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TO PROCESS BILLING 

1. Click on “Process Billing (New)” in Menu Section. 

2. A search frame will automatically prompt for inputs. 

3. Search by HRN or Case Number. Input keyword in the textbox provided and press 

“Enter Key” or click “Search” button. 

4. The list of patient case will be displayed. 

5. Click “View” icon to view the list of case no. the certain patient had if the case no. 

does not display on the list, else click “Select” Button. 

6. The system will load the current accumulated charges of the patient and 

calculate totals. 
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TO ADD ADDITIONAL CHARGES 

A. TO ADD/REMOVE ACCOMMODATION CHARGES 

1. Click “Add Accommodation” button to add more accommodation charges.  

2. Select “Ward and Room” and the system will auto generate the rate per 

day. 

3. Select from the date picker the dates “Occupied from and to”. 

4. Click “Save” button to submit data, else “Cancel”. 

5. Click “X” icon to remove listed accommodation 
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TO ADD SUPPLIES 

1. Click “Misc Services and Supplies” button to add more charges. 

2. Hover the services to view the encoding details. 

3. Please note: Services added from doctors, nurses and cost center account cannot 

be removed by billers. Only charges added by billers can be removed by billers. 
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4. Input keyword to search services and press enter key or click “Search” button to 

search. 

5. Select “Pharmacy Area” if the source of services is from Pharmacy. 

6. Click “>” button to select service. 

7. The system will prompt an input message to enter quantity. 

8. Click “Save” button to submit data, else click “Cancel” button. 
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TO ADD DRUGS AND MEDS 

1. Click “More Meds” button to add more charges. 

2. Hover the services to view the encoding details. 

3. Please note: Services added from doctors, nurses, and cost center accounts 

cannot be removed by billers. Only charges added by billers can be removed by 

billers.  

4. Input keyword to search services and press “Enter Key” or click “Search” button 

to search. 

5. Select “Pharmacy Area” if the source of services is from Pharmacy. 

6. Click”>” button to select service. 

7.  The system will prompt an input message to enter quantity. 

8. Click “Save” button to submit data, else click “Cancel” button. 
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TO ADD OR USE 

1. Click “OR Use” button to add operating room charges. 

2. Select operating ward and room. 

3. Click “View” icon to view list of procedures. 

4. Mark the checkbox selected and the system will generate automatically the 

charges. 

5. Click “Save” button to submit data, else click “Cancel” button. 
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TO ADD MISCELLANEOUS CHARGES 

1. Click “Misc Charges” button to add more miscellaneous charges. 

2. Input keyword to search services and press “Enter Key” or click “Search” button 

to search. 

3. Click “>” to select service. 

4. The system will prompt an input message to enter quantity. 

5. Click “Save” button to submit data, else click “Cancel” button. 

 

 

TO ADD PROFESSIONAL FEE 

1. Click “Add doctors” button to add doctor fees. 

2. Select Physician, Role, Type. 

3. If the role is a General Practitioner – Charges will be automatically calculated by 

days attended. Input number of days attended. 

4. If the role is a surgeon or anesthesiologist – Click “View” icon to view list of 

procedures. 

5. Mark the checkbox selected; and the system will generate automatically the 

charges based on PHIC Annex.  

6. Click “Save” button to submit data, else click “Cancel” button. 
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TO ADD INSURANCE 

1. Click “Insurance” button so the insurance window frame will appear. 

2. Click “Add Items” to select insurance from the list.  
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3. Mark the checkbox “Patient is Member?” if Yes, else leave unchecked. 

4. Click “Details” button to add insurance details. 

 

5. Input necessary details.  

a. Last name, first name, middle name, and Birthdate are auto generated when 

the patient is a member.  

b.  Membership Type “EMPLOYED-GOVT and EMPLOYED-PRIVATE” needs 

EmployerID and Employer Name and details.  

c. Membership type highlighted in red such as Hospital Sponsored Member, 

Kasambahay, Lifetime Member, Senior Citizen and Sponsored Member are 

No Balance Billing. 

6. Click “Add Insurance” button to submit data, else click “Close”. 

 

7. Added insurance will be listed in insurance tray. 
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8. Click “Audit Trail” to view the insurance audit trail done by staffs. 

