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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 ta capture notification of accident claims and
medical reports?

The duly AUNOTISEd PErSoN acting on benall of the
organisation must register as an employer
representative first, and once the authorised person
logs In he/she will be able to link to your organisation
with your CF Registration Number.

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

©nce you have registered and logged In you will be
able 1o utiliize the online SUDMISSIONS application 1o
capture and update medical reports

If this is your first visit please create your prafile by
clicking the link on the left hand panel ‘Register

Registration Instructions

Login

Username

Medical Practitioner"
©nce you have registered and logged in you will be
able 1o utiliize the online submissions application (o
capture and update claims and medical reports

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

IT this 15 your first VISIt please create your profiie by
clicking the Iink on the [eft nand panel 'Register as a
DOL Online User

if you have already registered please login using the
Iogin box an the right hand panel
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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 Online User Registration

Redgister For DOL Access "
Instructions

“ID Number.

Get Individual

“First Names:

“Sumame:
‘ Ciick The Submit Bution To Send Your
Application (To Be A New CF- Online User).

Home Enter The RSA ID Number And Ciick The "Get
Individuar” Button.

Your Full Names And Surmame Will Be
Fopulated, If They Don't Please Contact CF.

Complete The Rest Of The Fields.

Verify I Your Email Address Is Correct, As
Your Password Wil Be Send To .

“Email Address:

“Mobile

——

“Telephone Number.
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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

Organisation Representative

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

The duly authorised person acting on behaif 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.

& Error on page.
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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 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

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

[Please select Organisation to represent

[choose one

‘ Select Organisation H Link Crganisation

|
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Registration Instructions

Click Add Organisation To Link To An
Organisation

Click Select Organisation To Choose
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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User Menu Retrieve Organisation Details

Home

’ | Contract account found

CF Registration No/ Practice No:

2900005 [
Get Organisation

Please enter a CF Registration or Practice Number

[ Employer Details

Add to profile

&0 Done
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Trade Name: KENTUCKY FRIED CHICKEN

D=

Add To Your Profile Instructions

Enter Either The CF Registration Number Or
Practice.

Click Get Organization Buttan 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

‘€ Online Submissions - Home - Windows Intemet Explorer

& =[] nigsiconi

File Edit View Favorites Tools Help

i Favorites | i ] Suggested Sites ~ @] Web Slice Gallery ~

(& Online Submissions - Home ‘ |

[ &[4[ %] [ sweet search

~ Pagev Safety> Toolsv @~ >

&34 labour

Department

Labour
REPUBLIC OF SOUTH AFRICA

User Menu

er a claim \Yelcome 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 Altomat 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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Searth | Caphwe  WorkFlay  Reports

Claim

cdont Notiaton I Records 1-10 of 135 Page of 14 Select Page Size
e Nofcation Mpplication: TcompCoe ][ o] T” Retain Selected user's inbox?

I submitied by Description DateSent Priority (aim No. Event No. Application Status
Compdiv
¥ Simulator

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

Manage Ful Ciaim L]

Earings have besn Added or Changed and require Corfirmation of Accrancy. o W 204

0621 |CompCare Open 5

58621  |CompCare/Open &

[7 Comediv

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

38621 |CompCare|Open

F ;Dmgt'f, Notfication of Authorisation Required on Medical Regort Days Off 103 Mar 2014 018:23:17 |P2 47625 |CompCare|Open |

7 Compdiv No of days allowed between Event date and Received date hes been exceeded and a *Claim Late Report

03 Mar 2014 08:20:05 P4 76 Co -
Smulator required. 03 Mar 2014 08:20:05 |P4 87626 mpCare|Open &

F gf”';‘f:;fr Medical Reperts - iral 03 Mar 2014 18:23:17 PS5 87626 |CompCare|Open 5

[7 Comodiv

Simulator Eamings have been Added or Changed and require Confinmation of Accurancy. 28 Feb 2014 P4 87605 |CompCare|Open | 5

[7 Compiiv o of days lowed between Event date and Recsived date has been exoseded 2nd 3 " Claim Late Report i

