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1 INTRODUCTION

1.1 Purpose
This user manual serves as a guide on how to use the Medisave Accreditation e-
Service for doctor accreditation and clinic accreditation applications.

This user manual is intended for medical practitioners and/or managers of medical
institutions who need to apply to be part of the Medisave accreditation programme
using the e-Service.

1.2 System Requirements

In order to use the e-Service, an Internet-enabled computer with the following
specification is required.

Hardware Requirements

The minimum recommended hardware configuration is:
e Pentium Il 500 MHz processor with 256 MB RAM
e Atleast 200 MB free hard disk space

System Software Requirements
e Microsoft Windows Operating System
e Internet Explorer 6.0 and above

Other Requirements
e Broadband Internet Connection
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1.3 General e-Service Layout
The user interface layout of the e-Service is shown in Screen 1-1.
f_" MediSave Accreditation e-Service - Windows Internet Explorer i &IEIE!
GO - - =42} xoco0e -

»

‘btf ‘{9? @M&dsava Accreditation e-Service | | ml . E - i v ;“Eaﬂi . _,; Todks +

. Egrrn: & Conditions | FAOs | Helo}-|
ﬁ

= r\ Application for Participation in the Medisave

\ (Medical Practitioner)
MINISTRY OF HEALTH is &- i i i
SINGAPORE IThIS e-Service will take about 3 minutes to complete.

Thank you for using the online application to apply for the participation of the medical practitioner in the Medisave/
MediShield scheme.

This application is only relevant to medical practitioners who wish to make Medisave/ MediShield claims for patients
via an accredited medical institution. Please seek the agreement of the medical institution for clinical privileges at
their premises before proceeding with this application.

Before you proceed, please ensure that you have the following information ready:

Personal details of the medical practitioner

MCR / DBR number

Email address of the medical practitioner

Agreement of the Medisave/ MediShield accredited where the medical practitioner is granted clinical privileges.

Lol il

Next >

[This application will take about 3 days to process. j—@

Rate this e-Service

If you encounter any problems with this e-Service, please contact us at 63259487, or email meh info@moh.gov.sg.
You may also give us your comments at hittp://www.moh.gov.sq/mohcorp/feedback.aspx.

1|

[T T [@menet [Hoow -

Screen 1-1 General e-Service Layout
The key area of the user interface as follows.
A — Quick access to important information.
o Terms & Conditions — Terms and conditions to use this e-Service
o FAQs — Frequently Asked Questions
o Help — User manual including the step-by-step guide
B — Estimated time required to complete the online application form.
C - Estimated days required to process the application (if applicable).
D — Link to survey form to rate the e-service. Inputs are welcomed.
E — Contact information and feedback URL.
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CLINIC ACCREDITATION
2.1 Access Control

This e-Service will be available on the Internet via the Ministry of Health (MOH) web
site. No user login is required.

2.2 Step-by-Step Guide

Follow the steps given below to complete the clinic accreditation application form.

e Upon launch, you will be able to see the start page of the application form as
shown in Screen 2-1. The start page shows the steps needed to go through for
the accreditation application for medical institution.

/> MediSave Accreditation e-Service - Windows Internet Explorer

=10l x|

G - oD

T7 4 @ MedSave Acreditation eService l I

v B - v eage v (oo v 7

£

o Application for Participation in the Medisave
. r (Medical Institution)

MINISTRY OF HEALTH e tom will Eak 1
A TNOAPORE This e-Service will take about 10 minutes to complete.

Thank you for using the online application to apply for the participation of your medical institution in the Medisave/
MediShield scheme.

Before you proceed, please ensure that you have the following information ready:

- Chinic license under the Private Hospitals and Medical Clinics (PHMC) Act

. Personal details of the Clinic Manager

. Contact details of the medical institution

. Email address of the medical institution

Personal details of the personnel in charge of billing of transaction costs for Medisave claims by NCS.
. Parsonal details of the personnel in charge of submitting Medisave claims via the Mediclaim eService.

U b W R e

Rate this e-Service

If you encounter any problems with this e-Service, please contact us at 63259487, or email moh info@moh.gov.sg.
You may also give us your comments at http://www.moh.gov.sqg/mohcorp/feedback.aspx.

