
 

User Manual  for Coal India Retirees

In order to facilitate expeditious and easy submission of medical claims, a
has been developed by UTIITSL, the Bill processing agency appointed by 
online submission of medical claims 
This will also enable faster processing times an
further reduce processing time
This manual guides the retiree on
about how to respond or reply to queries raised against the claim. 
Application URL :- https://cilbpa

 
The home page will open on clicking 
 

 
  

 

 

India Retirees- Reimbursement of Medical Claims

In order to facilitate expeditious and easy submission of medical claims, a
by UTIITSL, the Bill processing agency appointed by 

online submission of medical claims by Coal India Retirees under CPRMSE scheme
faster processing times and online notification of any bill errors 

processing time.  
retiree on how to submit the bill electronically 

about how to respond or reply to queries raised against the claim.  
https://cilbpa.utiitsl.com 

open on clicking the above URL. 
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Reimbursement of Medical Claims 

In order to facilitate expeditious and easy submission of medical claims, an application 
by UTIITSL, the Bill processing agency appointed by CIL, for 

under CPRMSE scheme. 
online notification of any bill errors will 

 and also learn 

 



 

 
1. Login to Portal 

 
 For login click on the”Beneficiary login

value. Click on “Submit

 
 Enter last 4 Digit of Card no or 7 digit card for newly issued CARDS 

 
 

 
 Enter the password and 

 
 On successful login following screen will appear

 

Beneficiary login” tab and enter your PAN no
Submit” 

 

Enter last 4 Digit of Card no or 7 digit card for newly issued CARDS 

 

Enter the password and click SIGN-IN” 

On successful login following screen will appear 
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PAN no and captcha 

Enter last 4 Digit of Card no or 7 digit card for newly issued CARDS 



 

 
In the home screen pending claim dashboard will appear. 
the current status of the claims submitted by the 
 
The Left side panel of the screen is menu bar. For Beneficiary there are 
options available that is  

 Bill Submission 
 Others. 

 
2. Others Menu :- On Click on this 

screen – 

  
 User Profile- The details of the Beneficiary.
 Cancel Claim – To cancel the wrongly uploaded claims
 Claim Status queryRE

of claim. 
 
 

 

 

home screen pending claim dashboard will appear. This dashboard provide 
status of the claims submitted by the beneficiary. 

of the screen is menu bar. For Beneficiary there are 

Bill Submission  

On Click on this menu following submenu will be displayed on 

 

he details of the Beneficiary. 
To cancel the wrongly uploaded claims 

Claim Status queryRE- Claim Dashboard – to Check the complete information 
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dashboard provide 

of the screen is menu bar. For Beneficiary there are 2 menu  

will be displayed on 

to Check the complete information 



 

2.1 User Profile – On click of this menu following screen will appear on screen 

 
Beneficiary Details - Beneficiary information 
Following information is allowed to change in this section 
    Address, city, pin , Mobile no 
 
Rest of the fields are non editable. In case of any change
contact the CIL Admin for modification.
 
Dependent Details – Dependent details  

 
Following information is allowed to change in this section 
    Mobile no and Email ID 
 
Rest of the fields are non editable. In case of any change 
contact the CIL Admin for modification.
 
Divyang Child and Nominee details
allowed to change any details through portal. In case of any change beneficiary 
need to contact CIL Admin

 
On click of this menu following screen will appear on screen 

Beneficiary information will be displayed in this section .
Following information is allowed to change in this section - 

Mobile no and   Email ID 

Rest of the fields are non editable. In case of any change then beneficiary need 
contact the CIL Admin for modification. 

Dependent details   

Following information is allowed to change in this section – 
 

Rest of the fields are non editable. In case of any change the  beneficiary need
contact the CIL Admin for modification. 

Divyang Child and Nominee details are view only section that is beneficiary is not 
allowed to change any details through portal. In case of any change beneficiary 
need to contact CIL Admin 
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On click of this menu following screen will appear on screen  

 

will be displayed in this section . 

beneficiary need to 

 

beneficiary need to 

are view only section that is beneficiary is not 
allowed to change any details through portal. In case of any change beneficiary 

 



 

 
Documents – This section is to upload the relevant document with respect to change 
in fields. 

