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Login Process

1. Employee Login  To Login please enter your Employee ID & Password in the given text box and click on Login. Post 

successful login user will be navigated to Dashboard Screen.



Employee Dashboard

Employee Dashboard:

The user will be directed to the Dashboard page after successful login. Dashboard page contains Menu options like



Home Page & Edit Details

• After Login-in user will enter to ‘Home page’ and will be able to view user profile details.  User can edit & Validate their 

personal details by clicking on the ‘Edit’ icon shown in the below given image.

Click on ‘Edit’ option
By clicking on the ‘Edit’ Icon popup message will be displayed i.e

“Validate the personal details”. 



Please click on “Enrollment Details.” Once you click on the Enrollment Details tab, you will be redirected to the enrollment page, where you 
need to complete the enrollment process by selecting the desired Top-Up option

Click on ‘Enrollment 
Details’ option

Enrollment Process



Once you enter the Enrollment page, you can add the dependent(s) and select the desired Top-Up option. After confirming all the details, 
please select the radio button and then click on the “Confirm Details” tab.

You can add the 

Dependent 

You can select the 

top Up for Self and 

Spouse 

Click on ‘Confirm Tab’



After clicking on the “Confirm Details” tab, an informative page will be displayed showing the selected Top-Up, Base Sum Insured coverage, 
premium, and Annual Medical Subscription (if applicable). Once you click on the “Make Payment” button, you will be redirected to the 

payment gateway.



Once you enter the Payment Gateway page, payment can be made through the following three methods: 1) Debit Card 2 )Net Banking 3) G 
Pay.



Policy Details

Policy Details

Please Select Policy Details option from the Dashboard to get policy information, Family details and Claim details.

User can print / E- mail /Download E Card of self and Dependents.



Bank Details

Purpose of the Page

This page is used by the employee to enter and update bank account details for reimbursement claim payments.



Claim – Upload Claim

This page allows the employee to view, search, and track Mediclaim requests such as IPD/OPD claims submitted through 
the portal.

Click on New IPD option



Upload Claim

The Upload Claim Documents page is a pivotal component of the Mediclaim Portal, enabling policyholders to submit essential 

documents related to their insurance claims. This page accommodates two key scenarios: the upload of documents for a fresh 

non-reimbursement claim and the submission of responses for additional document requests made during claim processing. 



Upload Claim



Upload Claim

• Policy Holder Information 

The Policy Holder Information section on the Upload Claim Documents page is dedicated to capturing essential details about the policyholder, ensuring that the 

claims processing team has accurate information for verification and claim assessment. 

• Claim Details 

The Claim Details section allows policyholders to specify the nature and details of the claim they are submitting. This is crucial for the claims processing team to 

understand the context of the claim. 

• Document Upload 

The Document Upload section is where policyholders upload the necessary supporting documents to substantiate their claim. These documents typically include 

invoices, medical reports, prescriptions, and any other relevant records. 

Certain details, such as employee name, Policy No., MDID No., Employee code, mobile number, email ID, etc., are automatically filled in. The user only needs to 

provide the remaining details as shown in the below figure. 

After that user has select Patient name. 

• Claimant Details- User has select claim type as New/ Fresh Hospitalization. Then Hospitalization type by default selected IPD claim. Select treatment type from 

given dropdown list. Select Illness type, if illness type is not mention in dropdown list then user can select other option and enter illness type in given textbox field. 

• User has to enter Date of Admission, Date of Discharge and Requested Amount. 

• Users can easily upload single file or multiple files with the option to specify the type of each file. Single files can be up to 10MB in size, and each file in a multiple 

documents can upload also be up to 10MB. 

• Once the documents are uploaded, simply click the ‘SAVE’ button. A confirmation pop-up will appear, displaying the generated ‘Inward Number’. 



Upload Claim

Click on Action Button



Upload Claim – Action

• Action Options Description

• View Details

• Displays complete claim information such as patient details, hospital details, claim 

amount, and current status.

• View Document

• Allows the employee to view all documents uploaded for the claim (bills, reports, 

discharge summary, etc.).

• View History

• Shows the claim processing history, including status updates, remarks, and actions 

taken by MDIndia/TPA.

• Claim Form

• Enables the employee to view or download the submitted claim form for reference or 

records.

• Claim Cancel

• Allows cancellation of the claim if it is still under permissible status.

• Once cancelled, the claim cannot be processed further.



Claim Intimation

Purpose of the Page
This page is used to inform MDIndia/TPA in advance about planned or emergency hospitalization. Claim intimation helps in faster claim 
processing.



Network Hospitals

Network Hospital
Please Select Network Hospital option from the Dashboard. The user has three options for finding the nearest network hospital.
• By using state, City and Location.
• By City name or Hospital name 
• By entering Pin code of your residential area



Contact Us

Contact Us.   

MDIndia SPOCs contact details will be displayed clearly within the application, listing names, designations, phone numbers, and email addresses in a table format. This 

information will be accessible under the "Contact Us" section, ensuring users can easily reach the relevant contacts. Hyperlinks to email addresses will be provided for quick 

access. The details will be kept up-to-date to ensure accuracy.



Forms

• Forms Available

• Under the Forms menu, the following documents can be accessed and downloaded:

• In-patient IRDA Claim Form

• Used for submitting hospitalization (IPD) reimbursement claims.

• Pre-Authorization Form

• Required for requesting cashless treatment at network hospitals.

• Declaration Form for Network Hospital

• Used during cashless hospitalization at network hospitals.

• Medical Insurance Policy Document

• Contains policy terms, conditions, coverage details, and exclusions.

• One Page Flow Chart

• Provides a quick overview of the Mediclaim process.



Feedback

Please Select Feedback option from the Dashboard with valuable feedback towards the services which will help us serve you 

better.



Change Password

• User can change password by clicking on Change password tab as seen in below image. User is required to enter old password, 

new password and confirm the new password.  Click on Save.



Thank You !
A Journey into Healthcare and Well-being