Terms & Conditions | FAQs | H_E|Ed

[ [T T T [ mntenet [R100% ~ 4

Screen 2-1 Clinic Application Form Start Page
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e C(Click the “Next” button to begin the application process. The step 1 of the
application form will be displayed as shown in Screen 2-2.

/2 MediSave Accreditation e-Service - Windows Internet Explorer S |EI|1|
s - [ I =l 4o} fcooe £
W & MediSave Accreditation e-Service ] I FET -8 - - - > Page v () Tools ~ »
Terms & Conditions | FAQs | Help ~ |

W g Application for Participation in the Medisave

\ ( (Medical Institution)
M roas T This e-Service will take about 10 minutes to complete.
Part 1 of 4
Name™ | |

NRIC / Passport No.™ [ |
MCR / DB No.~ I
Contact No.™ |

Next >

* Indicates a required field

Rate this e-Service

If you encounter any problems with this e-Service, please contact us at 63259487, or email moh info@moh.gov.=sq.
You may also give us your comments at http://www.moh.gov.sg/mohcorp/feedback.aspx.

Done [T T e mtermnet (R 100% -
Screen 2-2 Clinic Application Form Step 1

e Fillin all the required fields indicated by the red asterisks (*).

e The e-Service will validate if the NRIC / Passport No. and the MCR / DBR No. are
correct and matches the records from the Singapore Medical Council or
Singapore Dental Board. If the details do not match, you will not be able to
proceed with the application.
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Click the “Next” button to proceed to the step 2 as shown on Screen 2-3.

/= MediSave Accreditation e-Service - Windows Internet Explorer =10 x|

GO - I 1[4 [ooooe o

o £ MediSave Accreditation e-Service | | - - () » :hPage + () Tools 2
= Terms & Conditions | FAQs | Help =|

Application for Participation in the Medisave
(Medical Institution)

MINISTRY OF HEALTH : - . 4
SINGAPORE This e-Service will take about 10 minutes to complete.

Part 2 of 4
cin  Facity Name* | |

Tel No.* 1

Fax No. L]

Email* [

Address™

Type of Facility* C General € Specialist

Date of Establishment* [ ] il ;oommyn)
Licence No.™ | I

Licence Expiry Date [ ] i (oommyyyy)

* Indicates a required field

Rate this e-Service

If you encounter any problems with this e-Service, please contact us at 63259487, or email moh info@moh.gov.sg.
You may also give us your comments at http://www.moh.gov.sq/mohcorp/feedback.aspx.

=

nttp: /jmy. ecitizen. gov.sgjisp/intemet/survey fentry.jspPagencyld=MOHaeserviceld=MoHvMal | | | [ | [ [ Intemet [®00% -

Screen 2-3 Clinic Application Form Step 2
e Fillin all the required fields indicated by the red asterisks (*).
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e (Click the “Select Clinic...” button. Pop-up window to search and select a clinic will
be displayed as shown in Screen 2-4.

/~ select Clinic - Windows Internet Explorer i =151

Clinic Name: purong |

Results
I =
Select Jurong Senior Citizen Health Care Centre 192 Jurong East Ave 1 SINGAPORE 609788
Select SATA DIAGNOSTIC SERVICES (JURONG) 135 Jurong East Street 13 #04-345 SINGAPORE 600135

NHG DIAGNOSTICS - CLINICAL LABORATORY,

Select JURONG FOLYCLINIC 190 JURONG EAST AVENUE 1 SINGAPORE 609788

Sel NHG DIAGNOSTICS - X-RAY, JURONG POLYCLINIC 190 JURONG EAST AVENUE 1 JURONG POLYCLINIC SINGAPORE

S 2 609788

Select NHG DIAGNOSTICS - CLINICAL LABORATORY, 60 JURONG WEST CENTRAL 3 #01-08 JURONG MEDICAL CENTRE
JURONG MEDICAL CENTRE SINGAPORE 648340

