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Apply Claims on Behalf 

 

 

 

 

 

Step 2 

A This area will show summary of your yearly benefit according to your benefit selection. For 

example if you choose “MEDICAL” benefit, here will show your “MEDICAL” entitlement for 

whole year, your current yearly “MEDICAL” balance, your current yearly “MEDICAL” amount 

usage, expired date of your “MEDICAL” benefit…etc. 

B This area will show your current “Cut Off From” and “Cut Off To” according to your “Posting 

Date” selection. For example, if you choose you want to claim your medical amount for April, 

then this area will show your current MEDICAL claims summary. For example, your maximum 

claims amount for this month is how much, your maximum claim per transaction is how much, 

how many times you already claim for this month…etc. 

 

 this box if you got attachment need to upload. 

 

Step 1 

Step 2 

Step 3: Fill in the form. 



 

 

 

 

 

 

 

 

 

 

 

 

C This area is Claim Form which you’re required to fill in. The * which highlighted in red font 

color is a compulsory fields. 

 

Step 4: Select you attachment. 

Step 5: Click on “Update” button. 

You will see below message when you update successfully. 



 

Where to check claims application status? 
 

 

 

 

 

 

 

Step 1 

Step 2 

Step 3 



 

Where to Edit Claims? 
 

 

 

Step 1 

Step 2 

Step 4: Click on “Detail”. 

Step 3: Select which employee you want to amend. 



 

 

 

 

Step 5: Click on “Update” button to save your changes. 



 

Where to Cancel Claims? 
 

 

 

 

 

 

 

 

 

Step 1 

Step 2 

Step 4 

Step 5: Click “Cancel Claims” to cancel your claims. 

Step 3: Select which employee you want to cancel 

his/her claims. 


