6. Enter Campus contact details

. LAY | A RIS RN
7 Self Senvice .
LTSl R
b Loans &Adiances Telephones 9810805680
[ Legva blanagement
[ BersonalInfarmation AidressLine . &2 KAWERY

I Pairoll and Compensation _—
b Beneils Address Line 2:  1GNOL RESIDENTIAL CAWPUS

I Perfomance Management AddressLine 3 MADAN GARH

= Book Car _
(ity NEW DELHI 6. Enter the campus

= hiffate Pengion -
= contact details

= NedicalRegues Sttt DL PostalCode: 117058 M

= Transportfor Staf Children _
- Enploges House Campus Contact Details: —[GNOU /

Requests
= douse Applications

= Haview Traneartinne

Eanail 0 odlsufhelpdeskigrouac i




C. Patient details

7. Select Relationship to employee by using the drop list
8. Enter the Patient sickness date

9. Choose the disease name by

using the lookup button

Note: - If disease is not defined in the list. It can be defined in “Other Disease” text box

as shown below

10. Enter the name of place where patient fell ill

= |niiate Pensian

= feical Request

= Transportfor Staff Children

= Ermployee House
Requests

Patient Details

Request Date;

Patient Age: Yis

7. Select the relationship to
employee from drop down list

16120200 OPD1PD? PD

] Months D ‘Relationslip to Employee:

= House Anplicatinns

= Revtew Transacfions Ll L

8. Enter the date of

[: Mananer Seff Senice
[: GGenaral Administration

‘Date of Sickness:

[ Huusing Clironic Disease:

[: Workforce Administration

[ Loans § Advances (ither Disease:

[ Get L HRIG

otk Place where patier

itfell il

[: Rennting Tanls

D

Can go back on Main Page
by clicking on Return to
main Page button

\

sickness of patient

9. Choose the Disease by
using the lookup button

If disease is hot mention
in the list, disease name
can be enter in other
disease text box

Tab3

= Iy Dictanaty

= Iy Syt Profl
\Rm i e

where patient fell ill

10. Enter the name of place

Bl | (=] ey | f}Refresh |

: IPD Advance

11.
12.
13.
14.
15.
16.
17.

Click on the Advance Tab

Enter the remarks

Choose budget type i.e. Plan/Non Plan

Enter Anticipated cost of Treatment
Enter Anticipated date of admission
Enter the advance amount required
Choose the hospital by using lookup button

T Updatemisplayl



18. Click on the Submit advance request button as shown below

S“It Home Sign out

_ 11. Click on the Advance Tab Button

jaarh Mew Window &

| ReyuestDetals | IFD Reimbusements | AdaMe |

iy Favorites

7 Gelf Genice
)LTG Sef S Request Medical Advance Shows request number as ‘0’
D Loans & Advances before submission of request
[: Leave Management

b Parsanal nfomaon Request Number: Employee I0: 1132 Advance Date;

: Budget Tye: ()
[: Payroll and Compensation Non P
b Benefts M'\

12. Choose budget type i.e.
) Perfamnance Management Chironic Disease: Cardiac o~ Plan/Non-Plan

= Baok Car _
= niate Pension (ther Disease:

13. Enter the
remarks

= lledial Redquest Employee Remarks; <
= Transport for Staff Children

= Employes House Anticipated Cost of Treatment: | 50000,
Requests

= House Applications Anticipated Date of Admission: 131 212010
= Review Transactions

14. Enter anticipated cost
of treatment

: Amount of Avance Redquired;
>ManagerSe|fISQW|cle 15. Enter the anticipated
2 Genersl Administafion Advance Request Date: date of admission
» Housing Py To: . =
) Warkforee Adminishaton ' Employee.* Hospital
) Lnans & Advances Hospital D 0000023, 16. Enter the_Advance
Bt Up HRMS amount required
) Wordist Name: JAFUR GOLDEN HOSP
;RepumngTouls Description; HOSPITAL 17. Choose the empanelled
PeopleTon hospital by using the
* HRME User Manual e | T lookup button
e bt Advance Rges ancel Advance Reques
* My Syster Profle \
& b Piirtinnan \

18. Click on the Submit
Advance Request




After submitting the request

anh NewWindow A

| ReuestDetals | D Reimousements | Advance |

My Faontes

geffaeni | i After submission, request
)70 S Request Medical Advance number is generated
 Loang & Advances

) Leare Management

b Bersonal ot Request Number: 24016 Employee [0: 1132 Advance Date; 16422010

Papoland Carpengaon | BT pi P
| Banefts

 Pertormance Management) — Chionic Disease: Catdiat
= Buok Car




Advance Request Approval process

After submission of the IPD Advance request by the user, the request is submitted in
the worklist of approver for the approval process as shown below.

1. Click on the on the worklist list link to open the request as shown below

Welcome GIRDHAR SINGH

S‘][t Home Wikt Addta Favarites a0 aut

Personalize Content| Layout

Link to FINDEV
Link to FINDEY Application

1. Click on the worklist
Menu g link

Search:

[: Wy Faunnites
[: Galf Sanine
[: GGeneral Administration
[: Housing
[: Medical

[ Reporting Tools
= HRNS Userhianual

2. Click on the Detail View and Link
3. Choose IGNOU IPD Advance from the worklist filter

I [= 1

Iif{ 2. Click for the detail 3. Choose IGNOU IPD Advance
b%efl View and Link DHAR SINGH from the worklist filter

[} el eraTATTS AT

) Hotsig \eﬂ; N

[ Medical Click for theRetail View and Link Work ListFiters: GNOU®D Adiame

[ Loans & Advances -

e j Costonze Fd Ve A st e L
= Worst Fioni Date Fiom Work tem ~ Worked By Activity Prioi

Gl il ororam e 1m0 O e PO e e v ke | Ressiy
= Natinator Advance

[: Reparting Tools

ey SE';EhdiHKUMAR T L%':SHUCE'PD GNOU PO el e Vel | e
= Ity Persanalizations N0 D

= My Bystern Profle KALPANARANL. 211072008 v IGHOUPD Medical Advance v larkWorked Reassign

10



4. Click on the Request number link accordingly as shown in below screen

i
0

' My Fatontes

' Beff Benice

! General Administation
Housing

' Medfcal

+ Loans & Advances
7Worklst

= fothlist

= Worklist Datails

= Navigaor
! Renoring Taols
* HRIS Liser Marual
* My Persong zations
* M Bystem Profle
* My Dictionay

