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Compensation Fund

Employer User Guide

UMEHLUKO REPORTING

Electronic Reporting Of Work Related Accidents and Diseases via
Umehluko




Umehluko:

Employer Guide — Claims Submission

To access the Umehluko system, one first needs to get a DoL username and password,

This can be done at http://www.labour.gov.za/DOL/ and selecting the Online Claims Submissions
link. See below
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You will then see the Online Submission Portal, where you register or log in



http://www.labour.gov.za/DOL/
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Organisation Representative

Are you a representative of an organisation that
requires to capture nofification of accident claims and
medical repors?

The duly authorised person acting on behalf of the
organisation must register as an employer
representative first, and once the authorised person
Iogs in he/she will be able to link to your organisation
with your CF Registration Number

Once you have registered and logged in you will be
able to utiliize the online submissions application 1o
capture and update claims and medical reports

If this is your first visit please create your profile by
clicking the link on the left hand panel 'Register as a
DOL Online User

If you have already registered please login using the
10gin box on the fght hand pane!

Medical Practitioner

Are you a medical practitioner seeking to capture a
medical reports for compensation fund claims?

Once you have registered and logged in you will be
able to utiliize the online submissions application to
capture and update medical reports

IThis Is your first visit please create your profile by
clicking the link on the left hand panel 'Register
Medical Practitioner

It you have already registered please login using the
10gin box on the right hand panel

Registrafion Instructions

Login

Username

Password
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Lets look at “How To Register” — This is to be done only if you do not already have an online
account, if you already do, please enter your log n details.

Fill in the required information on the registration form, upon completion click submit, thereafter
and email will be sent to you containing your username and password and authentication key
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User Menu Register For DOL Access

Home “ID Number:

Get Individual

“First Names:

“Sumame:

“Email Address:

“Mobile

——

“Telephone Number.

D

Online User Registration
Instructions

Enter The RSA D Number And Click The "Get
Indiviguar” Bution

Your Full Names And Surname Wil Be
Populated, If They Dont Please Contact CF.

Complete The Rest Of The Fields.

Verify If Your Email Address ks Correct, As
Your Passw/ord Wil Be Send To

Click The Submit Button To Send Your
Applcation (To Be A News CF- Onine User)
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Once you receive your username and password go back to the website and fill in you log in

credentials
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User Menu

rganisation Representative

Are you a representative of an organisation that
reguires 1o capture notification of accident claims and
medical reports?

The duly authorised person acting on behalf of the:
organisation must register as an employer
representative first, and once the authorised person
10gs in he/she will be able to link to your organisation
with your CF Registration Number.

Once you have registered and logged in you will be
able to utililize the online submissions application to
capture and update claims and medical reports.

If this is your first visit please create your profile by
clicking the link on the left hand panel 'Register as a
DOL Online User'

If you have already registered please login using the:
login box on the right hand panel
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Medical Practitioner

Are you a medical practitioner seeking 1o capture a
medical reports for compensation fund claims?

Once you have registered and logged in you will be
able to utililize the online submissions application to
capture and update medical reports

ITthis is your first visit please create your profile by
clicking the link on the left hand panel 'Register
Medical Practitioner'

If you have already registered please login using the
login box on the right hand panel
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Registration Instructions

Login

Username:
740:

Password:
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You will then see the page below, where you can link an organization to your profile or select an

organization that has already been linked
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User Menu

Welcome To The Department Of Labour: Compensation Fund Online Submissions Portal

[Please select Organisation to represent

[choose one

‘ Select Organisation H Link Organisation

£l
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Registration Instructions

Click Add Organisation To Link To An
Organisation

Click Select Organisation To Chaose
Organisation Represent
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You can link the organisation you wish to act on behalf of by entering the practice number and then

clicking ‘get organisation’ and then ‘add to profile’
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& Done
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Retrieve Organisation Details

’ | Contract account found

Please enter a CF Registration or Practice Number

CF Registration No/ Practice No:

QQDODDS-

[ Employer Details

Trade Name: KENTUCKY FRIED CHICKEN

Add to profile

D=

Add To Your Profile Instructions

Enter Eitner The CF Registration Number Or
Practice.