Select APEX MEDICAL CENTRE (JURONG) PTE LTD 960 JURONG WEST ST 92 #01-172 SINGAPORE 640960

Select Clifford Dispensary Jurong 176 Boon Lay Drive #01-350 SINGAPORE 640176

Select JDG DENTAL SURGERY (JURONG DENTAL GROUP) 111 WOODLANDS ST 13 #01-84 SINGAPORE 730111

1 JURONG WEST CENTRAL 2 #06-10 JURONG POINT SHOPPING
CENTRE SINGAPORE 648886

399 YUNG SHENG ROAD =01-31 TAMAN JURONG SHOPPING
CENTRE SINGAPORE 610399

Select POINT MEDICAL GROUP (JURONG POINT)

Select  POINT MEDICAL GROUP (TAMAN JURONG)

Select JURONG DENTAL GROUP 351 JURONG EAST ST 31 #01-85 SINGAPORE 600351
Select JURONG DENTAL SURGERY 501 JURONG WEST ST 51 #01-283 SINGAPORE 640501
Select JURONG EAST CLINIC 114 JURONG EAST ST 13 #01-406 SINGAPORE 600114
Select JURONG POINT WOMENS' CENTRE (BRANCH - W H 1 JURONG WEST CENTRAL 2 #06-03 JURONG POINT SINGAPORE
i KEE'S CLINIC PTE LTD) 648886
Select KOH DENTAL SURGERY PTE LTD - JURONG EAST 252 JURONG EAST ST 24 #01-149 SINGAPORE 600252
123
Dene [T T T T T | mtermet [Rw00% - ,

Screen 2-4 Select a Clinic

e Enter a name or keyword in the given textbox and click the “Search” button. List
of currently accredited clinics will be displayed with the “Select” hyperlink on the
left of each clinic.

e C(Click the “Select” hyperlink displayed beside your clinic name. The pop-up
window will be closed and the clinic name and address will be populated into the
main window.

e Note that only clinics with an existing active MOH licence are listed. If you would
like to proceed with the application and your clinic licence is pending approval or
renewal, you will need to contact the MOH officer at the email indicated on the e-
service for assistance.
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e C(Click the “Next” button after completing all the required fields to proceed to the
step 3 as shown on Screen 2-5.

/7~ MediSave Accreditation e-Service - Windows Internet Explorer I ‘lnlltj

e £ MediSave Accreditation e-Service | | T~ E) - feh - :hpage » (JTools ~ 7
— Terms & Conditions | FAQs | Help =

Application for Participation in the Medisave
(Medical Institution)

MINISTRY OF HEALTH .
SINGAPORE This e-Service will take about 10 minutes to complete.

Part 3 of 4
ACCREDITATION REQUIREMENTS
Types of Accreditation Reguired® ™ INPATIENT - Inpatient Hospital

™ INPATIENT - Community Hospital

™ INPATIENT - Convalescent Hospital

™ INPATIENT - Hospices

™ DAY SURGERY - Dental

I” DAY SURGERY -0 & G

™ DAY SURGERY - Other Medical Specialties

I oUTPATIENT - Hepatitis B Vacanation

™ OUTPATIENT - Chemotherapy

™ QUTPATIENT - Radictherapy

I~ OUTPATIENT - Immuno-suppressants for Organ Transplant
™ QUTPATIENT - Renal Dialysis

™ QUTPATIENT - O & G (Assisted Conception Treatments)

™ OUTPATIENT - Day Hospital
" oTHERS

B AT

* Indicates a required field

LR

[T T T [ @ intemet H 100% -

Screen 2-5 Clinic Application Form Step 3
e Select at least one type of accreditation you are applying to be accredited for.
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e C(Click the “Next” button to proceed to step 4 of the application form as shown in
Screen 2-6.
/-—.-\ Terms & Conditions | FAQs | Help |
II'-‘.-, ’ Application for Participation in the Medisave
NI (Medical Institution)
NIV
"'m'mggo};gﬂm This e-Service will take about 10 minutes to complete.
Part 4 of 4
BILLING INFORMATION
For billing of transaction costs by NCS.
Billing Contact Person® [
Contact No.* [
Billing Address*
Billing Postal Code* [
USER INFORMATION
This is reguired for the creation of the Mediclaim user account for the clinic personnel submitting claim.
User Full Name* | |
NRIC / Passport No.* [ |
User Email® | |
Contact No.* [ |
* Your clinic will require to purchase a teken card in erder to login te our MediClaim Systemn.
We will provide you with mere information on the teken card upon approval.
* Indicates a required field
Rate this e-Service
If you encounter any problems with this e-Service, please contact us at 63259487, or email moh_info@moh.gov.=g.
You may also give us your comments at http:/fwww.moh.gov.sa/mohcorp/feedback.aspx. T
[T T [ [T [ mntenet [H 100 -~ 4
Screen 2-6 Clinic Application Form Step 4
e Fillin all the required fields indicated by the red asterisks (*).
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e Click the “Next” button to proceed to the summary page as shown in Screen 2-7.

