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1 Introduction

1.1 Purpose

This document is prepared for the Service Provider and the delegated Data Entry Account to
use the online eHealth System (Subsidies). The instructions and procedure to access the
functions provided by eHealth System (Subsidies) for Service Providers are described here.

This document covered the functions related to claim transaction, eHealth (Subsidies)
account creation, reimbursement, login and logout, inbox, service provider profile
management and data entry account management.

1.2 System Overview

eHealth System (Subsidies) provides platform for the enrolled health care service providers to
assist eligible persons to claim subsidy online. The System was first developed to support
the Health Care Voucher Scheme (HCVS). Starting from 19 October 2009, three new
schemes are introduced into eHealth System (Subsidies) for claiming vaccination subsidies
for eligible patients. The three new schemes are, Childhood Influenza Vaccination Subsidy
Scheme (CIVSS), Elderly Vaccination Subsidy Scheme (EVSS) and Residential Care Home
Vaccination Programme (RVP).

Besides Hong Kong Identity Card (HKIC) and Certificate of Exemption (EC), six identity
document types are accepted for different schemes. They are, Hong Kong Birth Certificate
(Established) (HKBC), Hong Kong Re-entry Permit (REPMT), Document of Identity (Doc/l),
Permit to Remain in HKSAR (ID235B), Non-Hong Kong Travel Document (VISA) and
Certificate issued by the Births and Deaths Registry for adopted children (ADOPC).
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2

Definitions

Validated eHealth
(Subsidies) account

A registered and validated account in the eHealth System
(Subsidies).

Temporary eHealth
(Subsidies) account

Account registered in eHealth System (Subsidies) but has not
been validated with Immigration Department.
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3 Login

The system is available in Chinese and English version and some of the functions are
available in text-only version. You can switch among the versions by pressing the “Z<5&” |
“English” and ““Text only version” on the top right hand side.

Service Providers can login the system with their username, password and the token’s
passcode while the delegated data entry accounts can login the system with their username,

password and the service provider ID or username.
Pressing here to

switch the language

T aean Syem b Sy Logn Vot £

CHealth System

(Subsidies

= n

rhealt

. User Manua
! Account Type & Sevice Provider Uata Entry Accound
é Useful Link Service Provider ID / Username 00123456 CANT ALESS 10 your account?
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(@) Face , £
Token Passcode [ensuse = /=
= Contac T
i ontact Us —

g‘ ' Easy Guide

o Downioad Area

=4
= Reisase Notes

Prtvacy Policy | Important Mobcas | System Maintenance
1% -

Fig. 3-1 Login Page

3.1  Service provider Login

Service Providers can access the System using the service provider ID or username created in
the account activation process, own password and the passcode of the token.

a. Inthe login page, select ‘Service Provider’ from the Account Type. (Fig 3.1-1)

b. Input login ID, password and the token’s passcode in the login screen.

c. Click "Login™ button to login.
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d.  After login is successful, the home page is displayed. (Fig. 3.1-2)

m Select “Service Provider”
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Remarks:

I. You should input the login information carefully as the system will auto lock the user
after 5 consecutive invalid attempts.  To unlock your account, please refer to section
6.1 ‘Service Provider — Forgot Password/ Account Locked’ for details.

ii. A warning message will be displayed at your home page if you haven’t changed your
password for over 60 days.

iii. You will be logged out automatically after idling for 20 minutes.

3.2 Data Entry Account Login

Service Providers can create Data Entry account to assist them in the daily operation. The
Data entry account can login the system using the username, password and the corresponding
service provider ID or username.

In the login page, select ‘Data Entry Account’ from the Account Type. (Fig 3.2-1)
Input username, password and the service provider ID/username in the login screen.
Click “Login” button to login.

After login is successful, the home page is displayed. (Fig 3.2-2)

oo T

Select “Data Entry Account”
N\ D —
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IS |
|

Teat Ovly Verson 'YWl m |
% (5 375
X
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Peacy Pokey | yrooset Hatoen | Saten Martsnance

S o

Fig 3.2-1 Login
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Fig 3.2-2 Home Page

In the first successful login, the data entry account will be asked to change the password
before going to the home page (Fig. 3.2-3).

Enter the current password in the field ‘Old Password’

Enter the new password for fields ‘New password’ and ‘Confirm password’
Click the “Accept” and press the “Confirm” button to confirm.

The password will be changed and the Home page will be displayed afterwards.

o0 o

In your 1* login, you have to change your password

and accept the Agreement.

This is your first time to logn this system. you password

NURSE_HO

KAt e '
(T ™ St
AVTI) adra) marer NanA (ot
™
Frean Peso | Disctaimes | Sewwrn tiymienarce =l

o L] wime -

Fig 3.2-3 Data entry account to change password for 1% login
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Remarks:

I. You should input the login information carefully as the system will auto lock the
user after 5 consecutive invalid attempts. To unlock your account, you should
contact your Service Provider.

ii. A warning message will be displayed at your home page if you haven’t changed
your password for over 60 days.

iii. You will be logged out automatically after idling for 20 minutes.

4 Home Page

After successful login, the Home page will be displayed. The service provider Home page
will have the Task List showing the outstanding tasks to be completed. (Fig. 4-1). What’s
new will be displayed if there is new information to be announced.

You can collapse or expand the

menu by clicking the ‘Menu’ bar.

- ¥n @
2 o RERT
rhealth

31 Mar 2016 17:2)
22 Dec 2015 05:28

Health S
it

=1 =il

NINN -

Fig. 4-1 Home page for Service Provider
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a2 health

27 Dec 2011 10:42

07 Dec 2011 10:34
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o e
-l

T R el L ninas .

Fig. 4-2 Home page with collapsed menu.

Inbox button
»  Pressing this button will go to the Inbox function. “Inbox” is only available for service

provider and not for data entry account.

Logout button
»  Pressing this button will logout from the system.

Menu
> User can access function by pressing the menu item on the left hand side. You can also
collapse or expand the menu by clicking the ‘Menu’. (Fig. 4-1, 4-2)

Login Information
»  To show the last successful login and last failure login time for user reference.

What’s New
»  What’s new will be displayed if there is new information to be announced to users.
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5 My Profile

In the function of “My profile”, the service provider can view of his own information, change
the web username, web password, IVRS password, printing option, default web interface
language and maintain the data entry account. While for data entry account, only change
password and printing option are allowed in this function.

You can access the “My profile” from the menu on the left hand side.

=y |
’—_ eheath Syem (LBcde] - Hame Fage - trtmmet fgharey e

Health System ‘,—’Q%W@A
SHUM ' — » ~health

s Varrcination Eaere | 21 Mar 2016 17:2)
| & Enquiry 1 1lhre 22 Dec 2015 09:28

[ —ou™ .
e 11 -
——m

Fig.5-1 The menu

5.1 Service Provider

5.1.1 View personal, medical organization, practice and bank information
Click the tab page of “Personal particulars”, “Medical Organization Information”, “Practice
Information” and “Bank Information” to view own information (Fig 5.1.1-1 t0 5.1.1-5). The
“Show Active Record only” in tab page of “Medical Organization Information”, “Practice
Information” and “Bank Information” is defaulted to be clicked so that only those active
medical organizations, practices and banks are shown. You can unclick it to view all

records. Click the (i a popup window will show the legend of scheme in “Practice

Information”.
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Press the “Personal particulars” to show the information.
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Fig. 5.1.1-1 Personal Particulars

You can show all records by unselect the

“Show Active Record only”.
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Fig. 5.1.1-2 Medical Organization
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Fig 5.1.1-5 Bank Information

5.1.2 Change System information

Click the tab page of “System Information” under “My Profile” (Fig 5.1.2-1). Click “Edit”
button and you can change system information.
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Fig 5.1.2-1 System Information
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5.1.2.1 Change username

You can enter a new username and check whether the new username is free to use by pressing
the ‘Check Availability” button. If you are the current user of PPI1-ePR/eHRSS, you can get
your username from PPI-ePR/eHRSS by pressing “Get Username from PPI-ePR/eHRSS’
button. Please note that the username cannot be 8 numeric digits. You can press “Save” to
save the change or “Cancel” to abort the change.

Check whether the user name

is available for use.

/ 7

You can get the user name
T from PPI-ePR/eHRSS if you

[~ Gt Disatnnma fro POT aPRuHRSS” . \I are their user.

BE0S0N40

® LANguUaPe Ergheh v

L I0R of B peacionte) v "Cire 0 .

Prremy Py |rrgartae Hetons | Sratar Marderares

\ N\

Press “Save” after change.

Fig 5.1.2.1-1 Change username
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5.1.2.2 Change default language

You can select the default language to either Chinese or English.  The selection will also be
applied to the subject of the email to your email address or the message to your Inbox. You
should press “Save” to save the change and the selection will be effective in your next login.

& 1
Service Provider 1D 80000010
Usetnarme DOCTORCHAN Fheck Avadabll p
Token Serial N 229642121
@ System Enolah J Select the default language.
Default Web nterface Language e = —
Printing Option

. h [na

n h Pt na s
r o &

Ll

Changs Web Passwond
_Change VRS Password

_//\\

Press “Save” after change.

Fig. 5.1.2.2-1 Change default language
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5.1.2.3 Change printing option

You can select personalized printing option for printing the consent form when claiming
transaction. .

There are 3 options for you to select:

> Not to print
If you choose this option, you select to use “pre-printed forms” instead of using system
generated consent forms.

The pre-printed forms can be downloaded from the “Download Area”.

> Print the “full version”:
If you choose this option, you select to use system generated forms of full version of
consent forms.

»  Print the “condensed version”
If you choose this option, you select to use system generated forms of condensed version
of consent forms.

You need to first print out the consent to transfer personal data form which you can
download from the “Download Area”. The consent forms for various schemes are
different. This printed copy can be shown repeatedly to different subsidy recipients
when requesting their consent.
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Service Provider 1D 80000010

Usermams DOCTORCHAN

Token Setial No 229642121

Defoult Web Interface Language Enggsh v/

Select the printing

Printing Option

option.

Print ths indensud varsion I you chooss I PRon, you need 2o show the conssnd to transher pe
btaining ther consent for use of

downloaded from the "Downioad Area

@ Password Seffing
[CJIChange Web Password

Change IVRS Passworid

_~

Press “Save” after change.

Fig. 5.1.2.3-1 Change print option
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5.1.2.4 Change web password

To change your web password, you should click the checkbox of “Change web password”.
The old, new and confirm password will be displayed for input. You can enter the current
password to the ‘Old password’ and enter new password to the “New Password” and
“Confirm Password”. You should press “Save” to save the change.

Frovides IT 90000010

ST DOCTORCHAN L Chedk D
it U A% 1 2 lid

Click the “Change
Web password”.

Enter the old and new

password.

sessenene

-- - ‘,
/7 \

Press “Save” after change.

Fig. 5.1.2.4-1 Change web password
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5.1.2.5 Activate IVRS account / change IVRS password

Activate IVRS account

IVRS account is available for HCVS. If you haven’t activated your IVRS account, the
“Activate IVRS password” checkbox will be shown. Click the checkbox and the new and
confirm password will be displayed for input. You can enter the password in the ‘New
Password” and “Confirm password” and press “Save” button to save the change; then your
IVRS account will be activated. After pressing “Save” button, the “Activate IVRS
password” checkbox will be changed to “Change IVRS password”.

Service Provider ([ 90000010

mam DOCTORCHAN ".I ClCAvalliab o

Token Serial No 229842121

Default Web Interfoce Languag e v

Click “Activate IVRS
password”. Enter the new

password.

Change Web Password

vIActivate IVRS Password

1
LT

N

Press “Save” after change.

Fig. 5.1.2.5-1 Activate IVRS account
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Change IVRS password

If you have activated your IVRS account, you can click the “Change IVRS password”
checkbox to change your IVRS password. After clicking the “Change IVRS password”
checkbox, the old, new and confirm password are displayed for input. You can enter the
current password to the ‘Old password’ and enter new password to the “New Password” and
“Confirm Password”. Then you can press “Save” to save the change.

icw Provider 10 90000010

DOCTORCHAN O [y o
et U e frovs -

loken Sarat N 229642121

Click “Change
IVRS password”.
Enter the old and

new password.

Press “Save” after change.