N

ey | Customize Pae A

4. Click on the request
number link

Worklitfor 1612 GROHAR SNGH

Work List Fiters:

IGNOU D Advance

Slmrrary View
Fiom DateFrom ~—— Work ftem
16122010 IGNOUFD
Bl T Advance
GURURADA 12042010 IGNOUFD
SAREEN TP Advance
Q50412010 IGNOUFD
B, K 123830 Advance
19032010 IGNOUFD
ARG e e
AN [IATIRR

Prinri

Worked By Activity

-

IGHOU D Medical Advance

-

IGHOU D edical Advance

-

IGHOU PO Medical Advance

-

IGHOU PO edical Advance

=

(GN_WEDADV

IGN_WEDADY

IGN_WEDADY

15530, 233,

16290, 140,

15632, 1985,

After clicking on the IPD request number, it shows the details as follows

[ 7] Customize Links | 7] Freg Homal | ] Windows Marketplace | ] Windows Media | ] Windows

‘Wiorklist

|| Wther bookmarks

Add to Favories

| Sign out

Mew Window &

Search:
b Wy Favories | Renuest Details j IPD Reimbursements |~ Advance |
[> Belf Service i
> General Administration Request Medical Advance
[» Housing
[ Medical 3 i ez
& Loans & Advances Request Number: 24916 Employee I 1132 Advance Date: 16/122010
I Worklist BudgetType:  Cipian @ Non Plan
= tiorklist Details Chronic Disease: Cardiac
= Navicgator . .
b Renorling Toals Other Disease:
= HREME User Manual Employee Remarks: |
= My Personalizations
= Wy System Profile Anticipated Cost of Treatment: l:l
= My Dictionary
Anticipated Date of Admission: ‘
Amount of Advance Required: l:l
Advance Request Date: 161202010
Pay To: Employee  * Hospital
Hospital ICx
Name: JAIPUR GOLDEN HOSPITAL
Description: HOSPITAL

11



5. Enter the advance amount to be approved
6. Select the Approval status by using the drop down list i.e.

a. Cancel — For cancellation of request

b. Create Expense Report — For creating the expense report
c. Ok & Forward — Forwarding the request to next approver
d. Submit — Submit the request

7. Enter the remarks
8. Click on save button

= Navigator
Reporting Tools Advance Amourt Approved: 5000004 5. Enter the Advance
HRS User banual , Amount Approved
— Approval Status: \CreateExpense Report v|
it Personalizations ¥
hit Sisterm Profile Next Approver Employee ID:;
W Dicionan i = * & 6. Select the Approval
Approver Remarks: \uk - status by using the drop
Additional Remarks: Uki |d°wn list
Request can be forward
Aance Myproval oy iz i N 'et‘;s g;;’tppm"a'
r Approval Status Y Aporaver Detals g 's id
roversi
C K Main P ee D Approver Name Approval Status — APpover Remark approvers
an go back on Main Page MENDRATTARMI  Submi Requedwttystal 161210 Z2302°W
by clicking on Return to T
main Page button N 7. Enter the remarks

Return to Main Page| iew [PD Requests Wigw OFD Requasts |

8. Click on save
button

et | Sty | et |

After clicking on the save button a pop populates with the Message “Please click on Goto
Expense Sheet ID Link to view the expense Report Created”

12



9. Click on Ok button

Q_))
S | RequestDelals | IPDRemousements | Advance |
“Benice . (oto Exnenss Bheet D
eelagmisteion | Request Medical Advance Sttis
I3ing
lical
s & Adices Request Number; 24016 Employee [0: 1432 Rabvance Date; 16122010
Hist Budget TDe: — pian Non Plan

5

The page at 172.11.0.8:8022 says:

Chranic Disease;

9. Click on OK

(ther Disease;

Please Clck on Goto Expense Shest 10 Link to view the Expense button

Report Created

Employes Remarks;
Yarsonalizations

Jistarm Profile

Intinnary

Anticipated Cost of |

—

Anticipated Date of A=

Armount of Advance Required;
Advance Reduest Date:

5000000

ARM NN

10. Click on Goto Expense Sheet ID link to view the expense sheet

10. Click on Goto
Expense Sheet ID link to
view the Expense Report
Sheet

- : . e Dl | PO Rembusemens | Abance \V‘

) Balf Benine . (ot Expense &b
el | Request Medical Advance Sl

! Housing

! Medical

) Lgans A s RequestMunber: 24016 Enployeell: 112 Advance Date: 16422010
WO By P

% {'Tiranir Nicaaea Pardiar

13




Note:-After the Approval of IPD Advance Request, User apply for Reimbursement by
selecting the IPD Medical Request number accordingly

Tab2: IPD Reimbursement

1.

Click on IPD Reimbursement Tab button
2. Select the budget type i.e. Plan/Non Plan

earch:

[0

[ Wy Favorites

7 Self Semice

[ LTC Self Benice

[ Loang & Advances

[ Leave Management

[ Persanal Infarmation

[ Payrall and Compensation

[ Benefits

[ Performance Management

= Book Car

= Iniiate Pensian

= |fedical Request

= Tranaport for 3taff Children

= Etfolayee House
Requests

= House Applications

= Reuiew Transactions

[ Manager Self Senice

[» General Administiation

[ Housing

[: Warkforoe Administration

L S I T A

| RepestDelals | 1PD Reinstrseiments |_Adeaniz |

1. Click on IPD
Reimbursement Tab Button

Ko Wil ooy

Medical Bills & Reimbursement Details - IPD

Reduest Number: 24016 Employee D: 1132

Name; MENDIRATTA RAW

Patient Name: - MENDIRATTARAY
BudgetType: () Non P!

