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PROCESS REQUESTS 

1. Click Cashier in the left menu. 

2. Click Process Request to process payments. 

 

 

3. Input Payor Name in the empty field. 

4. Click Search button to display result. 

5. Click Select button to select the request and to proceed payments. 

 

 



Segworks Technologies Corporation | 3 
 

PAYMENTS 

1. Click Cashier In the left menu. 

2. Click Payments to process payments/collections. 

 

 

3. Input patient’s name (Last name, First Name) then Enter. 

Or input Case No. of the patient then click Search button. 

4. Click Select to select patient. 
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5. The system will proceed to OtherPayments tab. 

6. Select specific transaction. Or clear the list, click ClearList button. 

 

 

 

7. Upon selecting the specific transaction, it will pop up list of its services. 

Fill the name of the service then click Search button to search. 

8. Click Add button to add the services in the list. 

9. If the price of the service is Arbitrary, set the price by clicking Add button.  
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10.  Set the price then click OK. 

Click Cancel to cancel. 

 

 

11. Enter Amount Tendered or patient’s cash on hand. 

Then click OK to process the payment. Or Cancel to cancel the payment. 

12. Click  to cancel payment of an item. 

13. Input O.R No. for the transaction. 

14. Click Process Payment button to process the payment. Print OR after the payment is 

process. 

15. Click Cancel button to cancel payment process. 

16. Payments can also process through Check/Credit Card by clicking the tab Check/CreditCard 

and fill the details.  
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17. Click Request tab. 

18. Select   AddRequest transaction. 

 

 

 

19. Upon selecting the AddRequest transaction, it will pop up list of its request. 

Click the Select Button to add the request in the list. 
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20. The system will immediately display the request details after clicking the Select button.  

 

 

21. Click Dialysis tab. 

22. Select specific transaction. Or clear the list, click ClearList button. 
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23. Upon selecting the specific transaction, it will pop up list of Dialysis Bill Encounter. 

Fill the Billno.  Of the service then click Search button to search. 

24.  Click  button at Status section add the bill. 

Note: The ( ) button will only visible if it’s not yet paid. 

 

 

 
 

25. After clicking the  button, it will create a table for the items of the specific bill. 

 

 

 

 

 



Segworks Technologies Corporation | 9 
 

 

PAYWARDS 

1. Click Cashier in the left menu. 

2. Click Payward to process hospital billing. 

 

 

 

3. Search the patient by its name (Last name, First name) or by Case No. 

Then click Search button. 

4. Click Select from the result to select a patient. 
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5. The system will proceed to Billing tab. 

6. Input patient’s OR No. 

7. Click AddBilling to select the recent billing of the patient. 

 

 

 

8. Click  button to view the details of the bill. 

9. Click  button at Status section to add the bill. 

Note: The ( ) button will only visible if it’s not yet paid. 
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10. Click  to cancel payment of an item. 

11. Click Add Partial and set amount of the bill’s partial payment. 

Click ClearList button to clear the list below. 

12. Enter Amount Tendered for patient’s payment and click Enter to process the bill payment. 

13. Or click ProcessPayment button to process the payment. 

14. Click Cancel button to cancel payment. 

15. Payments can process through Check/Credit Card by clicking the tab Check/Credit Card and 

fill the details. 

 

 

DEPOSIT 

1. Click Cashier in the left menu. 

2. Click Deposit to process patient’s deposits. 
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3. Search the patient by its name (Last name, First name) or by Case No. 

Then click Search button. 

4. Click Select button for specific patient. 

 

 

5. The system will proceed to Deposits tab. 

6. Input patient’s OR No. 

7. Click Add Deposit button to add deposit for Hospital fees. 

Click Add Deposit (HOI) button to add deposit for Hospital fees (HOI). 

Click Add Partial button to add partial payment. 

Click OB Annex button to add payment for OB Hospital Fees. 

Click Clear List to clear the list. 
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8. The system will display the partial/deposit payments made by the patient.  

Click  button to delete the partial payment transaction. 

9. To finalize the payment, enter the Amount in AmountTendered and click ENTER to generate OR. 

10. Or click ProcessPayment button to process the payment.  

11. Click Cancel button to cancel payment. 

12. The patient can also pay deposit/partial payments through Check/Credit Card by clicking the tab 

Check/Credit Card and fill the details. 

RECENT PAYMENTS 

1. Click Cashier in the left menu. 

2. Click Recent Payments in the menu to view recent processed payment. 
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3. Click  button at the right side to edit the entry. 

Click  button to print the summary of the payment. 

Click  button to cancel the entry then enter the reason of cancelation. 

4. If the payment cancelled, the personnel can undo the cancelation by clicking the  button. 

To view the reason of cancelation, click  button. 

 

 

 
 

 

ISSUES CREDIT MEMO 

1. Click Cashier in the left menu. 

2. Click Issue Credit Memo to issue cash voucher for refund. 
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3. Click  button to search a patient. 

 

 

 

4. Enter the patient’s name (Last name, first name) and click Search button. 

5. Click Select button to select the specific patient. 

 

 

6. Click RefundItems. 
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7. Select payment to be refunded then click Expand button. 

 

 

 

 

8. It will immediately display the details.  

Click Refund button then close the form by clicking Close Tray. 
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9. Select Assignee/Personnel. 

10. Click  button to delete an item in the list. 

11. Click Clear List button to clear item listed. 

12. Click Process Memo button and click OK to process the refund. 

13. Click Cancel button to cancel transaction. 

 

 

 

 

14. Click Print button to print. 

15. Click Close button to close the page. 
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Credit Memo Archives 

1. Click Cashier in the left menu. 

2. Click Credit Memo Archives to issued cash vouchers. 

 

 

 

 

3. The system will automatically display the entire issued memo. 

Fill the search options to filter the results then click Search button. 