Fig. 5.1.2.5-2 Change IVRS password
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5.1.3 Maintain Data Entry Account

Service Providers can delegate data entry accounts to assist them in daily operation. To
maintain the data entry account, Service Provider should click the tab page of “Data Entry
Account Maintenance” under “My profile”.

e Gl Gl sy |
wesoOol Pa la " M Inle | [ LM g | |
o e

'_‘L_‘.‘;'J G010 1 Ll t
NESOON0010 2 Username '
RE_S0000010 3 ane b
¢ |DE_£0000010_4
QE_SOOR00 10 5 Practice (4T
i | NURSE MG
7 IESTER)
o
H T =
ob pa 191
] il le | 1
1 U )
] e 148/ \
"
DAt TR |
yatt
| ha 2]
® N 1 Staty
Account Status ”
Acoount Locked r
-y
M|
L) J ]
R ~ | nmAiew i <

Fig. 5.1.3-1 Data Entry Account Maintenance
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5.1.3.1 Create Data Entry Account

a. Press “Add” button in tab page “Data Entry Account Maintenance” under “My Profile”.
b.  Enter the data entry account username, select the available practices and enter the initial
password. The username should be unique under the Service Provider. You should

follow the password tips to input the password.
c. Press “Save” to create the data entry account. Then the username of the new data entry
account will be shown in the “Data Entry Account List” on the left hand side.

Ls_._.-‘y- - e

n  od ot )

o

Account Gitatus r

Account Lackea | g
-."g |
| x Ll 108 .

Press “Add” to add Data Entry Account.

Fig 5.1.3.1-1 Create Data Entry Account
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Account Status r pernie
Account Loched i 1
e D — Press “Save” after input
opa aa the information.
| B Rt s ol iws - |

Fig. 5.1.3.1-2 Input and Save Data Entry Account




User Manual for eHealth System (Subsidies) October 2018

5.1.3.2 Edit Data Entry Account

You should first select a data entry account to edit.

a.  Click the tab page “Data Entry Account Maintenance” under “My Profile”.

b. Select the data entry account from the “Data Entry Account List” on the left hand side.
The corresponding data entry account details will be shown under the “Data Entry
Account Information”.

c. Press “Edit” button. You can then change practice, reset password, suspend and reactive
a data entry account.  After all changes are done, press “Save” button to make the
change effective.

Press the Data Entry Account Username. The data

entry details will be shown on the right hand side.

w rreaiin

NURSE_MO

ACOOUNT BLaTus I

Aconunt Laoued I

o Pty | Dvactame | Byabern Mamanance |

« | )
O 4 e Lins «
\

Press “Edit” to edit the selected data

entry account details.

Fig. 5.1.3.2-1 Edit Data Entry Account
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51.3.2.1 Change practice for data entry account

You can change the practice for the data entry account by clicking the corresponding
checkbox of the practice. Then press “Save” button to make effective the change.

AN, HEALTH S (ediun
L.u.- Pt Vi
Petaonal #a i (V] ind ] Ly I 4V 1 1
(4 LJ
o )
Usemame NURSE_HO

n'“”r
L L ( g

™ Change Web Passwosd

® Ari
Account Status ™ Buspended
Account Lecked r « "
Press “Save
[ Canoat” x
after change.
oy Palicy 1 D | Systam ;]

Ly — l |
| L L i i0s -

Fig. 5.1.3.2.1-1 Change practice for data entry account
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51.3.2.2 Change/Reset password for data entry account

To change the password, you should click the “Change web password” checkbox. The new
and confirm password will be displayed for input.

-l
i: Qe '} ol ] L}
@ @
® . og
Username NURSE_MHO
Fractice Vv
Please make sure
¥ Change Wab Password the paSSWOI’d |S
|essescase set according to
l;l'....ll .
the password tips.
" ;
‘ S (
Accaunt Status ™ Suspenoen
Account Looked "
D U y
L4 | sl
\ ~J O Lime -

N\

Press “Save” after change.

Fig.5.1.3.2.2-1 Reset password for data entry account
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51.3.2.3 Suspend and reactive data entry account

Click “Suspended” for the Account Status will suspend the data entry account. Unclick
“Suspended” will reactive the account.

Al
PecsQnil M 1 LQ0g J 3! iLk LY L ¥ il L
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L N ] |
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Press “Save” after change.

Fig. 5.1.3.2.3-1 Suspend and reactive data entry account



User Manual for eHealth System (Subsidies) October 2018

51324 Unlock data entry account

If the data entry account has attempted 5 consecutive invalid login, the account is locked and
cannot login again.  Service provider can unlock the account by un-clicking the “Locked”
from the Account Locked field.

N, HEALTHY w crneain

F, Fovey | Dincasimes | Havam Mamtenanon \ -—
Al ] 1

\ i s .

Press “Save” after change.

Fig. 5.1.3.2.4-1 Unlock Data Entry Account
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5.2 Data Entry Account

Data entry account can change printing option and change password under “My profile”.

NURSE_HO (for CHAN, HEAL THY ( ’lL‘d'tl'
5 2
- e <
A
&
JaRrmame NURSE_HO
<

Frinting Option

- fy " W ) veadt “pen- printed ¥ taeh ' Thac o e DOowoas
Ao

onced rom the *Dowrioad Aos

o ) fims -

\ \
Press ‘Edit’ to start edit.

Fig. 5.2-1 My profile
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5.2.1 Change printing option

Press ‘Edit’ button to start changing. You can select option for printing the consent form.
Then press ‘Save’ button to save the change. Please refer to the previous section of ‘Change

printing option’ under Service provider (Section 5.1.2.3) for details.

NURSE WO (¢ (AN s - w rrieailnd
HO (for CHAN. HEA Y !
2
Gl Gl ey " U
<«
SeIMAMs 'qLIRS[_HO
<
Frintng Option
( | I ¢ 1 ] pee . praot t Losreoad
Dowreoag Area
™ Change Web Fassword
[ Cane ‘:’
=
Sl L Lime

—\

Press ‘Save’ button to

Fig. 5.2.1-1 Change printing option

confirm.
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5.2.2 Change Password

Click the “Edit” button. Then click the checkbox of “Change Web Password”. The old
password, new password and confirm password fields are shown. Input the current
password to the ‘Old password’ and enter the new password to the “New Password” and

“Confirm Password”.
tips.
login.

N TR

Please make sure the new password follow the rules in web password

Press “Save” button to confirm the change. You can use the new password in next

Fig. 5.2.2-1 Change password

N\

Enter the old and new password

and press “Save”.
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¥ Change Web Passworg
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rhabe; . a .1 according to the
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6 Recover Login

6.1 Service Provider — Forgot Password/ Account Locked

If Service Provider has forgotten the web/IVRS password or the account has been locked,
you can recover your login by “Can’t access to your account” function.

a. Inthe login page, select “Service Provider” from Account Type. (Fig. 6.1-1)

b. Press the “Can’t access to your account” link. The “Recover Login” page is displayed.
(Fig 6.1-2)

c. Enter the Service Provider ID, registered email address (the Service Provider’s email
address as recorded in the eHealth System (Subsidies)) and the token passcode. Then
press “Next”.

d.  The system will check whether your information is correct. If so, a verification code will
be sent to your registered email address for password reset process. The verification
code would be valid for 10 minutes and the last sending time is shown for reference. In
case you cannot receive the email or the verification code is expired, you can click the
“Resend” button to resend the verification code. (Fig. 6.1-3)

e.  Enter the verification code as shown in the email. If the account is locked, HKIC No. of
the service provider is also required for further identification checking. Then press
“Next”.

f.  Enter the token passcode. Then press “Next”. (Fig. 6.1-4)

g. Enter your new web account password or/and IVVRS account password. VRS account
is available for HCVS. If the IVRS account is not locked, changing IVRS password is
optional. A checkbox will be shown for user to choose whether to change IVRS
password or not (default uncheck). Contrarily, if IVRS account is locked, it is necessary
to change the IVRS password. If you have not activated your IVRS password, the IVRS
password fields are disabled. Then press “Next”. (Fig 6.1-5)

h.  The new password is effective (Fig 6.1-6). You can now login the system with the
changed password.
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Fig. 6.1-1 Login Page
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to your registered email address (the Service Provider’s email

address as recorded in the eHealth System (Subsidies)).

Fig. 6.1-2 Recover Login Page
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Fig. 6.1-4 Recover Login Page — enter token passcode
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Fig. 6.1-5 Recover Login Page — enter new password
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Fig. 6.1-6 Recover Login Page — completion of reset password/ unlock account

6.2 Data Entry Account
The Data Entry Account should contact the Service Provider to reset the password if he/she
has forgotten the password.
Please refer to section 5.1.3.2.2 Change/Reset password for data entry account for details of
re-setting the password.



User Manual for eHealth System (Subsidies) October 2018

7 Operation

7.1 Overview

The daily operation for eHealth System (Subsidies) is related to claiming transaction for
eHealth (Subsidies) account and temporary eHealth (Subsidies) account, creation of
temporary eHealth (Subsidies) account and viewing reimbursement result.  To facilitate
administrative work, service provider can delegate data input work, such as claim transaction
and eHealth (Subsidies) account creation, to data entry account. However, the data or
transactions managed by data entry account should be verified and confirmed by service
provider.

The access right on functions for data entry account and service provider is shown in
Appendix 2. The details operation such as claiming transaction, management of claim
transactions, management of temporary eHealth (Subsidies) accounts and reimbursement are
shown in the relevant parts in this section. The main flows for claiming transaction for
temporary and validated eHealth (Subsidies) account are shown in Appendix 3; while the
workflow for service provider and data entry account in claiming transaction are shown in
Appendix 4. As the user of this system will touch on clients’ personal information,
Appendix 1 shows some good practice notes on security for reference.

7.2 Claim Transaction

Service provider and data entry account can claim transaction for eligible patient via the
‘Claim’ function in the menu. For temporary eHealth (Subsidies) account created by data
entry, they should be confirmed by service provider before validating with Immigration
Department.

Eight identity documents are accepted, they are:
i.  Hong Kong ldentity Card

ii. Certificate of Exemption

iii. Document of Identity

iv. Hong Kong Birth Certificate (Established)
V. Re-entry Permit

vi. Permit to Remain in HKSAR (ID235B)
vii. Non-Hong Kong Travel Document

viii. Adoption Certificate

The eligible patient should be a holder of one of the accepted identity documents. The
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accepted document list for different schemes is shown in Appendix 6.

Temporary eHealth (Subsidies) account (without claiming transaction) can be created for
eligible patient via this function too. Several temporary accounts can be created with same
identity document no., however, the total amount of subsidy entitled is restricted to the
maximum amount of subsidy for an eHealth (Subsidies) account.

7.2.1 Search for eHealth (Subsidies) account

a. Inthe menu, click the menu item ‘Claim’. (Fig. 7.2.1-1)

b. If you have multiple practices, you should select the practice. (Fig. 7.2.1-2). Then press

9 . Page ‘1. Search Account’ is shown. (Fig 7.2.1-3)

»  The chosen practice will be the default one for this login session.
c. Select the scheme you are going to claim transaction from ‘Scheme’ (Fig 7.2.1-3)

d. The accepted document type for the selected scheme will be enabled. (Fig 7.2.1-4). If
the patient is a holder of HKIC, you should select the radio button of ‘Hong Kong
Identity Card’, then choose HKIC symbol according to the symbol on the HKIC of the
HKIC holder concerned, and input HKIC No. and date of birth. (Fig 7.2.1-6). The fields
description for different document type are shown in Appendix 7.

» You can click the @ next to the ‘Document Type’ for an accepted

document list for different schemes. (Fig 7.2.1-5)
» Press ‘Help’ button or follow the input tips (if applicable) for details to input
the information for eHealth (Subsidies) Account search.

e. Press ‘Search’ button.
f.  Several results after searching the patient in system:
) Patient with un-matched identity document and date of birth information
The system will display error message for following cases:
1. For document type of HKIC and EC, same document no. and date of

birth exists for another document type. (no matter validated/temporary
eHealth (Subsidies) account). (Fig. 7.2.1-7)
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i)

2. There is a validated eHealth (Subsidies) account with same identity
document type and no. but with unmatched date of birth information in
the system. (Fig. 7.2.1-8)

Patient holding HKIC that is not eligible to use vouchers/vaccination subsidy
due to his/her residential status

The system will check the HKIC holders’ residential status in Hong Kong
automatically. For HKIC holder who is not eligible to use vouchers/vaccination
subsidy due to his current residential status, the following error message will be
shown:

“The service recipient is not eligible to use vouchers/vaccination subsidy due to
his/her current residential status’  (Fig. 7.2.1-9).