Click Get Organization Button To Retrieve The
Company Details.

Click Link Button To Link The Organization To
Your Profile
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You can then select the linked organization and register a claim, by clicking submit medical report
you will be redirected to the Umehluko log on page where you enter you log on details
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User Menu

er a claim

WElcome To The Department Of Labour Online Submissions Portal

[Please select Organisation to represent

Logged on behalf of KENTUCKY FRIED CHICKEN

[choose one

‘ Select organisation H Link organisatian

>—

Claim Registration Instructions

Register Claim- When You Want To Capture
An AUtowat Notification Report

Update Organisation| To Update Organisation
Details.

Change Password-To Change Your Login
Password- An Email Will Be Send To You

Link Organisation- Ta Add Another
Organisation To Your Profile.
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This is the Umehluko Log On page where you are required to log in and register a cliam for the
Organisation you have linked/selected to act on behalf of
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“ Umehluko Login - Live

User Name:

Password:

Foroet Password
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The Umehluko Logon screen will displays: (
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Compensation

Admin
Capie  Worklor  Reports

Claim

st Notiiaton I Records 1-10 of 135 Page Jof 14 Select Page Size
S Mpplication: TcompCoe ][ o] I Retain Selected user's inbox?

== = r Submitted By Description Priority Ho. Event No. Application Status TURL
Manage Full Gaim — —

Compdiv 26 May 2014 ~ -
P singar g 38621 |ComoCare|Open 3

Search Reset F Compdiv No :l_fdaysa owed betwesn Event date and Recsived date has been exoseded and 3 " Claim Late Report & 28 May 2014
Simulator requirsd, 07:48:26

Earnings have been Added or Changed and require Confirmation of Accurancy.

58621  |CompCare/Open &

[7 Comediv

. & Incormolete [ComaDiv 26 May 2014
il Event Data Capture i Incomplete (CompDiv) s

38621 |CompCare|Open T

7 Compdv Notficatian of Authorisztion Reauired on Medicz| Resort Days OF 103 Mar 2014 18:23:17 |72 87626 |CompCare|Open
Simulator

[ Compiiv No of days alowed between Event date and Received date has been exceeded and a *Claim Late Report” &
Simulator required.

= Compdiv
Simutatar
Compdiv

P ‘Simulator

03 Mar 2014 08:20:05 |P4. 87626 |CompCare|Open &

Medical Reports - Final 03 Mar 2014 08:23:17 |PS 87626 |CompCare|Open

Earrings have been Added or Changed and require Confirmation of Accurancy. 26 Feb 2014 o 87605 | ComgCare|Open

7 | Compiiv o of days alowed betwean Event date and Received date has been axceeded and a *Clsim Late Report”

Simulstor Bl 28 Feb 2014 10:56:06 P4 47605  |CompCare|Open &

[7 Comodiv

Smubotor Earrings have been Added or Changed and require Confirmation of Accurancy. 0 4 87600 |ComgCareOpen

F ;uﬁv;:ﬂgr :i:uzlfr:?se lowed between Event date and Received date has been exceeded and a " Claim Late Report . §7600 | ComoCare Open

1@ Copyright 2014 RMA Co.Lid. Live - 3,0.135,3130 - 06 June 2014
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The user must select either the Accident Notification for an Accident or the Disease Notification for
an occupational disease.
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||| Add Accident Notification

How was RMA Notified? ' | Captured via the CompDiv System
Search Member Number?
Member Location + ‘DDDI?DE?S - CELL COMMUNICATIONS WEST RAND ;I
Member Site + ‘ CELL COMMUNICATIONS WEST RAND ;I

Member Contact Reporting Claim ' [Compdiv Sim

Location Category | At workplace - Above Ground

Date of Accident T 11 Jun 014 | 4 Time (HH:MM) !