Simulator required. 28 Feb 2014 10:56:06 P4 87605  |CompCare|Open &

[7 Comediv

Simulator Earmings have been Added or Changed and require Confirmation of Accurancy. 201 87600 |CompCare|Open | 5

Compdiv No of days alowed between Event date and Received date has been ewoeeded and a " Claim Late Report™ ’ - . -
" Simidator required, : 87600 |CompCare(Open | &

1@ Copyright 2014 RMA Co.Ltd. 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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Compensation Fund 7 A
P ClientCare  CompCare  PensCare MediCare Admin

FinCare

Search  Gapture  WorkFlow  Reports

||| Add Accident Notification

How was RMA Notified? ' | Captured via the CompDiv System
Search Member Number? (50170805

Member Location © | 000170895 - GELL COMMUNICATIONS WEST RAND

Member Site * ‘ CELL COMMUNICATIONS WEST RAND ;I

Date of Accident ¥ o1 Jun 2014 | 4

Employes fell of 5 ladder

eetlM Search

Member Contact Reporting Claim | [Compdiv Sim

Location Category " | At workplace - Above Ground

Time (HH:MM) * [12:00

Description |

-

Industry No. ONember ]
e ! FirstName *
Date of Birth | 2
TrainfLearn/Appr2 |
Occupation © [--Enter Cade or Description to populate Data-- |
Insurance Type Claim Type © 10D
Date RMA Notified ' |:| B

Did Accident Lead to Death of Person?

Gender

Skilled ?

Was this an Assault?
Did the employees spectacles break during the accident?
Were the employee’s dentures damaged during the accident?

Injury to Left ankle

Memberkers

Passport No ' [352863

fationalty
surname '
Employee Number ' [EMPO35
Ritzzeniaiing

E Likely Bucket |

Road Accident? [y

Brief Description of Injury(ies)

Primary Injury Diagnostic Group

@ Copyright 2014 RMA Go,Ltd,
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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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Permission Active: May View All Requirement Sets (Persont
e Desaiption
O Umehiuko | AllRMA

Compensation Fund
| woRKiNG Fox vou | ‘ension, or Days Off or Medical
D Lump or Pens 5 Off or
Stress Disorder Post Traum. Claim, likely PD Lump or Pension, or Days OFf or Medical
Whole Region Upper Limb Disordes, likely PD Lump or Pension, or Days OFf or Medical

rch | Caplure | WorkFlox  Repots

Events

Member Event Ref sarez ke .

Assurer Event Ref - Asthma y PD Lump or Pension, o |

Date of Accident 01 3un 20 Demiatits | Chemical Exposure, likely PD Lump or Pension, or Days Of or
Member Site ceiL com| D - Pulmon Puimonary Tuberaulosis kely PD Lump or Days Off

RHA D - niosis 2 kely PD Lump or Days Off

Description /2 Airwayys D AD) AD), kel PD Lump or Days Off
Location Category

i eation Tuna s
4 Aident  Disease Inconcus Seach | Asd | Est | cuick Aag

Claim_|[_ Medical ]| Eamings ments || Questionnaires

Status
Hember Ref No.

File Reference No

Assurer Reference No

Likely Bucket

Date Cmp Advised

Date Assurer Notified

Agent

Activity Compdiv sim
[Activity at Time of Event?

Occur in Normal Workplace?

Fatality 2

Death due to Event 2

Honths In Mining

07 Mar 1575

Finger Date

Certification

Post Date

LastChangedBy 06 Jun 2014
Authentication file *

Form Letiers Edit Wember S

Live - 3,0.135.3130 - 05 Jume 2014
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Then select the f“Close” button
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ClientCare

L

Compensation Fund Admin

CompCare PensCare MediCare FinCare

Seach | Caplwe  Workflow  Reports

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

RMA

Description
Location Category

Inration Tuns

Person
ea74 4| smith, Jonathan
01 Jun 2014 Time 12:00:00
CELL COMMUNICATIONS WEST RAND
DME
Employee fel off @ ladder
At warkplace - Abave Ground