/7~ MediSave Accreditation e-Service - Windows Internet Explorer _._I_ﬂll(]
O - [ =[x forse »-
%9 4hF @ MedSave Accreditation e-Service | | f v ) - b~ rpage v (JToos~ 7

= Terms & Conditions | FAQs | Help =

Application for Participation in the Medisave
(Medical Institution)
“'H‘ssmglwm"" This e-Service will take about 10 minutes to complete.
Summary

PARTICULARS OF CLINIC MANAGER

MName Test Clinic Manager

NRIC / Passport No. U3333333C

MCR / DER No. MCROO3

Contact No. 12345678

DETAILS OF CLINIC / FACILITY il

Chinic / Facility Name Clinic 3

Tel No. 12345678

Fax No. 12345678

Email clinic3@email.com

Address 333 Address Street 3 #03-03 Bulding 3 SINGAPORE 333333

Type of Facility General

Date of Establishment 01082007

Licence No. 1234567

Licence Expiry 31072009

Types of Accreditation Required INPATIENT - Inpatient Hospital, INPATIENT - Community Hospital

Access Mode MOH e-Service

BILLING INFORMATION

Billing Contact Person Test

Contact No. 12345678

Billing Address Test Address

Billing Postal Code 123456 =
Done [T [T [ | ntemet [ 100% ~ 4

Screen 2-7 Clinic Application Form Summary Page

e Tick the “Agreement” checkbox if you agree to the “Terms and Conditions” stated.

Refer to Screen 2-8 as shown below.

8.  Ministry of Health may revoke or suspend the approval granted to any medical institution, or amend or vary
these terms and conditions at any time.

I have read and agree to the Terms and Conditions of participation
in the Medisave for Chronic Disease Management Programme as stated.

ook | s |

* MOH will contact the clinic (via email or phone) to confim the training schedule after receiving the application form.

Rate this e-Service

If you encounter any problems with this e-Service, please contact us at 63259487, or email moh_info@moh.gov.sg.
You may also give us your comments at http://www.moh.gov.sa/mohcorp/feedback.aspx.

N KN

[T [ [ [ [ mntenet [# 100% -

Screen 2-8 Clinic Application Form T&C Agreement

Upon ticking the agreement checkbox, the “Submit” button will be enabled.
Click the “Submit” button after you have verified all the information entered.
The acknowledgement webpage is displayed as shown in Screen 2-9.
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/7 HMedisave Accreditation e-Service - Windows Internet Explorer =101 x|
O - - [ I =42 x | [ooose 0]
v dh 8 MediSave Accreditation e-Service | | 0 - ) - b~ :bpage v () Tools v 2

Terms & Conditions | FAQs | Help 4]

Application for Participation in the Medisave
(Medical Institution)

MINISTRY OF HEALTH
SINGAPORE

Your application has been successfully submitted.
An email will be sent to you to update you on the application status.
12-Aug-2007 01:44:57 AM

The acknowledgement number is 100018. You may quote this number when querying on your application status.

Please print out this page and keep for verification purpose.

Print This Page
PARTICULARS OF CLINIC MANAGER

Name Test Clinic Manager

NRIC / Passport No. U3333333C

MCR / DBR No. MCROO3

Contact No. 12345678

Clinic / Facility Name Clinic 3

Tel No. 12345678

Fax No. 12345678

Email clinic3@email.com

Address 333 Address Street 3 #03-03 Bulding 3 SINGAPORE 333333

Type of Facility General

Date of Establishment 01082007 |
[Done [T o emet [H00% -

Screen 2-9 Clinic Application Form Acknowledgement Page

Congratulations! You have successfully submitted the Medisave accreditation
application form for your clinic. The acknowledgement number displayed can be
used for enquiring of your application status to MOH. You may also print out the
acknowledgement page and keep a copy for future reference.