Claim Number:

Claim Date:

qeiship to Employee:  Self

Settled Advances;

2. Select the Budget
Type i.e. Plan/Non Plan

Amourt Details

Conistitation Amount: 000
Ijection / Procedure Amourt: (.00
Ivestigation Amount; 000
Pliarmacy Amount: 000
Total Claimed Amount; 000

Aihvance Amount Paid: 50004

Approved Consultation Amaunt;
Approved Injection Amaunt
Approved Investigation Amount:
Approved Pharmacy Amoun;
Total Approve

Final Paid Amount:

0.0
0.0
0.0

A

0

Shows the Advance
Amount Paid

0.0

14



Miscellaneous IPD Charges:

3. Enter the Miscellaneous charges for hospital-Advance taken
4. Enter the miscellaneous IPD charges

[ Leave Management : "
b Personal ot Miscellaneous IPD Charges for Hospita:. scvance Taken 3. Enter the

Egawnrlltand(:umpensatiﬂn Aecomodaton Amout: 3500000 Enter Reras | Miscellaneous IPD
ENEN: Charges for Hospital-
EEELFETEH;HCE Managernent Approved Accomodation Amount: Advance Taken
= Inttiale Pension Diet Amount; ‘10000.00 fiter Remarks \
= Wedical Request .
- Transgortfor S Children Appraved Diet Amomnt; ;
= Ermplovee Housa . !
ReiLests Nursing Amowit: - 15000.00 ﬁ’EmerRemarks ‘
~ House Apliationg Approved Nursing Amount;
= Review Tranzactons s : ' I:I
 atager Se it Ofher o 1000000 |EreRemats |
» General Adminictration
» Housing (ther Approved Amount;
+Workdorce Administration
» Loans & Advances Miscellaneous IPD Charges
> BetUn HRMS _ < 4. Enter the Miscellaneous
okl AccomoﬂauonAmount:‘ HEnterRemarks _7| IPD Charges
+ Reparting Tools
B egp\ eTgnl ; Bpproved Accomadation Amount; |:|
* HRM3 Usar Manual

T —— Diet Amount: ‘10000.00 E/ntamﬁarks ‘

U S.St.em Profe Appraved Diet Amount; /
« by Dictionan

Nursing Amount; ‘ ‘ ‘Enterﬁzﬁarks ‘

Approved Nursing Amourt:

(ther Amount; L/ ‘ ‘EmerRemarks ‘
(ther Approved Amount; I:I

15



Discount Details (If any):

5. Select the discount head accordingly from the drop down list
6. Enter the discount amount
7. Enter the remarks

| LEgie NaTQmen
[ Persanal lnfarmation

5. Select the discount head
accordingly from drop down list

U Paytoll and Cormensation ATOvE

| Benefts ————q| & Enter the

| Perfammance Management /"7 | discount Amount
BuukCar (st Charyes

(onsUtaon Criges 7. Enter the Remarks
Dental Procedure e Charges

niestnaton Chares

=T nspunf SlaﬁChnd

= Cranlann Uanien

HosptallD ~~ Date Amotnit Paid Amotmit Approved

Investigation Charges (If any):

Tab1: Investigation Charges

Note: - If Hospital/Diagnostic Center is not in the empanelled list then
hospital/Diagnostic center name can be mentioned in “Non Empanelled
Hospital/Diagnostic Center” text box as shown below

9. select the Hospital Id by using the lookup button
10. Enter the date
11. Enter the amount paid

8. Enter the name of 9. In case of Empanelled
hospital/Diagnostic center Hospital/Diagnostic Center, choose ] m
in case of Non-empanelled the hospital by using lookup button  [ERIMES
s | Deais :::»
) Bonefts \ 10. Enter the date
on Empanelled ‘
et Varalement) ™\ gl lﬂﬂgﬁﬂcﬂﬂf i HospiallD ~~ Date untPaid Aotk Approwed
% . Dl Ceer
= NN CengI0
— JAPUR GOLDEN
- e Reguest | . 2l 0, 30610 5 0000 M=
= Tranennt far Chaff Mhildran

11. Enter the amount paid

16



Tab2: Details

12. Enter the name of test in Detail tab
13. Enter the receipt number
14. Enter the remarks

12. Enter the Name of Test 13. Enter the Receint Number

A VALSTONTIZE | FIND| 8 F{rs) ) of 1120 LAS]
st 14. Enter the
i Self Senice remarks if any
LT SefiSenice Receipt M Refene(lorlvr@
o Loans & Advances
T — et e AR R ol
Iy Parennal Infnrriatinn

Consultation Fees (If any):

Tab1: Consultation Fees

Note: - If doctor is not in empanelled list then name can be mention in “Non
Empanelled doctor’s Name” text box

15. select the doctor name by using the lookup button
16. Enter the date
17. Enter the amount paid

15. In case of Empanelled
Doctor, choose the Doctor by

16. Enter

Enter the name of Doctor in

case of Non-empanelled ]: sing lookup but}on the Date
PTG SET e -

b Loans & s la Em bl Ennpanelled Ductor's Name Doctor D /- Date Aot Pd proved

! Lesie Marapemet ¥ 17. Enter the
> PersonalIfamatn 1 \ M AUAY AGRAMAL lucaonack4 ¢ it @ Ne—f~| amount paid

17



Tab2: Details

18. Choose referred as Yes/No accordingly
19. Enter the remarks if any

1 CHIKIUYEE T 18 Choose referred as
pHen UEEULEIE Yes/No accordingly 1 g
7 5ef Senice (i | S IZIAN 19. Enter the
- Remarks if any
TG DS Retion Dt'sidest Ny,
: . i
b Loans & Advances Ninber Oudicaon L] |
b Leate Managemet .
) Personal nfomaton 1 (i v 4 &
Chemist Charges (If any):
Tab1: Chemist Charges
20. Enter the name of Chemist shop in case of chemist charges
21. Enter the name of medicine
22. Enter the date
23. Enter the amount paid
20. Enter the Name of 21. Enter the name of g H H )
Chemist shop medicines T
A Crhags | T ) / 22. Enter the Date

E

L)
ML | Ny |n|s15|
P e A\

bl Name/ e bl A

il
ok o e o/ L i P ——.

f Do amount paid

18



Tab2: Details

24. Enter the remarks if any
25. Enter the receipt number

24. Enter the remarks :
25. Enter the receipt number

= e Trangatons . CUSLIE P08 Pt gt L Ll
Watager Sef Benie
Generl Adrinitaton
Hotsing

il | | s B

MMakal Daveall 0 thaanan

Remiarks Recaipt Mo

Charges for Dental/Procedure/Injection (If any):

26. Enter the number of Dental/Injection/Procedure details if any
27. Enter Name of Dental/Injection/Procedure name

28. Enter the date

29. Enter the amount paid

26. Enter the number of § 27. Enter the name of M 28. Enter the
Dental/injection/Procedure ® M Dental/Procedure/Injection Date