You should check if the inputted personal particulars of the patient (including the

HKIC symbol) are correct and, if not, correct the relevant information and repeat
the relevant checking procedures.

The patient has a validated eHealth (Subsidies) account

If the patient is an active validated eHealth (Subsidies) account, the system will
display the account information in ‘2. Enter Details’ for you to input the claim
information. For steps to input claim information, please refer to the ‘Create

Claim’ in section 7.2.3.

The patient has not registered in the system (Fig 7.2.1-10)

If the patient has not registered, the system will prompt you to get consent from
the patient to continue creation of temporary account.

You may press ‘Create Account’ button to start creation of temporary account.
Please refer to section 7.2.2 ‘Create temporary eHealth (Subsidies) account’ for
details of creation of temporary account.
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V) The patient already has a temporary eHealth (Subsidies) account (Fig.
7.2.1-11)

The temporary eHealth (Subsidies) account details are displayed for your
checking.

1. You may continue to claim for the existing temporary eHealth (Subsidies)
account by pressing ‘Confirm’ button. Please refer to section 7.2.3
‘Create claim’ for the creation of claim.

2. If the information displayed is different from the patient, you may modify
the details by creation of a new temporary account.

a. Press the ‘Modify’ button. A pop up window is shown to remind you
to get consent from the patient. (Fig. 7.2.1-12)

b. Press “Yes’ button and the page ‘1b. Enter Details’ is displayed. The
system will copy the data of the original temporary eHealth (Subsidies)
account to ease your input (Fig. 7.2.1-13).  The remaining steps are
similar to the steps (c) to (f) of ‘Create temporary eHealth (Subsidies)
account’ in section 7.2.2 below.
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Fig. 7.2.1-1 Claim in Menu
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7.2.2 Create temporary eHealth (Subsidies) account

a. The accepted document type varies for different scheme, select the document type and
then enter the required information for creating temporary account. For detail of the
fields description for different identity document types, please refer to Appendix 7. If the
patient is HKIC holder, please input the personal details of name, Chinese Commercial
Code (CCC), gender and date of issue in page ‘1b. Enter Details’. (Fig. 7.2.2-1)

o

»  The date of issue should be inputted and the format is ‘DD-MM-YY’ or
‘DDMMYY”’

»  After entering the CCC, press the ‘Chinese Name’ button. A pop up window is
displayed for you to select the Chinese character corresponding to the CCC (Fig
7.2.2-2). Then press ‘Confirm’ button after selection. The Chinese name will be

» You can change the practice by pressing the image

displayed above the English name.

b.  Press ‘Next’ after the information is entered. The ‘Confirm Details’ page is shown.
(Fig. 7.2.2-3)

c.  You should click the checkbox of ‘I declare...” and press ‘Confirm’ button to confirm
the creation.

d. AReference No. (in blue color) for the temporary eHealth (Subsidies) account is shown.
(Fig. 7.2.2-4)

e.  The creation of the temporary eHealth (Subsidies) account is completed.

» You may press ‘Proceed to Claim’ button to claim for the temporary eHealth
(Subsidies) account.  Please refer to the section 7.2.3 ‘Create claim’ to continue
the claim.

» You may press ‘Next Creation’ button to create another temporary eHealth
(Subsidies) account.
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7.2.3 Create claim

a. Before going into the claim page, the vaccination records of the patient are shown for
your viewing. (Fig. 7.2.3-1a) Please refer to the legend in the screen for the available
document types and the available immunization types of different information providers.

®

b. Inpage ‘2. Enter Details’, you can change practice by pressing the icon. (Fig

7.2.3-1b)

Cc. Select ‘Scheme’ from the scheme list. Enter the service date of the claim and the default
date is set to today. You can backdate the service date and the date cannot be a future
date. (Fig 7.2.3-1b)

» For HCVS, enter the voucher amount claimed, the net service fee charged and the
reasons for visit (principle and/or secondary). For an elder holding HKIC with the
first alphabet of its symbol as C or U, you should make the claim for use of
vouchers on the same date as the date of provision of the related healthcare services
(Fig 7.2.3-1b)

»  For vaccination schemes, select the subsidy. (Fig 7.2.3-1c) You may click the @

icon to view the legend of the subsidy. (Fig 7.2.3-2)

»  When claiming for RVP, you may press ®._ icon to search the RCH code, a popup
window will be shown for you to input searching criteria. (Fig. 7.2.3-1d)

d. Press ‘Claim’ button. The confirm details page is shown. (Fig 7.2.3-3a)

e. You can select using a pre-print form (not to print) or printing the Consent Form in
condensed or full version. For most vaccination schemes, the ‘Print Consent Form’
button is always available in the screen for printing consent form even if ‘Not to print’ is
selected. (Fig. 7.2.3-3¢)

M -~
f.  The printing option can be changed by pressing icon 2 ’i (Fig. 7.2.3-3a-b)

» Not to print
If you choose this option, you select to use “pre-printed forms” instead of using
system generated forms.
The pre-printed forms can be downloaded from the “Download Area”.

»  Print the “full version’
If you choose this option, you select to use system generated forms of full version
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of consent form. (Fig. 7.2.3-3d)

»  Print the “condensed version”
If you choose this option, you select to use system generated forms of condensed
version of consent form. (Fig. 7.2.3-3e)

You need to first print out the consent to transfer personal data form which you can
download from the “Download Area”. The consent form varies for different
schemes. This printed copy can be shown repeatedly to different patient when
requesting their consent.

g. If you have selected ‘Print full version’ or ‘Print condensed version’, you should select
the language for the printout of Consent Form. Then press the print button. A new
window is displayed for you to print the form for the patient to sign on. (Fig 7.2.3-4 or
Fig 7.2.3-5). Only if you have clicked the Print button, the checkbox of I hereby
confirm that ...” will be enabled.

h.  Click the checkbox of ‘I hereby confirm that ...” and press ‘Confirm’ button to confirm.
Page ‘3. Complete Claim’ of ‘Claim’ is shown (Fig. 7.2.3-6).

i.  Atransaction no. is created for this claim and you should mark the transaction no. on the
consent form. Then

» Press “Next Claim’ button to do other claims. OR

» Press “Claim For Same Patient” to claim for the same patient.

Temporary eHealth (Subsidies) account

> If the claim transaction is created by service provider, the related temporary
eHealth (Subsidies) account for the claim is now ready for validation with
Immigration Department.

> If the claim transaction is created by data entry account, the service provider should
confirm the claim transaction. Otherwise, the temporary account cannot be passed
to Immigration Department for validation and the claim may not be able to
reimburse.

Validated eHealth (Subsidies) account:
> If the claim transaction is created by service provider, the claim is now ready for

reimbursement.
»  If the claim transaction is created by data entry account, the service provider should
confirm it, otherwise, the claim cannot be reimbursed.
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Fig 7.2.3-1a Vaccination records are shown
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Fig 7.2.3-1b  Enter Details — claim for HCVS
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Fig 7.2.3-1d  Enter Details — Search the RCH code
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Fig 7.2.3-3a  Confirm Details — Printing option of ‘Not to print’
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Fig 7.2.3-3c Confirm Details — the ‘Print Consent Form’ button is available for ‘Not to print’
option for most vaccination schemes
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After printing and
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click the checkbox of
‘I hereby confirm ...’
and press ‘Confirm’
button to confirm the
claim.
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Select the language
and press the button
‘Print “full version” of
consent form”.

A new window with
the Consent Form is
displayed. (Fig
7.2.3-4)

Meoringly |
| farm and e indormation

O i

After printing and signing the form, click the checkbox of ‘I hereby
confirm ...” and press ‘Confirm’ button to confirm the claim.
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Select the language
and press the button
‘Print “condensed
version” of consent
form”..

A new window with
the Consent Form is
displayed. (Fig
7.2.3-5)

Rios »

Fig 7.2.3-3e

Confirm Details — Printing option of ‘Print “Condensed Version™’
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Fig 7.2.3-6  Complete Claim

7.2.4 Using Smart ID Card to search and create temporary eHealth
(Subsidies) account

If the patient is a holder of HKIC, you can opt to read the specified personal data from the

Smart ID
a.

Card.

In the Search Account page, select document type of ‘Hong Kong Identity Card’
(Fig 7.2.4-1)

Choose HKIC symbol according to the symbol on the HKIC of the HKIC holder
concerned, then ask the HKIC holder to insert the card into the card reader himself.
Click “Read Card and Search” button. (Fig 7.2.4-2)

Press the “Confirm” button in confirm page (Fig 7.2.4-3)

Wait the status bar to finish reading the Smart ID Card (Fig 7.2.4-4). When the
status bar reaches 100%, the HKIC can be removed from the card reader. (Fig
7.2.4-5)

The system will check the HKIC holders’ residential status in Hong Kong
automatically. For HKIC holder who is not eligible to use vouchers/vaccination
subsidy due to his current residential status, the following error message will be
shown:

‘The service recipient is not eligible to use vouchers/vaccination subsidy due to
his/her current residential status’ (Fig. 7.2.1-9).

If there is validated eHealth (Subsidies) account for the patient, the account
information will be displayed in the “Enter Details” page of the Claim. You may
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then enter the claim details.

If there is no eHealth (Subsidies) account for the patient, system will indicate that
there is no record of this account, you may click “Create Account” button to create
a temporary eHealth (Subsidies) account. (Fig 7.2.4-6)

»  The system will display the specified personal data in the “Confirm eHealth

(Subsidies) Account” page. Select “Gender”, tick “I declare that the
information...” checkbox, and click “Confirm” button. (Fig 7.2.4-7)

»  The temporary eHealth (Subsidies) Account has been created successfully.

(Fig 7.2.4-8)
» You may press ‘Proceed to Claim’ button to enter the claim details.

eHealth System (Subsidies) - Claim - Internet Explorer L [ E) e |
) e ¥
ZHealth System BS (1337
(Subsidies) B hEE
LIN, HON LAM /health

42018 1 20
—
=_(aim 52
€3 sHealth (Subsidies) Ac nt 2. Enter Details 3. Complete Claim L
= Search eHealth (Subsidies) Account
Practice LIN HON LAM Clinic (1)

[Health Care Voucher Scheme v/

®Document Type ©
® Hong Kong Identity Card

Please input information OR read Smart ID Card to search eHealth (Subsidies) Account (I D

HKIC Symbol @A Oc OR Ou - A 54 £ A SAMPLE

HKIC No
: W e o it mobatiet; )
LEE, Chi Nan an be 4
d) 2621 2535

HKIC Symbol

Date of Birth

Qr‘ ?‘
&

1| HKIC No |-{c668668(E)|

P —="aN
ael
L2

SOyl eponst Nofcas | Symarm Mesnce

H100% ~

Fig 7.2.4-1 Search Account page.



User Manual for eHealth System (Subsidies) October 2018

eHeulth System (Subselies) - Claim - Irdernet Exploner L= g

CHealth S t |
e 88 (23
/health

LIN, HON LAM
|G G G

: Efﬁ
—E
- »r‘ MWY—

2. Enter Detalis 3, Complete Claim

Search eHealth (Subsndaes) Account
LIN HON LAM Chinic (1)

Scheime Hedlth Care Voucher Scheeme

@0 e o

* Mong Kong lennty Card

Please input infopfation OR read Smart ID X
HIC Symbol A O ]
HKEC N

P,

Choose the HKIC symbol according ‘
to the symbol on the HKIC of the
HKIC holder concerned

esrch eHealth (Subsidies) Account (LR

& &S

Then click ‘Read
Card and Search’ .

P
-, A 3
(«f?,?‘. .mi!a-c— g
S e
| HKIC No. | -ICA6BABACE)|
|
| Pawacy Pabicy | impdrtant Notices | Srstem Usmenance
H10%

Fig 7.2.4-2 Use HKIC to search service user.
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The card holder has inserted
the Smart ID Card and agreed
to gain access to the data
stored in the chip.

 Confirm i Cancel

Rl 5 @ lawuel

Fig 7.2.4-3 Confirm page.
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Read Hong Kong Smart Identity Card
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Fig 7.2.4-4 Read Hong Kong Smart Identity Card page

Read Hong Kong Smart Identity Card

Please remove the Hong Kong Smart |dentity
Card from the smart card reader,

=i » @ WA

Hiwe ~

Fig 7.2.4-5 Remove Hong Kong Smart Identity Card
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Fig 7.2.4-7 Confirm account
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Fig 7.2.4-8 Temporary eHealth (Subsidies) account has been created successfully.