 
Document List:- Its contains valid list of document which need to be uploaded for 
any change. 
 
Process flow for change in details 
field  then upload required document if any in document section 
 
After successful submission the details moved to CIL admin for approval.
 
2.2 Cancel Claim – Through this menu the beneficiary can cancel the claims 

which are wrongly created .
On click of this menu following screen will  be displayed 

 
Fields Description- 
 Select ClaimId to Cancel- it’s a drop downlist of claim id generated by beneficiary but 
not submitted. That is incomplete claims.
 
Enter remarks:- Remark  field to enter the reason for marking cancel in system.
 
Process steps – Select the claim ID from do
submit.--> system will display the confirmative message 
the transaction. 
 

 

section is to upload the relevant document with respect to change 

Its contains valid list of document which need to be uploaded for 

Process flow for change in details – Beneficiary need to check and edit the required 
then upload required document if any in document section  press submit.

After successful submission the details moved to CIL admin for approval.

Through this menu the beneficiary can cancel the claims 
which are wrongly created . 

of this menu following screen will  be displayed  

it’s a drop downlist of claim id generated by beneficiary but 
not submitted. That is incomplete claims. 

Remark  field to enter the reason for marking cancel in system.

Select the claim ID from down list  Enter remark  then press 
> system will display the confirmative message  press confirm to complete 
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section is to upload the relevant document with respect to change 

 

Its contains valid list of document which need to be uploaded for 

Beneficiary need to check and edit the required 
press submit. 

After successful submission the details moved to CIL admin for approval. 

Through this menu the beneficiary can cancel the claims 

 

it’s a drop downlist of claim id generated by beneficiary but 

Remark  field to enter the reason for marking cancel in system. 

then press 
press confirm to complete 



 

 

 

 
 

2.3 Claim Status queryRE
beneficiary can check the claim status,

On click of screen following page will open.

Enter the claim id  and press display claim .

 

 

Claim Status queryRE – This is claim dashboard . Through this screen 
beneficiary can check the claim status, processing remarks etc.

On click of screen following page will open. 

Enter the claim id  and press display claim . 
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. Through this screen 
processing remarks etc. 

 

 



 

There are six tab menus and each tab contains respective details.
 
Beneficiary can check and see the details, current status and Bill pr
remarks after checking of bill. 

 
3. Bill Submission :- The reimbursement bills will be submitted through this screen .

 Click on “Bill Submission
 

 IP/OPD Bill Submission
 Incomplete Submission (Draft Saved)
 Need more Info(Submission)

 

 
 
 
3.1 IP/OPD Bill Submission
 

 Click on “IP/OPD Bill Submission

 Select the IP or OPD
 The following pop up appears on the screen

 
 Click on CONFIRM

screen 

 
There are six tab menus and each tab contains respective details. 

Beneficiary can check and see the details, current status and Bill processing agency 
remarks after checking of bill.  

The reimbursement bills will be submitted through this screen .
Bill Submission” the following options drop down. 

IP/OPD Bill Submission 
Incomplete Submission (Draft Saved) 
Need more Info(Submission) 

 

IP/OPD Bill Submission  

IP/OPD Bill Submission” 

IP or OPD Radio button as desired and click on “Submit
The following pop up appears on the screen  

CONFIRM”.  Beneficiary and their dependent detail appear on 
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ocessing agency 

The reimbursement bills will be submitted through this screen . 

 

ubmit” 

 

dependent detail appear on 



 

 

 
 

 Click on the Beneficiary name who has taken the treatment.
On selection again a confirmative message will appear on screen 

 
 Press then confirm button to confirm the patient and then th

screen is displayed.

