Submit Pre-Authorisation Request

1.1. Submit Pre-Authorisation Request

Purpose

The purpose of this transaction is for the Employer / MSP to request the Pre-Authorisation using the APP.

Business Scenario

In this scenario an Employee / MSP request for the Pre-Authorisation using CompEasy System external
APP.

Prerequisites

The following prerequisites are applicable when processing this transaction:
e Access to https://CompEasy.labour.gov.za website.

1.1.1. Home - Google Chrome

2 3 CompEasy Home v Q

Submit Medical Submit Pre- Invoice Submission View Invoices Display Claim Manage
Report Authorisation Request Display Status (Customer Organisation
Request View) Authorisation

hS

Step [Action
Submit Pre-
1] Authorisation
Click the Submit Pre-Authorisation Request Reduest tile to access the
transaction.
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https://protect-za.mimecast.com/s/83g1Cpgn8yIpGzG4cPt5ou

Submit Pre-Authorisation Request

1.1.2.

& < B

3 CompEasy

Pre Authorisation for Claim - Google Chrome

Pre Authorisation for Claim Q

Pre-Authorisation

[i] Please note that users need to be authorised to submit or view medical reports, invoices, and pre-authorisations on behalf of a Healthcare Practice. Kindly apply for authorisation through the ‘

[ Organisation Authorisation App.

[ [ Please capture all mandatory fields *

l

~ Pre-Authorisation Header Data

*Service Provider Number:
Service Provider Name:
Practice Number:

*Claim Number:

Ex(Old)ClaimNo:

Name and Sumame of Employee:
ID number of Employee:
Employer:

*Pre-Auth Type:

Date Created:

*Notes:

Please select Service Provider number

Please enter Claim number

M/1030674/1

08.10.2020

~+ Submission

Please be aware that the user needs to be authorised to submit Medical Reports on
behalf of a registered Medical Practice.

Step  [Action

(2]

required value.

. . . =
Click the Service Provider Number [

possible entries button to search for the

1.1.3.

Pre Authorisation for Claim - Google Chrome

Service Provider Search

Practice number: | 0640980

Name 1 of
organization

Q Seao

Name 2 of Bussiness Partner

organization

Practice Number

No data

Confirm
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Submit Pre-Authorisation Request

@ The Practice Number required must be linked to the User.

Step  [Action

[3] Enter 0640064 in the Practice number field.

1.1.4. Pre Authorisation for Claim - Google Chrome

Service Provider Search

er: [ 0640064]

ractice nu
A LTI Busss Partner  Practice Number

organizaton  or ganization

No data

Step |Action

(4] Click the Practice number Search e button to start the search.
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Submit Pre-Authorisation Request

1.1.5. Pre Authorisation for Claim - Google Chrome

Name 1 of
organization

HENRO

Service Provider Search

Practice number: 0640064

Name 2 of

e Bussiness Partner
organization

OCCUPATIONAL

THERAPISTS 2001360015

Practice Number

0640064

Close Confirm 9

Step  [Action

[5] Click to select the Service Provider Number

radio button.

1.1.6. Pre Authorisation for Claim - Google Chrome

Name 1 of
organization

HENRO

Service Provider Search

Practice number: 0640064

Name 2 of
organization

Bussiness Partner

OCCUPATIONAL

THERAPISTS 2001360013

Practice Number

0640064

Confirm

(6]

populate.

The Service Provider Number, Service Provider Name and Practice Number will auto-
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Submit Pre-Authorisation Request

Step |Action

(6] Click the Confirm button to confirm the selection.

1.1.7. Pre Authorisation for Claim - Google Chrome

& ¢ &  CompEasy Pre Authorisation for Claim v Q

Pre-Authorisation

[i] Please note that users need to be authorised to submit or view medical reports, invoices, and pre-authorisations on behalf of a Healthcare Practice. Kindly apply for authorisation through the
Organisation Authorisation App.

[ [ Please capture all mandatory fields * ]

~ Pre-Authorisation Header Data

*Service Provider Number: | 2001560015 o

Service Provider Name: HENRO

Practice Number: = 0640064

*Claim Number: || 11395534 1

Ex(Qld)ClaimNo M/1030674/1

Name and Sumame of Employee
ID number of Employee
Employer:
*Pre-Auth Type -
Date Created: | 08.10.2020

*Notes

=+ Submission

The Name and Surname of Employee, ID Number of Employee, Employer Name and
Date of Loss will auto-populate

Step [Action

[7] Enter 11395534 in the Please enter Claim number field.
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Submit Pre-Authorisation Request

1.1.8. Pre Authorisation for Claim - Google Chrome

& ¢ &  CompEasy Pre Authorisation for Claim v Q

Pre-Authorisation

[i] Please note that users need to be authorised to submit or view medical reports, invoices, and pre-authorisations on behalf of a Healthcare Practice. Kindly apply for authorisation through the
Organisation Authorisation App.