7.3 Record Confirmation by Service Provider

Service provider must confirm the claim transactions and temporary eHealth (Subsidies)
accounts created by data entry account, otherwise, the claims for the temporary eHealth
(Subsidies) accounts (Subsidies) cannot be reimbursed.

7.3.1 Confirm claim transaction

a. Inthe menu, click the menu item ‘Record Confirmation’ or pressing ‘Go’ besides the
task list of ‘List of claims pending confirmation’. (Fig. 7.3.1-1)
»  The no. of outstanding records is shown under the List for reference.
» By pressing ‘Go’, the system will automatically retrieve the outstanding records to

display in the result list. (i.e. go directly to step (e))

b. Inthe page ‘Record Confirmation’, select the radio button of ‘Claim Transaction’ for the
‘Confirmation Type’. (Fig. 7.3.1-2)

c. If you check ‘Include “Incomplete” Claims’, incomplete claims will be shown. This
flexibility in capturing claim data only applies to HCVS.

d. Then input the selection criteria of Cut-off Date, Practice, Data Entry Account and
Scheme.
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»  Cut-off Date is defaulted to today. You can input another date or press the calendar

““] to select another date.

e. Press ‘Search’. A result list is shown. (Fig. 7.3.1-3)
> You can sort the result list by pressing the column header.
»  The total no. of retrieved records is shown in the footer.
» You can navigate among pages by pressing the page no. shown on the footer.

> You can press the & in the header to view the supporting information of that

column.

You can press the transaction no. to view the transaction details.

»  For the incomplete claim, you can press the transaction no. to input the outstanding
information. If all the outstanding information is inputted, the claim will be
confirmed automatically.

Y

» If you check ‘Include “Incomplete” Claims’, incomplete claims will be shown.
f.  Select the transaction by clicking the checkbox of the row.
> You may select all records in the current page of the result list by clicking the
checkbox in the header.
g. Click ‘Confirm Selected’ to confirm the selected claim(s). A page showing the selected
claim transaction(s). (Fig. 7.3.1-4)
h.  Click the checkbox ‘I hereby confirm that I have rendered health care .....” to confirm
the details. The ‘Confirm’ button is enabled after the checkbox is clicked.
i.  Press ‘Confirm’ button to reconfirm the action. A message to show the claim
confirmation is completed should be shown. (Fig. 7.3.1-5)
»  The corresponding temporary eHealth (Subsidies) account for the claim will also be
confirmed automatically.
J. Press ‘Return’ to go back the ‘Record Confirmation’ page.
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Fig 7.3.1-5  Claim Confirmation Complete

7.3.2 Confirm temporary eHealth (Subsidies) account

a.  Inthe menu, click the menu item ‘Record Confirmation’ or pressing ‘Go’ besides the
task list of ‘List of Outstanding Temporary eHealth (Subsidies) Account Pending
Confirmation’.(Fig. 7.3.2-1)

»  The no. of pending confirmation records is shown under the List for reference.

» By pressing ‘Go’, the system will automatically retrieve the outstanding records to

display in the result list. (i.e. go directly to step (e))

b. Inthe page ‘Record Confirmation’, select the radio button of ‘eHealth (Subsidies)
Account’ for the ‘Confirmation Type’. (Fig. 7.3.2-2)
Input the selection criteria of Cut-off Date, Practice, Data Entry Account and Scheme.

»  Cut-off Date is defaulted to today. You can input another date or press the calendar

“*| to select another date.

d. Press ‘Search’. A result list is shown. (Fig. 7.3.2-3)
> You can sort the result list by pressing the column header.
»  The total no. of retrieved records is shown in the footer.
» You can navigate among pages by pressing the page no. shown on the footer.
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> You can press the @ in the header to view the supporting information of that

column.

e. The remaining steps are similar to the steps (e) to (i) of ‘Confirm claim transaction’ in
section 7.3.1. (Fig. 7.3.2-4 and 7.3.2-5)

After confirmation, the temporary eHealth (Subsidies) accounts are ready to validate with
Immigration Department. If the validation is completed successfully, the temporary eHealth
(Subsidies) accounts will become validated eHealth (Subsidies) accounts and the related
claims, if any, can be reimbursed. If the validation failed, the temporary eHealth (Subsidies)
account will be marked as ‘Validation Failed” and service provider is required to rectify the
incorrect information.

— Z
L) eheath System (Mbsded] - Hame Fage - lrrmmet Eglarey SSECS %

Eas N wies o - o o wl
Health System B2 2% A

‘ (Subsidies) = e
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31 Mar 2016 17:2)
22 Dec 2015 09:28

NN -

Fig. 7.3.2-1 Home Page
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7.4 Rectify Temporary eHealth (Subsidies) Account with failed
validation result

All temporary eHealth (Subsidies) accounts are validated with the Immigration Department
before becoming validated eHealth (Subsidies) accounts. If a temporary eHealth (Subsidies)
account cannot pass the validation, service provider should verify the details with the service
recipient and use ‘cHealth (Subsidies) Account Rectification’ to rectify temporary account
details. The rectified temporary eHealth (Subsidies) account will be passed to Immigration
Department for validation again. If there is claim using temporary eHealth (Subsidies)
account created by other service provider but with failed validation result, the service
provider can choose to modify the details with creation of another temporary eHealth
(Subsidies) account for the claim.

The system will notify the service provider to rectify the temporary account by:

» sending a message with subject of ‘Notice to rectify details in eHealth (Subsidies)
account’ to Inbox;

» showing a task list of “List of Outstanding Temporary eHealth (Subsidies) Account
Pending Rectification” under ‘Task List” in Home page.

Different reminders will be created to the service provider to remind about the un-rectified
temporary account in different period. A summary of different reminders is in Appendix 5.
Ultimately, if the temporary eHealth (Subsidies) account has been outstanding for 29 days,
the Scheme Administrator may remove the account and void the related claim(s), if any.

a.  Inthe menu, click the menu item ‘eHealth (Subsidies) Account Rectification’ or pressing
‘Go’ besides the task list of “List of Outstanding Temporary eHealth (Subsidies) Account
Pending Rectification’ in Home Page. (Fig. 7.4-1) The page of ‘eHealth (Subsidies)
Account Rectification’ is shown. (Fig. 7.4-2)

» By pressing the ‘Go’, the system will automatically retrieve the outstanding records
to place in the result list. (go directly to step (d) )

b. Select ‘Validation Failed’ from the eHealth (Subsidies) Account Rectification List.

c. Press ‘Search’. A result list is shown. (Fig. 7.4-3)

»  If the temporary account is created without any claim, the ‘Transaction No.” will
be ‘N/A’.

d. Select the corresponding temporary account by pressing the Identity Document No.. The
details of temporary eHealth (Subsidies) account are shown.

»  The details of a temporary account can only be rectified by the service provider
who owns the practice where the account was created (please refer to step (e)
below).
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»  If the temporary account is created by other service providers, you can modify the
details with creation of another temporary eHealth (Subsidies) account for the
claim (please refer to step (i) below).

»  The system will check the eligibility of the rectified account information. (Fig.
7.4-13)

»  If the temporary account with claim transaction, and the rectification will affect the
substance of the existing claim transaction, the rectification is thus not allowed.
(Fig. 7.4-14)

>  If the temporary account is a holder of HKIC, you can update the respective
personal information by reading the Smart 1D Card.

»  However, once a temporary account was created through reading Smart ID Card, its
personal information (except gender) can only be rectified through reading Smart ID Card.

— ——
[ etrentth $ystem Bubcaietl - Hame Fage - frrmmet Explarey SSEcE X

Health System %é"»
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. ) 31 Mar 2016 17:2)
{ & Enquiry L NT: ) 22 Dec 201560928
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Fig 7.4-1 Home Page
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Press the Identity Document No. to modify the details.

Fig 7.4-3 Temporary eHealth (Subsidies) Account Record
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Temporary eHealth (Subsidies) account created under your practice:

e. Buttons ‘Back’, ‘Save’ and ‘Remove’/View Transaction’ are shown. If the temporary
account has claim, the ‘View Transaction’ button will be displayed instead of ‘Remove’
button. (Fig 7.4.-4)

»  You can press ‘Back’ to cancel the rectification.

» You may press “View Transaction” button to view and void the temporary eHealth
(Subsidies) account and the related transaction.

» You may press 'Remove’ button to remove the temporary account if he/she does
not have any claim.

» You may press ‘Save’ button to save the change.

f.  Rectify the temporary account information and press ‘Save’ after information is
rectified.

g. Press ‘Confirm’ to confirm the rectification (Fig. 7.4-5). Rectification is completed.

h.  Press ‘Return’ to go back to ‘eHealth (Subsidies) Account Rectification’ page. (Fig.
7.4-6)

i Canabes) st b, Rt bt I Lo

BE {2
~health

‘Health System

(Subsidies)

-
4"4

Rectify eHealth (Subsidies) Account Information

Ralermncs N C16315-3248
d Type Hong Kong identity Card
V541564(0)
25114589
MNama In Englis! SHENX o [AHHO
Nine W M Loae (1268 (josee || viTo
Name I Chrese ey
Ciend & Female  Male « .
Dot of 15644 1%6.05.03 Press “Save” button after change.
N Mefhod Manual Input
non No TVI6315-16-56

/mu! the HKIC No. does not match with the respective person, piea
use the “View Transaction™ button to void the claim and the respective eHealth
(Subsidiea) Account will be removed automatically.

Prviecy Pabcs | anmanant Hees | Syvtien M e

RN -

Fig 7.4-4 Rectify eHealth (Subsidies) Account Information
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Fig 7.4-6 Completion

Temporary eHealth (Subsidies) account created through other service provider:

i.  The buttons ‘Back’, ‘Modify’ and ‘Remove’ /‘View Transaction’ are shown. If the
temporary account has claim, the ‘View Transaction’ button will be displayed instead of
‘Remove’ button. (Fig 7.4-7)

»  You can press ‘Back’ to cancel the rectification.
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» You may press ‘Modify’ button to modify temporary eHealth (Subsidies) account
details with creation of another temporary eHealth (Subsidies) account for the
claim.

» You may press “View Transaction” button to view and void the temporary eHealth
(Subsidies) account and the related transaction.

» You may press ’Remove’ button to remove the temporary account if he/she does
not have any claim.

Press ‘Modify’ button. A pop-up window is shown to remind you that you are going to

create another temporary eHealth (Subsidies) account for the modification (Fig. 7.4-8).

Press “Yes’ button to continue.

If you have more than 1 practice, the system will ask you to select the practice for the

creation (Fig. 7.4-9).

The system will copy the original temporary eHealth (Subsidies) account details to the

input screen. You can modify the information (Fig. 7.4-10). Press ‘Save’ button after

the details is modified.

You should click the checkbox of ‘I declare...” and press ‘Confirm’ button to confirm

the creation (Fig. 7.4-11).

A reference no. for the newly created temporary eHealth (Subsidies) account will be

generated (Fig. 7.4-12).

You may press ‘Return’ to go back to ‘eHealth (Subsidies) Account Rectification’ page.
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Fig 7.4-7 Temporary eHealth (Subsidies) Account Information
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Fig. 7.4-14 eHealth (Subsidies) Account Rectification — Check for eligibility against

existing claim transaction

7.5 Modify temporary eHealth (Subsidies) account details

Data entry account and Service Provider can modify temporary eHealth (Subsidies) account
details by using the ‘eHealth (Subsidies) Account Rectification’. The steps are similar to
steps in section 7.4 ‘Rectify temporary eHealth (Subsidies) account with failed validation
result’. Data entry account is restricted to modify his own created temporary eHealth
(Subsidies) accounts before confirmation by service provider.

a.  Inthe menu, click the menu item ‘eHealth (Subsidies) Account Rectification’. (Fig.

7.5-1) The corresponding page is shown. (Fig. 7.5-2)

b. Select the temporary eHealth (Subsidies) account status.

>  Account Status:

I. Pending Confirmation:

temporary eHealth (Subsidies) account entered

by data entry account and pending confirmation by service provider.

ii. Pending Validation: temporary eHealth (Subsidies) account pending

validation with Immigration Department.

Validation Failed: temporary eHealth (Subsidies) account with failed
result after validation with Immigration Department. Service provider is
required to rectify the failed account and the account will resubmit to
Immigration Department for validation again.
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»  For data entry account, only status of ‘Pending Confirmation’ is available and
cannot choose other status.
C. Press ‘Search’. A result list is shown. (Fig. 7.5-3).
»  If the temporary eHealth (Subsidies) account is created without any claim, the
‘Transaction No.” will be ‘N/A’.