Employes fell off o ladder
Description '

Industry No. oNumber [ ] Passport No paticralty
Title ! First Name ! i, | surname !
Date of Birth | i Gender ! Employee Number |
TrainfLearn/Appr? ' skilled ? Paterson Grading

Occupation | |—Enter Code or Description to populate Data-- |

Date R Nt [ e 28 Membervebs

Did Accident Lead to Death of Person? Road Accident?

Was this an Assault?
Did the employees spectacles break during the accident? ’

Were the emplayee’s dentures damaged during the accident?

Brief Description of Injury(ies) '

Primary Injury Diagnostic Group

Submit Reset
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The employer will capture all the necessary information. The red asterisk represent that the field are
mandatory. The drop down fields makes submission faster.
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Seah | Capture  WodkFlow  Repots

Acident - Hostel
Actident - Mot

iress Disorder
Limb Disorder

Events
Member Event Ref
Assurer Event Ref
Date of Accident
Member Site:

RMA

Description
Location Category
| neatinn Tuna

& Acident  Disease

83742

01 Jun 20
CELL COM;
DME o
&

Fatal - Requirements
inal Medical Report

[ claim ][ medical [

Earnings

View All Requirement Sets (Persont

Description
cident Claims - RMD & 1st Medical

sion, or Days Of
Accident with Spinal Cord Injury, Bely PD Lump or Pension, or Days Off
A ke = Off or Me
Claim, liely PD Lump or Pension, or Days Off or Medical
Taim, likely PD Lump or Pension, or Days Off or Medical
Post Trauma Claim, ikely PD Lump or Pension, or Days OFf or Medical
Whole Region Upper Limb Disorder, lcely PD Lump or Pension, or Days OFf or Medical
, Beely PD Lump or Pension, or Days OF or Medical
D Lumg ar Pension, or Days OFf or
kely PD Lump or Pension, or Days O or Medical
Chemical Exposure, ikely PD Lump or Pension, or
Pulmonary Tuberouosis, fikely PD Lump or Days Off
g kely PD Lump or Days OF

07 Mar 1578

Off or Medical

iely PD Lump or Days Off

Seach | Asd | Est | cuick Aag

sStatus
Hember Ref No.

File Reference No

Assurer Reference No
Likely Bucket

Date Cmp Advised

Date Assurer Notified
Agent

[Activity

[Activity at Time of Event?
(Dccur in Normal Workplace?
Fatality 7

Event ?
Months In Mining

Finger Print Date
Certification
Post Date
LastChangedBy

Authentication file *
Hisioy_|
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Compensation Fund  [FS__—-

Seach | Caplwe  Workflow  Reports

Admin  FinCare

Claim Number

Events
Member Event Ref
Assurer Event Ref
Date of Accident
Member Site

RMA

Description
Location Category

Inration Tuns

874

01 Jun 2014 Time 12:00:/

CELL COMMUNICATIONS WEST RAND
DME

Employee fel off @ ladder

At warkplace - Abave Ground
Iinknrn / Taualid

@ Acddent ~ Disease

Persan

&| Smith, Jonathan

by | pat | Edt| Searn [P 5D

generated
instantly

Search | Add | Edt| QuickAdd

| Claim || Medical ” Eamings H Person Details || Documents

|| Employment

” Leave Mgmt

Requirfments

" Notes ” Payments H Questionnaires

status
Member Ref No.

File Reference No
Assurer Reference No
Likely Bucket

Date Cmp Advised
Date Assurer Notified
Agent

Activity

Activity at Time of Event? Employee fell off a ladder
Occur in Normal Workplace? ke

Fatality ? ko

Death due to Event ? ko

Months In Mining -1.00

00170895(14/PEV

06 Jun 2014

Finger Print Date
Certification
Post Date

LastChangedBy 8702055255080

Natification Pending for Submission to RMA

Authentication file *

History

Claim Type

Selnd ed
Date Submitted/ Posted
Adtions

Contact Person

Date Stabilised
Tnjury ?