[ [ Please capture all mandatory fields * ]

~ Pre-Authorisation Header Data

*Service Provider Number: | 2001560015 o!
Service Provider Name: HENRO

Practice Number: = 0640064

*Claim Number: | 11395534

Ex(Old)ClaimNo: | M/10306

Name and Sumame of Employee: | Mic
ID number of Employee: | 5138082550513

Employer: | FECT

*Pre-Auth Type

Date Created: | 08.10.2020

*Notes

Step |Action

(8] Click the Type of Report :l drop down option button to display the available list.

1.1.9. Pre Authorisation for Claim - Google Chrome

& ¢ &  CompEasy Pre Authorisation for Claim v Q

Pre-Authorisation

[i] Please note that users need to be authorised to submit or view medical reports, invoices, and pre-authorisations on behalf of a Healthcare Practice. Kindly apply for authorisation through the
Organisation Authorisation App.

[ [ Please capture all mandatory fields * ]

~ Pre-Authorisation Header Data

*Service Provider Number: |  Chronic Medication
Service Provider Name: | Hgspitalisation

Practice Number: | Assistive Devices

*Claim Number: Oceupational Therapy
Ex(Qld)ClaimNo: | Physiotherapy b
Name and Sumname of Employee: | Chiropractor
ID number of Employee: | Treatment Other

Employer: Specialised Radiclogy
*Pre-Auth Type: | |

Date Created: | 08.10.2020

*Notes

Step |Action

[91  [Click on the ID number of Employee Cccupational Therapy o g select it.

==
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Submit Pre-Authorisation Request

1.1.10. Pre Authorisation for Claim - Google Chrome

& ¢ &  CompEasy Pre Authorisation for Claim v Q

Pre-Authorisation

[i] Please note that users need to be authorised to submit or view medical reports, invoices, and pre-authorisations on behalf of a Healthcare Practice. Kindly apply for authorisation through the
Organisation Authorisation App.

[ [ Please capture all mandatory fields * ]

~ Pre-Authorisation Header Data

*Service Provider Number: | 2001560015 o!
Service Provider Name: HENRO
Practice Number: = 0640064
*Claim Number: | 11395534

Ex(Old)ClaimNo

Name and Sumame of Employee: | Mic

ID number of Employee: | 5138082550513

Employer: | FECT

*Pre-Auth Type: | Occupational Therapy i

Date Created: | 08.10.2020

*Notes

Step |Action

[10] Click in the area below the scroll bar to scroll down.

1.1.11. Pre Authorisation for Claim - Google Chrome

2 ¢ @& | 3CompEasy Pre Authorisation for Claim ~ Q
Pre-Authorisation

Name and Surname of Employee: | Mic
ID number of Employee: = 5138082550513
Employer: | FECT
*Pre-Auth Type: | Occupational Therapy

Date Created: = 08.10.2020

*Notes

*icD1 522.41/502.10/S0.

> Pre-Authorisation Benefits Selection

> Pre-Authorisation Documents

~+ Submissic

Step [Action

[11] Enter Other treatment in the Notes field.

==
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Submit Pre-Authorisation Request

1.1.12. Pre Authorisation for Claim - Google Chrome

A < & 3 CompEasy

Pre Authorisation for Claim ~

Pre-Authorisation

Name and Surmame of Employee Mic
ID number of Employee: = 5138082550513
Employer FECT

*Pre-Auth Type

Occupational Therapy

Date Created: = 08.10.2020
*Notes: [ Other treatment|
*1CD1 542.20/W24.60|

> Pre-Authorisation Benefits Selection

> Pre-Authorisation Documents

Q

+ Submission

ICD10 Code is case sensitive, use capital letter's when inserting alphabets. Please note
the format: the | must be added between and after the codes, no spaces allowed.

Step |Action

[12] Enter S42.20|W24.60| in the ICD10 field.

1.1.13. Pre Authorisation for Claim - Google Chrome

A < & 3 CompEasy

Name and Surname of Employee
1D number of Employee
Employer

*Pre-Auth Type

Date Created.