An acknowledgement email will also be sent out to the email address entered in the
application form.
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3 TECHNICAL SUPPORT GUIDE
3.1 Disable the Pop-up Blocker on Internet Explorer

The Pop-up Blocker is a feature in Internet Explorer that is used to limit or block pop-ups.
When the Pop-up Blocker is turned on, you will get an Information bar message saying “pop-
up blocked. To see this pop-up or additional options click here...”, and you will not launch the
pop-ups, as shown in the following screen 3-1:

/- MediSave Accreditation e-Service - Windows Internet Explorer EI@I@

: _‘ﬁ y Al > ol

Fle Edt View Favorites Tools Help
»

& 940 | @ MediSave Accreditation e-Service - ‘__j M - |5y Page ¥ (O Took v

&7 Pop-up blocked. To see this pop-up or additional options ciick here... X

Terms A

- | Application for Participation in the Medisave
\ ( (Medical Institution)
e This e-Service will take about 10 minutes to complete.

Thank you for using the online application to apply for the participation of your medical institutic
MediShield scheme.

Before you proceed, please ensure that you have the following information ready:

1. Clinic license under the Private Hospitals and Medical Clinics (PHMC) Act
2. Personal details of the Clinic Manager
3. Contact details of the medical institution

4. Email address of the medical institution v
b >
@ &1 & Internet #100% -
Screen 3-1

To turn Pop-up Blocker off, follow these steps, and can be referred to the following screen 3-
2:

1. In Internet Explorer, click the Tools button, and then click Pop-up Blocker.
2. Click “Always allow Pop-up from this site...”, to turn off the blocker for MOH site.

Restricted Page 14 of 15



Medisave Accreditation e-Service
User Manual Version 1.0

File Edit View Favorites Help

Delete Browsing History... = »
ﬁ EEQ? € Medisave Acc IR A\ | @ < ;} Page ¥ {O¢ Tooks v
—— Pop-up Blocker d  Temporariy Allow Pop-ups
@ Pop-up biocked. To see th Phishing Fifter * Aways Allow Pop-ups from This Site... i
e, Manage Add-ons v Terms &)
.// Turn Off Pop-up Blocker
|' }l'l Subscribe to this Feed Pop-up Blocker Settings
'% §$' Feed Discovery * tal Institution)
l\_/ Windows Update
MINISTEY OF HEALTH :
SINGAPORE Windows Messenger e about 10 minutes to complete.
Diagnose Connection Problems...
FlashGet
Sun Java Conscle
Thank you f y for the participation of your medical institutic.
MediShield s{  Internet Options
Before you proceed, please ensure that you have the following information ready:
1. Clinic license under the Private Hospitals and Medical Clinics (PHMC) Act
2. Personal details of the Clinic Manager
3. Contact details of the medical institution
4. Email address of the medical institution b |
i LI i
IEnabIe or disable pop-up blocker. #100% -

Screen 3-2

Or you can just simply right click on the message indicated by the red rectangle in the above
screen, and click “Always Allow Pop-ups from This Site...”, as shown in the below screen 3-
3.

i\.? é}l’ = Ea g@g-i@Pagev@Toolsv

@ Pop-up blocked. To see this pop-up or additional op* e X

Temporarily Allow Pop-ups
A
?}] Applic
NI
INGAPORE

»

& Medisave Accreditation e-Service [

Terms |

Always Allow Pop-ups from This Site...
Settings

4 -
edisave
More information

A e This e-Service will take about 10 minutes to complete.

Thank you for using the online application to apply for the participation of your medical institutic_—
MedisShield scheme.

Before you proceed, please ensure that you have the following information ready:

1. Clinic license under the Private Hospitals and Medical Clinics (PHMC) Act
2. Personal details of the Clinic Manager
3. Contact details of the medical institution

4. Email address of the medical institution A
4l | E]
W 55l € Internet ®100% -
Screen 3-3
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