D LTC GelfServe T e

g L 1.|n|h_erofl}enlalrProcetlure.' Dental Procedire /eetion n R i T—

Bifio Hatng AL

b Legue Managernent

| Pesirl o 15\ fy P R =

b Pl and Cormpengation

| Benefts

| Pamanc Haragener 29. Enter the amount paid

=ik T3
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o

2 My Favorites
7 Belf Senvice
[+ LTC Self Service
[ Loans & Advances
[ Leave Management
[+ Perzanal Information
[+ Payroll and Compensation
[ Bengfits
[ Perfarmance Management
= Book Car
= Initiate Pension
= Wedica B
= Tranaport for Staff Children
= Emplavee House
Requests
= House Anplications
= Revigw Transactions
> Manager Self Semvice
> (3eneral Administration

30. Click on submit Request button for submission of IPD Reimbursement request

SuhmitRequeﬂ

Claim Redquest Date:

Approval Status:

Next Approver Employee [D: |:|

31. Click on Submit
Request button

Bpprover Remarks: |

Additional Remarks:

r Approval Status F Aprover Detials

First E 1of 1 m Lazgt

s . . o a -
Customize | Find | View All | &

Approver Emplovee I Approver Name

m},}mm,‘ 30. Select the Checkbox for

adjustment of advance. Multiple

advance can also b adjusted by
/‘ . .
selecting multiple request number
Reimbursement Advancy CheCkbOX

Can go back on
Main Page by

Redest ;. on

clicking on Numbe Status Status
Return to main &1 14974 MENDIRATTARAY Approved 40000.00 212200
Page button 7881 MENDIRATTARAY, Approved 50000.00 011272010
T 324876 MENDIRATTARAY Approved 121200 26011/2010
- My Sistern Profle
* My Dicfionaty RetumioMain Fage|  ViewIPD Reguests | View OPD Requests

Bsave | [=]otity | rl)Refresh |

20



IPD Reimbursement Approval Process:-

After submission of the IPD request by the user, the request is submitted in the
worklist of approver for the approval process as shown below.

1. Click on the on the worklist list link to open the request as shown below

QQ"Strﬂ

Personalize Content | Layout

Link to FSCM UAT =
Link to FECM UAT Application

Home | Wyor. it Add fo Favorites | Sign aut

uttiChanne! Console

Menu -JX]
- 1®
b iy Favorites 1. Click on the Worklist

[> Employee Information System .
> Self Senice / Link
[> Manager Self Service

[ Housing

[ Loans & Advances
[> Set Lp HRMS

> okl

[> Reporting Tools

[* PeopleTools

= HREMS User Manual
- It Personalizations
= It Systemn Profile

2. Click for the detail view and link as shown in below screen
3. To open the Loan request choose Submitted loan request from the worklist filter
4. Find the required request number and click on the link to open the request for approval

3. Select submitted IGNOU IPD

Reimbursement from the Worklist

General Administton | filter

Housig — . ‘

el | Ciek forthe Detail View and Link WarkListFiters GO FIBeinousenten v

MLrons 0 (rbing, /
2.. Click for_the detail Custrnize | Find Vi 100
View and Link DiteFiom Worklem — Worked By Aty Pty Ltk

:%m can R PP e o 294,111 I

: 4. Click on the Request

? Reparting Tools link

e I - R K

= i Petsanalzatons GURD

 senis INEORTA (0 00N o1z i

= i ntonary

CANEADRATT 4420 ggﬁﬁuﬁimemt B i i
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After clicking on the Request humber link

5. Click on IPD Reimbursements Tab
6. Select the budget type as Plan/Non Plan

.. \-\_/ -
Y E— | Request Detals | PD Reinifsa 5. Click on IPD
SelfGenice N . , Reimbursements Tab
General Admiistation Medical Bills & Reimbursement Details - IPD
Housing
Hedical RequestNumber: 24916  EmployeelD: 1132 ClaimDate: 16/122010 6. Select the budget
t Plan/Non PI
Loans & Advances . . e as Flan/Non Flian
Worldis Name: MENDIRATTAREV Claim Number: Wa yp
= iorklist Patient Name: ~ MENDIRATTARAW fuiship to Employee:  Seff
= Warklist Detalla Budget Type: — Opjan Oerrflan Settled Advances: UG5
[TErEr " Ghellh Calculate
= Navidator -
Reporting Tools
HRMS User anual

My Persanalizations

Amount Details

TES—— Consultation Amount; 0.00 Approved Consultation Amoumt; 0.00 Shows the
My Dictionary Inection / Procedure Amownt: 3000.00 | Approved Injection Amount; 000 Amount details
Ivestigation Amonnt: 5000.00 0.00
Pharmacy Amount; 150.00 pproved Pharmacy Amount; 0.00
Total Claimed Amowt: — 78150.00 Total Approved Amount: 0.00
Advance Amount Pailh  £0000.00 Final Paid Amount: 0.00

7. Enter the amount to be approved in Approved text box

e —
[Search

>

[ My Favorites

[ Self Serice

[+ General Administration
(> Housing

[- Medical

(- Loans & Advances

= Worklist

= Wiorklist

= Winrklist Details
= Mawigator
[- Reporting Toals
=~ HEMS User Manual
= My Personalizations
= My Svotern Profile
= My Dictionary

Miscellaneous IPD Charges for Hospital - Advance Taken

Accomodation Amount: ‘

Approved Accomaodation Amount: 25000.00

Diet Amount: ‘

Approved Diet Amount;

to be approved

Nursing Amount: ‘

7. Enter the amount

Approved Nursing Amount:

Other Amount: ‘

/1

Other Approved Amount:

Miscellaneous IPD Charges

Accomodation Amount: ‘

Approved Accomaodation Amount:

Diet Amount: ‘

Approved Diet Amount:

Nursing Amounit: ‘

Approved Nursing Amount:

Other Amount: ‘

=] o m o
= = = =
= = = =
= = = =
=1 =1 =1
= = =

Other Approved Amount:
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—_— T

i My Favorites 1 i : First { 1ofq N Last

Sefenice ‘Discout Head ‘Discomt Amount ~ Remarks Anount Approved

» General Administration

' Housing 1 Chemist Chames A0 Chemist Discount 0y

Medical

* Loans & Advances it Custorize Fd | i (o Lot
7 Workit

= Worlist

Non Empanellad Hospitall ~ Empanellad Hosjital!

