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Standard Operatin Procedure (SOP) for Application under Jharkhand State Employee Grou

Health Insurance Scheme as per Sankalp no. 185(13) dated 31.07.2023 &13(13) dated 24.01.2025 of
DHME&FW, Govt. of Jharkhand.

1. User Registration:

Step 1: The Applicant must visit the official portal of the scheme and click on the "Register” option to
create a new account.

Step 2: The Applicant will be prompted to enter their basic details, such as name, mobile number etc.
Step 3: After entering the required details, the Applicant must authenticate their registration via an
OTP (One-Time Password). The OTP will be sent to the registered mobile number for verification.

2. Accessing the Application Form:

Step 1: Upon successful registration and OTP verification, the Applicant can log in to the portal using
their credentials.
Step 2: The Applicant will be directed to the "Apply" section, where The applicant will have option to
choose the appropriate category then they can access the fresh Application form. The applicant will
also have the option to fetch their earlier pre-filled data in the portal (if available).
Step 3: The application form consists of four key sections, which must be filled out in order:

1. Basic Details — Information such as name, fathers name, DoB, gender, address, contact details,

etc.

2. Office Details — Information about the office the applicant is associated, etc.

3. Office Name & Address — Full name and address of the office, etc.

4. Verifier Details — Information for verification of the application.

3. Form Submission:

e Step 1: After filling out all required sections of the form, the Applicant will have option to preview the
filled application before final submission and further applicant can submit the application.

e Step 2: Once submitted, an acknowledgment will be generated, confirming the submission. The
acknowledgment will include:

o The filled application details
o Application Number/Reference Number
e Step 3: The Applicant will be advised to take a printout of the acknowledgment for reference.

4. Verification Process:

e Step 1: Once submitted, the application is forwarded to the respective verifier's login, where it will
appear on the verifier dashboard.
e Step 2: The verifier will review the application and perform one of the following actions:
o Approve the application if all details are correct.
o Reject the application if there are discrepancies or issues/applicant is not beneficiary as per
norms of the scheme.
o Return/Back the application to the Applicant if further clarifications or corrections required,
with appropriate remarks or reasons.
(Message will sent to Applicant’s Mobile Number accordingly)

5. Notifications to Applicant:

. Step 1: Based on the verifier's action (approve, reject, or return), an SMS notification will be sent tg
the applicant’s Mobile as well as_the same informing will be reflected on the status section of their
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tep 2: The Applicant can log in to the portal to track the status of their application in real-time.

5. Dependent Management:

3 tep 1: Applicant will have the zbility to add or remove dependents at any point during the
zpplicztion process.

« Step 2: The Applicant can update dependent details through their dashboard by accessing the
“"Manzge Dependents” section.

+ Step 3: On Submission for modification request of the dependent by the applicant, the verifier will

zpprove/Reject/Return back the application to the applicant from the portal.
7. Payment Process (If Applicable to the applicant as per Sankalp and as notified time to time):

+ Step 1: Upon zpproval of the application, applicant will receive an SMS notification prompting them to
orocesd with the payment. (If Applicable)

iEs

+ Step 2: The portzl will be directed the Applicant to the Payment Section through payment gateway of
thes Bznk, where payment can be made.

» Step 3: Once the payment is made, the payment status will be updated in the application.

=

12r cztegories where payment is not to be made through payment gateway, the portal will
izy =pproprizte message.
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2. Confirmzation of Successful Payment:

« Step 1: After the applicant completes their payment, the payment status will be updated on the portal

=rrarains
zccordingly.

« Step 2: The application will then be forwarded to the JSAS dashboard for further processing.

. Forwarding of Applicant’s Data to Insurance Company:

Step 1: Once the ISAS dashboard receives the approved application and confirms the successful
payment status (if applicable), the required data of Applicant will be shared to Insurance Company for

generating the Insurance policy.
Step 2: Insurance Company will process the application and generate the insurance coverage for the

individual zpplicant with their family unit.

10. Insurance Coverage Notification:

s Step 1: Once the insurance policy is generated, a SMS notification will be sent to the applicant’s
registered mobile number confirming the coverage details.

. Step 2: The coverage details will also be updated on the portal of scheme via an AP, allowing the
Lpplicant to view the coverage status and other related information in their dashboard.

11. Final Verification:

Step 1: Applicant can view their updated coverage status and other details on the scheme portal.
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