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Working Staff
Counter PA
CPC User
QC
Approver



Counter PA



User ID 

Password



Click  here for Insurance Management System







Insert
Sum Assured & Premium Ceasing Age



Select the Plan



& Create Quote



Download Quote in PDF & proceed for Indexing



Required while indexing 



Select scheme 

Insert details ( Eligibility)

Quote Ref. number

Click here for Next Step



Select redo button for 
Yes or No Click here for Next Step



Click here for create Customer (For new Customer)
Select check box if already policy holder

Select Agent Code

Insert Customer Details

Insert Application, Date of Declaration, Date of Proposal & Date of Indexing 

Click here for Next Step





Insert Customer Details with Adhaar, PAN & Address



Mobile number & Email ID

Upload Adhaar & Photo of Customer

Click on the both Check box

Click on Create Customer



Click on Next



Click on Submit



Pay First Premium



If Booking counter Shift begin not happened. 

First do the Shift begin of Booking Counter & then retry p 



Insert Amount

Click on Authorize 
Payment



Print Receipt



Click on Print



CPC USER



User ID 

Password



Click  here for Insurance Management System



Policy Indexing



Quote Ref. Number or 
Mobile Number & 
Click on Load the Quotes

Step – 2  Direct go to Inbox (Show in next Slide)



Another one option Go to Inbox of 
CPC USER



Policy already available in Inbox hence only Click on Indexed



If agent available Select Agent 
Click on Next



Click on Next



Fill the mandatory columns & Save



Fill the mandatory columns & Save



CPC user can Edit here & Next



Save & Continue



Save & Continue



Save & CalculateSelect Payment mode



Click on Next



Save & Continue

Check this check boxes

Check this check boxes



insert Doctor Code Click on Close



Click on Next



Upload mandatory Documents

Browse & select files

Click on Upload

Click on Save & Continue



Select the Check box 
            &
Select Redo button of 
Submit to QC

Click on Submit



Quality Checker (CPC SUPER)





Click on Inbox



Click on Qc_Indexing



Click on Next

If available Agent click 
on Check Box



Click on Next



Click on Next



Click on Next



Click on Next



Click on Next



Click on Next



Click on Next



Click on Next



Click on Submit Decision



Approver (Sr PM)



Click on Inbox



Click on Proceed to Approval



All field checked by 
Approver & Submit



Policy Number generated successfully 



CPC USER
Printing of Bond & Dispatch of bond



User ID 

Password



Print Policy Document



Select one by one document 
for printing



Select one by one document 
for printing

Print & Download option 
available here



Policy Bond



Premium Book



Acceptance Letter



Bond Dispatch



Click on Dispatch



Fetch
Yet to book / Not booked

Yet to book / Not booked



1) Select Article 2) Book Now3) Article number & 
Booking date



Thank You
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Only for Training Purpose
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