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Quick Steps: 
This manual is a single source of information to all about claim filing with EaseMyClaim 
cloud solution, specifically configured to ease your claim filing process for Andes Town 
Planners Private Limited. 

Go thru the manual and arrange all necessary documents in PDF before you star filing 
your claim so that you can provide all relevant information to the IRP/RP and that helps 
to speed up your claim processing. 

DO NOT LEAVE APPLICATION UNATTENDED FOR MORE THAN 15 MINUTES, as 
otherwise you may need to login again. It is advised that you save your claim in 
DRAFT status frequently to avoid losing your work. 

− Step1: Create your account (Click Create Account), provide basic details, create 
user ID and password of your choice, and select applicable claim form (Form B, C, 
CA, D, E or F) 

− Step2: Login to EaseMyClaim cloud solution, you will be redirect to the selected 
from automatically. 

− Step3: Fill all the form details carefully, even if some information is not relevant, 
fill that field with NA (Not Applicable or zero). All the fields are mandatory 
(Additional details and Form details).  

− Step4: Upload all the relevant documents. You can upload documents, each up to 
maximum size of 1 MB. Documents can be of PDF only.  
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− Step5: Take the form print and review all the details carefully. Read all the 
disclaimers and only then sign at the designated places in the form. Scan this 
signed form now and upload the form PDF at designated place in the 
EaseMyClaim Solution. In case the form print is having missing information such 
as Claimant Name, clear your browser cookies in your computer and try taking 
print for form C (or if you filling form CA) again. Also ensure that you are using 
the prescribed browser version to file your claim (Refer claimant guide available on 
the logon screen of portal). 

− Step6: You may save your form in draft status and complete that later as well. You 
are required to upload at least one supporting document and draft form in order to 
save your claim in DRAFT status. The status of your claim should be “draft”. Press 
Submit button to submit your claim, after upload remaining supporting 
documents and final signed claim form.  

− Step7: Due to network latency, you may take few seconds to get the system 
confirmation, wait for a few seconds after your press SAVE AS DRAFT or SUBMIT 
button. You should get a success message and be redirected to the Claimant 
Dashboard. You can access all your uploaded documents, filled form and other 
details here. The status of your claim should be “Submitted”. 

− Step8 (Optional): It is advised that you check your claim status by logging into 
EaseMyClaim cloud solution. It may be possible that IRP/RP has some queries and 
asking for some additional documents from you. The status of claim shall be 
“Pending” for your claim. You shall also receive a mail notification for the same, 
ensure that you check you add sender e-mail as trusted e-mail or check your 
junk/spam mail box as well. You are therefore advised to upload/provide 
additional documents/information. Follow Step 5 – every time you edit your claim 
details. 

− Step9 (Optional): Follow Step6, your claim status should now be turned to 
“Revised” this time.  

− Step10 (For IRP/RP): IRP/RP shall review your claim and can either send this back 
to you for additional queries (Step8) or can admit your claim (you will see claim 
Status “Admitted”) or can reject your claim (you will see claim Status “Rejected”).  

− Step11 (Optional): You may re-submit your claim even after once rejected by 
IRP/RP (you will see claim status “Re-submitted”). 
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Detailed Steps: 
Step1:  

  

  

 

  

You cannot change your email ID and User ID 
later. Provide the email details where you will be 
communicated all the further queries and claim 
status (auto notifications) by IRP/RP. 

With this message, you have registered 
successfully. 

Click on Create Account 
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Step2 and Step3 

 

 

 

The STEP1 is for form C, you will find similar 
input screen for other forms (such as Form CA) 
as well. Fill all the details carefully. 

Press “Next Button”.  

Provide your identification details (upload 
document in PDF below), address and other 
particulars here. 

Ensure that you fill your bank account details 
correctly. Provide BENEFICIERY NAME in the 
BANK ACCOUNT NAME. 

ENSURE THAT IFSC CODE IS CORRETLY 
provided. 
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Step4: 

 

 

  

Provide document short text and upload the 
relevant documents (PDF only). You can upload 1 
MB size per document only.  

ENSURE THAT ALL THE INFORMATION IS 
CLEARLY VISIBLE IN THE PDF FILE. 
DOCUMENTS WITH UNCLEAR/PARTLY 
VISBILE INFORMATION, may take longer to 
process and IRP/RP will ask for more details. 

UPLOAD ONE DOCUMENT at a time by giving 
document name and press choose file to upload 
the relevant document. Once done, PRESS + sign 
to upload next document if required. 
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Step5: 

 

 

 

 

  

Take the form print and check all the details 
carefully now.  

Upload the signed copy of form print (PDF type 
only)  
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Step6:  

 

Step7:   

 

Claimant dashboard – claim status can be draft if 
you save your form in draft. You can still edit 
your claimant profile (except User ID and Mail 
ID).  

Go to menu (Forms  View Forms) for editing 
your form if required. 

Check your mails, you should have received an 
auto notification from IRP/RP. 

If you cannot see any notifications yet, check 
your junk/spam mails as well. 

You can also check the claim status on the 
claimant portal. If its SUBMITTED, your claim is 
filed successfully. Once submitted, you cannot 
edit your claim, so be careful and check all the 
details before you finally submit the claim. 

If the claim status is PENDING, you must 
respond back to IRP/RP’s queries immediately.  

If the claim status is REVISED, you have already 
responded back to IRP/RP. 

If the claim status is ADMITTED, your claim is 
approved, check the approved amount then. 

If the claim status is REJETED, IRP/RP has 
rejected your claim, check the reasons. You may 
still resubmit your claims with more 
details/documents, the claim status shall turn to 
RESUIBMITTED then. 
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if you have submitted your claim to IRP/RP. You 
can NOT edit your claimant profile or claim or 
any documents now. 

Go to menu (Forms  View Forms) for viewing 
your submitted form or 

Go to menu (Claim Documents) to view 
uploaded documents. You cannot edit/delete any 
of these documents now. 