4. Click  button at the right side to update the memo. 

Click  button to print the issued memo. 

Click button to delete in the list. 
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CASHIER REPORTS 

1. Click Cashier in the left menu. 

2. Click Cashier Reports to generate cashier report. 

 

 

 

 

 

 

 

 

 

 

3. In the Report Selection, select Report Type. 

A. For Daily Collection Per Account, 

1. Select Daily Collection (Per Account) in Report Type drop box. 

2. Select the account type. 

3. Check the checkbox to show the inactive encoders in the selection (at the Select 

Encoder). 

4. Select Name of encoder. 

5. Select date of the report 

6. Pick its period of shift. 

7. Enter range of OR #s. 

8. Then click View Report button to generate the report in PDF format. 
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B. For Daily Collection Full Report, 

1. Select Daily Collection Full (Per shift) in Report Type drop box. 

2. Select the account type. 

3. Check the checkbox to show the inactive encoders in the selection. 

4. Select Name of encoder. 

5. Input time when Shift Starts and Shift Ends. 

6. Enter range of OR #s. 

7. Then click View Report button to generate the report in PDF format.  

 

 

C. For Daily Collection Full Report, 

1. Select Daily Collection Full (Per shift) in Report Type drop box. 

2. Select the Account type. 

3. Check the checkbox to show the inactive encoders in the selection. 

4. Select name of encoder. 

5. Input Shift Starts and Time. 

6. Input Shift Ends and Time. 

7. Range of OR #s. 

8. Then click View Report button to generate the report in PDF format.  
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D. Daily Endorsement Per Shift Report, 

1. Select Daily Endorsement (Per shift) in Report Type drop box. 

2. Select the Encoder. 

3. Select Range of OR #s. 

4. Then click View Report button to generate the report in PDF format.  

 

 

 

E. For Daily OR Usage Report, 

1. Select Daily OR Usage in Report Type drop box. 

2. Select the account type. 

3. Check the checkbox to show the inactive encoders. 

4. Select name of encoder. 

5. Select range of OR #s. 

6. Then click ‘View Report’ button to generate the report in PDF format. 
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F. For Monthly Collection Report, 

1. Select Monthly Collection (Per Account) in Report Type drop box. 

2. Select the account type. 

3. Check the checkbox to show the inactive encoders. 

4. Select name of encoder. 

5. Select what month and year. 

6. Then click View Report button to generate the report in PDF format. 

 

 

CASHIER REPORT LAUNCHER 

1. Click Cashier in the left menu. 

2. Click Cashier Report Launcher to generate reports. 
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3. Select Category in the drop box. 

Note: If none, it will generate all according to its period of time. 

4. Select period of date and it will immediately generate the reports below. 

5. Search name of the report in an empty field at the Available Reports. 

6. Click  to view the report in PDF format. Click  to generate the report in EXCEL format. 

 

 

 

SEARCH  EMPLOYEE 

1. Click Cashier in the left menu. 

2. Click Search Employee  to search active and inactive employee. 
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3. Search the employee’s name (Last Name, First Name) then click ENTER or Search button. 

 

 

4. Click  to view and update employee’s information. 
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PAYMENT ARCHIVES 

1. Click Cashier in the left menu. 

2. Click Payment Archives to view master list of processed cashier payments. 

 

 

 

 

3. Select any on the tabs (By Date, Payor, O.R.#) and date to filter search. 

Click Search button to display the result. 

4. In cancelled transaction, click  to view the reason of cancelation. 

Click  button to undo cancelation. 

Click  button to delete O.R.  

5. Click  button at the right side to edit the entry. 

Click  button to print the summary of the payment. 

Click  button to cancel the entry then enter the reason of cancelation. 

Click button to delete in the list. 
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Payment Items Manager 

1. Click Cashier in the left menu. 

2. Click Payment Items Manager to view databank for miscellaneous payment/hospital services. 

 

 

3. Search Service Name and its specific Account type then click Search button to search. 

Note: Select All in Account Type and click Search button to view all. 

4. Click  button at the right side to edit the Payment Item. 

Click button to delete in the list.  

5. Click New Payment Item to create new Payment Item. 
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Create Payment Item 

6. Upon clicking New Payment Item, fill up the details for new Payment Item. 

7. Then click Save button to save. 

8. Click Cancel button to cancel. 

9. Click Close Tray button to close the form. 

 

 

ASSIGN OR SERIES 

1. Click Cashier in the left menu. 

2. Click Assign OR Series to assign range of OR numbers to specific encoders. 
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3. Fill the search options to search specific user/OR Number. 

Or click only Search button to display all of the user and its details. 

4. Click  to lock the user. 

Click  to update User’s OR Assignment 

Click  to delete OR Assignment. 

5. To Add OR Assignment, click Add button. 

 

 

6. Upon clicking Add button, fill the OR Assignment details. 

7. Save data by clicking Save button. 
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Edit OR Numbers 

1. Click Cashier in the left menu. 

2. Click Edit OR Numbers. 

 

 

 

3. Input range of OR #’s. 

4. Click Search button to display results. 
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5. Update OR # to edit the old OR #. 

6. Click Save button to save the data.  

7. Click Cancel button to cancel. 

8. To generate New OR #, click Generate OR and select range of OR #s. 

 

 

 

 

 

 

 

 

 

 

 

 

Setup Printer 

1. Click Cashier in the left menu. 

2. Click Setup Printer. 
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3. Input IP Address. 

4. Input Shared Printer Name maximum of 10 characters. 

5. Click AddPrinter to add the data. 

6. Click  to update IP Address and Shared Printer Name. 

7. Click  to delete Printer Setup. 

 

 

 