 

Click on the Beneficiary name who has taken the treatment. 
On selection again a confirmative message will appear on screen 

 

Press then confirm button to confirm the patient and then the Reimbursement 
displayed. 
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On selection again a confirmative message will appear on screen  

Reimbursement 



 

 
First Patient details need to be filled. After adding the invoice details the other two 
tab menu will be enable for document upload that is “ Upload Invoice” & “ Supporting 
documents” . By default these two tab menu are disable and red in col
 

 Scroll down to patient details section and enter the treatment period
It is period when the patient had taken the treatment.

 
 Scroll down to the “Claims Details” section

 
Select the city first – It’s a dropdown list of cities
Based on city selection empanelled hospital list name will appear on Name of 
Hospital field. 
If the patient had taken the treatment in non empanelled hospital then select 
“Others” . 

 

First Patient details need to be filled. After adding the invoice details the other two 
tab menu will be enable for document upload that is “ Upload Invoice” & “ Supporting 
documents” . By default these two tab menu are disable and red in col

Scroll down to patient details section and enter the treatment period
It is period when the patient had taken the treatment. 

Scroll down to the “Claims Details” section 

It’s a dropdown list of cities 
empanelled hospital list name will appear on Name of 

If the patient had taken the treatment in non empanelled hospital then select 
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First Patient details need to be filled. After adding the invoice details the other two 
tab menu will be enable for document upload that is “ Upload Invoice” & “ Supporting 
documents” . By default these two tab menu are disable and red in color. 

Scroll down to patient details section and enter the treatment period 

 

 

empanelled hospital list name will appear on Name of 

If the patient had taken the treatment in non empanelled hospital then select 



 

 

 
In case of treatment taken in non empanelled hospital and on selecti
following fields will appear on screen

 
Hospital Name and hospital city need to be entered where the treatment is taken.

 
 After selecting the hospital or entering the hospital name click on 

 

 
 Click on “ADD”, the invoice details screen 

 

 

 

 

of treatment taken in non empanelled hospital and on selection of “Others”, 
following fields will appear on screen- 

Hospital Name and hospital city need to be entered where the treatment is taken.

After selecting the hospital or entering the hospital name click on “ ADD

invoice details screen is displayed on the screen 
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on of “Others”, 

 

Hospital Name and hospital city need to be entered where the treatment is taken. 

ADD “button. 

 

 

 



 

 Click on ”+”sign to open the respective menu head
Atleast one menu 

 Click on  ”+”against Consultation Fees to feed in details of the Consultation bill. 
 

 
 

 Enter the Invoice number,I

 In case of multiple invoices

 To delete wrongly entered invoice details click on 
 

 After entering details of all invoices
the OK button.  

 
 The invoice summary will be displayed

 In case of any change in invoice details 
then click on theDelete button.

 Duplicate entries are not allowed that is for that section amount should be clubbed 
for same invoice  

 
For such case single entry need to be done while adding all the amount 

 Same invoice in different section is allowed 

 

ign to open the respective menu head. 
ast one menu head needs to be filled. 

against Consultation Fees to feed in details of the Consultation bill. 

umber,Invoice date and Invoice amount. 

In case of multiple invoices, click on ”+” 

To delete wrongly entered invoice details click on “-“ 

of all invoices- Medicines, Injection, Pathological tests, 

summary will be displayed. 

In case of any change in invoice details click on the Edit button. If wrongly entered 
button. 

Duplicate entries are not allowed that is for that section amount should be clubbed 

For such case single entry need to be done while adding all the amount 
Same invoice in different section is allowed  
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against Consultation Fees to feed in details of the Consultation bill.  

 

Medicines, Injection, Pathological tests, press 

 
button. If wrongly entered 

Duplicate entries are not allowed that is for that section amount should be clubbed 

 

For such case single entry need to be done while adding all the amount  



 

 
 Invoice date should be within the Treatment period or else system will through error 

as 

 
 In case if added hospital more details need 

button 

 
If wrong hospital detains entered then same can be deleted by pressing the delete 
button. 
 

 To upload the invoice copy

 
 The following details are displayed.

