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How to use the Co-payment Tool 
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1: From the Hive homepage, click on “Registrations” and then select “NCS 
Registrations” 

 

 

 

2: Click on the yellow drop-down menu        next to the child you wish to use the co-
payment tool for and select “Calculate Co-payment” 

 

 

3: Enter the “Calculation Start Date” and “Calculation End Date” using the calendar icon    

and click on 
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4: From the available programmes, select the relevant claims/registrations that the co-

payment calculation is for. If there are any claims/registrations that you do not wish to 

include in the co-payment calculation, you can exclude these by clicking on the yellow drop-

down arrow          and selecting “Exclude” (note: there many only be one claim present – 
if this is the case, you do not need to exclude any claims). Then, click on  

 

 

 

 

 

 

 

 

 

5: To enter “Standard Weekly Fee Details”, click on  
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6: Enter the “Start Date” and “End Date” using the calendar icon        , and then type in the 

“Weekly Amount”. Then, click on  

 

 

 

 

 

 

 

 

 

 

 

7: Enter “Additional/Optional Fee Details” by selecting                                    . Note: not 

all services will have “Additional/Optional Fees”. Then, click on  
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8: Review the following screen to see the “Weekly Co-Payment Breakdown” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


