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1 Introduction 
 

This guide is designed to help insurance agents and corporate insurance clients navigate the portal and access their 

policy details efficiently. The portal provides a comprehensive platform for managing and viewing insurance 

policies and accessing important documents. 

 

2 Getting Started 
 

2.1 System Requirements 
 

In order to use this portal, ensure that your system meets the following requirements: 

• Browser: Latest versions of any web browser (i.e., Chrome, Edge, Safari etc). 

• Internet Connection: Stable. 

 

2.2 Accessing the Portal 
 

Open your web browser and enter the below mentioned portal URL.  

Bookmark the URL for easy future access. 

URL : https://corporatebusiness.jubileehealth.com 

Following web page should appear 

 

 

https://corporatebusiness.jubileehealth.com/


 
Page 4 of 10 

 
Technology and Project Management Department 

 

2.3 Logging In 
 

1. Go to the login page of the portal. 

2. Enter your Email address and Password. 

3. Click the Sign in button. 

 

2.4 Sign Up Process 
 

If you are a new user to this portal, you must create an account first: 

1. Go to the login page of the portal. 

2. Click on the Sign Up button. 

3. Select the User type (i.e., Marketing Officer, Client) 

4. Provide your Email address and press Sign up button. 

5. Your email address must be registered in company record. 

6. If your email is verified by the company database, then you will receive a confirmation email with a 

verification link. Click the link to verify your email address and then you will receive a first login password. 

7. Use that to login the portal and change your password. 
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If you are a client then select “Register as Client” in user type field and for Marketing Officers please select 

“Register as Agent”. 

NOTE:  if you receive any errors during signup process then send your email address and problem details to 

below mention email address: 

 grouphealth.admin@jubileehealth.com;  

2.5 Forgot Password 
 

If you have forgotten your password: 

1. Go to the login page of the portal. 

2. Click on Forgot Password. 

3. Enter your Email Address. 

4. Click Send Email button. 

5. Check your email for a password reset link. 

6. Click the link and then you will receive a temporary password on your email. 

7. Return to the login page and enter that password, and then change your password. 

 

mailto:grouphealth.admin@jubileehealth.com
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3 Navigating the Dashboard 
 

3.1 Overview 
 

After logging in, you will be directed to the main dashboard. The dashboard provides a list of your policies and 

quick links to key features. 

 

 

3.2 Main Menu 
 

The main menu on the left side of the dashboard includes: 

• Home: Return to the dashboard. 

• List of Policies: View and manage your policies. 

• Change Password: To change your login password. 

• Logout: To logout from portal. 
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4 Viewing Policy Details 
 

To view the details of any policy, go to list of policies page and click the eye button on the right side of the 

policy, which you want view. 

4.1 Policy Information 
 

1. Click on the Policy Information. 

2. On this page basic information of policy and company is listed. 
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4.2 Health Coverage Information 
 

1. Click on Health coverage information page  

2. This page will show the premium and coverage information of insured persons. 

 

 

4.3 Benefit Details 
 

1. Click on Benefit Detail page  

2. This page will show the details of benefits available on this policy. 
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4.4 Employee Information 
 

1. Click on the Employee Information Page 

2. This page will show a drop down of all employees of the company 

 

 

Select an employee and click on Submit button, will show the card of that employee. 
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 Scroll down further to see the list of dependents and claims of that employee. 

 

 

4.5 Reports 
 

1. Click on Reports page  

2. This page will show various reports of this policy. 

3. Click on the download button against the selected report. 

4. This report will be downloaded on your device in Excel Format. 

 

 