LastChangedDate

Compdiv Sim

06 Jun 2014

Fom Lefiers

Edit

Member Subr
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The system will automatically supply the notification with a File Reference number/ claim number

instantly; however, the notification process is not yet complete.

Select the Claim details then “Edit” button to proceed.

The following screen will appear: “Update Accident Person Details”
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Add Person to Accident

Date Advised

—
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Search | Gapture  WorkFlow | AGENT Code

ACTION Code

ACTIVITY Code
Member Event Ref Number

Events
Member Event Ref
Assurer Event Ref
Date of Accident
Member Site

RMA

Description
Location Category

Incation Tane

& Accident

Coor [ -

Insurance Type

Claim Type

Likely Bucket

Finger Print Date
Diseas post pate

Certification

1ep10 codeand I pig this Accident lead to the Death of the Person? ™

_ Remcrasmrd | -

Injury 2 ®

Total #Months in Industry

Did Accident occur at Normal Workplace 2|
Was this a Road Accident »

Did the employees spectacles break during the

accident?

-

-
r
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Adding New Person To Accident - Employee fell off 2 ladder:01 Jun 2014

Description |

| Agent [

Description |

| Action [

Description |

| Activity [

I |
*

I |
*

[
@

What was employee doing at the time of the Accident?

=
[I—|

Was this an Assault?

Were the employee’s dentures damaged during the

accident?

Add the details of
how the accident
was cause

S

DRE

Person Rnk

Add View

=
[— |
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The user will return to the menu bar and select the {‘Earnings” button then add earnings and submit.
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Sewch | Caplure  WorkFow  Rasorts

Events
Member Event Ref
Assurer Event Ref
Date of Accident
Hember Site

e

Description
Location Category
i

o T

Be sure to
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[ Clin || Medcal || Eamngs Berson Detais Doments || Emplopment || Leave Mot Requremenis Votes || Pamens || Quessoms Capture correct

earnings for the
p— : employee!

Basic Earnings

I” Capture Basic earmings Breakiown
Monithly Basic Earmings R
HNon Variable Earnings

I” Capture Moathly Non Variable Earnings Breakiown
Monthly Non Variable Eamings R 0
Variable Earnings

" Capture Variable Earings Breakdawn

Honthly Variable Earnings R [}
Declaration by Emalayer
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The user will return to the menu bar and click on Medical and select Injuries /diagnosis then add

injuries also selecting the correct ICD codes and submit

Compensation Fund

Seach | Caphwa  WorkFlow

Events
sa7e2

assurer Event Ref

01301 201¢ Time 12:00:00
Hember Site CELL COMMUNICATIONS WEST RAND
RHA oHE

Description Emplayes fell o a ladder

Location Categary 4t workplace - Above Ground

| neation Tune [ —

Persan.

4] mith, Jonathan 07 War 1573

Smith, Jonathon 07 Mar 1678

=
& Acdent -~ Disease oy | g | Eit| semer [P KSR _Seach | _pat| E| _cuoknan |

Learetgre__| I [ tistes J| Pamens | a

clsm || Medeal || Eamings || || comments || Employment

AddNew In: llllﬁlmna'-

Assessment/Findings

Description{of All Injuries) * a

‘Adding New Infury to:Junathan, Smith, 07 Mar 1979

Primary Injury Diagnostic Group ™

To find an 1CD10 Code, d egory and Sub-Category..

1CD10 Category

ICD10 Sub-Category

Or search for a matching code by typing the ICD10 code or part thereo
Search ICD10 Code

Or search for a matching code by typing part of the description and pressi
Search ICD10 Description

1CD10 Code™

Severity

Body side™
Status.