Hbreann | Tralid =

pisay | pct| Edt| Sean [PX SR

Documents ||

Natification Pending for Submission to RMA

@ Acddent ~ Disease

Search | Add | Edit | Quick Add

Payments ”

| Claim ||
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? Ne

Fatality ? o

Death due to Event ? No

Months In Mining -1.00

Medical ” Eamings H Person Details || Employmertt ” Leave Mgmt Requirl ments ” Questionnaires

/000170885

Claim Type
Days > 14
06 Jun 2014 Patnan ed
Date Submitted/ Posted
Adtions
Contact Person Comgdiv Sim
Date Stabilised
Tnjury ?

Finger Print Date
Certification
Post Date
LastChangedBy

Authentication file *

8702055255080 LastChangedDate 06 Jun 2014

Form Lefiers

e - 3,0,135.3130 - 06 June 2014

Edit

History Member Subr
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The system will automatically supply the notification with a File Reference number/ claim
instantly; however, the notification process is not yet complete.

Select the Claim details then FEdit” button to proceed.

The following screen will appear: _
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Add Person to Accident

Adding New Person To Accident - Employee fell off a ladder:61 Jun 2014

Date Advised

AGENT Code | Agent e |
]

|

Search  Capture  WorkFlow Description |

ACTION Code Description | | Action

ACTIVITY Code Description | | Activity

Member Event Ref Number

Events

Member Event Ref
Assurer Event Ref
Date of Accident
Member Site

RMA

Description
Location Category

Incation Tane

& Accident

o= I

Claim Type ¥

I |

Likely Bucket ¥

[
@

What was employee doing at the time of the Accident?

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/

& Copyright 2014 RMA CoLtd

Was this a Road Accident ?
Did the employees spectacles break during the
accident?

-

=
r

@ Copyright 2014 RMA Co.Ltd,
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Was this an Assault?
Were the employee’s dentures damaged during the
accident?

=
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The user will return to the menu bar and select the _ button then add earnings and submit.
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Sewch | Caplure  WorkFow  Rasorts
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Admin Welcome: Compdiv Simulator

Events
Member Event Ref

Assurer Event Ref

Date of Accident

Hember Site

e

Description

Location Category -

& Awident o Disesse

Sbove Ground
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Search | Add | Edit | Qub

[ clem || medcal || Eamngs ||

Person Detais

Doouments || Evolment || LeaeMpmt || Requemens || Motes || Fawmens || Quesionna

Captured By €702
Date Caplured 06 Jun 2014
General

Adding New Eamings o Py

Earmings Type™
Basic Eamings

I Capture Basic Earmings Breakiown

Non Variable Earnings.

Monthly Basic Earnings R

" Capture Monthly Non Variable Earnings Sreakiown

Variable Earnings

Wonthly Nan Variable Earaings & g

" Capture Variable Earings Breakdawn

Declaration by Employer
& Copisht 2014 £K4. Co.Lid

Done:

EEnt

Honthly Variable Eamings R ]

Live - .0.135.3130 - D Juns

R Localintranet | Potected Mode Off




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

G‘@"" tps: 5 Maintirky spalVel=A I8 [P sweehisench

Give us an indication
of what type of injury
wekone the employee
sustained

o Favortes | 5 2] Suggested Sites » ] Vieh Sice Gallry »

01 3un 2014 Time 12:08:00
'CELL COMMUNICATIONS WEST RAND
DME

Emgloyes fell o a ladder

4 workplace - Above Ground

*| Senith, Jonathan 07 Mar 1573
Smith, Jonathon 07 Mar 1678

[ —

o =
& Acdent -~ Disease oy | g | Eit| semer [P KSR _Seach | _aad| | _cusexaa |

Bayments || a

clsm || Medeal || Eamings | | comments || Employment || LesveMgm:

Add New In;

Assessment/Findings ‘Adding New Infury to:Jonathan, Smith, 07 Mar 1979

Description(of All Injuries)* a

Primary Injury Diagnostic Group”

To find an ICD10 Code, choose an ICD10 Category and Sub-Categary.
1CD10 Category

1CD10 Sub-Category Select 2n 1C010 Category
Or search for a matching code by typing the ICD10 code or part thereof and pressing TAB.