» You can press the @' in the header to view the supporting information of that

column.

d. Select the corresponding temporary eHealth (Subsidies) account by pressing Identity
Document No.. The details of temporary eHealth (Subsidies) account are shown (Fig.
7.5-4). The remaining steps are similar to the steps in section 7.4 ‘Rectify temporary
eHealth (Subsidies) account with failed validation result’. Please refer to that section
for details.
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Fig 7.5-1 Home Page
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Fig 7.5-3 Temporary eHealth (Subsidies) Account Record
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Fig 7.5-4 Rectify Temporary eHealth (Subsidies) Account Information

7.6 Removal of temporary eHealth (Subsidies) account (without any
claim transactions)

The functions of ‘Record Confirmation’ and ‘eHealth (Subsidies) Account Rectification’ are
available for removal of temporary eHealth (Subsidies) account without any related claims.
For temporary eHealth (Subsidies) account with claim transaction(s), by voiding the claim
transaction(s), the temporary account will also be removed (details of void claim is in section
7.7).

7.6.1 Remove via ‘Record Confirmation’

a. Inthe menu, click the menu item ‘Record Confirmation’. (Fig. 7.6.1-1)
In the page ‘Record Confirmation’, select the radio button of ‘eHealth (Subsidies)
Account’ for the ‘Confirmation Type’ and input the selection criteria of Cut-off Date,
Practice, Data Entry Account and Scheme. (Fig. 7.6.1-2)
»  Cut-off Date is defaulted to today. You can input another date or press the

calendar n_] to select another date.
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C. Press ‘Search’. A result list is shown. (Fig. 7.6.1-3)
> You can sort the result list by pressing the column header.
»  The total no. of retrieved records is shown in the footer.
» You can navigate among pages by pressing the page no. shown on the footer.

> You can press the @' in the header to view the supporting information of that

column.

d. Select the temporary eHealth (Subsidies) account by clicking the checkbox of the row.
e.  Click the ‘Reject Selected’ button to reject/remove the selected temporary eHealth
(Subsidies) accounts.

f.  Press ‘Reject’ button to re-confirm the removal. (Fig. 7.6.1-4)
g. Press ‘Return’ to go back to ‘Record Confirmation’ page. (Fig. 7.6.1-5)
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Fig 7.6.1-1  Home Page
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7.6.2 Removal via ‘eHealth (Subsidies) account Rectification’

a.  Inthe menu, click the menu item ‘eHealth (Subsidies) account Rectification’. (Fig.
7.6.2-1) The corresponding page is shown. (Fig. 7.6.2-2)
b. Select the temporary eHealth (Subsidies) account status.
»  Account Status:
I. Pending Confirmation: temporary eHealth (Subsidies) account entered
by data entry account and pending confirmation by service provider.
ii. Pending Validation: temporary eHealth (Subsidies) account pending
validation with Immigration Department.
iii. Validation Failed: temporary eHealth (Subsidies) account with failed
result after validation with Immigration Department.
»  For data entry account, only status of ‘Pending Confirmation’ is available and
cannot choose other status.
C. Press ‘Search’. A result list is shown. (Fig. 7.6.2-3)
>  If the temporary eHealth (Subsidies) account is created without any claim, the
‘Transaction No.” will be ‘N/A’.

» You can press the @ in the header to view the supporting information of that

column,

d. Select the corresponding temporary eHealth (Subsidies) account by pressing ldentity
Document No.. The details of temporary eHealth (Subsidies) account are shown. (Fig.
7.6.2-4)

e. Press ‘Remove’ button to remove the temporary eHealth (Subsidies) account. A pop up
window is displayed to ask for confirmation of the removal. (Fig. 7.6.2-5)

f.  Press ‘Confirm’ to confirm the removal. The temporary eHealth (Subsidies) account is
removed.

g. Press ‘Return’ to go back to ‘eHealth (Subsidies) account Rectification’ page. (Fig.
7.6.2-6)
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1.7 Void Claim

Claim can be voided via functions of ‘Record confirmation’, ‘Claim Transaction
Management’ and ‘eHealth (Subsidies) account rectification’. Data Entry account can only
void his own created claim transactions. In voiding claim for a temporary eHealth
(Subsidies) account, the temporary account will also be removed.

Claim transaction should be voided within 24 hours after creation of claim transactions by
service provider or confirmation by service provider of the claims made through the data
entry account.  If the temporary eHealth (Subsidies) account for a claim has failed validation
result from Immigration Department, service provider can void the claim even if the claim
has been created for over 24 hours.

7.7.1 Void Claim via ‘Record Confirmation’

In the menu, click the menu item ‘Record Confirmation’.
b. In the page ‘Record Confirmation’, select ‘Claim Transaction’ from Confirmation Type’
c. Ifyou check ‘Include “Incomplete” Claims’, incomplete claims will be shown. This
flexibility in capturing claim data only applies to HCVS.
d.  Then input the selection criteria of Cut-off Date, Practice, Data Entry Account and
Scheme. (Fig. 7.7.1-1)
»  Cut-off Date is defaulted to today. You can input another date or press the calendar

"l to select another date.

e. Press ‘Search’. A result list is shown. (7.7.1-2)
> You can sort the result list by pressing the column header.
»  The total no. of retrieved records is shown in the footer.
» You can navigate among pages by pressing the page no. shown on the footer.

» You can press the @ in the header to view the supporting information of that

column.
» You can press the transaction no. to view the transaction details.
» If you check ‘Include “Incomplete” Claims’, incomplete claims will be shown..
f.  Select the transaction by pressing the Transaction No. of the row.
g. Press “Void’ in page ‘Claim Information. (Fig. 7.7.1-3) The Void Reason is enabled for
input.
h.  Press ‘Confirm Void’ to confirm. (Fig. 7.7.1-4) A void Transaction No. is displayed for
you to mark on the consent form. (Fig. 7.7.1-5)
i.  Press ‘Return’ to go back the ‘Record Confirmation’ page.
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Fig. 7.7.1-5 Completion of Void Claim

7.7.2 Void Claim via ‘Claim Transaction Management’

a.  Inthe menu, click the menu item ‘Claim Transaction Management’. (Fig. 7.7.2-1) The

corresponding page is shown. (Fig. 7.7.2-2)

b.  Enter the selection criteria such as practice, status, transaction time, transaction no. and

scheme.
»  For data entry account, only status of ‘Pending Confirmation’ is available and
cannot choose other status.

» You can click the calendar image ._] to select the transaction date.

c. Press ‘Search’. Aresult list with record summary is shown. (Fig. 7.7.2-3)

»  The Record Summary shows the total amount for different claim status in the result

list.

d. Select the corresponding claim transaction by pressing the Transaction No.. The claim

details are shown. (Fig. 7.7.2-4)
e. Press “Void’. The Void Reason is enabled for input. (Fig. 7.7.2-5)

Press ‘Confirm Void’ to confirm. A void Transaction No. is displayed for you to mark

on the consent form. (Fig. 7.7.2-6)
g. Press ‘Return’to return to the ‘Claim Transaction Management’ page.
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Press “Transaction No.” to view the details.
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7.7.3  Void Claim via ‘eHealth (Subsidies) account Rectification’

a.  Inthe menu, click the menu item ‘eHealth (Subsidies) account Rectification’. The
corresponding page is shown.
b. Select the temporary eHealth (Subsidies) account status.
»  Account Status:
I. Pending Confirmation: temporary eHealth (Subsidies) account entered
by data entry account and pending confirmation by service provider.
ii. Pending Validation: temporary eHealth (Subsidies) account pending
validation with Immigration Department.
iii. Validation Failed: temporary eHealth (Subsidies) account with failed
result after validation with Immigration Department.
»  For data entry account, only status of ‘Pending Confirmation’ is available and
cannot choose other status.
C. Press ‘Search’. A result list is shown. (Fig. 7.7.3-1)
> If the temporary eHealth (Subsidies) account is created without any claim, the
‘Transaction No.” will be ‘N/A’.

» You can press the @ in the header to view the supporting information of that

column,
d. Select the corresponding temporary eHealth (Subsidies) account by pressing ldentity
Document No.. The details of temporary eHealth (Subsidies) account are shown. (Fig.
7.7.3-2)
Press ‘View Transaction’ button to view and then void the claim transaction.
Press ‘Void’ button in the page ‘Claim Information’. (Fig. 7.7.3-3)
The void reason is enabled to input. (Fig. 7.7.3-4)
Press ‘Confirm Void’ to confirm. A void Transaction No. is displayed for you to mark
on the consent form. (Fig. 7.7.3-5)

o Q oo
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7.8 Claim Transaction Management (Retrieve and input outstanding
claim information under HCVYS)

Service provider or data entry account can use this function to enquire or modify the claim

details

a.  Inthe menu, click the menu item of ‘Claim Transaction Management’. (Fig. 7.8-1)

The corresponding page is shown. (Fig. 7.8-2)
b.  Enter the selection criteria such as practice, status, transaction time, transaction no. and

scheme.

»  For data entry account, only status of ‘Pending Confirmation’ is available and

cannot choose other status.

» You can click the calendar image “* to select the date.

C. Press ‘Search’ button. A result list with record summary is shown. (Fig. 7.8-3)

»  The Record Summary shows the total amount for different claim status in the result

list.

» You can press the @' in the header to view the supporting information of that

column.

d. Select the corresponding claim transaction by pressing the Transaction No.. The claim

details are shown. (Fig. 7.8-4)
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»  You may press the “Void’ button to void the transaction.

> If the claim is for HCVS, you may press the ‘modify’ button to input the
outstanding information. (Fig. 7.8-5)
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7.9 Monthly Statement

A message will be sent to the service provider’s Inbox after reimbursement has done, service
provider can view the monthly statement for reimbursement details.  (Fig. 7.9-7)

a.  Inthe menu, click the menu item ‘Monthly Statement’. (Fig. 7.9-1) The corresponding
page is shown. (Fig. 7.9-2)

b. Select the practice and statement. Only statement within latest twelve months will be
shown.

c. Press ‘Search’. A monthly statement is shown. (Fig. 7.9-3)
Press ‘View Details’ button. A summary of transactions by scheme is shown. Click the
scheme, a list of the transactions details of a specific scheme for the statement is shown.
(Fig. 7.9-4 to Fig. 7.9-5)

» You can press the @ in the header to view the supporting information of that

column.
e. Select the corresponding claim transaction by pressing the Transaction No.. The claim
transaction details are shown. (Fig. 7.9-6)
f.  Press ‘Back’ to go back to the previous page with transaction list.
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Fig. 7.9-4 Monthly Statement Summary — View Details




User Manual for eHealth System (Subsidies) October 2018

{Health System
(Subsaidies)

MKWOK, HON LAM

w
Bl i i
rhealth

’M'-l‘ml‘y‘ Statement

Clam Record

Machcw

106 Ly a6 2

MUy

KWOK HON LAM Clirve
Anof 31 Ost 2016
st Vs

Ve O 20 C NG S F AN

tatnmen

' lloiawaes  leoy [ROARN lswomoopn |raw an'
- — ﬁ;):l 2 7 S P - v&m!:zﬂfnma i o
T TR el T T g, w0
4 ?:Eq.m 110 ‘:;,?;laou 26 Oct 20W mAnum ey haad
() mm'.u 8 ::‘o:t L P :?)guxun VAL G NG o0
-l L -
P |Teasan {:?;'m pxhintadss i&mn 3‘33“”"’"’ s
y Y:em:. 240 B moaon A ::::‘«:m " ‘r o

Fig. 7.9-5 Claim Record — List of Transactions of a specific scheme
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Fig. 7.9-6  Claim Information
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Fig. 7.9-8 Reimbursement Notification

7.10 Vaccination Record Enquiry

Service provider and data entry account can enquire immunization records for service
recipient via the ‘Vaccination Record Enquiry’ function in the menu.

In the menu, click the menu item ‘Vaccination Record Enquiry’. (Fig. 7.10-1)

Select the document type, input document no. and date of birth. Then press ‘Search’

button. Or you can choose to read data from Smart IC. (Fig 7.10-2)

»  Document type, document no., date of birth, English name and gender are the keys
to match immunization records from different information providers. For
validated eHealth (Subsidies) Account, the corresponding English name and gender
are retrieved from system for matching.

