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Figure1.a

To process claim, please follow the steps below or follow as what has shown in Figure 1.1

Claim -> Processing
$ Processing
crm Seloct options : p—
1
oo Employee | - - |
Advance
Claim Types . | Select options #

External

Internal

Approve Start Date

Status Pending by Processor v

Processor Action

Processor Comments : Faid

O seleciall | W Expand Al @

» Ctaim D Employee:
19788 EMPOD1 - DAVID TAN

Approve End Date

v Payable Date»
Title Created Date Status: e 3
Mobile 2021-07-08 1TA[OR|OC|OP|OI]1FP|0FF

Filter options
Process action

Figure1.2

Process ltem



2 PROCESSING

2.1 Process claim

Processor Comment : Paid ~ Payable Date =

O selectal |\ Expand Al ®

» DCIalm 1D: Employee: Title: Creaied Date Status: N o - see
19788 EMPO001 - DAVID TAN Mobile 2021-07-08 1A|JOR|OC]|OP|OI|1PP|OPF
Figure 2.1
Claim 1D: - ¥ Claim 1D:
19783 197238
Figure 2.2 Figure 2.3
Processor Comment = Paid v Payable Date =
O selectall | N Expand All| ©
Figure 2.4

Follow the steps to process a claim:

1. Select whichever item to approve by ticking the O which shown in Figure 2.2 it will
become as shown in Figure 2.3
2. Keyinthe “"Payable Date” which located at the top-left corner as shown in Figure

2.4 and click as shown in Figure 2.4 to process the ticked claim(s)
3. (Optional) Processor can expand the item to tick only certain items within the claim
group to process



2.2 Reject claim

Processor Comments : Paid

O selectal |\ Expand Al ®

DCIalm 1D: Employee: Title:
19788 EMP001 - DAVID TAN Mobile

Payable Date =

Created Date Status:

2021-07-08 TAJOR[OC| 0 0 PF
Figure 2.5
Claim ID: (v Claim ID:
10728 197338
Figure 2.6 Figure 2.7
Processor Comment = Paid v Payable Date =
O selectall | N Expand All| ©
Figure 2.8

Follow the steps to reject a claim:

1. Select whichever item to approve by ticking the O which shown in Figure 2.6 it will

become as shown in Figure 2.7

2. Select “"Reject” from Finance Comment as shown in Figure 2.8 and click

as shown in Figure 2.8 to reject the ticked claim(s)
3. (Optional) Processor can expand the item to tick only certain items within the claim

group to reject




2.3 Mark claim as incomplete

Processor Comment# : Paid Payable Date =
O selectanl |V Expand all | @
DCIaim 1D: Employee: Title: Created Date Status: P
19788 EMPO0 - DAVID TAN Mobile 2021-07-08 1TAI0RI0C| 0 0 PF
Figure 2.9
Claim 1D: I,’ICIEIITI 1D:
10788 19788
Figure 2.10 Figure 2.11
Processor Comment= Paid v Payable Date =
O select Al Expand All | @
Figure 2.12

Follow the steps to mark a claim incomplete:

1. Select whicheveritem to mark asincomplete by ticking the O which shown in
Figure 2.10 it will become as shown in Figure 2.11
2. Select “Incomplete” from Finance Comment as shown in Figure 2.12 and click

as shown in Figure 2.12 to mark as incomplete on the ticked

claim(s)

3. (Optional) Processor can expand the item to tick only certain items within the claim
group to mark claim as incomplete