*Notes

*CD1

-Autharisalicr\ Benefits Selection

> Pre-Authorisation Documents

Pre Authorisation for Claim ~
Pre-Authorisation

Mic
5138082550513
FECT

Occupational Therapy

08.10.2020

Other treatment

542,20/W24.60]|

Q

==
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Submit Pre-Authorisation Request

Step |Action

(13] Click the Expand > node to open the Pre-Authorisation Benefits Selection.

1.1.14. Pre Authorisation for Claim - Google Chrome

2 < @& 3 CompEasy Pre Authorisation for Claim ~ Q
Pre-Authorisation
Name and Surmame of Employee Mic
ID number of Employee: = 5138082550513
Employer FECT
*Pre-Auth Type: | Occupational Therapy
Date Created:  08.10.2020
*Notes: Gtner treatment
*cD1 542.20/W24.60|
8 it Add Benfit Catalogue
ﬁ:;f‘@(gc“[“"g“es Srrg-text of Benefit Catalogues Item Number Unit
No data
4 Submission
You can select the date using the Calendar icon/button.
Step [Action
[14] Enter 01.09.2020 in the Period field.

==
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Submit Pre-Authorisation Request

1.1.15. Pre Authorisation for Claim - Google Chrome

A < & 3 CompEasy

Pre Authorisation for Claim ~

Pre-Authorisation

Name and Surmame of Employee: | Mic
ID number of Employee: = 5138082550513
Employer: | FECT

*Pre-Auth Type

Date Created

Occupational Therapy

08.10.2020

Q

.
Notes: | gther treatment

*CD1 542.20/W24.60|

v Pre-Authorisation Benefits Selection

£ 01.09.2020 B | 01.10.2020] &
*Period =i ™o L ] ] it Add Benfit Catalogue
Benefit Catalogues | ;. vext of Benefit Catalogues Item @ Number Unit
Item ID
No data

Step |Action

[15] Enter 01.10.2020 in the to field.

1.1.16. Pre Authorisation for Claim - Google Chrome

2 ¢ @& | 3CompEasy Pre Authorisation for Claim ~ Q
Pre-Authorisation

Name and Surname of Employee: | Mic
ID number of Employee: = 5138082550513
Employer: | FECT
*Pre-Auth Type: | Occupational Therapy

Date Created: = 08.10.2020

*hot
Notes: | other treatment

*IcD1 $42.20/W24.60|

~ Pre-Authorisation Benefits Selection

01.09.2020 E3 1 01.10.2020
*Period Mo L i} Add Benfit Catalogue
nefit Ca
Lo A s Long text of Benefit Catalogues Item Number Unit (16)
Item 1D

No data

Step [Action

& Add Benfit Catalogue

[16] |Click the Add Benefit Catalogue button to add the benefits

catalogue.

==
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Submit Pre-Authorisation Request

1.1.17. Pre Authorisation for Claim - Google Chrome

Add Benefit Catalogues

Step  [Action

(17] Click the Benefit Catalogues ... drop down option button to display the available list.

1.1.18. Pre Authorisation for Claim - Google Chrome

Add Benefit Catalogues

Benfits Catalogues:

NAPPI| CODE (ZNAPPI)

I Occupational Therapy (ZCF06)

Step  [Action

[18]  |Click on the Benefit Catalogues ©ccupational Therapy (ZCFO8) gption to select it.

=CO0ID o
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Submit Pre-Authorisation Request

1.1.19. Pre Authorisation for Claim - Google Chrome

Add Benefit Catalogues

Benfits Catalogues:

! Occupational Therapy (ZCF06)

Benefit

Quantity

Y Add Benefit

Step  [Action

[19] |Click the Benefit Catalogues Item ID = possible entries button to search for the
required value.

1.1.20. Pre Authorisation for Claim - Google Chrome

Benefit Catlog Items

Benefit Catalague ltem: || 66313]

Benefit Catalague
ltem

Description Benfit Catalague Ben Type
0006 After hours treatment ZCF06 CF2000
001 Un-cancelled appointments. not reimbursed by CF ZCF06 CF2000
Travelling fee 2CF06 CF2000
In hospital of Nursing facility treatment 2CF06 CF2000
First consultation (5-15 min) ZCF06 CF2000
Followup consultation (15-30 min) ZCF06 CF2000
Followup consultation (30-60 min) ZCF06 CF2000
Observation and screening 2CF06 CF2000
Specific evaluation for a single aspect of dysfunction (Specify which aspect) ~ ZCF06 CF2000

Specific evaluation of dysfunction involving one part of the body for a specific

ZCF06 CF2000
functional problem

Specific evaluation for dysfunction involving the whole body (Specify condition

ZCF06 CF2000
and which aspects ev

Confirm

Step  [Action

[20] Enter 66313 in the Benefit Catalogue Item field.

