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PREMIUM COLLECTION PROCESS  

• BBR - Billing run for the 1st of the month – e.g., 1st April 2021.  

• The Billing run will take place after the last debit order collection of the previous 

month which will be the 26th of the month.  

 

• We select the scheme option – 001; Menu option – BBR.  

 



Private and confidential. All images are for illustrative purposes only and are not for distribution 
 

Page 2 of 25 
 

 

• Follow the prompt on the screen and press the space bar to continue to the next 

screen. 

 

• The billing run will generate for the month of June. We need to make sure that we 

are on the correct month for the billing. 

• If you are doing the billing run for June, then all the scheme options must show that  

the billing run is for June. If it has another month, do not continue. Contact MIP for 

assistance.  
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• Do you wish to proceed – Enter Yes. 

 

• Complete the dates from the previous month - the From date to the To date , e.g. for 

the billing run of the 1st  of May 2019 the from date was 2019/03/27 & to date 

2019/04/16, the next month will be from 2019/04/17 to the current date you do this 

on e.g. 2019/05/27.  

• Print company labels will be: No (Enter) 
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• The yellow highlighted section will appear. This is correct, we want to include new 

applications and changes that were made before the billing run (BBR).  

• Press the space bar to continue. 

 

• This screen will appear – Do you want the system to quit automatically after this 

run? YES, Enter. 
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• The billing will run through the system, collecting the subscriptions for all the 

policyholder’s premium collection dates for the month of June.  

 

• The billing run will be done per scheme option starting with scheme option 001 and 

ending on scheme option 090. 
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• After the billing run, the subscription amount (in Red) will be against the members 

profile to be collected for the relevant month. 

• Above is an example of a policyholder’s subscription for the month of June 2019. 

 

This can be used for spot checking purposes. 

 

PREMIUM/ DEBIT ORDER COLLECTIONS 

 

After the Billing run (BBR) for the month, we need to run an MEF for the 1st of the months 

debit order collection (we run an MEF for the 1st ,7th, 15th 25th & 26th).  

 

We press F1 to generate the following scheme options from 001 – 090 as indicated on the 

screenshot below.  
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Complete (Create subscription EFT records); We ran a test MEF first (per strike date) 

 

We ran a test CEF as well (per strike date) 
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To run the CEF report you will follow the same process as for the MEF. 

 

 

On the web (MIP system), Under the HealthCare Reports Tab – Print Spooler, we look at the 

MEF folder with the file name and the date, example below 30th May 2019. 
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Here is an example of the MEF folder on the WEB (MIP) system.  
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On the web (MIP system), Under the HealthCare Reports Tab – Print Spooler we look at the 

CEF folder with the file name and the date 30th May 2019.  

 

Here is an example of the CEF folder on the WEB (MIP) system.  
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After checking the MEF & CEF reports for errors and after all the relevant changes are made, 

we will then run a Live MEF & CEF for the month. The same procedure applies as for the test 

MEF & CEF.  

This is the live MEF (Enter) 

 

This is the live CEF (Enter) 
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Here is the example of the live MEF report.  

The total - R 5 610 557.00 

 

 

Here is the example of the live CEF report: 

The total needs to match R 117,089.00. 
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The totals of these reports will have to match the Live ITB reports total: 

Total R 5, 727 646.00. for MEF & CEF.  

The next step is to run an ITB test (Bank file).  

 

 

We run a Test ITB first for the short-term and then for the long-term policyholders: 
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Press Enter: 

The file will be run - your request is being processed.   
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Press space bar to continue. 

 

 

We will follow the same steps to run the long-term report. 
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Press space bar to continue.  

The Test ITB file will be saved under the Total live-work(L) drive on the server, as highlighted 

in yellow below: 

• Short-Term file name is 39007 

• Long-Term file name is 39013 
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We need to check the totals of the live MEF & CEF against the totals of the test ITB short- & 

long-term files. Here is an example of the Short Term – 39007 file and the total is 

R5 684 921.00.  

 

 

Here is an example of the Long Term – 39013 file and the total is R42,725.00.   

 

 

Once the totals balance, the live ITB will be run which will drop the bank file in the folder for 

the upload to the bank. 
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The live folder for Short-term & Long-term will be saved automatically under Total Live work 

(L) under Finance / Bank Files/ short-term _39007 and long-term_39013 as indicated below.  

 

 

 

There is a file collection every 30 minutes. We need to check that the file is collected. 



Private and confidential. All images are for illustrative purposes only and are not for distribution 
 

Page 21 of 25 
 

 

 

 

Once the files are collected, we will receive notification emails from Transaction Capital (EFT 

Payment Solutions). There is one for Short-Term and one for Long-Term. These files must be 

authorised by the Head of the Membership & Billings or the Head of Accounts department. 

Below are all the notifications emails received from Transaction Capital and MIP to indicate 

that the files were sent and received.  

 

This is the notification from the MIP system that shows that the Short-Term (39007) and 

Long-Term (39013) files were transferred to Transaction Capital. 
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This is the control report for the Short-Term (39007) file for authorisation, received from 

Transaction Capital: 

 

The notification will be authorised by the Head of the Accounts Department (Monica 

Coetzee): 
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The authorisation for short-term 39007, will be saved on the U Drive on the as indicated 

below.  

 

 

 

The same process will be followed for the authorisation for long-term – 39013 file.  
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Monica Coetzee will email the signed authorised control sheet for short-term 39007 to 

Transaction Capital (PaymentSolutions): 

 

Monica Coetzee will email the signed authorised control sheet for long-term 39013 to 

Transaction Capital (PaymentSolutions).  
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We need to submit the debit order files per debit order date/strike date (1st, 7th ,15th, 25th, 

26th) two days before the debit order/strike dates. The submission deadline is at 12 

o’clock the afternoon.  