 

9. Upon saving, insurance details will load in Process Billing page. Insurance number 

and Membership Category will be displayed. Remaining Days and Number of 

Days Covered will be automatically calculated based on 45 Days Benefit. 
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TO ADD DIAGNOSIS AND PROCEDURE 

1. Click “Diagnosis and Procedure” button to add ICD and ICP. 

2. To add diagnosis, key in ICD Number or Description in the given textbox and the 

system will automatically suggest related values. 

3. Click “Add” button to add selected code to ICD tray. 

4. Click “X” button to remove ICD from the tray. 
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5. Click the diagnosis description to update description and press enter key to save 

data. 

 

6. To update sequence of ICD’s, click “Up” or “Down” icon. 

7. Click “Update Sequence” button to submit changes. 

 

8. Click “Audit Trail” to view history. 
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9. To add procedure, key in ICP No. or Description in the given textbox and the 

system will automatically suggest related values. 

10. Click “Add” button to add selected code. 

11. Click “X” icon to remove ICP from the tray. 

12. Select date from a date picker to add “Date of Operation”. 

13. Click “Update” button to submit data or “Cancel” to cancel data. 
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14.  Click the diagnosis description to update description and press enter key to save 

data. 

 

15. Some procedure has special condition in adding to ICP List. 

a. MCP procedures needs pre-natal dates and LMP date. 
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b. To edit dates, click “Edit” icon. 

c. Click “Update” to submit changes, else click “Cancel”. 

 

d. Delivery procedures needs LMP dates. 
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e. Procedures with laterality needs to indicate the position of procedure done. 

 

 

TO SET PHIC COVERAGE LIMIT 

1. Select from the “Case Type” option. 

a. HSM is for Hospital Sponsored Member category only. 

b. NBB is for Kasambay, Lifetime Member, Senior Citizen and Sponsored 

Member. 

2. For NBB and HSM, click “Overwrite Limit” to add from default coverage. 

3. Set the amount to be added for XLO and Meds. 

4. Click “Save” button to submit data, else click “Cancel”. 

 

 

 



Segworks Technologies Corporation 19 

 

5. Hover the “Overwrite Limit” button view the history. 

 

TO ADD OUTSIDE MEDS AND XLO 

1. Click “Outside Meds and XLO”. 

2. Input amount of Medicines and XLO purchased outside for reimbursement. 

3. Click “Save” button to Submit changes, else click “Cancel”. 

4. Data will be reflected in CF2. 
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TO VIEW PREVIOUS PACKAGE 

1. Click “Previous Package” button to view list of availed case rates under Single 

Period of Confinement PHIC rule.  

 

 

TO SELECT CASE RATE 

1. Select codes for First Case Rate and Second Case Rate; 

a. There are codes only for First Case Rate, not applicable for Second Case Rate. 

b. There are codes applicable for First and Second Case Rate with the same 

package amount coverage. 

c. There are codes applicable for First and Second Case Rate with half package 

amount coverage on the Second Case Rate. 

d. There are codes applicable to use as First Case Rate only not on Second Case 

Rate and vice versa. 

2. System will restrict the use of codes under SPC Rule. 

3. System will automatically calculate HCI and PF Coverage based on PHIC Annex. 
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TO SET PHIC DOCTORS FEE 

1. Click “Add Doctors” button to add doctor charges. 

2. Select “Case Rate Type” and the system will automatically calculate charges 

based in PHIC Annex. 

3.  

 

 

 

 

 

 

3. Mark or Unmark checkbox “Has Anesthesiologist” to auto calculate the charges 

for Surgeon. 

4. Click “Save” button to submit data, else click “Cancel”. 
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5. Click “Health Insurance Total Coverage” link to set PF coverage distribution. 

6. Mark the checkbox to cover all the amount from excess to PhilHealth. 

7. Input amount in PhilHealth textbox to set an exact amount. 

8. Click “Save” button to submit data, else click “Cancel”. 

 

 

TO ADD BILLING DISCOUNT 

1. Click “Discount Details” button to view discount frame. 

2. Click “Add” button to add discount details. 

3. Click “View” to view icon. 

4. Click “X” button to remove from the list. 
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5. Input necessary data. 

6. Click “Save” button to submit data, else click “Cancel”. 
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TO SAVE AND PRINT BILL 

1. Click “Save” button to create temporary bill. 
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2. Mark the checkbox of “Check if Final Bill”. 

3. Click “Save” button to create final/official bill. 
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4. Mark the checkbox of “Detailed?”. 