» If the service recipient is not a validated eHealth (Subsidies) account, you have to
input the English name and select the gender. Then press ‘Next’ button. (Fig.
7-10.3) The entered details are shown and you can press ‘Proceed to Enquiry’
button. (Fig. 7-10.4)

The vaccination records are shown. (Fig 7.10-5a) You can continue the claim by

pressing ‘Proceed to Claim’.  For the available document types of different information

providers and the available types of immunization records, you can refer to the legend in
the screen (Fig 7.10-5b).
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Fig 7.10-3 Input Recipient Information for non-validated eHealth (Subsidies) account.
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Fig 7.10-4 Service Recipient Information
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7.11  Text-only version

Service provider and data entry account can perform claim transaction and void transaction
via text-only version. The steps in text-only version are basically the same as those in web

version.

User can click the “Text Only Version” in the login page of eHealth System (Subsidies). (Fig.
7.11-1) Then select the Account Type and input the user information to login the system.

(Fig. 7.11-2)

Click ‘Text Only Version’.
T = \ T )
i [ ¥n @

— Tet Croy Vernn
Health System Aoy
it P B o
rhealth) - — I
L ehealtt Spcen (Tubodes) - Syvtem L. Lol S

eHeakh S5y ;:ﬂll ~_5u!n-h.—xrv
| | full Verson IR Englsh
.';J o Marue 1 Svtemt Logn
heeaur Type % | Accoust Type
b Pamel e Service Provider 1D/ Usermame
v - . \ 307003
| Pasyword
& Cometws L |leeseseee
@l b Tokes Passcode
L I | v
.
on
L T e T LT L T P ) ‘
A ioer | | s -
- — wd [ &
Fig. 7.11-1 Fig. 7.11-2 Text only version

7.11.1 Claim Transaction

The steps for claiming are basically the same as that in web version except the screen layout
is simpler. Below are the screen dumps on claiming HCVS for reference.



User Manual for eHealth System (Subsidies)

October 2018

Choose the HKIC symbol, and input
the account information as shown on

the HKIC. Then press “Search” button.

You can press “Tips” for input tips.

Select the “Scheme” and
Select the “Practice” and press “Select” button.
press “Select” button.
= r You can press “Change” =)
to change practice. ]
Plej4e select Practice
1@ SHUM WOON WO Clinic (1)
[000-X0X-X00X10X]
[Room 72, Floor 72, WOON WO g
i Buﬂdmg 7100 WOON WO RO&(L ; 'Care Voucher Scheme
QUARRY BAY, HONG KONG] OVa|{ pation Subsidy Scheme
| © SHUM WOON WO Clinic (2) (Pr{ pide vaccination services at
[000-X0X-X00X10X] ) mon-CR: 3ctng)
[Room 72, Floor 72, WOON WO
|| Building, 7100 WOON WO Road, |
|| QUARRY BAY, HONG KONG]
#,100% #100% ~
= (& — = L
Fig. 7.11.1-1 Fig. 7.11.1-2 Fig. 7.11.1-3

If no record can be found,
press “Create Account”

button to proceed.

RI0n -

Document Type

Enter the account information

and press “Next” button.

>

Press “Confirm” to confirm

the account information.

Hong Kong Identity C4 (Surname)
HKIC No. Tai Man
EE333332(2) (Given name)
DOB Date of Birth
10-10-1937 = 10-193 g
Gender N
There is no record of t} count. ™) Female @ Male S/I:leder
Plea.5e obtain COX.ISCIltf the Date of Issue 3 i)a te of Iss
applicant to provide pg pnal 01-01-09 01-01-09
information to create a orary HKIC No HKIC No
t. ot RS
ch:::el ] [ Create Account ] ; e EE333332(2)—
[Cmes) | Cotntogpunt] - || || (ack ) [conim) L
H100% ~ #100% ~ H100% ~

&

A =

Fig. 7.11.1-4

Fig. 7.11.1-5

Fig. 7.11.1-6
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1b. Enter Details

r;)e“nm';m:m!-bwmt-(bvml.lo' -

I:Lcl:m.thit s —= eHealth System (Subsidies) S8 Engish Logowt » Document Type
& (-] e mformation grven ‘f'.!u‘ Y!ﬂ_ 90100 Ma'g!;-_uvmm. Hone Kong Identity Card
in this return is true, correct and dﬁcﬂl(ﬁlﬁ?s)duﬁﬂl Nanfe € 2
complete. I have obtained consent i [ it TTaaon —f
ﬁo’:pthe applicant for the collection I ‘ITew'porary eHealth (Subsidiss) CHAN. TAIMAN \
and use of his’her personal EACCENNE i i camoac DOB
information for creating an eHealth Rafersacs No. 10-10-1937
account, administration and E C18B0%-185-1 Gender
monitoring of respective Schemes | Creation Time Male 4
related to such account. inchiding {l); Now 2018 1419 Date of Issue 3
but not limiting to a verification H:::'o‘:{mm Casd 01-01-09
procedure by electronic means with Name HKIC No.
the data kept by the Immigration CHAN, TAI MAN EE333332(2)
Boions
P 10-10-1937 ! Proceed to Claim I
I | G ; :
Male J .
#100% ~ \, = #100% ~
The temporary eHealth
(Subsidies) account is created.
Fig. 7.11.1-7 Fig. 7.11.1-8 Fig. 7.11.1-9
~EXRC TV T DA™ - A | R "
sBeaith Svstem (Subsiches) XM Fagich Legowt EE3333300X) / A "l EES33XXX00 ) A A'
2, Eater Dotaile Tnput Claim T atio " Input Claim Information .

Account Information
Documeat Type
Fong Kong Tdestty Card

Practice Chgoe
KWOX WAI MAN Cinic (1)
Scheme CShege

Name ' 1iaaith Care Voucher Scheme
CHAN, TATMAN Servics Date
DOB » 05-11-2013
10-10-1937 ) Available Voucher Amount
Gendor $3.000
Made " Voucher Amount Claimed
Date of Tssne $ 20
010109 by ‘
HKIC No. | Symbol ,;:"13”“‘ ice Few Charged
EE333XXN(N) A b =
Input Clas Informativa
Practice  Cranga Vj‘
foscanseasccansas e cnntom ticas s . o
Press “Change” to change Enter “Voucher Amount Claimed”
practice and scheme. and “Net Service Fee Charged”
Fig. 7.11.1-10 Fig. 7.11.1-11 Fig. 7.11.1-12
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R TV T TN RO e
FEZ IO /A ~1

laput Claim Iaformation [

Practica Changs
KWOK WAI MAN Cliic (1)
Scheme Changs

1iaxith Care Voncker Scheme
Service Date

los-1+-208

Availahle Voacher Amount
$3,000

Voucher Amonnt Claimad

§ 200

Net Service Fee Charged

S 4

Reason for Visit
No Reason For Vig

L Larcal [N}

L% -

Claim

2. Enter Details
Reason for Visit
No Reason For Visit is selected.

(Back ) (e

[P

g

Claim
2. Enter Details
Reason for Visit

[P

g

- Health advice/counseling
[ Back | [ Add | [ Edit | Delete |

#100% ~

| | #100%
]
]

/)

|
L

|
/

For claiming voucher,
press “Edit” button to

choose the reason for visit.

Press “Add” button to add

principal reason for visit.

After principal reason is added,
press “Add” button to add

Secondary Reason for visit

Fig. 7.11.1-13

Fig. 7.11.1-14

Fig. 7.11.1-15

After principal and secondary
reason for visits are added.
Press “Back” button to go back

to claim main page.

Fig. 7.11.1-16

/\
/ \

Press “Claim” to proceed.

Fig. 7.11.1-17

= —
$3.000 -
= e 7, - A
Clai ;ozlszher Amount Claimed §{50 g
2. Enter Details 2 3 SL20R IOr Y EX
Reason for Visit 1_\9t Service Fee Charged Gl
Principal o Preventive
———————————————————————————————————————— Reason for Visit Edit Health advice!s i
Preventive S - advice/counseling
- Health advice/counseling | || || |- e Secondary (Optional)
Secondary (Optional) S . ! Management of acute episodic
[ e SR S GRS sSSP CaEs - Health advice/counseling B |
() Management of acute episodic T |
condition Secondary (Optional) | e B
- Management of trauma Management of acute episodic [ Print "full version” of consent form || |
[ Backy| [ Add | [ Edit | [ Delete | cosdiion 1 @ th37 © English =il
- Management of trauma [ Change Prigting Option |
L4 =i
= 1I=PAY y
/ \ #100% ®100% ~ ®100% ~ ||
\\ A 7 \\ .7

You can press “Change
Printing Option” to change

the printing option.

Fig. 7.11.1-18
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Tt s S et $50 2 $50 =
Change Printin Som Reason for Visit Reason for Visit
Plexse choose Gas opton for poimeg the consent Principal Principal
form foc each tramsachee. | || [T s | N | R R R
Preventive Preventive
Nottopist = : - Health advice/counseling - Health advice/counseling
H wou choose this oplice, vou need pre
peinted farms” which can he downlaaded fram Secondary (Optional) J Secondary (Optional)
theDownload Acea®,. @ =0 B WM WM 1
. . = \ = Management of acute episodic Management of acute episodic
Print the "full version condition | condition |
Prunt lhzh:::m:;mcd versice” g o - Management of trauma | - Management of trauma E |
\f you choose this optice. vou to show || ||
coscnl 10 translion porsomsd data 0 Ga Print " ful} version” of consent form ] ) | [ Print "full version" of consent form | [ |
bedoee obtaking ther coasent for use = = P : =
Lty rvamchers. The forms for the ® a3 € I ® H37 © English |
! toye j"f’f'“?” “,’" be dowribaded fivm Change ng Option [ Change Printing Option |
(A0AT Aved
Back - Back C; nfirm S :
R10% < \ ®100% ~ || / ®100% ~ ||
L v / \ v J 4
/ {

Select a printing option.

Fig. 7.11.1-19

Press “Print “full version” of
consent form” to print the

consent form

/

Press “Confirm” to

confirm claim details.

Fig. 7.11.1-20

Fig. 7.11.1-21

e —— —o—--- ==go-- elleah Systom (Subsicies) B Englioh Logaul A | $200 i 2
Claim Clain Transaction Masageset "
: (Remaining balance)
2. Enter Details T
Declaration . Conplen Clowm $2.800
SCClAration |Claim completed! Please il in the Net Service Fee Charged
I hereby confirm that I have rendered (Congent Farm the complate J o1l ss0
health care service to the service recipient (Transaction No, | TV18BQ5-134-1) | Reason for Visit
and the service fee charged to the service e e | Principal
.. . wmen pe Bl s R e e ey ey |
recipient i reduced by the amount Hoag Kong 1oty Card B s
claimed accordingly. I also confirm that I 1] Nawme l eventve i
the service recipient has signed the i ;)'('»;N TAIMAN - Health advice/counseling I
: : . ]
required consent form and the information| || | | o H Secondary (Optioual) |
as shown is correct. i 1 Gendor [ s e e e i
| Malke Management of acute episodic
Date of asue | condition = |
01.01.09 ’
| HKIC No. / Symbol r - Management of trauma
! EEIIXXXON /A v!| || [ Next Claim] [ Claim For Same Patient | I
/ o\ ®100% v || TN \ ®100% ~ ||
7 | | | ‘

Read the “Declaration” and

press “Confirm”.

Fig. 7.11.1-22

The claim is completed.

Fig. 7.11.1-23

Fig. 7.11.1-1 to Fig. 7.11.1-24 Claim Transaction

Press “Next Claim” to do
another claim OR

Press “Claim For Same Patient”
to claim for the same patient for

other subsidies.

Fig. 7.11.1-24
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7.11.2 Claim Transaction Management (Enquiry or input incomplete

claim information for HCVS)

HCVS claim can be modified via pressing the link of ‘Claim Transaction Management’.

a. Press the link ‘Claim Transaction Management’. (Fig. 7.11.2-1)
Select the method, either using transaction no. or eHealth (Subsidies) account, to search
the corresponding claim transaction by clicking the button. (Fig. 7.11.2-2)

>

>

By clicking the button of ‘Search By Transaction No.’, you have to input the
Transaction no. for system to search.

By clicking the button of ‘Search By eHealth (Subsidies) account’, you have to
enter the account information for searching. (Fig. 7.11.2-3)

i.  Press ‘Change’ to change the document type.

ii. Press ‘Tips’ for the input tips of the search information.