 

Invoice date should be within the Treatment period or else system will through error 

 

In case if added hospital more details need to be added then press the edit/add 

If wrong hospital detains entered then same can be deleted by pressing the delete 

To upload the invoice copy, click on second tab “Upload Invoice” 

are displayed. 
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Invoice date should be within the Treatment period or else system will through error 

to be added then press the edit/add 

 

If wrong hospital detains entered then same can be deleted by pressing the delete 

 



 

 
 

 Click on “Choose file”, select the file to upload
 

 On successful upload a message will 
 

 
 Click on “OK”. The uploaded file 

 

 
 In case any wrong file is upload 

 
 Invoice upload is mandatory. All invoices should be uploaded

by UTIITSL 
 To upload the invoice copy, click on 

 

select the file to upload,Click on“Upload” 

On successful upload a message will pop up on the screen. 

 

he uploaded file will be listed on the screen  

upload click the delete button. 

upload is mandatory. All invoices should be uploaded for verification 

To upload the invoice copy, click on Third tab “Supporting document
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for verification 

Supporting document” 

 



 

 To check what are the document required click on “ 
upload “ 

 
 To complete the process, go to patient details tab again and enter the remark and 

click on “Submit “. 

 
The following message will appear a
 

 
Claim ID is a unique n
 

6. “Incomplete Submission (Draft saved)
the data re-entry effort.Auto save is enabled in the B
event of application get closed or 
the partially entered data can be retrieved by
submission/invoice uploading can be continued.

 

To check what are the document required click on “ Guidelines for Document 

go to patient details tab again and enter the remark and 

message will appear along with the Claim id  

number generated through system.  

Incomplete Submission (Draft saved) :- This provision is provided 
Auto save is enabled in the Bill submission screen 

event of application get closed or there is an interruption in the internet connection, 
can be retrieved by clicking on this option and bill 

submission/invoice uploading can be continued. 
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Guidelines for Document 

 

go to patient details tab again and enter the remark and 

 

 

provided to reduce 
ill submission screen . In the 

there is an interruption in the internet connection, 
and bill 



 

 
 

 To retrieve partially updated 
as draft” .  
 
All pending/ partially enter

 

 
 Click on the claim id to open the claim, and complete the claim submission.

 
7. Need More Info [Submission] 
submitted claim or any further clarifications are required by UTIITSL to process the 
claims, UTIITSL will raise quer
Need More Info(NMI) claims and will be listed under the NM
Submission Menu. The beneficiary should reply to the NM
time period as defined by CIL
 

 Click on“Need More Info (Submission)
 

 List of claims where NMI is raised will appear on screen 

 
 Click on the “claim id

 
 To check the reason of NMI, check the NMI remark field in said screen.

Beneficiary can edit the invoice
supporting to justification given for NMI.

 

To retrieve partially updated claims click on “Incomplete submission Save 

ll pending/ partially entered claims will appear on the screen 

claim id to open the claim, and complete the claim submission.

Need More Info [Submission] :- In case of any  shortfall of documents in 
or any further clarifications are required by UTIITSL to process the 

claims, UTIITSL will raise queries on these claims. These claims are classified as 
claims and will be listed under the NMI option of the Bill 

The beneficiary should reply to the NMI query within a stipulated 
CIL. 

Need More Info (Submission)” 

laims where NMI is raised will appear on screen – 

claim id”, to get the details of the claim 

To check the reason of NMI, check the NMI remark field in said screen.
Beneficiary can edit the invoice details and can upload the additional invoices
supporting to justification given for NMI. 
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Incomplete submission Save 

 

 

claim id to open the claim, and complete the claim submission. 

In case of any  shortfall of documents in 
or any further clarifications are required by UTIITSL to process the 

ies on these claims. These claims are classified as    
option of the Bill 

I query within a stipulated 

 

To check the reason of NMI, check the NMI remark field in said screen. 
details and can upload the additional invoices 



 

 
 UTIITSL will process the bills once the 

 
 
 
 
 
 
 
 
 

 

 

UTIITSL will process the bills once the required information is updated in system
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required information is updated in system 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

End 
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