
On HRMS, please go to the Group 
Health Insurance page 
 
a) Click on Add a New Value 
 
b) Enter Employee ID 
 
c) Click on Add 
 
The Enrolment Year is 2024-25 by 
default. 

Step 1 

(a) 

(b) 

(c) 



Under Personal Details, 
 
Please enter: 
your (a) Email ID and 
your (b) Mobile Number 

Step 2 

(a) mandatory 

(b) mandatory 



Step 3 

Under Confirm Plan Details, 
 
Please enter: 
a) your Account Number (Central Bank 

Savings/Pension Account) 
b) Choose Plan Type: Family or Single 
c) Select whether Top up required or not 

(a) (b) 

(c) 



Under Self & Spouse 
Details, 
 
a) Enter your Full Name 

on Self 
b) Enter your Date of 

Birth by clicking on the 
Calendar icon 

 
If availing a Single Plan, 
Delete Spouse row by 
e) Clicking on the minus (-) 
sign on the right 

Step 4 

(a) (b) 

(c) (d) 

If availing a Family plan, 
c) Enter Spouse’s Full Name 
d) Enter Spouse’s Date of Birth 

(e) 



Under Nominee Details, 
 
Please enter: 
(a) Nominee’s Full Name 
(b) Nominee’s Relationship with Employee 
(c) Nominee’s Date of Birth by clicking on the 

Calendar icon 

Step 5 

(a) (b) (c) 



Step 6 

Under Address, 
 
First, choose Address type as 
Correspondence 



Next, enter the Full 
Correspondence Address 
as per the required fields. 

Step 7 



Finally, below the Address, 
 
a) Click on the box on the bottom left 
b) Submit the application form by clicking on the 

Submit Button 

Step 8 

(a) 

(b) 