Cc. Press ‘Search’ button.

>
>

By selection of transaction no., the transaction details are displayed.

By selection of eHealth (Subsidies) account, the transactions with transaction date
and transaction no. are displayed. (Fig. 7.11.2-4) You have to select the
transaction by clicking the corresponding radio button. Press ‘Select’ button. The
transaction details are displayed.

d. Inthe transaction details page:

>
>

You may press the ‘Void’ button to void the transaction.
If the claim is for HCVS, you may press the ‘modify’ button to input the
outstanding information. (Fig. 7.11.2-5 to Fig. 7.11.2-8)
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Claim Transaction Management
Claim

F Claim
Please qplect Practice N i ] || s e M ‘
WOON WO Clinic (1) LEF&:::«-M i Search Information ‘
[000-X] K-X00X10X] -"'—-—-EL-'-!H'-‘M J Docoment Type Changs
| [Room Floor 72: WOON WO Srsech By aHpath (Subadiaz) Arconm ”00}’, Rf:ﬂﬁ identity Card 1
|| Building {100 WOON WO Road. ' l_“\"_c 7\:! Tips
QUAR| |BAY, HONG KONG] EES5555%3)
| ©sH| [WOON WO Ciinic (2) | EreE |
|| [000-3 00X10X] —— |
[Roon oor 72, WOON WO Gancel| | Search {
|| Buildin 0 WOON WO Road,
|| QUAJ Y. HONG KONG] 1
I | Seleg {
|
|
| ®100% ~ rprog ‘ aon ~ |l
- | e— ] a / L e
Press “Claim Select the method. Enter the search
Transaction information and press
Management” button. “Search” button.
7.11.2-1 Fig. 7.11.2-2 Fig. 7.11.2-3
| Tramsaction Time ~
" 05 Nov 2018 1433
raio N¢ Scheme )
T ol Healh Caee Voucher Scheme Practico
|| D5 Nx201812 31 | TY8R0S-133-5 \ Ilrunﬂn- Statuy ::z;.‘n‘:kw.'u .\'lJ‘\N Clic (1)
— = : 0 neangphels : Acconnt No.
4 Lt e L || Service Dave q 000-X0X-X00X47X
3 TV18B05175 4 N :: \‘n‘r“ 2018 : Service Type
esiqcrg 9 . I || Reistered Medical Practiticeces
r :“ OK WAI MAN Cliakc (1) N Vancher Amount Claimed
B Brogiavgundin || s200
X :‘:"‘;":\'V\:ﬂ“ . f -\'“_Sﬂﬂ“il’e Fee Charged
Regaiened Medical Practioness L SE’;‘, —
M Voucker Amount Claimed i Reason for Visit  Edi )
$200 5 i
Not Service Foo Charged ! Sy |
N Rl | Preventive
:l.."u., lur‘\'i'sil | A health checks'screening ‘
Bk | Vo] [ sl ol || Gt [meg] M|
" . om -

Select the transaction.

Fig. 7.11.2-4

Press “Modify” button to

start update.

Fig. 7.11.2-5

Press “Next” button after

update finish.

Fig. 7.11.2-6
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Practice g = = = £
KWOK WAI MAN Clinic (1) L :
Bank Account No. < Claim completed. Please refer to the
000-X0X-X00X47X N\ [following information.
Service Type ﬁ ok 5
Repistared Madical Practitioners " ACC—
Voucher Amount Claimed Document Type
5200 Hong Kong Identity Card
Net Service Fee Charged " HKIC No. / Symbol
350 - DY
Reason for Visit EE333XXXX) /A
pmq,,] Name
Prevestive CHAN. TAI MAN
Assescmentbealth checks/screemng DOB _
[ Back || Saw & Gyein | vl 2'13'193 J
ender
l 100% v | Male
L — m————— > | -
Press “Save & Confirm”
button to confirm.
Fig. 7.11.2-7 Fig. 7.11.2-8

Fig. 7.11.2-1 to Fig. 7.11.2-8 Claim Transaction Management
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7.11.3 Void Claim

Claim can be voided via pressing the link of ‘Claim Transaction Management’.

@ = o o

Press the link ‘Claim Transaction Management’. (Fig. 7.11.3-1)

Select the method, either using transaction no. or eHealth (Subsidies) account, to search

the corresponding claim transaction by clicking the button. (Fig. 7.11.3-2)

» By clicking the button of ‘Search By Transaction No.’, you have to input the
Transaction no. for system to search.

» By clicking the button of ‘Search By eHealth (Subsidies) account’, you have to
enter the account information for searching. (Fig. 7.11.3-3)

i.  Press ‘Change’ to change the document type.
ii. Press ‘Tips’ for the input tips of the search information.

Press ‘Search’ button.

i. By selection of transaction no., the transaction details are displayed. You have to
input the void reason.

ii. By selection of eHealth (Subsidies) account, the most recent transactions
(transaction date and transaction no.) are displayed for user to choose to void.
(Fig. 7.11.3-4)
> You have to select the transaction by clicking the corresponding radio button.
»  Press ‘Select’ button. The transaction details are displayed.
> You have to input the void reason.

Press “Void” button. (Fig. 7.11.3-5)

Enter the void reason and press ‘Confirm’ button. (Fig. 7.11.3-6)

Press ‘Confirm’ button again to re-confirm the void action. (Fig. 7.11.3-7)

A void transaction no. is created for this void. You have to write down the void

transaction no. to the consent form. (Fig. 7.11.3-8)

Press ‘Return’ to return to ‘Claim Transaction Management’ search page.
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Press “Claim Enter the search
Transaction Select the method. information and press
Management” button. “Search” button.

Pleghe select Practice

SHUM WOON WO Clinic (1) e s (S

[000-X0X-X00X10X] Cain

|| [Room 72, Floor 72. WOON WO TR

|| Buiding. 7100 WOON WO Road. Clam Transacion Managen
QUARRY BAY. HONG KONG] Szarch 2 Trensadiov He

i| © SHUM WOON WO Clinic (2)
|| [000-X0X-X00X10X]
[Room 72, Floor 72, WOON WO

Szarch By sHeakn (Subsidies) Aroourt

|| Building, 7100 WOON WO Road,
| QUARRY BAY. HONG KONG]
|
|
I #100%
7.11.31 Fig. 7.11.3-2 Fig. 7.11.3-3
Select the transaction. Press “Void” button. Enter the void reason and
press “Confirm” button
Scheme 1513 03
Elderly Vaccn] idv Scheme
Transaction on Subsidy Scheme
eHealth S fn (Subsidies) T8 Engich Logeus | [} BeadvtoR
Claim Service Date|
Clzim Trasaction Management ‘ 15 Mar 2018
e o |} Practice Clnic - Branc 1 (1)
- = |Tr N = - 5
e YUNGNGA|  ric - Branch 1(1) ‘o,
000-X0X-X0
Page 1 of 1 {1 ftems) Service Ty o2l Practhoests
[caacel | Registerad M pal Practiboners
N Subsidy  Ren
EQIV 20151
Total Amoun|
5160 Yoid Reason
Back  Vod | wrong inpis
Cancel H Confrm: I

Fig. 7.11.3-4 Fig. 7.11.3-5 Fig. 7.11.3-6
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Press “Confirm” to

confirm void claim details.

Scheme
Elderly Va 1 Subsidy Scheme eHealth System (Subsidies) %82 English Logout
Service C'f’J .
15 Mar 20 Claim Transaction Management

- 3. Complgiettt
Practice -
YUNG NG Clinic - Branch 1 (1) A Transaction completed! Plea
Bank Acco o, ecord the Void Transaction No. )
000-X03X- 70X 16315-7-7) in consent form. y.

Service Tyvp :;1;;315_75;151:'1011 No.

Registered M| [al Practitioners

Subsidy ks Void Date

EQIV 2015/1 g}i:‘\ifl;rfﬁlﬁ 12:10
cotal Amoun 90000750

! f-iD Void Reason
Void Reason wrong input

wrong input

Fig. 7.11. 3-7 Fig. 7.11. 3-8

Fig. 7.11.3-1 to Fig. 7.11.3-8 Void Claim
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Appendix 1 — Good practice related to Security for eHealth
System (Subsidies) user

Handling of Data:

a.  Service providers should ensure that the access rights to information are granted on a
need-to-know basis.

b.  Every user has responsibility to safeguard the confidentiality of the data.

c.  Sensitive data in printed format (such as eHealth (Subsidies) account creation form,
consent form) or pre-printed printout should be stored in secure locations (i.e. locked
filing drawers and cabinets).

d.  Access rights to the physical premises where information are located, should also be
managed based on need-to-know basis.

Authentication:

e.  Users should logout of the eHealth System (Subsidies) immediately after use to avoid
the risk of exposing data in the system to other persons.

f.  Users must ensure their accounts/passwords/tokens are protected properly.

g. Users should protect own password carefully to avoid misused by others. Some
suggestions are as below:

change your password regularly;

change your password immediately if you suspect that it has been compromised;

do not write down your password unless with sufficient protection;

do not tell or give out your passwords even for a very good reason;

do not display your password on the monitor;

do not send your password unencrypted especially via Internet email;

VV V YV V V

Data Entry Account Management:

h.  Service provider should suspend data entry account in a timely manner when the user is
no longer working for the post.

i.  The use of group accounts should be avoided.
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Appendix 2 — Function Access Right

Access Right

Function Service Provider | Data Entry Account
Claim v 4
Vaccination Record Enquiry v v
Record Confirmation v X
Claim Transaction Management v v
eHealth (Subsidies) account Rectification v v
Monthly Statement v X
My Profile v v
Inbox v X
Claim (Text-only version) v v
Claim (IVRS version) v'* X
Void Claim Transaction (Text-only version) v

Void Claim Transaction (IVRS version) v X

Remark:

* IVRS is available for service providers enrolled in HCVS.
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Appendix 3 — Claiming transaction

eHealth (Subsidies) Account

Search Document type and
Document No. in eHS(S)*

Create temp. eHealth

Registered Un-registered

( Validated eHealth (Subsidies) AccouE
—r

(Subsidies) Account

i 9
in eHS(S) ? and claim, if required,

Account

Temporary
eHealth (Subsidies) Account

o e e — — e e e e— e—— c—— —

I Temporary eHealth (Subsidies) Account

)

DOB Matched

Create claim

Remark:

“—

DOB un-matched

temporary eHealth
(Subsidies)
9

I DOB Matched

Reuse existing
temp. )
I cHealth (Subsidies) s
Account details Modify

Create temp. eHealt
(Subsidies) Account
and claim, if
required.

create claim with
existing temp.

eHealth (Subsidies)

Account details

Create temp. eHealth
(Subsidies) Account
and claim, if required.

. |

(
|
I
I
I
I
I
I
|
I
I
I
|
\

* HKBC and HKIC with same identity document no. is treated as same person.
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Appendix 4 — Workflow for service provider and data entry

account to claim transaction

Workflow for Claiming transaction for validated eHealth (Subsidies) Account

Data Entry

Claim

Claims transaction
created by data entry
account

Service Provider eHealth System
(Subsidies)
Claims transaction
Claim
Confirmed
claim_s
Record transaction .| Reimburse-
Confirmation ment

Monthly
Statement

Monthly Statement
to service provider
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Workflow for Claiming Transaction for temporary eHealth (Subsidies) Account

Data Entry

Claim

Temporary
account with claims
created by
data entry account

Service Provider eHealth System
Temporary eHealth (Subsidies)
account with claims
Claim
v
Confirmed temporary L
eHealth (Subsidies) account eHealth (Subs1d1es)
Record S
S » Account Validation
Confirmation L
by Immigration
Invalid eHealth (Subsidies)
account
eHealth
(Subsidies) Claim transactions
" for validated eHealth
ACCOUl'lt Recqﬁ‘ed (Subsidies) account
Rectification eHealth (Subsidies) account are ready for reimbursement
Monthly B Reimburse-
Statement ment
Monthly Statement
to service provider
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Appendix 5 — Summary of reminders to alert service provider to

rectify temporary eHealth (Subsidies) account

Different reminders, for different outstanding day ranges, will be sent to remind service
provider to rectify the outstanding temporary eHealth (Subsidies) account details. If the
temporary eHealth (Subsidies) account has been outstanding for 29 days, back office may
remove the account and void the related claim(s), if any.