5. Click “Print” button to create detailed bill. 

6. Click “Delete” button to delete bill. 
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TO VIEW BILLED PATIENT 

1. Click “List of Billed Patients” from the Menu Section. 

2. Default list is all bills created Today, change search options to update. 

3. Click “Search” button to generate list. 

4. Click “View” icon to view details. 

5. Click “X” icon to delete bill. 

a. Note: All transmitted bills cannot be deleted from the list. 
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TO GENERATE CF2 

1. Click “Page 2” button to generate CF2 page 2. 
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2. Click “Transmittal” from the menu section. 

3. Click “Search” icon to select insurance. 

 

 

4. Insurance name from the textbox provide and press enter key or click “Search” 

button to search from the insurance list. 

5. Click “Select” button. 
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6. Click “Add” button to add claims to transmit. Only discharged patients with PHIC 

final bills are subject for transmittal. 

7. As default, Discharged Today are listed. Change the options to change the display 

list. 

8. Press enter key or click “Search” button to generate new search list. 

9. Mark the checkbox to select encounters. 

10. Click “Submit” button to submit data. 

11. Click “Print” icon to generate PHIC claim form. 

12.  Select “New Form 2” from CF Page 1. 

13.  Click “Print” button to generate PDF file. 
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TO PROCESS TRANSMITTAL 

1. Click “Save” button to submit data. 

2. An input message will prompt asking to save the transmittal. Click “Yes”, else click 

“Cancel”. 
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TO GENERATE DOCUMENTS FROM TRANSMITTAL HISTORY 

1. Click “Transmittal History” from the Menu section. 

2. Default list are Transmitted Today. Change the options and click “Search” button 

to generate new search. 

3. Click “View” icon to be directed to transmittal details. 

  

 

4. Click “Add” button to add new claim. 

5. Click “X” button to remove specific claim from the list. 
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6. Click “Print” button to generate Transmittal Letter. 

7. Select Classification Type to filter report. 

8. Click “Print button to generate PDF file for printing. 
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9. Click “Generate” button for S-Claim XML file. 

10. Select Member category to filter. 

11.  Click “Generate” button to generate XML file to save or open. 

 

 

12.  Select from radio button to support data in Transmittal Summary. 

13. Click “Print Summary” button to generate pdf for printing. 
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TO GENERATE REPORTS 

1. Click “Billing Report Launcher” from the menu section. 

2. Select “Period” date using date picker. 
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3. Click “View” icon to generate read-only file PDF. 

4. Click “Worksheet” icon to generate excel file. 

5. Select parameters to filter. 

6. Click “Generate” button to generate reports, else click “Cancel”. 
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TO MANAGE MISCELLANEOUS SERVICES 

1. Click “Manage Miscellaneous Services” from menu section. 

2. Input search keywords and click “Search” button to generate list. 

3. Click “New Miscellaneous Item” to create new services. 

4. Click “View” icon to view item details. 

5. Click “Delete” icon to remove services from databank. 

 

6. Input item details, marked with red asterisk are mandatory fields. 

7. Click “Save” button to create new item, else click “Cancel”. 
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CREDIT AND COLLECTION 

1. Click “Billing” in Menu Section. 

2. Click “Credit Collection”. 

 

3. Input Patient Name, HRN or Case Number then click enter key on your keyboard.  

4. The patient’s information shall display. 

5. Click “Select” button after searching patient. 

 

6. The following data will be displayed. 

a. Current Balance 

b. Total Gross Amount, Health Insurance Coverage, Total Discount, Deposit, Net 

Amount and Less. 
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7. Select Among the options “a. Category or Guarantor or Other Financial Assistance 

of the patient, b. Amount, c. Control No. and d. Date.” 

 

 

 

 

 

 

 c 
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8. If the patient has other guarantor or other financial assistance that is not added 

to the patient, you can still add guarantor by clicking the “Add” button. 

 

9. Fill out necessary fields; Category, Amount, Control No. and Date Covered.  

10.  Click “Add” button to add guarantor. 

 

11. Click “Save” button to submit the transaction. The system will prompt a 

confirmation message indicating “Are you sure to process this entry?” Click “OK”, 

else click “Cancel”. After clicking “OK”, the system will prompt a confirmation 

message indicating “Successfully Added Entries”. 
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12. Select “Refresh” button to reload the data. After saving, the system will display 

the encoded guarantor, amount, control no. and remarks. 
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13. The user can still able to delete by clicking the “X” button beside the category and 

provide a valid reason, then click “OK”. 

 

 

 

 

 

 

 

 

14. The system will display that it was deleted successfully. 
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