
 

USERMANUAL FOR COVID CASES 
 

 
STEP 1: Patient Registration by PMAM 

 

1. Login as PMAM where the user (PMAM) has a provision to register the patient by entering all the 
mandatory fields in the registration form as shown in screen shot 1. 

 
 

Screen Shot 1 



2. On clicking ‘register’, a message ‘patient registered successfully with registration ID’ will pop up as 
shown in screen shot 2. 

 
 

Screen Shot 2 



STEP 2: Preauth Initiation by Medco 

 
3. Once patient gets registered, the user (Medco) has a provision to click on a particular registration 

id (preauth  preauth initiation) for further processing. Here, the user needs to select the patient 
type as IP and enters the diagnosis details, treatment protocol and admission details as shown in 
screen shot 3. 
For Example, if for COVID 19, user needs to select the speciality as ‘infectious diseases’ and 

corresponding procedures will be displayed in the drop down as (1) Test for confirmation of COVID 

19 infection and (2) Screening test for COVID 19 infection. Upon selecting either of the two, 

investigations will be prescribed accordingly. 

 
Navigation: Preauth  Preauth Initiation. 

 

Screen Shot 3 
 
 

Once the procedure details are captured in the system by Medco, stratification details (if the 
selected procedure mandates the stratification) needs to be updated for the selected procedure as 
shown in below screen shot. 



 
 

Stratification Screen 
 
 

 

4. Once the diagnosis details, treatment protocol and admission details are filled, Medco can ‘initiate 
preauth’ by uploading the mandatory attachments like Patient Photo & Patient ID proof and then 
clicks on ‘initiate preauth’ and submits the preauthorization request. 

 

Attachments Screen 
 

 

 

5. On clicking the action type as ‘initiate preauth’ a message ‘preauthorization has been successfully 
initiated by Medco with Case ID’ will pop up as shown in screen shot 4. 



 

Screen Shot 4 



STEP 3: Preauth approval by Preauth Panel Doctor(PPD) 

 
6. Login as preauth panel doctor(PPD) where the user (PPD) has a provision to click on appropriate 

‘case no’ as shown in screen shot 5. 
 

Navigation: COVID Tests  COVID Preauth Updation 
 

All COVID Preauths will be displayed in a separate bucket. 
 

 

 

Screen Shot 5 
 

7. Upon clicking the ‘case no.’, the user has a provision to either approve/reject/raise query/send for 
field verification/assign the case as shown in screen shot 6. 



 
 

 
 

Screen Shot 6 
 
 

8. On clicking ‘approve’ a message ‘preauthorization has been approved’ will pop up as shown in 
screen shot 7. 

 

 

Screen Shot 7 



STEP 4: Claim Initiation by Medco 
 

9. Once the preauthorization request is approved by PPD, Medco has a provision to select the COVID 
case and raise a claim by bypassing the discharge process as shown in screen shot 8. 

 

Navigation: COVID Tests  COVID Claim Initiation 

 

Screen Shot 8 
 

10. On clicking a particular ‘case no.’ Medco has a provision to enter the covid details i.e., report status as 
positive/negative, treatment date & time, name of the lab that conducted the test and attachment 
with the copy of the report from the accredited lab as shown in screen shot 9. Once the mandatory 
details are given, Medco can initiate claim. 



 
 

Screen Shot 9 
 

In Covid Details table, user has to select the “Report Status” as Positive /Negative.  

 

 If the Procedure selected during Preauthorization is  “Screening test for COVID 19 infection” and “Report 
Status” is “Positive” then MEDCO should enter the details of immediate “Confirmed Report Status” as 
shown in following figure 10 

 If the Procedure selected during Preauthorization is  “Test for confirmation of COVID 19 infection” and 
“Report Status” is “Negative ” then MEDCO can continue with the “Treatment Date , “Name of 
Laboratory and Attachments to initiate Claim 

 



 
 

Screen Shot 10 
 

 
Upon entering all the mandatory fields, Medco can initiate claim. On clicking ‘initiate claim’, a message 
‘claim has been successfully initiated by Medco” shall be displayed. 
 
 
 

STEP 5: Claim Forwarded by Claim Executive (Cex)



 
 

11. Login as claim executive (Cex) where the user (Cex) has a provision to click on appropriate ‘case 
no’ as shown in screen shot 11. 

 
Navigation: COVID Tests COVID Claim Updation 

 
 

 

Screen Shot 11 
 
 

12. On clicking a particular ‘case no.’ the user(Cex) has a provision to fill the non-technical checklist and 
clicks on ‘forward’ as shown in screen shot 12. 



 

 
 

Screen Shot 12 
 

13. On clicking ‘forward’, a message ‘claim has been forwarded to CPD’ will pop up as shown in screen 
shot 13. 

 

 

Screen Shot 13 



 

STEP 6: Claim Processing by Claim Panel Doctor (CPD) 
 
 

1. Login as claim panel doctor (CPD) where the user(CPD) has a provision to click on a particular ‘case 
no’ as shown in screen shot 14. Here the user(CPD) has a provision to either approve/reject/raise 
query/send for field verification/assign the case. 

 
Navigation: COVID TestsCOVID Claim Updation 

 
 

Screen Shot 14 
 
 

14. On clicking a particular ‘case no.’ the user(CPD) has a provision to fill the technical checklist and clicks 
on ‘approve’ as shown in screen shot 15. 



 

 
 

Screen Shot 15 
 
 

15. On clicking ‘approve, a message ‘claim has been approved by CPD’ will pop up as shown in screen 
shot 16. 

 
 

Screen Shot 16 



 

STEP 7: Claim Processing by Accounts Officer (ACO) 
 

16. Login as accounts officer (ACO) where the user (ACO) has a provision enter remarks and clicks on 
either approve/reject/raise query as shown in screen shot 17. 

 
Navigation: COVID Tests COVID Claim Updation 

 
 

 

Screen Shot 17 
 
 

17. On clicking ‘approve, a message ‘claim has been approved by ACO’ will pop up as shown in screen 
shot 18. 

 

Screen Shot 18 



 
 

STEP 8: Claim Processing by SHA 
 
 

18. Login as SHA where the user has a provision to approve/reject/raise query the case. Once the user 
approve the case,that would be the final approval as shown in screen shot 19. 

 
Navigation: COVID Tests  COVID Claim Updation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Screen Shot 19 
 
 

19. On clicking ‘approve, a message ‘claim has been approved by SHA successfully’ will pop up as 
shown in screen shot 20. 

 

 

Screen Shot 20 
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