Below is the summary:

Outstanding Days

Reminders

1-7 Days

a) Reminder message with subject ‘Notice to rectify details in
eHealth (Subsidies) account’ is sent to service provider’s Inbox
daily. (Fig. A5-1)

b) ‘List of Outstanding Temporary eHealth (Subsidies) account
Pending Rectification’ is shown under Task List in Home page.
(Fig. A5-2)

8-14 Days

a) Same reminder message with subject ‘Notice to rectify details
in eHealth (Subsidies) account’ is sent to the Service provider’s
Inbox.

b) Under Task List, the ‘List of Outstanding Temporary eHealth
(Subsidies) account Pending Rectification’ change to red color
and a message is shown below it. (Fig. A5-3)

15-21 Days

a) Another reminder message with subject ‘REMINDER:
Outstanding un-rectified eHealth (Subsidies) account for 15
days’ is sent to service provider’s Inbox daily. (Fig. A5-4)

b) Under Task List, the “List of Outstanding Temporary eHealth
(Subsidies) account Pending Rectification’ remains in red color
and same reminder message is shown below it. (Fig. A5-3)

22-29 Days

a) For service provider and the delegated data entry account(s),
after login, a popup reminder message will be shown. Itis to
remind service provider to rectify the details of eHealth
(Subsidies) account, otherwise the eHealth (Subsidies) account
will be removed and the related claim(s), if any, will be voided
by back office. (Fig. A5-5)

b) Same reminder message with subject ‘REMINDER:
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Outstanding unrectified eHealth (Subsidies) account for 15
days® is sent to service provider’s Inbox daily. (Fig. A5-4)

¢) Under Task List, the ‘List of Outstanding Temporary eHealth
(Subsidies) account Pending Rectification’ remains in red color
and same reminder message is shown below it. (Fig. A5-3)

>29 Days

A5-4, A5-5)

provider.

After temporary eHealth (Subsidies) account has been outstanding
for 29 days, back office of respective scheme may remove the
temporary account and void the related claim(s), if any. Before the
removal of temporary account, service provider will still receive the
same reminders as that outstanding for 22-29 days. (i.e. Fig. A5-3,

After the temporary account is removed by back office of respective
scheme, a message with subject ‘Removal of un-rectified eHealth
(Subsidies) account” will be sent to the service provider’s Inbox
(Fig. A5-6). Afterwards, no reminders will be sent to service

| [} ~! Notce to rectity detass in eHealth account 14 Oct 2008 21417 |

= B S - i T Lar=ew. oy i T O T s

d wesreiresT 14 Oct 2000 1724

0
O

A ¥ TASRwsSEmIsO atEd 14 Ot 2009 17 24
s WE TRWEESRRNSO. RN 14 Ot 2000 14 35
[ M N SSuESsEmIs=0) s 02 Ot 2009 00 40
[ = N EWgGFsemssn. aiwk 01 Oct 2009 05 01
[0 A Discontrwsduse of “Vowrher Awcount Creaion Fom™ and oner smenaments iome HCYS  013ep 2008 01.57
Terms and Condtions of Agreemant SR "MEBNSSOME = XH "BOssFENS
RsoR . 30l
[ 9 Temporary Senies suspeesion Kr Sysiem upgrace on 01 Sapt 2000 (Tuesasy) / 2000580518 (& 25 Aug 2009 19°25

R WFER LSRNt
[ O Aembursement of voucher clams/ T REYSSES N 24 Aug 2000 019

t2 Page 1 ot 217 bems)

m Note: The message{s) will be kept for 180 days.

Hopect

Notice to rectify detalis in eHealth account

FE M« P e A P URHR R A TR R « TR R
TUA e SR O O & T O S T 1 AT -

EWofE -

(3%

Pleass be informed that some detafls of the eHealth account|{s) craated by you cannot be
validated, Please check the Task List and rectify the Information. Otherwise the claim(s)
under thisithess sccount(s), if any, cannot be reimbursed.

Thank you for your cooperation.

Department of Health

Fig. A5-1

Message to service provider’s inbox for no. of outstanding days <15
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Fig. Ab-3 Task List for no. of outstanding days >=8
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Fig. A5-4 Message to service provider’s inbox for no. of outstanding days >=15
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Fig. A5-5 A popup window after login for no. of outstanding days >=22
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Fig. A5-6 Message to service provider’s inbox after removal of un-rectified eHealth

(Subsidies) account
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Appendix 6 — Accepted document list for different schemes

Vaccination Schemes and

Document Type Health Care Voucher Scheme | Residential Care Home
[Abbreviation] (HCVS) Vaccination Programme (RVP)
Hong Kong Identity Card v v

[HKIC]

Certificate of Exemption v v

[EC]

Document of Identity v

[Doc/1]

Hong Kong Birth Certificate v

[HKBC]

Hong Kong Re-entry Permit v

[REPMT]

Permit to Remain in HKSAR (I1D235B) v

[1D235B]

Non-Hong Kong Travel Document v

[VISA]

Adoption Certificate v

[ADOPC]
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Appendix 7 — Fields description for different identity document

types

Claim — Search Account

Screen Name* Field Name Description Field Format™
Search Account HKIC Symbol HKIC Symbol i. A/C/RIU
(HKIC, EC) HKIC No. HKIC No. i, XX999999(2)

ii. XX9999997
Search Account HKIC No. HKIC No. iii. XX999999(2)
(EC) iv. XX999999Z
Search Account Registration No. | Registration No. i, XX999999(2)
(HKBC) ii. XX999999Z
Search Account Document No. Document No. 1727777777
(Dac/l)
Search Account Re-entry Permit | Re-entry Permit No. | XX9999999
(Re-entry Permit) | No.
Search Account Birth Entry No. Birth Entry No. XX999999
(1D235B)
Search Account Visa/Reference Visa/Reference No. | XXXX-9999999-99(2)
(Non-Hong Kong | No. XXXX9999999997
Travel Documents)
Search Account No. of Entry No. of Entry X999999/99999
(Adoption
Certificate)
Search Account Date of Birth Date of Birth i. DD-MM-YYYY
(HKIC, HKBC, .
Doc/l, Re-entry " DDMMYYYY
Permit, Adoption Hi. D-M-YYYY
Certificate) iv. MM-YYYY

v. MMYYYY

vi. M-YYYY

ViLYYYY
Search Account Date of Birth Date of Birth i. DD-MM-YYYY
(ID235B, .
Non-Hong Kong " DDMMYYYY
Travel Documents) Hi. D-M-YYYY
Search Account Date of Birth / Date of Birth/ Year |i. DD-MM-YYYY
(EC) Year of Birth of Birth reported i DDMMYYYY

reported

. D-M-YYYY

iv. MM-YYYY

v. MMYYYY

vi. M-YYYY

Vii. YYYY

Age and DOR

Age and Date of
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Registration
i. Age . 999
ii. Date ii. DD
ii. Year . YYYY

Claim — Account Creation

Screen Name* Field Name Description Field Format™

Search Account— | Name in English | Last Name Of XXXX XXX XXX

Enter Details (Surname) Name in English (max 40 characters)
Name in English | First Name Of XXX XXX X XXX

(Given Name)

Name in English

(max 40 characters)

Gender Gender Radio Button
Search Account— | Please select Select Chinese Drop Down List
(El_r;tKeIrC[;etalls Chinese Name words that retrieved

by the Chinese
Character Code

CCCode Chinese i. 9999

i. CCCodel Commercial Code i. 9999

ii. CCCode2 iii. 9999

iii. CCCode3 iv. 9999

iv. CCCoded v. 9999

v. CCCode5 vi. 9999

vi. CCCode6
Search Account— | Date of Issue Date of Issue i. DD-MM-YY
(EQE{C[;“&”S ii. DDMMYY
EeafChDACC_CIJU”t — | Date of Issue Date of Issue i. DD-MM-YYYY
o r
Permit)
Search Account— | Serial No. Serial No. XXXXXX
(E;(t;z)r Details Reference Reference XXXX-9999999 -99(Z)

Date of Issue Day of Date of 99

(Day) Issue

Date of Issue Month of Date of Drop Down List

(Month) Issue

Date of Issue Year of Date of 9999

(Year) Issue

Name in Name in Chinese | XXXXXX

Chinese

Date of Birth

Date of Birth Type

Radio Button
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Type

Search Account —
Enter Details
(HKBC, ADOPC)

Date of Birth Select the type of | Radio Button

Date of Birth

Date of Birth in | Date of Birth in Drop Down List

word word
Search Account— | permitted to Permitted to i. DDMMYYYY
Enter Details Remain Until Remain Until ii. DD-MM-YYYY
(ID235B) '
Search Account —

Enter Details
(Non-Hong Kong
Travel Documents)

Passport No. Passport No. max 20 alpha/numeric

Remark:

*You can refer to the document type abbreviation in Appendix 6

A Field format description

Field Format Description
9 Numeric character
X Alphabetic character (Chinese character, if applicable)
Z Alphanumeric character
D or DD Date, numeric format
M or MM Month, numeric format
YYYY Year, numeric format
Kl eHeats fpstem A:. -
=n ¥n e
Health System E8 0 33°
(Subsidies) 25 DE g
SHUNG SHUN CHRI SELLA rhealt!
=
=
D ) omrete ( e
Enter Detail;k ‘
ureee LIN CHUNG SHUN CHRISTABELLACIIc (1) @
Plsase ender the account information shown on Hong Kong idensty Card. (EEEED
R 154 SAMPLE
MO ol HEALTHY
(3 .-
J TN Des of ey
Femate  Male
wnwAl
W D o e
@-m™
“- '."'-' ”"“' v
< >
s -

Fig. A7-1 Create Account — Enter Details (Hong Kong Identity Card)
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CHealth System
(Subsidies) - health
Y f
LN, CHUNG SHUN CHRISTABELLA €a .!..—
[ tagwit IHUAZCIE 224400
Tl aim
£ 5551 beareh sHeath (SUsties) Ascount 2. Enter Datalls 3. Complate Claim
3 12 Cut Cansents ) 1 Enter Detacs fe Complate Creation
Enter Details
Carsrt Pramce LIN CHUNG SHUN CHRISTABELLA Clinic (1)
Please enter the I h on Certificate of Exempéicn,
Serial N0 feaaeas | Z1Not Provided Pput Tips: Shown on gt 10p comer of
T = Cordificat of Exemptizn
Reference weee | (s | () D nput Tips: Shown on nght lop cormar of
‘ il Cainca of Exsmption
Date of ksue 6 |[Aprwifmar ] et Nips: 5sus ale of EC 235 shown o right
) T, lop comarn of Comtificate of Examption
Hume n Engie [ |
{Sumame)
My 1 Chuness { rrrr—
Gende  Female = Malo
HIKIC No MLl
Dye of Birm
it of Birth Typet = Date of Birth reported  Date of Birth reported on travel document
[ Next - ]
Friacy Fawey | Sestem
LI -

Fig. A7-2 Create Account — Enter Details (Certificate of Exemption)

Enter Details

svert Pracce HEALTHY Cinic (2) @
Please enter the account information shown on Document of icantty (EREIED

Docament No l A 2

Narme o Enghad fores N ST
Sarawe v )
Gendes " Female & Male
Dt of Dweth l
Cate of mue 281,004
TN Mot

Fig. A7-3 Create Account — Enter Details (Document of Identity)

Enter Details
Current Practcs HEALTHYClinic(2) @9
Piease enter the account information shown on Hong Kong Birth Certificate (Estabiished) (SEEND

Regsyabon No 3

Dats of Bem

hame in Engesh CHAN L IME MES
Sumame ) {Govern N }
Gender * Female  Mails

D @D

Fig. A7-4 Create Account — Enter Details (Birth Certificate)
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Enter Details

HEALTHY Cimic (1) @
Pieste entar the 8C0unt IMOrmation shomn on Hong Kong Re-enyy Perma IRED
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Fig. A7-5 Create Account — Enter Details (Hong Kong Re-entry Permit)
Enter Detais

HEAL THY Chinic {2} @
Plesse enter the sccount informaton shown on Fermt to Remain in MXSAR (IO 2358)
2 Fome
s AT
s veT! FlITS

~ Famale * Male

N T Pt Tign Gt
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Fig. A7-6  Create Account — Enter Details (Permit to Remain in HKSAR (ID235B))

Enter Details

HEALTHY Cinic 2) &

Plaase enter the account information shown on Non-Hong Kang Travel Documents (ERTID
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Fig. A7-7 Create Account — Enter Details (Non-Hong Kong Travel Document)
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Fig. A7-8 Create Account — Enter Details (Adoption Certificate)