==
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Submit Pre-Authorisation Request

1.1.21. Pre Authorisation for Claim - Google Chrome

Benefit Catlog Items

Benefit Catalague Item:

D

EoEREEEER G Benfit Catalague Ben Type

Item
0006 After hours treatment ZCF06 CF2000
001 Un-cancelled appointments. not reimbursed by GF ZCF06 CF2000
Travelling fee ZCFo6 CF2000
In hospital of Nursing facility treatment ZCF06 CF2000
First consultation (5-15 min) ZCF06 CF2000
Followup consultation (15-30 min) ZCF06 CF2000
Followup consultation (30-60 min) ZCF06 CF2000
Observation and screening ZCFo6 CF2000
Specific evaluation for a single aspect of dysfunction (Specify which aspect) ZCF06 CF2000

Specific evaluation of dysfunction involving one part of the body for a specific

. ZCF06 CF2000
functional problem

Specific evaluation for dysfunction involving the whole bedy (Specify condition
and which aspects ev

ZCF06 CF2000

Confirm

Step  [Action

[21] Click the Search button to start the search.

1.1.22. Pre Authorisation for Claim - Google Chrome

Benefit Catlog Items

Benefit Catalague Item 66313

Benefit Catalague

Jtem Description Benfit Catalague Ben Type

66313 On level three 45 min ZCF06 CF2000

Coni D)

Step  [Action

[22] Click to select the Benefit Catalogues Item ID o radio button.

==
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Submit Pre-Authorisation Request

1.1.23. Pre Authorisation for Claim - Google Chrome

Benefit Catlog Items

Benefit Catalague Item: | 66313

Benefit Catalague

Description Benfit Catalague Ben Type
ltem ol g yp

66313 On level three 45 min ZCF06 CF2000

Step  [Action

[23]  |Click the Confirm ICEEEE button to confirm the selection.

1.1.24. Pre Authorisation for Claim - Google Chrome

Add Benefit Catalogues
Benfits Catalogues:
Occupational Therapy (ZCFO6)

Benefit Catalogues Item ID
66313

Step  [Action

~¥ Add Benefit

[24]  |Click the Add Benefit button to add benefit.

=CO0ID S
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Submit Pre-Authorisation Request

1.1.25. Pre Authorisation for Claim - Google Chrome

2 < @& 3 CompEasy Pre Authorisation for Claim ~ Q

Pre-Authorisation

Name and Surmame of Employee: | Mic
ID number of Employee: = 5138082550513
Employer: | FECT
*Pre-Auth Type: | Treatment Other
Date Created:  08.10.2020

.
Notes: | gther treatment

*1CD1 542.20/W24.60|

v Pre-Authorisation Benefits Selection

*Period 01.09.2020 B w, 01102020 =] i’L{ Add Benfit Catalogue |

enefit Ca =
Benefit Catalogues | ;. vext of Benefit Catalogues Item Number Ll

Item ID
o (5 &

66313 On level three 45 min

+ Submission

Step |Action

[25] Click in the area below the scroll bar to scroll down.

1.1.26. Pre Authorisation for Claim - Google Chrome

2 ¢ @& | 3CompEasy Pre Authorisation for Claim ~ Q

Pre-Authorisation

"NOES! | Other treatment

*CD10 542.20|W24 60|

v Pre-Authorisation Benefits Selection

01.09.2020 5] 01.10.2020 3 S
*Period *to & G Add Benfit Catalogue |
e b Long text of Benefit Catalogues Item Number Unit

Item ID

66313 On level three 45 min EA (=

Pre-Authorisation Documents

~+ Submission

If the wrong Benefit Catalogue is added on the system, it can be easily deleted by using
the delete button and the correct one can be loaded.

==
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Submit Pre-Authorisation Request

Step |Action

(26] Click the Expand % node to open the Pre-Authorisation Documents.

1.1.27. Pre Authorisation for Claim - Google Chrome

2 < @& 3 CompEasy Pre Authorisation for Claim ~ Q

Pre-Authorisation

"Netest | Other treatment

*ICD10: | S42.20/W24.60|

v Pre-Authorisation Benefits Selection

01.09.2020 B # | 01102020 =]

*Period B3 Add Benfit Catalogue

Benefit Catalogues

— Long text of Benefit Catalogues Item Number Uniit
66313 On level three 45 min EA (m
~ Pre-Authorisation Documents 9

+ Submission

Step |Action

[27] Click in the area below the scroll bar to scroll down.