= ot Detels Diaguogtic Center Diagogtic Center D AmomtPal  Anwk Aoroed
= Navinatyr

' Reporting Toals 1 JAFUR GOLDEN HOSERLC  D00000zZ305 13122010 50000 A000.0

* HRME User Manual

i Petsoraafong Glistormize | Find | L [ 1t 0 Lact

| 8. Enter the amount to be
| approved in Amount
Approved textbox

Doctor ID [ate Amount Paid Amaunt Approved

000

First E 1o E Last

00

Name of Chemist Shop Diate

1 Budhir Medicos

Number of Dental  Procedure
Injection

15 1320 300000

Date Amount Paid
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9. Select the Approved status from dropdown list accordingly

10. Enter the remarks
11. Click on save button

= My Parsonalzafions
= Iy Bytom Profle
- Wy Dine ClmReestDate: 1612010 9. Select the Approved
Status from drop down
Approval Status; \Create Bipenise RW list accordingly
Next Approver Employes 10 Q
. Request can be forwarded
Wwrfemats kW to next level of approval by
hddtional Remarks, 2k selecting the approver Id
from lookup button
Ity MRl 10. Enter the
f Approval Status l Aptover Defiale remarks
Approver Employee ID Approvar Name Approval Status — Approver Remarks — CasTUDTRE DG Tme
113 RAVIMENDIRATTA ~ Submit Reguestputbystafl 16210 S1046PN
1612 (GIRDHAR SINGH
Can go back on Main Page
by clicking on Return to
main Page button
11. Click on

Save button

Retur fo dai age| ViewlPDRequests| viEWOPDRequests|

e | Sewotit | Gt | Ehetivtit | Ehy | dfefe |
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12. Click on OK button

HFans | RequestDetals | PD Reimbursements | Adance |

+ Seff Senice \ \ . ] (3ot Bxpense Sheet D
T — Medical Bills & Reimbursement Details - Stals
*Hausing |PD

> Medical

Claim Date: 161422010

'linsy Popup populates with the
limber: LIl

i message”Please Click on
8l Goto Sheet ID Link to view  |isliptoEmployee: Sef

= or
- the Expense Report Create Advanices; HHIUNME  Calouldte

* Report
* HRMS Lser Manual
+ Mg Peraonalizations
* My Systern Profile 0.0 Approved Consultation Amotnt; il

ULTUITED S RN i 200 ot 171,17.0.8:8021 saps: L&)

J000.00
S000.00

150y 12. Click on
1500 OK button

00

[vestigation Amot

Mease Clck on Goto ShMD Link to view the Expense Report
(regted

13. Click on “Goto Expense Sheet ID link to view the expense report”

| ReguzsiDetals | IPDReimbursements \ Advance |

My Faiorites

+ Belf Benvice \ } } . (30in Expenge Shest D

s Genera Admnitaon Medical Bills & Reimbursement Details - A

» Housing |FD

 Medi . .

)thUeadr:cSa\& anies RequestNumber; 24016 Enployee D 4132 ClaimDate: 16122010 13. Click on “Goto

PWarklist Namme: NENDIRATTA RAY) Claim Number; 214015 E.xpense Sheet ID link to
' ! view the expense report
'-”'=' " Patient Name:  MENDIRATTARAVI Relationslip to Employes: Gl

= orklist Detalls , . o

- Natiglr Budget Type: Plan * NonPlan  Settled Advances: UMM Calelite

» Reporting Taols

* HRME User banual T
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OPD Medical Request:-

1. View OPD Request:-

Click on the View OPD request button, it shows all the OPD requests applied earlier

i Medica Request
Employes Infarmaton
Jetem

*elf Benice

b LTC Bt Ganice

I Loans & Advances VPO Regues
[ Leaie anapament

I Persanal Informafion . .
) Paolland Compensafon Crece e PD Regueet Click on View OPD Request

| Benets
| Parformance Management Vi 0D Requests
= Boak Car

= fiate Pensian

Create New OPD Reguest

= edcal Repuest

= Transportfor Staft Chilchen —
= Enaloyee Houge Hedical Cirelar

Requests
= Reiiei Transactions Ertpanelizd Lzt Of Hasaitals Dactrs

e

i Favorites

t List of Medical Request

:miployee Ifarmation

item
18/ Sanice
+ LTC Geff Senvice

Click on the OPD Medical
Request Number for details

> Loans & Avances
» Leave Management

/Pesundl hfmlon 01541 NENDRATTARMN SENIOR SOFTHARE ENGIVEER.  COMPUTER DIMBION

» Payrall and Compensation
» Bongfis 1264 13 WENDIRATTA, RAV SENIOR BOFTWARE ENGINEER  COMPUTER DIVIION

l
 Perfurmance Management 11648 13 WENDIRATTARAN SENIOR SOFTWARE ENGINEER  COMPLITER DIVISION
4

~ Book Car 14 13 HENDIRATTA RA SENIOR SOFTWVARE ENGINEER  COMPLITER DMISION
* nitate Pension
Medical Reguest AUGE 13 WENDIRATTA RAM SENIOR SOFTWWARE ENGINEER  COMPLITER DMISION

Desigmation Department
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2. Create New OPD Request

1.

After clicking on the Create OPD Request Button

Click on create New OPD Request Button

[: My Faorites

[ LTC

[: Employee hiormation
EC

7 Belf Benice

[+ LTC eff Senice

> Loans & Advances

[+ Leave Management

[> Parsonal Information

[ Payrall and Compensation
[ Bengfts

[ Perfortnance Management
= Bonk Car

= |nifiate Pengion

= Wedical Reguest
= Transpott for taff Chileren

= Employee House

Medical Requests

Wigw IPD Requests

Create New PO Request

Yiew OPD Requests

Create Mew OPD Request

Medical Circular

Tab1: Find an Existing Value

1. Click on Create New
OPD Request Button

Find an Existing Value: You can search the existing OPD Request by using the one of
the following different searching criteria i.e.

A. EmplID: shows the employee id of logged in user.

B. Relationship to Employee: You can search the existing OPD Request by

selection the relation from the drop down list.

