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1.  Document Overview 

This training document provides step by step instructions to create REHS Card. 

Process Name: Raise request to Create REHS Card 

Prerequisites: 

 REHS Card is applicable for retired employees only. 

 Employee master data should be correctly maintained in backend SAP system. Any changes to 

master data should be requested through My Profile application. 
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2. Process Description 

Employee has an option to: 
 

1. Create New REHS Card 

2. Update details in existing REHS Card or Renew existing REHS Card 

Please follow step by step instruction as detailed below. 
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2.1 Steps to Create New REHS Card: 
 

2.1.1 Step 1 - Login 
 
Enter employee id and password. Default password will be shared with users. User needs to enter the 
default password and login. Click on Continue button to login.

 
 
 



 

7 
 

 
User can reset their password by clicking on ‘Forgot Password’ button. They can check their email for 
further instructions to reset their password. 
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2.1.2 Step 2 - Go to REHS Card 
 
After successful login, click ‘Request Initiation’  ‘REHS Card’.  
 

 
 
 
 

2.1.3 Step 3 - Raise New REHS Card 
 
Click on ‘Raise New REHS Card’ button. 

 
 

2.1.4 Step 4 – Review employee master data  
 
Employee’s personal details will appear automatically based on stored master data. 
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2.1.5 Step 5 – Select REHS Location.  
 
User should update REHS location shown below. It is a mandatory field. 
 

 
 
To select REHS location, user should click on the button shown below. 
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User should select REHS Location from where they will raise re-imbursement requests.

 
 
 

2.1.6 Step 6 – Review Self and Dependent Information 
 
Employee can see all Self and Dependent Information who all are eligible for REHS Card. 

 
 
Employee should upload Photo and Signature for all Self and Dependents by clicking on Attachment button. 
This is mandatory step. 
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Select Photo / Signature and click on Upload button. 
 

 
 
 
 

2.1.7 Step 9 – Review Address Information 
 
Address will be reflected automatically based on information saved in Employee Master. If any change is 
required to Present address, it can be made using My Profile application. 
  

 
 

2.1.8 Step 10 – Fee Payment  
 
When employee is requesting for an REHS Card for the first time, they need to pay the required fees. Fee 
needs to be paid only once by the employee. Paid fees will be validated by Finance team before approving 
REHS Card request.  
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Details of fees paid should be mentioned in below ‘Fee Details’ section. It is mandatory to provide details in 
all fields. 
 

 Payment Instrument – Please mention mode of payment 

 Instrument No/UTR No – Please mention transaction details 

 Amount – Please mention fee amount 

 Bank – Please mention Bank details 

 Date – Please mention date of transaction 

 
 

2.1.9 Step 11 – Review Bank Details 
 
Bank details will be reflected automatically based on information saved in Employee Master. Employee 
should review the same. 

 
 

2.1.10 Step 12 – Saving Draft request.  
 
Employee has an option to ‘Save’ the filled information. REHS Card will be saved in ‘Draft’ status. Request 
will not be processed in Draft status. User needs to ‘Submit’ a request for further processing. 

 
 

2.1.11 Step 13 – Submitting REHS Card request  
 
When employee is ready to submit, they should click on ‘Submit’ button. Once submitted, employee will not 
be able to change any information. 
 
Click on Submit. Then click on ‘REHS Card Preview’. 
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2.1.12 Step 14 – Preview REHS Card.  
 
Employee can see Draft Version of the REHS Card before Submitting to make sure all details are correct. 

 
 
 
 
If the employee confirms that all the information is correct, they should tick the “Kindly Preview” checkbox 
and click “OK.” 
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Request will be created with status ‘Requested’. Request will be directed automatically to the approving 
authorities. Once approved, REHS Card will be issued to the employee. 
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3.1 Steps to request REHS Card with updated information or Renew existing REHS Card.  

3.1.1 Step 1 - Login 
 
Enter employee id and password. Default password will be shared with users. User needs to enter the 
default password and login. Click on Continue button to login.
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User can reset their password by clicking on ‘Forgot Password’ button. They can check their email for 
further instructions to reset their password. 
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3.1.2 Step 2 - Go to REHS Card 
 
After successful login, click ‘Request Initiation’  ‘REHS Card’.  
 

 
 
 
 

3.1.3 Step 3 - Raise New REHS Card 
 
Click on ‘Raise New REHS Card’ button. 

 
 

3.1.4 Step 4 – Review employee master data  
 
Employee’s personal details will appear automatically based on stored master data. 
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3.1.5 Step 5 – Select REHS Location.  
 
User should update REHS location shown below. It is a mandatory field. 

 
 
 
To select REHS location, user should click on the button shown below. 
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User should select REHS Location from where they will raise re-imbursement requests.

 
 
 

3.1.6 Step 6 – Review Self and Dependent Information 
 
Employee can see all Self and Dependent Information who all are eligible for REHS Card. 

 
 
Employee should upload Photo and Signature for all Self and Dependents by clicking on Attachment button. 
This is mandatory step. 
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Select Photo / Signature and click on Upload button. 
 

 
 
 
 

3.1.7 Step 9 – Review Address Information 
 
Address will be reflected automatically based on information saved in Employee Master. If any change is 
required to Present address, it can be made using My Profile application. 
  

 
 

3.1.8 Step 10 – Fee Payment  
 
If employee has already paid Fees, they don’t need to pay again. Details of the fees already paid will appear 
automatically with ‘Paid’ checkbox as ticked. 
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3.1.9 Step 11 – Review Bank Details 
 
Bank details will be reflected automatically based on information saved in Employee Master. Employee 
should review the same. 

 
 

3.1.10 Step 12 – Select reason for re-issue of REHS Card 
 
User needs to click on dropdown and mention the reason for re-issue of REHS Card. For example – if there 
is a change in address, they should click on Address Change option.  

 
 
Based on ‘Reason for Edit’, ‘Paid’ field will appear automatically with ‘Yes’ or ‘No’. If it appears as ‘Yes’, 
employee needs to Pay before requesting REHS card. For example – Address Change is a Paid facility. 
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3.1.11 Step 13 - Renewal of REHS Card 
 
User should choose ‘Renewal after Expiry’ option from drop down if their REHS Card has expired. 

 
 
Employee does not need to pay for Card Renewal 

 
 

3.1.12 Step 14 – Payment based on Reason for New Card 
 
Employee should upload Payment Receipt in ‘Attachment’ section by clicking on ‘Upload’ button. 
 

 
 
 

3.1.13 Step 14 – Saving Draft request.  
 
Employee has an option to ‘Save’ the filled information. REHS Card will be saved in ‘Draft’ status. Request 
will not be processed in Draft status. User needs to ‘Submit’ a request for further processing. 
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3.1.14 Step 15 – Submitting REHS Card request  
 
When employee is ready to submit, they should click on ‘Submit’ button. Once submitted, employee will not 
be able to change any information. 
 
Click on Submit. Then click on ‘REHS Card Preview’. 
 

 
 
 

3.1.15 Step 16 – Preview REHS Card.  
 
Employee can see Draft Version of the REHS Card before Submitting to make sure all details are correct. 
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If the employee confirms that all the information is correct, they should tick the “Kindly Preview” checkbox 
and click “OK.” 
 

 
  
 
Upon Submission, the request will be automatically triggered for approval. Once approved, REHS card will 
be issued.  

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


