HUMAN RESOURCES DEPARTMENT
EMPLOYEE BENEFITS DIVISION

239, Vidhan Bhavan Marg, Nariman Point, Mumbai 400 021

STAFF CIRCULAR NO.;‘?QLQ& | _ S : ~June 15, 2020

“To: All Branches/Offices, =

. Subject_:w- Medical Insurance Scheme; Submission of documents on online portal of TPA

1. As per guidelines mentioned in Staff Circular 6263 dated 29.10.2015, the
existing and retired employees of the Bank submit their medical claim
documents in originals to the respective branches/ Offices ‘respectively for
~onward submission to concerned RO from where the same are collected by
‘Paramount TPA representative. Also, the original documents are couriered to
Paramount TPA’s Head Office at Thane.

2. The documents ﬁhus collected/received are scanned at Paramount office and
uploaded on their portals for further scrutiny and processing.

3. Since the inception of lockdown, Paramount TPA implemented “Work from
Home”  policy for all their representatives and the Thane Office was
temporarily closed. As such there was no document collection carried out by
them either by way of physical visi{ to ROs or by way of post/mails.

4. As this was increasing the pendency of claim, Bank asked them to work out an
alternative to ensure that Bank employees and retired staff members can
continue to claim for reimbursement of medical bills without delay.

5. Paramount TPA has now shared a new portal with us which will allow all
employees/retired staff members to upload their documents directly into the
portal, in pdf format.

6. After the documents are uploaded on the portat, Paramount TPA starts with the
processing of claim. In case of any deficiency, the same is shared with the
concerned. The processed claims are sent to Insurance Company for payment
on the basis of uploaded documents.

W



7. The complete procedure is attached in Annexure I.

8. However, as informed by UIIC, the original hard copies are to be submitted to
Paramount TPA/UIIC, at a later date, but within this policy period. The courier
services has resumed in few parts of the country. The original documents are to
be sent through courier to Paramount TPA’s Thane Office in the following
address:

Paramount Health Services & Insurance TPA Pvt. Ltd
Plot No.A-442, Road No-28,Wagle Estate,Ram Nagar,
Thane West - 400604, Maharashtra

9. Before submission of original hard copies, the same should be numbered and
stapled properly. Employees/Retirees to ensure that a copy of claim documents
is maintained with them for record and future reference.

10. Deficiency with regards to delay submission, as and when raised by the TPA,
will be condoned as per present practice.
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Uploading Documents using Member Login

Member login/Registration URL: hitps://member.paramounttpa.com/Login.aspx

_If user has already registered in Member login then that user can directly login by using his/her login
credentials. If the user is New to member login page then user has to first register himself/herself.

For registration, user has to select Register here option from Member Login page highlightéd_ below. - .

Mermber Loghn

USER AME

FASSHORD

@

GROUP CODE




Upon clicking on Register here option user will be directed to Member Registration page. Where user
will find two options - Group Login and Individual Login. The user has to invariably & exclusively opt
for Group Login option and provide the require details like Employee no, Group code and Date of
Birth. Once the user fills the reguired detail then he/she has to click on Register bution.

FREPLOYEE NO,

GROUP CODE

DATE OF BIRTH
BORYYY

v

Broup Al Rights Resel
Beyt viewed In Morlia Flrefn & Google Crome &) reslution 1368 X 708

7 Paraaoun Haefh

Once the user click’s on Register button then the user will get the credential details on his/ her
registered Mobile no. and email id. The user has to save the credential for further reference. The
Registration process is now completed,

The credential’s that have been received on registered Mobile no. or email 1D can be used at the time of

Member Login.

Note: The registration and login details will be accepted only of Insured and not his/her dependents.
Hence provide only Main Insured details for Login /registration.



, password and group code.
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1. Once you have logged in, you will see multiple options like Dashboard, Policy Enroliment,
Policy-wise claims, today’s health tips, Downloadable, Hospital Network and Mobile App.

Select Palicy-wise Enrollment option

Paramount Health Services & Insurance TRA Pyt Lid,
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2. Once you have selected the Policy wise Enroliment option then “ Select Policy No “ page will
appear as shown below, where Policy no. is already filled you simply need to click the submit
button. B
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3. Post clicking on the submit button, Enroliment Information Page will appear with options like

Upload main claim document (IPD} / Upload main claim document {OPD) and
Reimbursement claim form highlighted helow.
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To download pre filled claim form

1. From enroliment information page you have to select option Reimbursement claim form.
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2. Upon clicking Reimbursement claim form then claim form page will appear. Please note that
the Claim Form Part A is partially filled. You have to check and fili the blank field details and
select the download option on the upper right hand side of the form highlighted below.
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ParamiountHealth
3. Once you have downloaded the form, it will appear as a PDF file, you will find save and print
option on the upper right hand corner of the pdf File. Save the file for further reference.
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TO UPLOAD MAIN CLAIM DOCUMENT {iPD/OPD)

1. From enroliment information page if you select option Upload main claim document (IPD) /
Upload main claim document (OPD)

Note: OPD Claim document upload button visible when OPD coverage is available.
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2. Once you click on “Upload main claim document {IPD/OPD)”, User will be redirected to DMS
document upload page.
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TO UPLOAD DEFICIENCY CLAIM DOCUMENT {IPD/OPD)

1. Post Member login you have to select second option Policy-wise claims to upload
deficiency claim documents {{PD/OPD) highlighted below.