C. Patient Name: You can also search the existing OPD request by choosing the
Patient name by using the lookup button.

D. Reimbursement Status: You can also search

the existing OPD request by

selecting the reimbursement status i.e. Cancel, Create Expense Report, Ok&

Forward, submit
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I ——

I7 5elf Senice Enter anyinformation you have and click Search, Leave fields blank for a list of all values,
[ LTC Gelf Serice
LSS | Findan Existing Value | Add 2 New Valug |
[ Leave Management

[» Persanal Information

b Payralland Compensaion | EnplD: beging with

[» Bengfits o
b Periormance Management Relationship to Employee: - v 3
= Book Car " .
St Patient Name; e
~ e Pension begins lh % o oer
= Medical Request Reimbursement Status;  ~ | Daughter
= Transport for Staff Children - Fathar
= Employee House DIncIutIeHistow DCorreclHistory [Grandparent
Requests Grandchild
= House Applications ' Husband
= Review Transactions M ﬂ’ Bt Seath Wather
[ anager Self Senvice (ther Relative
V General Adrministaton Fid an Esing Value | At s Nowylug P event L
[» Houzing Parent In-law
[» Wordorce Administration Self
[ Loang & Advances Sister
[» et Up HRMS Sqn
[ Warklist if2

Medical OPD Request

Tab2: Add a New Value

Click on the Add a New Value Tab

1. Shows your employee id
2. Click on Add button

o
WFanies Wedical Claim of OPD

TG

Ennloee nfomaon | ieanEistng Ve | Aidabew Vhe |
fatem

A

it bl 2. Show your employee id
b LTC BeffGenie TIpil

b Loans & Advanies
! Legte Management 3. Click on Add Button
| Parsaral rommafon ﬁ/
| Paytolland Compensafion
| Benefts

Cind an Cuinting Hnlin | Dl & Wl talie



2. After Clicking the ADD button

Tab1: Request Details

3. Click on request details tab button
4. Enter the name of the place where spouse works

@

Fae [ Renuest e husere 3. Click on Request
details Tab Button

LI . .
amoesnomain | Medical Reimbursement Request
Jisterm 4. Enter the name of the
‘Selfgeniee Request Nuniber: Enployee 0 place where spouse works
[ LTC Sef Service
| Loans & Advances Enployee Name:  WENDIRATTARAY
| Leaye Manzgement _—
b Parsonalnormaton Designation;  SENIOR SOFTWARE ENGINEER
I Payrall and Compensafion DiisioniSchook  CONPUTER DIVIEION
| Bengts . . ¥
) Pefomane Henageme Marital Status: ~ Maried  Place Where Spouse Works: DELH)
= Book Car Rasic Pav 49070 nnnnnn

B. Contact details

5. Enter the campus contact details

Qg (oo Dt
bLTC
" Eiploges homafion Teephons 9940903560
djst -
i AdiressLinef: A7 FALVERY
I LT Sef Senie Address Line 2 160 RESIDENTIAL CANPLS
I Loans & Adiances
s 5. Enter the campus
)L Managemer Hidess L. DAN G contact details °
b Fersoral o (. NEWDELH
I Pl and Compensafon
b Bingis Sate 0L Postal Code: 110068 Comty: D
b Paromance Management . X
Bk Camps Cotac ekl s oo
% Enal 0 offsoelpcestionouatin
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C. Patient details

6. Select the relationship to employee from dropdown list
7. Enter the date of sickness of patient
8. Choose the disease by using the lookup button

Note: - If disease is not mention in the list, disease name can be enter in “Other
Disease” text box

9. Enter the name of place where patient fell ill

- Iniizte Pansion 6. Select the relationship to

employee from drop down list

= Wedical Request

= Transport for Staff Children Redquest Date: 2001212010 OPDIPD? s
= Employes House
Requests Patient Age: s D MomhsD ‘Relationship to Employee: | Saif Ky 7. Enter the date of

= Review Transactions

Manager Self Senice Patient Name: | R sickness of patient

> General Administration

’ Housing Dateof Sickness: 131 7807 5

> Warklorce Administration CERS = 8. phoose the Disease by
» Global Payroll & Absence : e 4—/@’ using the lookup button
Aot N

» Loans & Advances Ot Disease: ‘ - ‘

> BetUn HRMS Place where patient fellill If disease is not mention
Wiorklist .

> Reporting Tools ‘NEWDE”“ 7\ in the list, disease name

» PaapleToals can be enter in other

* HRWS User Wanul disease text box
=ty Persanalizations

= My Systemn Profile

o . 9. Enter the name of place :
* Mi Dictionary Blsave | [Eetity I f . . okt | JElLpdate Dispiay
- where patient fell ill -
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OPD Reimbursement

Tab2: OPD Reimbursement

1. Click on OPD Reimbursement Tab button
2. Select budget type i.e. Plan/Non Plan

[ Persanal Infarmation

| N . .
b My Faoies { Request Details OPDReunImrsenmJE
Egﬂ%mee . Medical Bills & Reimbur
System OPD
7 Self Semice Request Humber:

[ LTC Seff Senice

[ Loans & Advances N MERCIRATTARA

b Leave Management Patient Name:  HENDIRATTARAY

sement Details -

1. Click on OPD
Reimbursement Tab Button

Employee D; 1132

Claim Date;

2. Select the Budget
Type i.e. Plan/Non Plan

fonship to Employee:

T

[ Payroll and Compensation Budget ype:
[} Benets
[ Performance Management |  FRETHAIEEDH
= Book Car
= Iniiste Pensinn Consultation Amotnt; 000 Approved Constkation Amotnt: 0.00
- lfeaital Reguest Injection /Procedure Amount: 000 Approved injection Amount: 000
= Tranaport for Staff Children
- Eployee House Iivestigation Amourt; 000 Approved livestigation Amount: 0.00
Requests ) .
Ry Tansacions Phiarmacy Amourit: 10 Approved Pharmacy Amount; 0.00
[ Manager Beif Service Total Claimed Amount: ngy  Total Approved Amount: 000
[ ranoral Adminicteatinn
Discount Details (If any):
3. Select the discount head accordingly from dropdown list
4. Enter the discount amount
5. Enter the remarks
3. Select the discount head 4. Enter the E m :
accordingly from drop down list discount Amount Fst Lt 1 Lo
DT Do Tttt s A proed
s PN ¥ A
1 Crens{Chaes Vi D
I

5. Enter the Remarks
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Investigation Charges (If any):

Tab1: Investigation Charges

Note: - If Hospital/Diagnostic Center is not in the empanelled list then
hospital/Diagnostic center name can be mentioned in Non Empanelled
Hospital/Diagnostic Center as shown below

