




User ID  
 
Password 



Click on Insurance 
Management System 



Collection 



All type Cash transactions accepted from 
here Eg. Renewal, Revival, Loan  



Select Renewal & Insert Policy number 
 
           Click on Add Policy 



Policy added with details 



If advance Pay Select advance months & Click on Calculate 



Select mode of payment & Total Payable Amount 

Click Authorize Payment 



Click on Print Receipt 



Print the Receipt & Continue 







Click on Receipt Cancellation 



Enter policy number & Search 



Click on Cancel request 



Close the pop up window 



Reason is mandatory & then 
click Submit request. 





Insurance Management System 



Receipt Cancellation Approver 



Cancelled transaction available for Approver 

Click on Approve 



Reason is mandatory & then 
click Approve 



Approved 





Collection Report 



Select Report types Select Dates From date – To date 

Click on generate 















Search by various parameters 



Mobile number selected  
 
Insert Mobile Number 
 
& click on Search 

Click on View 



More Tabs available for details 





Ledger 

Click for Ledger View 





Click for Duplicate Receipt 



Generate duplicate receipt 





Click for Income tax certificate 

Select Financial year & Submit 





Click for Loan History 







Claim Submission 



Initiate Claim 





Submit Claim 



Click on Continue Details 



Upload original Bond & Signed Claim Form 

Submit Claim 



Print Receipt 







Click on Claim 
Processing  



Click on Indexed Policies 



Click here for Data Entry 



Click on  
Continue to claimant Details 



Select Payment Details 

Click on Continue to 
Document 



If additional document 
required click here 



Select missing documents & 
Click Send Intimation 



Submit Claim 



Claim data Submitted Successfully. 





Click on Claim Processing 



Click on QC Verification 



Verify by Q C  



Continue to Claimant 
Details  



Continue to Payment Details  



Continue to 
Documents 



Complete QC Review 



Claim Forwarded to 
Approver for 

Approve 





Click on Claims 
Processing 



Click on Approvals 



Click on Approve 



Click on Approve 
Claim by Approver 



Pass the remark & 
Confirm Approval 



Print Approval Letter 









Non-Financial 
Transactions 



Select collection type as  
 

Policy Misc. Collection 



Policy Misc Collection              Policy Number 

Select :- Duplicate Policy Bond Charges 



Select Payment method:- Cash                                  Enter Amount 

Click on  
Authorize Payment  



Print Receipt 



Click for Print 





Click here for next 
step 



Select Service type 



Select Service type Insert Policy Number Click on Fetch 



Click on valid fee 
collection 



Select Reason 



Select Documents & Click on Submit 



Generate Receipt 



Select Continue 





Goes to Inbox in CPC User 



Select Other 



Click here for next procedure  



Click on Search 



Upload Documents as like FIR, Affidavit & 
Photo ID  



Submit Data Entry 



Close the Window 





Goes to Inbox 



Select Other 

Click on Available for Approver 



Click on Search 





Submit Decision  

Select Descripion 



Genrate Bond 











Collections 



Select Collection Type 



Select charges type 





Select Mode  Insert amount 

Click on Authorized payment 



Click on Print 



Click on non financial transactions 



Click Premium receipt book 

Enter policy number  
Click on fetch 



Click on Validate Payment Details 



Insert Address & Click on Submit 



Click on Generate Receipt 



Print 





Click on Inbox 



Click on Available for Approver 



Click on Search 



Click here for option 



Click on Submit Decision 



Click on go to Inbox or Close 









Click on go to non financial 
Indexing 



Select Service 



Insert Number             &                             Fetch  



Validate Policy Eligibility 



Insert Nominee Details 
Click on Nominee 



Select Documents (Mandatory documents select)  Submit Request 



Submit Request 



Generate Receipt 



Print 





Click on I.M.S. 



Click on Inbox 



Click for Inbox details 



Click here for 
Available for DE 



Click on Search 



Select Documents & 
Upload 



Go to Inbox or Close 





Go to Inbox 



Click here for approver 

Select option 



Insert Request ID & Click on Search 



Insert Remark & Click on Approve 



Click on Generate Acceptance letter 











Click on Billing method / Frequency 



Insert policy number & click on fetch 



Select method 



Select New Billing Method 

Check the document list & Click on submit 



Click here for Generate 
Receipt 





Go to Inbox 



Select option 

Available for QC 



Click on Search 



Upload Documents 

Select option 



Generate Receipt 





Go to Inbox 



Click on others 

Available for Approver 



Click on Search 



Select Approval Decision 
 
 & Submit Approval  









Click on Non 
Financial 
Indexing 



Insert Policy Number 

Validate Agent Insert Agent ID or Search Agent 



Search by Name, DOB, Mobile Number, PAN Number 

Click on Search 



Click on Submit 



Click on Validate Agent  



Insert reason & Click on 
Document Checklist 

Click on Submit 



Click on Generate Receipt 





Click on Inbox 



Click on Others 

Click here Available for DE  



Click here for Search 





Upload Documents 
& Click on Submit 
Data Entry 



Close the POP or Go 
to Inbox 





Click on Inbox 



Click on Others 

Click here for Available for approver 



Click on Search 





Click here Decision 
& Submit Decision 






