


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

          

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

Disclaimer: This user guide is aimed to provide guidance in logging into 

the retired employee’s web portal and provide step by step assistance in 

availing facilities. The user guide shall be revised from time to time in 

case of any modification in the web portal. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

THDCIL Retired Employees 

Web Portal USER Guide 

 

1. Login in to Web Portal 

 
Purpose: This process will allow Authorized ex-employee or dependants (in 

case of ex-employee’s demise) to login in to Retired Employees Web Portal 

with ex-employee’s THDCIL employee number and the provided password. 

 

Note: Path: THDCIL Official portal  https://thdc.co.in/en -> Retired Employee 

Desk -> Retired Employee Portal. 

 

 
 

 

 

 

 

https://thdc.co.in/en


 

 

 

 

 

 

2. Contact THDCIL Officials 

Purpose: This feature provides ex-Employees and their dependants with an 

access to connect with THDCIL officials for generation of password/activation 

of account etc. 

Note: In addition to this, contact details of respective nodal officers has also 

been displayed on home page to nudge them for any help if required. 

 

 

 
 

3. Grievance Reporting 

Purpose: This feature enables ex-employee or their dependant to lodge 

grievance if any on contact number or mail id provided under the head 

CONTACT INFO. 

 

 



 

 

 

Note: The mentioned mail id and contact number may be utilized if point no. 2 

does not serve the purpose. 

 

 

 

 
 

                

4. Home page Screen 

 

Purpose: The home Screen depicts  different options available to apply for 

claims or  for updating of information. Employee can get an instant glimpse of 

Pending, Approved, Rejected and Returned application too. 

 

Note: Employee can track current status of their claim application by entering 

application number in the option provided on home page. 

 

 The screen will also flashes message, circulars, news and events pertaining to 

company in respective heads from time to time. 
 

            

 

 

 



 

 

 

5. Change of Password and Logout 

 
Purpose: The command button provided at the top right side is available to 

change password and  to log out from application. 
 

Note: Ex-employee/Ex-Employee’s dependant is required to put in old 

password in order to set in the new password. 

 

 

 

       

 

 

 

6. Notification 

Purpose: The Bell icon present at the top right corner indicates application 

messages pertaining to action taken on the raised claim by the concerned stake 

holders. 

Note: Employee may get ping of current status of the raised claim.  

    

 

 

 



 

 

 

 

 

  

 

 

 

 

 

7. Profile 

Purpose:  The two options available under profile tab are as follows - 

(a) View - Employee may view profile details on PRMB portal under the heads- 

Employee Information, Employee Address, Bank details. 

     

 

 

 

 

 

 

 

 



 

 

 

 

 

 

        

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

(b) Request- This option is to facilitate change in the profile details mentioned under 

the above heads. This option is designed to provide ex- employees with quick 

access of booking Guest House and upload of Life Certificate. 

Note: Any requested change in the profile of ex- employee will reflect post           

due   verification from concerned nodal officers. 

 

(i) Basic Info Update Request: Select Update Type from drop down, enter 

the desired value, do save and submit. Reference ID will be created upon 

submitting the request. User can view the officer’s name and designation to 

whom request has gone for approval. 

 

Note – It’s mandatory to fill all the fields marked with asterisk for the further    

processing of the request. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

(ii) Bank Update Request: Select Update Type from drop down, enter the desired 

value, do save and submit. Reference ID will be created upon submitting the 

request. User can view the officer’s name and designation to whom request has 

gone for approval. 

 

Note – It’s mandatory to fill all the fields marked with asterisk for the further 

processing of the request. 

 

 

  

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

(iii) Address Update Request: Select Update Type from drop down, enter the 

desired value, do save and submit. Reference ID will be created upon submitting 

the request. User can view the officer’s name and designation to whom request 

has gone for approval. 

 

Note – It’s mandatory to fill all the fields marked with asterisk for the further 

processing of the request. 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

(iv) Dependent Update Request: This functionality has two options, one is to 

add dependent, another is to edit the existing details of dependent. 

 

(a)  Adding dependent: Filling up the asked details for new dependent in the 

system. Further to this, do save and submit the request for necessary action of 

the approving authority. 

 

Note – It’s mandatory to fill all the fields marked with asterisk for the further 

processing of the request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

(b) Editing dependent: Fill up the asked details for new dependent in the system. 

Further to this, do save and submit the request for necessary action of the 

approving authority. 

 

Note-It’s mandatory to fill all the fields marked with asterisk for the further           

processing of the request. 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

(c) Deleting dependent: User has the access to delete dependant at his/her end 

on ceasing of spouse/child to be his dependent due to demise or any other reason 

whatever may it be. 
 

 

 

 

 

(v) Requisition of Guest House/ Transit Guest House: Fill up the asked 

details for booking of guest house. Further to this, do save and submit the request 

for necessary action of the approving authority. 

Note – It’s mandatory to fill all the fields marked with asterisk for the further 

processing of the request. 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

(vi)   Upload Life Certificate : Fill up the details in the format of Life Certificate as 

shown below. Then get the same certified as indicated in the form. Upload the 

certified Life certificate form in the portal for the chosen finacial year. Ex-

Employee can avail the medical facilities only after the upload of the valid life 

certificate. 

 

 

 



 

 

 

 

 

Note – It’s mandatory to fill all the fields marked with asterisk for the further 

processing of the request. 

 

 

 

 



 

 

 

 

 

 

8. Claims Request 

 

 



 

 

 

(a) IPD Claim: Fill up the IPD form for reimbursement of claim along with the upload 

of requisite documents. Further to this, do save and submit the request for 

necessary action of the approving authority. 

This option may be utilized in the case where the option of treatment in empanelled 

hospitals could not be availed. 

 

Note – It’s mandatory to fill all the fields marked with asterisk for the further 

processing of the request. 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

(b) OPD-Claim: User may have the facility to reimburse for outpatient claim    through 

the mentioned option. User needs to fill up the OPD form and claim the amount 

subject to upper ceiling specified in the Annual OPD Ceiling & Balance Amount of 

Claim.  
 

Further to this, do save and submit the request for necessary action of the approving 

authority. 

 

Note – It’s mandatory to fill all the fields marked with asterisk for the further 

processing of the request. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

(c) IPD Referral Generation: User may have the facility to avail cashless 

treatment in the empanelled hospital through the mentioned option. User needs to 

fill up the IPD referral generation form. Further to this, submitting of the request for 

necessary action of the approving authority. 

 

    Note – It’s mandatory to fill all the fields marked with asterisk for the further 

processing of the request. 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

9. Reports: 

 

 

 

(a) IPD Referral Generation: User can view referral details and download 

referral letter upon approval from all the concerned officers. 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

          

 



 

 

 

(b)  IPD Claim Report:  User can view IPD claim on selecting status type from 

drop down or on selecting certain time duration. 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

(c) OPD Claim Report:  User can view IPD claim on selecting status type from 

drop down or on selecting certain time duration. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

(d) PF Statement: Select the financial year for which ex-employee wants to view 

the PF statement. 

 



 

 

 

(e) Pension Statement: Select the financial year for which ex-employee wants to 

view the Pension statement. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

10. Inbox: 

 

(a) Status for the Request: This option provides user with the accessibility to 

check the current status of the raised request and to find out at what level and 

with which officer, the request is pending with. 

 

                

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 