7. Select the Hospital Id by using the lookup button

8. Enter the date

9. Enter the amount paid

6. Enter the name of
hospital/Diagnostic center
in case of Non-empanelled

) Beefts | \

» Performance Management
= Hook G
= st Pension

= ledical Reuest
= Tranchinet frr Qiaff ™ hildran

Tab2: Details

7. In case of Empanelled

] 1 [ Last

Hospital/Diagnostic Center, choose
the hospital by using lookup button
g | Detdls :::»
8. Enter the date
Ul E_m rlanelle{I Enpaeled Hospial
Hospital Hospitall) ~~ Date ok Paid - Amount Approved
. Diaqnostic Center
Jostic Center
Y JAPUR GOLDEN
1 HOSPITAL O‘ 13; Eﬂ

el

g

10. Enter the name of test in Detail tab
11. Enter the receipt number
12. Enter the remarks

10. Enter the Name of Test

TETyRE ORI
st

7 S Senine

o LTC GeffSenioe
 Loans &Adrances

» Legie Management
Iy Parennal Infnrriatinn

1 Hospira

9. Enter the amount paid

11. Enter the Receint Number
LIUSIONIZE [ EIng |

FIISE L gf 1 20 L35
12. Enter the

remarks if any
Recaipt Numb Referredor ™

iha

T v

N

A

 |HE
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Consultation Fees (If any):

Tab1

: Consultation Fees

Note: - If doctor is not in empanelled list then name can be mention in Non Empanelled
doctor’s text box

13. select the doctor name by using the lookup button
14. Enter the date
15. Enter the amount paid

13. In case of Empanelled

Doctor, choose the Doctor by

using lookup button
g /

Enter the name of Doctor in
case of Non-empanelled

14. Enter
the Date

rLlbaclachils v’y

b Loans & s (panelld Doctor'sane Doctar )/ it Aot Pd proved
! Lesie Marapemet v, 15. Enter the
> PersonalIfamatn AUAY AGRAMAL lucaonack4 ¢ i @ Ne—f—| amount paid
Tab2: Details
16. Choose referred as Yes/No accordingly
17. Enter the remarks if any
1 CHIKIUYEE T 16. Choose referred as
At Yes/No accordingly 'H‘Eilmﬂ d -lmLa:;:t
7 Sl Senre T\ 17. Enter the
) LT Sef B T Remarks if any
Doctor's Redistration Doctor's Highest el it Rl
b Loans & Advances Ninber — ellldlha
b Leate Managemet .
) Pasongl Infarmation | L} \ s &

Chemist Charges (If any):

Tab1: Chemist Charges

18.
19.
20.
21.

Enter the name of Chemist shop in case of chemist charges
Enter the name of medicine

Enter the date

Enter the amount paid
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18. Enter the Name of 19. Enter the name of ‘ H H
Chemist shop medicines FitggoCiLag
s e Crhags | T ) / 20. Enter the Date
gt M‘ (Q [' \N@Offhﬂlﬂﬂﬁhﬂ) Wi e / e ool g
e e
ety (i e /TR - .
kil 1 N L N
Tab2: Details

22. Enter the remarks if any
23. Enter the receipt number

22. Enter the remarks

Wrkfore Adminstadon

Dlabal Raeall 0 flasesn

= e Trangatons
Watager Sef Benie
Geners Admiishaton
Hotsing

Chemis Charges
Remaks

| el

3

23. Enter the receipt number
G2 0 | &

FITST L o L L

Recaipt Numbet

| i

o e

o

-

Charges for Dental/Procedure/Injection (If any):

24.
25.
26.
27.

Enter the number of Dental/Injection/Procedure details if any
Enter Name of Dental/Injection/Procedure name

Enter the date

Enter the amount paid

24,

= Medical Request

Entt_ar_the_number of Procedre 25. Enter the name o_f _ 26. Enter the
Dental/injection/Procedure i Dental/Procedure/Injection Date
et Humber of Dental Procadre | I}em;l."Proceilure!1 fction .
b Lpans & Adanies W i Dite Aniouot Bakt Aot Auproved
b Leaie Manapement o
| Pasone e 15\ o DR 1 [
b Pl e Compengafion
) Benefts e —
| Peomie Nanagemer 27. Enter the amount paid
~ ok Ca
WL St Feguesl—Cacalou Bonues 28. Click on the Submit

Request button
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OPD Approval Process

After submission of the OPD request by the user, the request is submitted in the
worklist of approver for the approval process as shown below.

1. Click on the on the worklist list link to open the request as shown below

QD-L'S'"'ﬂ Welcome RAJESH KUMAR
M| _M| MutiChanne| Consde | Addlto Favari

"ersonalize Content | Layout

Jnk to FINDEY Agglication

enu
Jearch;

@ 1. Click on the Worklist Link

2 My Favarites

) 3lf Senice

J Manager Balf Genice

2 Ganeral Adminisiration
» Hauging

) Medical

2 Wiotkfores Adtministration
7 Loans & Advances
2 BetLIpHRMS

2 Raporting Taols

2. Click on the Detail View and Link
3. Choose IGNOU OPD Advance from the worklist filter

 — 3. Select IGNOU OPD

2. Click for the Detail - 1470 RAJESHKUMAR Reimbursement’ from worklist Filter
View and Link

[> General Administration

| Housing Cliek for the Detail View and Link W"THL'S”'“QTS:‘MREWWSEW'“"

[: Wedical -

[ Warkdaree Adinishaion ' M|M|'*."'iE".f'."1|IIIII\ﬁii Fiffiitm'\-iﬁu:ﬁﬂn@
[ Loans & Advances Fiom Date From Work ftem Worked By Activity Priori

[ St L HRMS i

iriie g;]”;r?nhr”ma’ 1908000} mmﬁnem 6H0U el v Wakwoked | Reassn |
= Woriist

= Wi el PRAVEEN KUNER 19082003 mmﬁnem I6NOU Vet v Makwomet | Reassip |
= Navirator

 Ropuing Tk GoRALaneH v O oy edes v et | ey |
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4. Click on OPD request Number link

QDL

igarch:

0

+ Wy Favorites

+ Belf Genvice

» Manager Belf Service

+ (3eneral Administration

» Hausing

+ Medical

+WWarkiorce Administration
»Loans & Advances

+ BetUp HRMS

7Wiorklist
= Wnrklisi
= Worklist Datails
= Mavigator

» Reporting Tools

2 PaanlaTrnla

Warklist for 1470 RAJESH KUMAR

Surnmary View

5. Click on OPD Reimbursements Tab
6. Select the budget type as Plan/Non Plan

| @
[ My Favarites
[ SelfSenice
[ Manager 3elf Senvice
[ General Administration
[» Housing
> Medical
[ Workforce Administration
[ Loans & Advances
[ St Lp HRMS
= Worklist
= Hiarklist
= Yiiorklist Details
= Mawinator
[» Reporting Toals
[ PeonleTools
= HRM3 Uzer Manual
= ity Personalizations
= iy Sistemn Profile
= iy Dictionary

| Request Detals | OPD Reilnbuipobi—————
Medical Bills & Reimbursement Detail<

OPD

Request Number; 24923

Employee I: 1132

-:1| MutiChannel Consals

Number Link

4. Click on OPD Request

| .ﬂ.ciu:ltw:wF:a‘-.-'u:urites| Sion aut

Hew Windaw | Custornize Pane

Fram Date From  Wark tem Priarity Waorked By Activi
AT IGNOU OFD .
RAVIMENDIRATTA  yiiny oo IGNOU Wedical
1472010 IGNOU OFD .
RAVIMENDIRATTA o o o IGNOU Medical
SANGADIVENKATA 221112010 IGNOU OPD .
SATYAFRASANT  52436PM  Reimbursement IGNOU el

ork List Filters: | IGNOU OPD Reimbursem

Link

IGN_MED

IGM_MED 24913, 1132,0
[GN_MED 24875 13790

5. Click on the OPD
Reimbursement Tab

2311320

Claim Date: 21112

6. Select the budget Type
as Plan/Non Plan

Name; MENDIRATTA RAW
Patient Name:  MENDIRATTARAW iship to Employes:  Salf
Budget Twe: ~ Op lan Calculate
Amount Details
Constiation Amotnt: 000 Approved Consttation Amount: il Shows the

Injection / Procedure Amount:1000.0
Investigation Amount; 5000.00
Pharmacy Amount; 450,00

Total Claimed Amoumt; £4a0.00

pproved injection An

amount Details

0.00
oved Pharmacy Amount; 0.00
Total Approved Amoumt; 0.00
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7. Enter the amount to be approved

EEE?BS igdﬂ:gnces ' i cusomize g B st 14 D s
i ‘Discount Head ‘Discount Amount ~ Remarks Amourt Approved

- ioris 1 ChemisChiges 000 ChemistDiscout

= Worklist Details
= Nzt Investigation Charges Customize | Elnd | # g {l 1aff M Lagt

= Worklist

I Reparting Toals Investigation Charges

’ ‘PIIE-‘U"EJLEIUU‘SU , Non Empanelled .

7. Enter the Amount - Hospitalll ~ Date Amownt Paid -~ Amount Approved
Approved

[T | T 0000002305 4n22010 A000.00

Custorze [ Fnc Bt g4 D L

_I—I ) o
:;::]Eln RREE e Empanelled Doctor' Same  Dostor ID Date Bmount Paid Amourit Appraved
1 000 000

onize Fing| B Firs 4 D Lt

Name of Chiemist Shop Medicine Name Date Bmount Pai Amount Approved
1 Budhir Medicas fininby 14122010 00,00 A00.00

Charges for Dental / Procedure /Injection Customize | Eind| # oo f 1t D Last

Charges for Dental / Procedure / Injection V' Defals
Number of Dental | Procedure /|  Dental  Procedure /Injection
Injection Name

13 iftfy 14022000 10000

Date Bmount Paid
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8. Select the Approval status accordingly as shown in dropdown list

= by Syster Profile
= by Dictionary

Claim Request Date;
Approval Status:

Next Approver Emplayee [D:
Approver Remarks:

Additional Remarks:

100

Create Expense Report

¥

/

M[: se Report
OK & Forward
Submit

Cancel

8. Select the Approval
Status accordingly as

— shown in dropdown list

Annroval Statns i Appm\.’er Details

Custarnize | Find | View All | # First E 12cf2 m Last

Can go back on Main Page Lleel[) Approver Name

by clicking on Return to

main Page button RAJESH KUMAR

Approval Status Approver Remarks Last Update Date Time
RAVIMENDIRATTA  Subrmit

Requestput by staff N0 11334450

\Mrnm MainPage| Wigwi IPD Requests | Wi OFD Requests |

swe | Sviewodt | Crevousinviist | Ehetnwonist | Ehaiy | dfetesh |

9. Enter the remarks
10. Click on Save button

= My Syaterm Profile
= My Dictionary

Claim Request Date;
Approval Status:

212200

| (Create Expense Report

9. Enter the remarks

Next Approver Employee ID: I:lQ

Approver Remarks:

Additional Remarks:

o« &

o &

custornize | Fing | iew Al | B First [ 202 [ Lagt

i Lpprover Details

Can go back on Main Page nployee ID Approver Name

by clicking on Return to
main Page button

RAVIMENDIRATTA Submit
RAJESH KUMAR

Approval Status Approver Remarks Last Update Date Time

Request put by staff AN 21011:33:44AM

|

10. Click on ‘Save’
\F\Qlurn to MainPage| View IPD Requests | Yiew OFD R%,I/

[Flsa

button

e ORI | S Previous in Worklis | ENextinWorklis | oty | U Refresh |

|
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11. Click on Goto Expense Sheet ID link to view Expense Sheet to view the expense

report
1 1 I —
Popup p?,pUIates Wl_th OPD Reimbursement
message” Please click on e
. . 15010 EXpense Snegtil)
Goto Expense Sheet ID |5 ¢ Reimhursement Details - .
Link to view the Expense
Report Created . FRR R
G O amBate: 21122010 11, Click on Goto
I Warkdoree Administration Name: MENDIRATTA AW Expense Sheet ID link
| Loans & Avancss . ——————————————— to view Expense Sheet
[ GetUp HRWS LU The page at 172.17.0.8:8022 says: X | P
7 orklist Budget Type: late
= otis Please Click on Goto Expense Sheet I Link to view the Expense
- YioristDetas R ]
= Mavigator -
[ Reporting Toals 000 T
[ PeopleTools ’
= HRMS User Wanual Injection { Procedurg ATmoum. 000,07 APPIOVETTITECTION ATTHOTIT. 100000
= Ity Parsonalizations
B m Investigation Amount; 5000.00 Approved Investigation Amount; 500000
= i Dictionary Pharmacy Amount; 450.00 Approved Pharmacy Amount; 45000

***************************************************EN D*********************************************
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