1.1.28. Pre Authorisation for Claim - Google Chrome

2 ¢ @& | 3CompEasy Pre Authorisation for Claim ~ Q
Pre-Authorisation

66313 On level three 45 min EA

v Pre-Authorisation Documents

No files found.

use the + Button

==
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Submit Pre-Authorisation Request

Step |Action

(28]

Click the Document type ZI drop down option button to display the available list.

1.1.29. Pre Authorisation for Claim - Google Chrome

& ¢ &  CompEasy Pre Authorisation for Claim v Q

Pre-Authorisation

66313 On level three 45 min EA W
~  Pre-Authorisation Documents
*Document type || +

Medical Additional Supporting Documents
Ambulance Trip Sheet

Assistive Devices Quotation

First Medical Report - Accident WCL4
First Medical Report - Occ.Disease WCL22

No files found. First Medical Report PTSD WCL303

use the + Button Progress Medical Report - Accident WCL5

Progress Medical ReporteasEWC 127
Progress Medical Report - PTSD WCL305
Final Medical Report - Accident WCLSF

_ et edcsl Repart Qe Disssse WELED

Step |Action

[29]  |Click on the Document Type Frosress Medical Report - Accident WCLS gption to select it.

1.1.30. Pre Authorisation for Claim - Google Chrome

2 < @& 3 CompEasy Pre Authorisation for Claim Q

Pre-Authorisation

66313 On level three 45 min EA

~ Pre-Authorisation Documents

“Document e | Pogess Wedia Fipat |

@)

No files found.

use the + Button

==
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Submit Pre-Authorisation Request

Step |Action

(30] Click the Add + button to upload a document.

1.1.31. Pre Authorisation for Claim - Google Chrome

& ¢ &  CompEasy Pre Authorisation for Claim v Q

Pre-Authorisation

66313 On level three 45 min EA W
@ Open X
4 B> ThisPC » Desktop » v O | Search Desktop »
Organise v New folder e M
~  Pre-Author =
Standard Docur ™ Name Date medified Type Size "
« Creative Cloud Fil Doctors Invoice Adobe Acrobat D... 7KB
) [E] vEsves Text Document 2k8 it v+
@ OneDrive - Persor 27 How to Capture a Pre-Authorisation Producer Package 44879KB
& Tansnet 5] Fiori Link Text Document 18
Prajects Cloud It Pre-Auth Motivation Adobe Acrobat D... 7KB
[5) Assistive Device Quotation Adobe Acrobat D... 7KE
& ThisPC I@ Medical Report Adobe Acrobat D... 7KB
¥ 30 Objects T SAD Adobe Acrobat D... TKE
[ Desktop v oD >
File name: | | [airFies -

Step |Action

[31]  |Double click on the Document Type ! Medical Repert gntion to select it.

1.1.32. Pre Authorisation for Claim - Google Chrome

2 < @& 3 CompEasy Pre Authorisation for Claim Q

Pre-Authorisation

66313 On level three 45 min EA

~ Pre-Authorisation Documents

*Document typs | Progress Medical Regort | +

E}. Medical Report.pdf

6.5KB

+ Submission

==
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Submit Pre-Authorisation Request

Step [Action

+ Submission

(32]

Click the Submission button to submit the Pre-Auth request.

1.1.33. Pre Authorisation for Claim - Google Chrome

Confirm

Do you want to submit Pre-Authorisation?

Step  [Action

(33]

button to acknowledge the message.

1.1.34. Pre Authorisation for Claim - Google Chrome

[¥] Success

Pre-Authorisation has been created

% c o I D Compensmnd
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Submit Pre-Authorisation Request

Step  [Action

[34] |cClick the OK i ©

utton to acknowledge the message.

1.1.35. Pre Authorisation for Claim - Google Chrome

2 < & 3 CompEasy

| Pre Authorisation for Claim |

Q

Pre-Authorisation

[il Please note that users need to be authorised to submit or view medical reports, invoices, and pre-authorisations on behalf of a Healthcare Practice. Kindly apply for authorisation through the
Organisation Authorisation App.

‘ [ Please capture all mandatory fields *

~ Pre-Authorisation Header Data

*Service Provider Number: | Please select S

Service Provider Name
Practice Number:

*Claim Number

Ex(Old)ClaimNo
Name and Surname of Employee
1D number of Employee
Employer

*Pre-Auth Type

Date Created: | 08.10.2020

*Notes

@ Well done! You have successfully submitted Pre-Authorisation Request using the APP

==
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