& Coppight 2014 #a Ca.ttd

jvescript_doPostBeck(
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Click on menu bar Employment and click on Set Event Employment

Cam || Medcal || Eamngs | person Detals | et LeaveMomt || Requrements || Notes | Payments || A Questomaes
Skilled? No

Training/Learner/Apprentice? No

Paterson Grading Code Al(Catt)

Normal Occupation of Person Assistant driler (ocean)
Event Occupation Code Assistant driller (ocean)
Length of service in occupation 0,000

Length of service with employer

Captured By Renet b

Date Captured 15 Mar 2013

Add Employ H Edt Employ \ SetEventEmployment H Delete H View [ Form Letters HAddExpusure\
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Compensation Fund
| woming renvou |

Seardh | Caphure  WoriFlov  Repars

Events

Member Event Ref
Assurer Event Ref
Date of Accident X 0 . . .
: Authentication is a
RMA

Description
Location Category

security control

s aeatinn Tune

|
& Auident ~ Disease tistory | Add| Edit| Seamn |[PX ST Search | Add
n| ] | s | — measure, keep your

[ToEm [ redes || = PersonDetals || Doowments || Employment || Leavemont || Regurements || Wotes || Paymems ||

:axn;lwm- Wotfication Pending for Submission ta RNA unique key
File Reference No Gise 1475y
confidential

Assurer Reference No Claim Type

Likely Bucket Days > 14

Date Cmp Advised 05 Jun 2014 Date CHP Captured
Date Assurer Notified Date Submitted/Posted
Agent Actions

Activity Contact Person Compdiv Sm
[Activity at Time of Event? g

(Occur in Normal Workplace? o Date Stabilised
Fatality ? Injury 7

Death due to Event ?

Hanths In Mining

Finger Print Date

Certification

Post Date

LastChangedBy LastChangedDate 06 3un 2014
[Authentication file * | WMy Socuments RMATauinkey DuranibORATT 1-073-4681-a265-C23343000e36 ke

iy | Formletiers|  Edk Member Sub

|& Copright 2014 R4 CouLb Live - 3.0.185.8130 - 06 June 2014

[Done i Localintran | Protected Mode: OFF ARy v

e el ‘ou el ik

The user will return to Claim and select PEV details. Browse and insert the Authentication key then
Member Submit.
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Compensation Fund e Medicare  Admin re

CompCare

Seach | Caplwe  WorkFlv  Repots

Evenls
Hember Event Ref
Assurer Event Ref
Date of Accident
Hember Site

RMA

Description

2
oy | A | Edt| St | P K

[Cam ][ mMedcal || Eamings [ oommerss || Empiowmert ||

Leave ¥amt

Requrements

07 Mar 1978

Searth | Add | Edit | Quick Add

Status. Notification Accepted on Compeare side
|Member Ref No.
File Reference No
| Assurer Reference No
Likely Bucket
ate Cmp Advised
Date Assurer Notified
Agent
Activity
| Activity 3t Time of Event?
Dccur in Normal Workplace?
Fatality 7
Death due to Event ?
Months In Mining
Finger Print Date
Certification
Post Date
LastChangedBy

Hisiay

Claim Type

Date CHP Captured
Date Submitted, Posted
Actions

Contact Person

Date Stahilised
Injury 7

LastChangedDate

00

06 Jun 2014

06 Jun 2014
Fomlieters|  Edt

& Gopyrickt 2014 RHA Sl

e

Notification sent to CompCare.

Live - 6,0.035.3190 - 06

& Localintranet| Prteced Mods: OFF

YOU HAVE SUCESSFULLY COMPLETED SUBMITING A CALIM.

PLEASE REMEMBER TO LOG OUT
For more information contact us on:
Call
086 999 0090
Or email

ccms @labour.gov.

The Compensation Fund, working for you!!

Claim is now
registered and sent for
adjudication by CF
Staff




