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Introduction 

 
Welcome to the MediBuddy portal tutorial. Now you can access policy features on your MediBuddy 

portal - in a faster and more efficient way. Here is a step by step guide on how to use your MediBuddy 

portal. 

 

I. Login Page 

 
1. Go to https://portal.medibuddy.in from your web browser. Sign in with your username 

and password. 

 

 

 
 

2. On successful login, you will see the following page from which, you can perform the required 

action. 

 

 

https://portal.medibuddy.in/


II. Online enrolment 
 

1. Click the enrolment button on “Your health policy‟ tile. The following page appears. Existing 

users can review their current beneficiaries (spouse and children). 

 

 
 

 
 

 



 
 

 
 

 
 

 
2. You can view the employee information as well as information pertaining to your beneficiaries. 

You can make the necessary changes to your profile. You can also add your beneficiaries 

including your spouse, parents and up to 4 dependent children. However, basis 2 years lock-in 

we have introduced flexibility option of allowing employees who have enrolled for top-

up/parental plan in 2023 to enhance their sum insured in 2024. Opting out of the top-

up/parental plan or reducing the sum insured is not allowed. 

3. The Sum Insured/Premium Contribution Summary shows the beneficiaries you have 

enrolled into the health insurance, the sum insured and the premium you are paying. 

 

 

 



4. To add your beneficiaries, perform the following steps: 

 On the enrolment page, select your beneficiary relationship, click Add and enter your 
beneficiary’s name and date of birth (DOB). 

 Add beneficiaries to your top-up policy, if applicable, and select the sum insured. 
The premium payable is automatically calculated. 

 Top-up premiums and employee contributions, if applicable, will be deducted from your 
salary. 

 Click the Submit button to save your changes. 



III. View Policy 
 

Click the View policy button from “Your health policy‟ tile. You can view all the details pertaining to 

your policy cover. 

 
 

IV. Download eCard 
 

Click the Download eCard button from “Your health policy‟ tile. Your eCard is downloaded in the pdf 

format. 

 

V. Find network hospitals 

 
With the map-based view, you get the location of the hospital along with all their contact detail. You 

also get a clear visual indication of the route to the hospital. Follow the steps given below to find your 

network hospital. 

 

1. Click the Network hospitals button from the “Hospitalization‟ tile. You will be led to the 

following page. 

 

 
2. Set your location. You can either select your current location or change the location as 

necessary. 

3. Choose your insurer so you see only those hospitals that are in your insurer network. (This is 

important because cashless hospitalization is available only at network hospitals). You can 

see all your network hospitals. 

4. You can also change the search radius to expand / narrow the scope of search. 

5. If you wish to download the list for entire location, you can click “download link” on the policy 

tab. 



VI. Intimate eCashless 

 
The eCashless facility helps you plan your hospital admission in a more efficient way. You can raise a 

request for eCashless facility if you have at least 48 hours to plan your hospitalization in advance. 

The following is the process for raising an eCashless request. 

 

1. Click the Intimate eCashless button from the ‘Hospitalization’ tile. You will be led to the 

following page. 

 

 
 

2. Enter basic details about your treatment - prescribed treatment, your preferred network 

hospital, doctor’s name, planned date of admission, etc. Upload the relevant investigation 

reports, doctor’s consultation letter and any other medical documents, and submit your 

request by clicking the Plan button. 

3. Medi Assist sends your request to your chosen network hospital. The hospital provides an 

early estimate for the treatment and forwards your request to Medi Assist. 

4. Medi Assist releases a provisional pre-authorization to the hospital. Simultaneously, you 

receive a secure passcode for your request. 

5. On the date of admission, you walk into the hospital and show your secure passcode at the 

insurance desk. You must also present your Medi Assist e-card and any valid Government ID 

proof. 

6. The hospital unlocks your provisional approval with your passcode and instantly hands over 

the pre-authorization. You sign the pre-authorization form and get green channeled into your 

room. 

7. Track your claim in real-time using any of our channels 

 
 
 
 



VII. Submit claims 
 

Reimbursement claims may be filed in the following circumstances: 

 
 Hospitalization at a non-network hospital 

 Post- and pre-hospitalization expenses / domiciliary expenses that are not covered by your policy 

The following is the procedure to submit your reimbursement claims for hospitalization: 

1. Click the Submit hospitalization claims button from the ‘Claims’ tile. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. Enter the details of your treatment. This would include your Beneficiary Details, Claim Details, 

and Declaration of Claim Submission. Add your bank details so that the reimbursement 

amount can be transferred to your account. Remember to raise separate claims for separate 

illnesses. 

 

 
 
 

 
 

 
 
 
 
 
 
 

 

3. Update/check the KYC details under “Add KYC” 



 
 
 
 
 



4. Scan and upload your documents to enable Medi Assist to start processing your claims based 

on the online submission even before receiving the physical documents. You must mandatorily 

submit all original documents in order for the claim to be approved after scrutiny of these 

originals. Remember to upload documents such as ID proof and address proof. 

 

 
 
 
 
 
 



5. Send the following original documents to Medi Assist within 3-4 days from the date 

of discharge from hospital for each claim: 

 Original hospital final bill 

 Original numbered receipts for payments made to the hospital 

 Complete breakup of the hospital bill 

 Original discharge summary 

 All original investigation reports along with prescriptions 

 All original medicine bills with relevant prescriptions 

 Original signed claim form 

 Copy of the Medi Assist ID card or current policy copy and previous years' policy copies (if 

any) 

 Covering letter stating your complete address, contact numbers and email address (if 

available) 

 

6. Retain the scanned/photocopies of all the documents for your reference. 

 

7. Kindly take a printout of filled claim form, sign and submit it along with all the original 

documents to your nearest IBM helpdesk or courier them to Medi Assist Assist Bangalore 

office (Medi Assist India TPA Pvt. Ltd, Tower D, 4th Floor, IBC Knowledge Park, 4/1 

Bannerghatta Road, Bangalore – 560029) for the final settlement of the claim. 

 

8. Track your claim in real-time using any of our channels 
 

9. The medical team at Medi Assist processes the claim: 

 In case of approval, the amount is reimbursed either via NEFT or cheque (sent to the 
address mentioned in your policy) 

 In case your claim is denied, the denial letter is sent to you by courier / post / e-mail 
quoting the reason for denial of your claim. 



Note: 
 The size each of document should be less than 5 MB. 

 It is the responsibility of the employee to declare correct and accurate information 

regarding the claim and ensure that the claim submitted is genuine. If any information 

provided by the employee is found to be manipulated, incorrect or false this would result in 

BCG violation. 

 

VIII. Track claims 
 

You can track your eCashless or reimbursement claims through one of the options given below. 
Click the Track claims button from the „Claims‟ tile. You will be led to the page as shown below. The page 

shows the history of all your claims. 

 

 
 Clicking an individual claim type will give you all the details pertaining to the claim. 

 You can download the claim form as well letters pertaining to the claim from this page. 

 
You can also track your claims via the following options: 

 
 Log into www.medibuddy.in and click the Claims tab (or) 

 Visit track.medibuddy.in to search claims by Claim ID, MA ID or Employee ID (or) 

 SMS “Claims (Claim Number)” to +91 96631 49992 

 

Contact 
 

In case of further queries, please call the IBM helpline numbers on 8884388455 / 080-
46855351 for any assistance or write to:  
ibmcare@mediassist.in / ibm.escalation@mediassist.in 
 
 

http://www.medibuddy.in/
mailto:ibmcare@mediassist.in
mailto:ibm.escalation@mediassist.in
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