Paramoup? Haalth Services & Insurance TPA Pyt. L,
IRDA License No: 006

{\% Aclive Policy 1PD Slalms

DATS NOT AVAILABLE

2. Once you have selected the Policy-wise Claim option then you will find three option Active
Policy IPD Claims, Old Policy IPD Claims and Active Policy OPD Claims. If you want to upload
documents against any of the option highlighted below then select that option.

E:g — Suppose you want to upload documents against Active Policy IPD claims then select Active

Policy IPD claims option or if you want to upload documents against Old Policy IPD Claims then
select Cld Policy 1PD Claims option.

Parmount Health Services & Insurance TPA Pvt, L,
IRDA License No: 006

£ Active Policy 120 Claims
& Ol¢ Policy IPD Claims

Satect Palicy Noo-

& Active Policy QPD Clatns
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3. Upon dicking on any of these options Active Policy IFD Claims, Old Policy IPD Claims or Active
Policy OPD Claims then “ Select Policy No “ page will appear as shown below, where Policy no. is
already filled you simply need to dick the submit button.
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4. Post clicking on the submit button, IPD/OPD Claim Details Page will appear where you will find
options Upload Deficiency Claim Document {IPD} / Upload Deficiency Claim Document {OPD)
highlighted below. Once you click on “Upload Deficiency Claim Document (IPD/OPD)”, User will
be redirected to DMS document upload page (For DMS refer page no 10}
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1. Once user clicks on “Upload main claim document {IPD/OPD) and Upload Deficiency claim
document (IPD/OPD)”, he/she will be redirected to DMS5 document upload page where user will
see self declaration page. User needs to read the self declaration in detail and click on "Agree’
button for uploading documents.
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Note: If you have clicked on Upload Main Claim Document {IPR/OPD), File Type will be auto-

selected as ‘Maiw’.
if you have clicked on Upload Deficiency Claim Document {IPD/OPD), File type will be auto-

selected as ‘Deficiency’.
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2. Upload Main Claim Document (IPD/OPD).User can upload documents by either entering PHS ID
or Employee number. Enter the appropriate PHS ID or employee id along with other details like
Physical file submission branch, Date of admission and Date of discharge and then click on
Proceed button.
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Pafamow Healtn

3. Upload Deficiency Claim Document {IPD/OPD). TPA Claim No. or TPA Claim EXT will be pre
filled. User need to fill the require details like Physical file submission branch, Date of
admission and Date of discharge and click on Proceed button.
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wl\“fter clicking on the Proceed button, user will be able to see information of the Insured and

Policy. Click on the radio button now.

o Plesse do rok uplowd scanned documents page by page.
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5. Upon clicking on the Radio button, you will get the pop up window where user need to select
document type and exact number of documents {PDF files) to be uploaded
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6. Once user enter the number of documents to be uploaded, then user will get the option to
Browse files. Browse exact number of PDF documents.

Note: The system will only accept more than 5 (PDF} document.

-+ Please do ot upload scanned documents page by page.

C ¢ Select alf scanned decuments and upload at once in pdf

+ Click Here to see how to browse and uplcad scanned
docaments. : : '
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7. Once user upload the document then click on save Documents button as highlighted
below.

+ Please do not upload scanned documents page by page.

v Select all scanned documents and upload at once in pdf
format. '

¢ Click Here to see how to browse and upload scannhed
documents, '

- File TYPE : %Mam Deficiency .

{EPHM ID * ‘Employee No

PHS ID DIORTARR
Physical fle | Ahmedahad v
submission :
Branch
Date of 2110412020
admission :
Date ef 2210412020
Discharge '

Upload pdf format documents only

SelectFile  Choose Files |6 files
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C jame mskaBas ' Upload Pertial Deficiency Documents
- fge 127 yrs. Gender - ﬁ Policy Period @ 01/18/201¢ to 36/08/3020
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8. ﬂpon clicking on Save document button, Inward number will be generated which will
appear on your screen that can be used for further processes.

You are uploading Main documents against Admission date; 21/04/2020 and Discharge Date: 22/04/2020

 + Flease o not upload scanned doctiments page by page,
o Select all scanned documents and upload at once In pdf
. fo{mat[ . o . . .
+ Click Here to sez hos to browse end upload scanne
doguments.

 FleType: ~“Hain - Defiency |
EPND  Erployee o

MDD o

CPhysicelfle | pmedabad v
submission

Branch

Date of 2410412020
admission

Dateof 04020
Dischiarge

Documents has been tploaded stccessfully | and Toward no is 13901635

This completes our process of uploading documents using Member Login.





