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1. Document Overview 

This training document provides step by step instructions to raise Authorization letter. 

Process Name: Authorization Letter 

Prerequisites: 

 REHS Card – The REHS card must be active. The system will allow issuance of an 

authorization letter only for self / dependents listed on the REHS card. 

 Empanelled Hospital – Only empanelled hospitals will be available for selection in the 

Authorization Application. 

  



 

4 
 

2. Process Description 

 
Employees should request for Authorization letter to avail indoor treatment to admit on direct payment 

scheme. 

3. Step by step process to raise Authorization letter 

Step 1. Enter employee id and password. Click on Continue button to login. 
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Step 2. After successful login, click on ‘Authority Letter’ tile.

  
 

Step 3. Click on ‘Create New Request’ to raise an authorization letter request. 

 

 

Step 4. Card and Employee Information will appear in header section automatically.  

 

 

Step 4. Employee should fill ‘Hospital Details’ section. They should choose State, City and Hospital Name 

from the available dropdown.  
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Step 5. Based on Hospital name, all related details will appear automatically. 

 

 

Step 6. User should fill ‘Dependent Details’ section.  
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Step 7. List of Dependents will be appear in the dropdown based on REHS Card. 

 

Step 8. Based on the selected value, Dependent’s relation, age and gender will appear automatically. 

 

 

Step 9. All mandatory fields, except system-generated and non-editable fields, must be completed by the 

employee. 

 
  

 

Step 10. Attach Required Documents. Doctor Prescription is a mandatory document for medical team. 
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Step 11. Employee can save the request and status will be as Created. 

  

 

Step 12. Once user click on ‘Submit’ button , their request will be raised with status ‘Requested’. Once 

submitted, user will not be able to change any information. 
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Upon Submission, the request will be automatically triggered for approval and a letter will be issued after 

approval. 

 

***** Thank You ***** 


