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Take control of your health management in minutes
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🎯 HR Portal Role
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👥 Manage policyholders and their families

💰 Track premiums and claims

📊 Monitor health consumption

🛡 HR control point for the health contract



🔐 Secure Login
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🌍 Choose language

🧾 Enter login and password

🔒 Access secure area

⚠ Never share your login details
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🖥️ Understanding the Interface
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1. 🟦 Top bar : identity and navigation

2. 📂 Side menu : business modules

3. ⚙ Action bar: page buttons

4. 📄 Central area: data and forms

5. 📌 Context button: active Policy, Policyholder or Beneficiary



Home Page : Dashboard

📈 Global view of health portfolio

👥 Insured members count

💰 Premiums vs claims

➡ Quick access to policies

🧭 The Dashboard
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🛡Access a Health Policy

📘 View policy terms and key indicators

⚙ This is the entry point to insured members, finances, and more: Click

one of the page buttons in the Action bar
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📍 Dashboard → Health Contract → Policy No → Policy Form



🏷 Colleges

👥 A college = group or category of member

📑 Same benefits and rates

💰 Direct impact on premiums and entitlements

Click on "Premium TOTD" to view college details
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📍 Policy Form → College → List of colleges



👤 Member Management

🔎 Search and filter

📤 Export / print

➡ Access the individual file (Membership form page) by clicking

"Detail"

📍 Policy Form → Members → Member Management
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📄 Membership form

📊 Expense Analysis

📍 Member Management → Detail → Membership form 

👨‍👩‍👧 Family composition : Click on a member → Beneficiary File page

🛡 Limits and Guarantees of the family

• Monthly expenses

• Expenses by relationship

• Expenses by guarantee
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➕ Add a Policyholder

🏷 Choose college and endorsement

🧾 Enter identity details

🧮 Check calculation

💾 Save

📍 Policy Form → New Member → New Member

📍 Member Management → New Member → New Member
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📥 Import Multiple Insured Members

📄 Download the Excel template

✍ Fill in required fields

🔗 Link to an endorsement

🧮 Calculate premiums and validate

📍 Policy Form → Import Insured → Import the insured

📍 Member Management → Import Insured → Import the insured
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🔄 Movement Tracking

⬆ New entries

⬇ Terminations

📊 Full traceability

📍 Policy Form → Movements → Entries & exits policyholders

📍 Movements Menu → Entries & Exits → Insured Persons Entries & exits
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💳 Validate Reimbursements (Non-third party payment)

📍 Claims Menu → Reimbursement → Request validation

🔎 Filter requests

📂 Verify supporting documents by clicking on

✔ Validate HR by clicking on

📤 Transmission to the insurer after validation
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📈 Analyze consumption & profitability

📊 Consumption summary

📉 Loss Ratio Report (Claims / Premiums)

📤 PDF and Excel exports

📍 Policy Form → Conso Summary → Consumption Summary

📍 Reports menu → Consumption → Select a policy → Access the module → Consumption Summary
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✅ Best Practices

📌 Always work from the policy

🧮 Check colleges before calculating premiums

📊 Use exports for reporting

📘 Refer to the full manual for advanced cases
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