Search ICD10 Code

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

1CD10 Code™

Select 2n 10010 Sub-Casegory or Search

Severity
Body Side™
Status

| Copyight 2018 RMA Co.Lid Ui - 304553130 - 08 e 2014 |

javescrpt_doPostBack: w, Mot calt Poges/CompDv/Matadrgury aspe] & Local ntranet | Pretecied Mode: O G [Rnex - g
104520
FODER pugans M

Drop down fields
have a variety of
injury types to select
from




Click on menu bar Employment and click on Set Event Employment

Caim || Medcal || Eamngs | PersonDetas | ET ot LeaveMant || Requrements || Notes | Payments || RMAQuestomnares
Skilled? No

Training/Learner/Apprentice? No

Paterson Grading Code AtL(Catt)

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

Length of service with employer

Captured By Renel h

Date Captured 15 Mar 2013

Add Employ [ Edit Employ H SetEventEmployment H Dekte | View H Form Letters HAddExposure‘




Compensation Fund
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Events.

Member Event Ref

Assurer Event Ref

Date of Accident

Member Site

RMA

Description Emaloyee fel o ladder
Location Category Ground

s aeatinn Tune

& Awident ~ Disease

2l
Histoy | Add | Edt| Searh | P K

Search | Add

Caim | medial ||

[ oomes || eooomer ||

Leaye Manit

Regurements | notes ||

Pamerts || u

Status
Hember Ref Ho.

File Reference No

Assurer Reference No
Likely Bucket

Date Cmp Advised

Date Assurer Notified
Agent

activity

[Activity at Time of Event?
(Occur in Normal Workplace?
Fatality 2

Death du to Event ?
Months In Mining

Finger Print Date
Certification

Post Date
LastChangedBy &

nding for Submission to RMA

5050

vishoy |

[Authentication file * | WMy Socuments RMATauinkey Duranb0SRTT 100734481 aze:

Claim Type

Date CHP Captured
Date Submitted) Posted
Adtions

Contact Person

Date Stabilised
Injury ?

LastChangedDate

Compdiv Sim

06 Jun 2014

Form Leters. EdR

Wember Subl

|& Coprright 2014 i CouLbd

Done

8 22 Jo]

Live - 3,0

G Localintranct | Protected Mode: OFF

30 06 June 2014
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The user will return to Claim and select PEV details. Browse and insert the Authentication key then

Member Submit.
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Seach | Caplwe  WorkFlov  Reperts

el Logout

‘Welcome: Compdiv Simulator

Event

Evenls
Member Event Ref

Assurer Event Ref

Date of Accident

Hember Site

RMA

Description ¥
Location Category 4t workplace - A

| ncation Tuna. -

& fMeodent ~ Disease Hoory | Add | Edt| Searwn [P K

D08
07 Mar 1978

Searth | Add | Edit | Quick Add

[cam ][ medcal || [ rersnpeis || Dommems || Emplment ||

Leave ¥amt

Requrements  f|Hotss {| Paments || Quesmornares

Status Natificabon Acospted on Compcare side
Hember Ref No.
File Reference No
Assurer Reference o
Likely Bucket
ate Cmp Rdvised
Date Assurer Notified
Agent
nctivity
Activity at Time of Event?
(Occur in Normal Workplace?
Fatality 7
Death due to Event ?
Months In Mining
Finger Print Date
Certification
Post Date
LastChangedBy

Hisiary

Claim Type 00

Date CHP Captured 06 Jun 2014
Date Submitted Posted

Actions

Cotact Person

Dote Stabilised

Injury ?

LastChangedDate 06 Jun 2014
Fomleters|  Edt

od @

Notification sent to CompCare.

Live - 00353530 - 06 June 204

& Localintranet | Protecte 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!!




